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NQF Level 3 | Credits: 3

Purpose of the Knowledge Module
The purpose of this knowledge module is to build foundational understanding of leadership and supervision in the context of the furniture manufacturing industry. The learning emphasises the principles and practicalities of supervision in a production environment, with a particular focus on effective team coordination, leadership styles, interpersonal relationships, conflict management, training responsibilities, and productivity enhancement.
This module supports the learner in developing the capabilities to manage a team, provide guidance and instruction, maintain positive workplace relations, and promote performance, motivation and discipline within the workplace.

Key Knowledge Areas
The learning will enable learners to demonstrate an understanding of:
· KM-09-KT01: Supervisory principles (20%)
· KM-09-KT02: Supervision (25%)
· KM-09-KT03: Training and coaching (15%)
· KM-09-KT04: Interpersonal relations (20%)
· KM-09-KT05: Labour relations (15%)
· KM-09-KT06: Productivity, motivation and performance (5%)

Internal Assessment Criteria and Weight
The following assessment criteria apply to this knowledge module:
· IAC0101 – IAC0116: Concepts and practices of planning, leading, organising and control are explained; leadership qualities, team roles, group dynamics and job maturity are described and analysed (20%)
· IAC0201 – IAC0212: Supervisory styles, role clarification, ethics, delegation, communication, and the impact of integrity and misconduct in the workplace are discussed (25%)
· IAC0301 – IAC0303: Concepts, techniques and methods of training and coaching are described and related to the role of the supervisor (15%)
· IAC0401 – IAC0403: Interpersonal relations, team performance, and diversity in the workplace are discussed (20%)
· IAC0501 – IAC0504: Labour legislation, representation, conflict resolution and grievance procedures are evaluated (15%)
· IAC0601 – IAC0608: Productivity principles, performance management, standards, motivation and the importance of sustainable output are discussed (5%)

Application in Furniture Design and Manufacturing
Supervisory competence is critical for ensuring efficient throughput in furniture production environments. The ability to lead teams, manage interpersonal dynamics, resolve workplace conflicts, and guide continuous skills development ensures quality outcomes and improved productivity. This module fosters supervisory accountability and workplace ethics aligned to labour practices, enabling learners to contribute meaningfully to the operational success of a furniture manufacturing business.
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 20%

Purpose of the Topic
The purpose of this topic is to introduce learners to the foundational concepts and responsibilities that define effective supervision in a furniture production context. It covers the core functions of management – planning, leading, organising and control – and explores how these functions are practically applied in real workplace scenarios. Through this topic, learners will also develop an understanding of leadership principles, team dynamics, and the role of supervision in ensuring productive and cohesive workplace teams.
This topic prepares learners to take responsibility for small groups or teams, guiding them toward shared goals while fostering professionalism, accountability and motivation. Emphasis is placed on developing leadership behaviours that are ethical, inclusive, and aligned with the values of the furniture manufacturing sector.

Key Topic Elements to be Covered
· KT0101: Planning, leading, organising and control
· KT0102: Leadership
· KT0103: Team work and group dynamics
· KT0104: Monitoring and assessing the work of workers and slaughterers

Internal Assessment Criteria (IAC) and Weight
To successfully demonstrate competence in this topic, learners must be able to meet the following assessment criteria:
· IAC0101 – IAC0103: Describe the key concepts and practical applications of planning, leading, organising and control in a supervisory role
· IAC0104 – IAC0107: Define leadership and examine the characteristics, principles and best practices of effective leaders in the industry
· IAC0108 – IAC0111: Outline the composition and roles of teams in the furniture production unit, including the impact of job maturity on team function
· IAC0112 – IAC0116: Explore the dynamics of a well-functioning team, including the influence of individual members, internal and external factors, and strategies to build cohesion
Weight: 20% of the Knowledge Module

Application in Furniture Production
Effective supervision is a cornerstone of operational efficiency and team performance in furniture manufacturing. This topic equips learners to manage people and processes with confidence and professionalism. A supervisor must not only understand technical operations but also lead teams, manage diversity, motivate individuals, and respond adaptively to internal and external workplace dynamics. The principles in this topic directly contribute to improved throughput, quality assurance, and team morale on the factory floor.
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain the principles and application of planning, leading, organising and control (PLOC) in a supervisory role within a furniture production environment.

Core Concepts
	Concept
	Description

	Planning
	The process of setting objectives and determining the actions to achieve them. In a factory, this may involve planning for production schedules, shift allocations, or stock levels.

	Leading
	Directing and motivating team members to achieve goals. It includes communication, inspiration, and behavioural modelling.

	Organising
	Arranging people and resources to carry out the plan. Involves delegating tasks, defining roles, and allocating equipment or tools.

	Control
	Monitoring progress, comparing actual results with planned objectives, and taking corrective action if necessary.



Instructional Guidance
1. Explain the importance of PLOC in supervisory functions
· Use a simple diagram to show how these four elements form a cycle of continuous improvement.
· Relate each concept to typical daily operations in a furniture factory.
2. Use workplace-based examples to illustrate each principle:
	Function
	Example in Furniture Manufacturing

	Planning
	Creating a weekly production plan for coffee tables based on client orders.

	Leading
	Holding a toolbox talk at the start of the shift to motivate team members and set the tone for safety.

	Organising
	Assigning team members to workstations and ensuring all tools are available before the shift starts.

	Control
	Checking completed items for quality, identifying that ten units are below standard, and addressing it with the sanding team.



Case Study: The Delayed Order
Scenario:
Sipho is a newly promoted supervisor at a small furniture factory. On Monday, he failed to plan the production of 30 dining chairs for a new client. The team started working without clear instructions, and mid-week they realised they had run out of suitable timber. By Friday, only 12 chairs were complete, and the client was unhappy.
Discussion Questions:
· What did Sipho fail to do in terms of PLOC?
· How could better planning and organising have prevented the delay?
· What leadership actions could Sipho take now to rebuild team morale?
· What control mechanisms could have been in place to alert Sipho earlier?

Critical Thinking Questions
1. What are some of the consequences of poor planning in a furniture production environment?
2. How does a supervisor’s leadership style affect productivity and staff morale?
3. In your view, which of the four functions (PLOC) is the most difficult in a fast-paced manufacturing environment, and why?
4. How would you use control mechanisms to track performance without micromanaging your team?

Activities for Learner Engagement
· Group Activity: Divide the learners into four teams. Assign each group one function (Planning, Leading, Organising, Control). Each group must create a 5-minute skit showing how their function applies to a furniture production scenario.
· Individual Activity: Learners draw a PLOC cycle based on their own experience in a factory or workshop and write a paragraph on how they can improve in each area as future supervisors.
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Learning Outcome
By the end of this topic, learners should be able to:
· Define leadership and explain its importance in the furniture industry.
· Identify key leadership characteristics, principles and best practices.
· Reflect on behaviours that promote or undermine effective leadership in supervisory roles.

Core Concepts
	Concept
	Description

	Leadership
	The process of influencing and guiding individuals or teams to achieve goals. It involves setting a clear vision, motivating others, and taking responsibility.

	Leadership vs. Management
	Management focuses on processes and structure; leadership focuses on people and influence. Both are needed in production environments.

	Qualities of a Good Leader
	Honesty, accountability, confidence, communication, fairness, empathy, decisiveness.

	Poor Leadership Behaviours
	Favouritism, intimidation, dishonesty, poor communication, indecisiveness, lack of vision.



Instructional Guidance
1. Define leadership in the workplace context
· Emphasise the difference between positional authority and earned influence.
· Link leadership directly to safety, productivity and team morale.
2. Highlight leadership behaviours in the furniture production environment
· Encourage reflection on real examples of good and bad leadership learners have experienced.



Workplace-Based Examples
	Behaviour
	Leadership Example

	Leading by Example
	A supervisor always wears PPE and insists others do the same.

	Motivating the Team
	Recognising a worker who improved output, publicly thanking them.

	Communication
	Clearly explaining new procedures before implementing them.

	Accountability
	Admitting to an error in the production schedule and correcting it openly.



Case Study: The Two Supervisors
Scenario:
In the same factory, two supervisors manage different teams. Supervisor A frequently shouts at workers and blames others when things go wrong. Supervisor B listens to concerns, communicates clearly, and supports team members. Over time, Supervisor B’s team consistently meets targets, while Supervisor A’s team struggles.
Discussion Questions:
· What leadership traits does Supervisor B demonstrate?
· How does leadership style affect performance and morale?
· How might Supervisor A’s behaviour affect retention and safety?

Critical Thinking Questions
1. Why is emotional intelligence important in a leadership role?
2. Can someone be a good leader without formal authority? Explain with an example.
3. Which leadership qualities do you think are most important in a production environment?
4. How can a leader balance authority with empathy?

Activities for Learner Engagement
· Pair Activity: Learners pair up and interview each other using a leadership self-assessment checklist. They discuss how they would improve as leaders in a production setting.
· Group Discussion: “Can a good leader be strict?” Facilitate a debate where one group argues for supportive leadership and another for strict rule enforcement.
· Reflection Journal: Learners write a short reflection on a time they experienced (or demonstrated) good or poor leadership and what they learnt from it.



[bookmark: _Toc196218945]KT0103 – Team Work and Group Dynamics

Learning Outcome
By the end of this topic, learners should be able to:
· Describe the characteristics of well-functioning teams in a furniture production environment.
· Understand the roles of individuals in teams and how group dynamics affect team performance.
· Identify methods for promoting team cohesion and addressing internal and external factors that influence teamwork.



Core Concepts
	Concept
	Description

	Team Work
	Collaborative effort by individuals to achieve a common goal. In manufacturing, teamwork ensures efficient workflow and quality output.

	Group Dynamics
	The behavioural relationships and interactions within a team, including communication patterns, conflict resolution, roles, and influence.

	Well-functioning Team Characteristics
	Shared vision, trust, open communication, mutual respect, accountability, and adaptability.

	Internal and External Factors
	Internal: leadership, communication, diversity, skill levels. External: organisational culture, deadlines, resource availability.



Instructional Guidance
1. Introduce the concept of teams and their composition
· Explain that a team is more than a group of individuals; it is an interdependent unit.
· Use furniture production team structures (cutting, assembly, finishing) as examples.
2. Discuss group dynamics and common team roles
· Include roles such as coordinator, implementer, monitor-evaluator, completer-finisher, etc.
· Discuss how diversity in age, language, skill, and cultural background influences team dynamics.

Workplace-Based Examples
	Element
	Example

	Well-functioning Team
	The finishing team consistently completes tasks early by coordinating tasks and covering for absent members.

	Dysfunctional Dynamics
	In the assembly team, poor communication leads to incorrect fittings and rework, causing delays.

	Internal Factor
	A new team member with poor interpersonal skills causes tension among experienced workers.

	External Factor
	A sudden machinery breakdown causes stress and blame-shifting among team members.



Case Study: One Team, Two Outcomes
Scenario:
Two furniture finishing teams have the same number of members and tools. Team X communicates well, helps one another, and rotates leadership based on expertise. Team Y lacks trust, blames each other for mistakes, and ignores safety procedures. Team X consistently finishes jobs on time, while Team Y misses deadlines.
Discussion Questions:
· What internal factors make Team X successful?
· How do group dynamics explain Team Y’s performance?
· What could management do to improve Team Y’s cohesion?

Critical Thinking Questions
1. Why is understanding team roles important for supervisors?
2. How can a supervisor encourage positive group dynamics among a culturally diverse team?
3. What are some warning signs of poor team dynamics?
4. How would you intervene as a supervisor if team members are not cooperating?

Activities for Learner Engagement
· Team Role Play: Learners are given specific roles (leader, challenger, peacemaker, avoider) and asked to solve a production issue together. Afterward, discuss how their roles helped or hindered the task.
· Group Brainstorm: List ten characteristics of a strong team. Categorise them as either behaviour-based (e.g., trust) or system-based (e.g., clear goals).
· Personal Reflection: Learners write about a time they were part of a team and describe what worked well or caused conflict.
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Learning Outcome
By the end of this topic, learners should be able to:
· Monitor work processes and assess the performance of team members in a furniture manufacturing setting.
· Identify performance gaps and provide constructive feedback.
· Understand the purpose and method of maintaining standards through ongoing supervision.

Core Concepts
	Concept
	Description

	Monitoring
	The continuous process of observing work activities to ensure they meet the required standards and timelines.

	Assessing
	The systematic evaluation of worker performance against set criteria such as quality, productivity, attendance and safety.

	Slaughterers (Contextual Clarification)
	In furniture production, the term may have been misused or misinterpreted. It possibly refers to machine operators or cutters (e.g., those who cut timber or board). Facilitate discussion to clarify terminology in local context.

	Performance Standards
	Benchmarks that define expected outcomes in terms of quality, quantity, safety, and time.



Instructional Guidance
1. Clarify workplace expectations and how to measure them
· Use production checklists, job cards, and quality inspection reports as visual aids.
· Emphasise that monitoring is not about punishment, but improvement.
2. Explain formal and informal methods of assessment
· Formal: structured performance reviews, production reports.
· Informal: daily observations, toolbox talks, team feedback.
3. Link monitoring to the PLOC cycle
· Highlight how assessment feeds back into planning and control.

Workplace-Based Examples
	Task
	Monitoring Action
	Assessment Action

	Cutting boards
	Supervisor checks board sizes every hour using a measuring tape.
	Compares final dimensions to job card specifications.

	Spray finishing
	Observes workers applying lacquer evenly in spray booth.
	Assesses quality of finish against required texture and sheen.

	Assembling carcasses
	Reviews the fitting of hinges and runners.
	Identifies that one worker consistently uses incorrect screws and provides corrective coaching.



Case Study: The Uneven Output
Scenario:
Thabo and Lerato are working on the sanding line. Over three days, Thabo produces 25 units daily, all within specification. Lerato only manages 15 per day, and several units require rework. The supervisor has not monitored them until the client reports sub-standard finish quality.
Discussion Questions:
· What could the supervisor have done differently?
· How might daily monitoring have prevented the issue?
· What kind of feedback should be given to Lerato?

Critical Thinking Questions
1. What are the risks of failing to monitor team performance in a production setting?
2. How can feedback be given in a way that encourages improvement rather than defensiveness?
3. In your opinion, how often should assessments take place in a fast-paced factory environment?
4. How would you handle a worker who resists being monitored or corrected?



Activities for Learner Engagement
· Role Play: Simulate a monitoring and feedback session between a supervisor and a worker whose work has declined in quality. Discuss language, tone, and approach used.
· Checklist Development: In groups, create a simple checklist that a supervisor can use to monitor a task such as sanding, cutting or assembling.
· Peer Assessment: Learners observe each other completing a short task (e.g., measuring and cutting mock boards) and provide performance feedback using a basic rubric.
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NQF Level 3 | Weight: 20%

Section A: Case Study-Based Questions (Short Answer and Discussion)
Case Study: Zanele's New Role as Supervisor
Zanele has recently been promoted to a supervisory position at a medium-sized furniture factory. She is now responsible for a team of ten workers in the assembly section. In her first week, she struggled to assign tasks clearly, missed her team briefing, and avoided confronting one team member whose poor performance was affecting others.
She also noticed that there was tension between two senior workers who refused to cooperate. Despite trying to motivate the team, the production numbers dropped below the daily target, and two quality complaints were raised by the client.
Question 1: Based on the scenario above, answer the following:
1.1 Identify and briefly describe the four key supervisory functions Zanele failed to apply.
(Aligned with IAC0101, IAC0102)
1.2 Explain why planning and leading are essential in the early days of a supervisory role.
(Aligned with IAC0103)
1.3 Define leadership in your own words and explain its importance in the furniture manufacturing sector.
(Aligned with IAC0104)

Section B: Knowledge-Based Questions (Short Answer)
Question 2: Leadership Characteristics and Principles
2.1 List four key characteristics of a good leader and explain how each contributes to effective supervision.
(Aligned with IAC0105)
2.2 Outline two leadership principles and review how they help promote workplace productivity.
(Aligned with IAC0106)
2.3 State two best practices of leadership and explain their relevance in a furniture production unit.
(Aligned with IAC0107)



Section C: Group Activity and Observation
Activity: Team Simulation – Furniture Assembly Task
Learners are divided into groups of 4–5 and are assigned roles within a simulated furniture production team (e.g., team leader, cutter, assembler, quality checker). Each group receives an instruction sheet that outlines the expected workflow.
The assessor observes and scores the following:
· Composition and role distribution of the team
· Communication and collaboration among members
· Team decision-making and conflict resolution
Assessment Criteria Covered: IAC0108, IAC0109, IAC0110, IAC0111, IAC0112, IAC0113, IAC0114, IAC0115, IAC0116
Observation Tool: Checklist and Assessor Rating Grid (see rubric)

Model Answers and Marking Memo
	Question
	Expected Response
	Marks

	1.1
	Planning, Leading, Organising, Controlling – each described
	4 × 2 = 8

	1.2
	Planning sets clear goals; Leading motivates and aligns team
	2 × 2 = 4

	1.3
	Leadership = guiding others towards a goal; Importance = ensures team direction and morale
	4

	2.1
	E.g. Honesty, Confidence, Accountability, Communication – each explained
	4 × 2 = 8

	2.2
	E.g. Lead by example, motivate others – reviewed in relation to productivity
	2 × 3 = 6

	2.3
	Best practices e.g. clear communication, fairness – explained in factory context
	2 × 3 = 6


Total for Sections A and B: 36 marks
Total for Section C (Observation Activity): 24 marks
Overall Total: 60 marks

Observation Rubric: Group Activity
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Team Composition and Role Clarity
	Roles well defined and delegated
	Most roles clear
	Some confusion
	No clear roles

	Communication and Listening
	Always clear, active listening
	Mostly clear
	Some breakdowns
	Poor or absent

	Problem Solving and Cohesion
	Team collaborates effectively
	Moderate cohesion
	Frequent tension
	Disjointed

	Adaptability
	Responds to change with ease
	Some adaptability
	Limited flexibility
	Resistant to change

	Handling Internal/External Factors
	Identifies and mitigates issues
	Identifies but no action
	Ignores factors
	Makes it worse

	Encouraging Participation
	All included and valued
	Most engaged
	Few involved
	Exclusion of members


Maximum Score: 24 marks
Scoring Guide:
· 21–24: Competent with strong team leadership potential
· 17–20: Competent but needs support
· 13–16: Marginal performance – review needed
· Below 13: Not yet competent – repeat activity
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Knowledge Module: KM-09-KT01 – Supervisory Principles
NQF Level: 3
Weight: 20% of the Knowledge Module
Assessment Type: Integrated Assessment (Case Study, Knowledge Questions, Group Activity)
Duration: 90 minutes

Purpose of the Assessment
The purpose of this integrated assessment is to evaluate learners’ understanding and application of key supervisory principles in the context of furniture manufacturing. It assesses learners’ knowledge of planning, leading, organising and control (PLOC), leadership practices, team composition, and dynamics through a combination of case-based questions, direct knowledge recall, and observed team interaction.

Assessment Instruments Used
1. Case Study and Scenario-Based Questions – to assess knowledge in context (IAC0101–IAC0104)
2. Short Answer Questions – to assess leadership principles, characteristics and practices (IAC0105–IAC0107)
3. Group Simulation and Observation – to assess understanding of team dynamics and supervision in a collaborative environment (IAC0108–IAC0116)

Facilitation Guidance
· Brief learners on the expectations and provide clear instructions for each section.
· Ensure the group activity simulates a real production environment as far as possible (e.g. using mock tools, instructions, or process cards).
· During the observation, use the rubric to score each group. Write qualitative comments where necessary to support the score.

Preparation Notes
· Prepare case study handouts and activity instructions before the session.
· Ensure learners are grouped evenly (4–5 learners per group for observation task).
· Have printed observation checklists and rubrics available.

Assessment Conditions
· Closed book assessment for Sections A and B.
· Group activity (Section C) to be completed under direct observation.
· Learners must demonstrate both knowledge and teamwork competence.
· If a learner is absent during the group task, alternative arrangements (e.g. role play with facilitator) must be made.

Assessment Criteria for Competence
Learners must demonstrate:
· Sound understanding of PLOC principles and leadership in context.
· Knowledge of leadership characteristics and best practices.
· Ability to describe team composition, dynamics, and influences.
· Effective participation in a supervised team activity.
Minimum Competency Threshold: 45 out of 60 marks (75%)
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 25%

Purpose of the Topic
The purpose of this topic is to equip learners with a comprehensive understanding of the supervisory role within a furniture production environment. The learning content focuses on different supervisory styles, the responsibilities and positioning of the supervisor within an organisational structure, the ethical standards supervisors must uphold, and the importance of sound judgement in leadership situations.
Learners will explore how the supervisor acts as the link between workers and management and how effective supervision contributes to productivity, quality control, staff morale, and workplace harmony. The topic also builds awareness of social and cultural pressures, and the ethical implications of behaviours such as favouritism, dishonesty, and corruption—emphasising integrity and accountability as non-negotiable principles of supervision.

Key Topic Elements to be Covered
· KT0201: Supervisory styles
· KT0202: Role of the supervisor
· KT0203: Ethics
· KT0204: Acknowledging when to call for second opinion

Internal Assessment Criteria (IAC) and Weight
The following assessment criteria apply to this topic:
· IAC0201 – IAC0202: List and compare different supervisory styles, and explain their effects on team dynamics and individuals
· IAC0203 – IAC0204: Describe the organisational role of the supervisor and explain the importance of clarity in duties and responsibilities
· IAC0205 – IAC0207: Discuss supervisory methods, delegation, and the impact of clear instructions
· IAC0208: Identify cultural and social pressures influencing supervisory behaviour
· IAC0209 – IAC0212: Assess the role of ethics, codes of conduct, and the effects of dishonest or unethical behaviour such as bribery, corruption, favouritism, and intimidation
Weight: 25% of the Knowledge Module

Application in Furniture Production
Supervisors play a pivotal role in maintaining workflow, quality standards, and team cohesion in the furniture industry. This topic helps learners understand how different supervisory approaches can positively or negatively affect performance. Supervisors must be ethical leaders who make informed decisions, communicate instructions clearly, uphold workplace integrity, and know when to seek guidance. By applying the principles in this topic, future supervisors can ensure respectful, fair and productive working environments in furniture production settings.
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Learning Outcome
By the end of this topic, learners should be able to:
· Identify and describe different supervisory styles.
· Explain how each style affects team dynamics and individual behaviour.
· Reflect on the advantages and limitations of each supervisory style in a furniture production setting.

Core Concepts
	Supervisory Style
	Key Features
	Typical Effects on Team

	Autocratic
	Supervisor makes decisions alone, gives orders, and expects compliance.
	Fast decisions, low creativity, possible resentment.

	Democratic/Participative
	Supervisor involves team in decision-making, encourages input.
	High morale and innovation, slower decisions.

	Laissez-faire
	Minimal supervision; team members make most decisions.
	Encourages independence but may lead to lack of direction.

	Transformational
	Supervisor inspires and motivates with a clear vision and enthusiasm.
	Increased engagement and performance, relies on strong leadership presence.

	Transactional
	Focuses on tasks and reward/punishment system.
	Clear structure and accountability, but limited creativity.



Instructional Guidance
1. Introduce the concept of supervisory style
· Emphasise that no single style is ‘best’; styles are situational.
· Refer to real-life examples from a furniture factory to ground the discussion.
2. Compare styles and their effect on the team
· Highlight how style impacts productivity, conflict resolution, innovation, and staff morale.
· Use visuals or role-play to illustrate contrasts.

Workplace-Based Examples
	Scenario
	Supervisory Style Used
	Result

	A supervisor decides all job tasks and gives strict orders without consulting the team.
	Autocratic
	Tasks completed quickly, but workers feel undervalued.

	A team meeting is held weekly where everyone shares input before setting production targets.
	Democratic
	Workers feel involved; team shows higher motivation.

	A supervisor does not give clear direction and expects the team to self-manage.
	Laissez-faire
	Some workers thrive, but others miss deadlines.



Case Study: Who Gets It Right?
Scenario:
In the same production unit, two supervisors manage sanding and spraying operations. Supervisor Mbali is democratic, involving her team in daily planning and listening to suggestions. Supervisor Themba uses a strict autocratic style, deciding everything alone.
After two months, Mbali’s team consistently meets output targets and reports fewer complaints. Themba’s team struggles with morale, although tasks are completed quickly.
Discussion Questions:
· What are the strengths and weaknesses of each supervisor’s style?
· Why might Mbali’s team be more productive in the long term?
· How can Themba adjust his style without losing control?

Critical Thinking Questions
1. Which supervisory style do you believe works best in a high-pressure furniture production environment? Why?
2. Can a supervisor successfully combine more than one style? Provide an example.
3. What style would you personally find most motivating as a worker? Why?
4. What might happen if a supervisor uses the wrong style for a specific team or situation?

Activities for Learner Engagement
· Role Play Activity: Assign learners to groups representing different supervisory styles. Each group must handle a production delay situation and demonstrate how they would respond using their assigned style.
· Matching Game: Provide cards with different team scenarios and cards with supervisory styles. Learners must match the most effective style with each scenario and explain why.
· Self-Reflection Exercise: Learners complete a brief survey on their natural leadership tendencies and discuss in pairs how their style could benefit or hinder team dynamics in a factory.
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Learning Outcome
By the end of this topic, learners should be able to:
· Describe the position of the supervisor within the organisational structure.
· Understand the supervisor’s responsibilities, including accountability and decision-making.
· Explain how role clarity affects team performance, communication, and authority.

Core Concepts
	Aspect
	Description

	Position in the Organisation
	A supervisor is the link between upper management and frontline workers, often reporting to a production manager or plant manager.

	Key Duties
	Planning, allocating tasks, monitoring performance, providing feedback, maintaining safety, and resolving conflicts.

	Role Clarification
	Clear understanding of one’s duties, limits of authority, and reporting lines.

	Accountability
	Being answerable for outcomes, decisions, and delegated tasks.

	Responsibility
	The obligation to perform tasks correctly and ethically.



Instructional Guidance
1. Clarify the formal structure of furniture production organisations
· Show an example of an organisational chart, pointing out the supervisor's role.
2. Emphasise the difference between accountability and responsibility
· Use real-world examples where supervisors are held accountable for team outcomes, even if they did not personally complete the work.
3. Illustrate how unclear roles can lead to conflict, duplication, or safety risks
· Link this to real factory issues such as missed handovers, miscommunication about machine use, or poor quality control.

Workplace-Based Examples
	Scenario
	Role-Related Outcome

	Supervisor fails to delegate tasks clearly during shift handover.
	Two workers begin duplicating tasks; delays result.

	Supervisor monitors team members’ PPE use and corrects unsafe behaviour.
	Safety standards are upheld; risk of injury is minimised.

	Supervisor steps in to mediate a dispute between two workers.
	Team regains focus and tension is reduced.



Case Study: Confused Chain of Command
Scenario:
Nhlanhla works as a supervisor in the packaging department. When an urgent packaging order comes in, he assumes the team understands the deadline and tasks. However, due to poor communication and role confusion, one worker consults the production manager directly, bypassing Nhlanhla, and the wrong batch is packed.
Discussion Questions:
· What went wrong in terms of supervisory structure?
· How did unclear roles and responsibilities affect the outcome?
· What should Nhlanhla do to regain his authority respectfully?

Critical Thinking Questions
1. Why is it important for workers to understand who their direct supervisor is?
2. Can a supervisor be held accountable for mistakes made by their team? Why or why not?
3. What are the consequences of failing to clarify roles and responsibilities in a team?
4. How can a supervisor build trust while asserting authority?

Activities for Learner Engagement
· Organisational Chart Exercise: Learners receive a blank structure and assign appropriate roles to different levels, identifying where the supervisor fits.
· Responsibility vs Accountability Scenarios: Learners receive different scenarios and decide who is responsible and who is accountable for the outcome.
· Team Discussion: In small groups, learners list the tasks they believe a supervisor should do daily, weekly, and monthly, then compare with facilitator’s list.
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Learning Outcome
By the end of this topic, learners should be able to:
· Understand the importance of ethical behaviour in supervision.
· Identify ethical dilemmas and describe acceptable conduct within the workplace.
· Evaluate the personal, team, and organisational consequences of unethical behaviour.

Core Concepts
	Concept
	Description

	Workplace Ethics
	A set of moral principles guiding behaviour in a professional setting, including honesty, fairness, respect, and responsibility.

	Code of Conduct
	A formal policy outlining acceptable behaviour and disciplinary consequences within an organisation.

	Ethical Dilemmas
	Situations where there is a conflict between doing what is right and what may benefit the individual or a group unethically.

	Unethical Behaviours
	Includes dishonesty, favouritism, nepotism, bribery, intimidation, rumour mongering, and misuse of authority.



Instructional Guidance
1. Explain the need for ethics in supervisory roles
· Supervisors are role models; ethical behaviour strengthens credibility and trust.
2. Unpack the company’s Code of Conduct
· Discuss sections related to integrity, fairness, and conflict of interest.
· Link these to supervisory duties such as hiring decisions, task delegation, and handling misconduct.
3. Discuss common ethical challenges
· Include examples relevant to the furniture manufacturing environment such as theft of materials, falsifying timesheets, or favouring friends during promotions.

Workplace-Based Examples
	Behaviour
	Effect on Workplace

	Supervisor allows a relative to work shorter hours without penalty.
	Resentment builds; team morale drops.

	Supervisor reports a near-miss incident honestly.
	Promotes a safety-first culture.

	Supervisor spreads rumours about a team member.
	Creates a toxic environment and breaks trust.



Case Study: The Quiet Bribe
Scenario:
Sipho, a line supervisor, is approached by a supplier who offers him a small gift every month to ensure his company’s hardware is always used. Sipho accepts the gift quietly and never reports the interaction. Over time, product quality begins to suffer.
Discussion Questions:
· Why is Sipho’s behaviour unethical?
· What long-term consequences might this have for the company?
· How should a supervisor handle such situations?

Critical Thinking Questions
1. Why is honesty important for supervisors, even when telling the truth could lead to uncomfortable consequences?
2. What are the possible costs of dishonesty to a company—both financially and in terms of reputation?
3. How should a supervisor deal with cultural or social pressures that encourage unethical behaviour?
4. What systems should a company have in place to support ethical conduct?

Activities for Learner Engagement
· Ethical Dilemma Role Play: Groups are given hypothetical scenarios involving bribery, favouritism, or dishonesty. They role-play how an ethical supervisor would respond.
· Code of Conduct Analysis: Learners are given a sample company code of conduct and must identify clauses relevant to supervisors. They explain how these clauses guide their actions.
· Cause and Effect Mapping: Learners create a visual diagram showing how one unethical act can ripple out to affect individuals, teams, and the whole business.
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Learning Outcome
By the end of this topic, learners should be able to:
· Recognise the value of consulting others when uncertain about decisions.
· Identify scenarios where seeking a second opinion is necessary in a supervisory context.
· Demonstrate appropriate judgment in escalating or referring issues to management or specialists.

Core Concepts
	Concept
	Description

	Second Opinion
	Seeking additional input or confirmation from someone more experienced or with specific expertise before finalising a decision.

	Supervisory Boundaries
	Understanding the limits of one’s authority, knowledge, or experience.

	Risk Management
	Consulting others to prevent errors, reduce risk, or resolve conflict appropriately.

	Collaborative Decision-Making
	Strengthening decisions by using the knowledge of others, not as weakness, but as responsible leadership.



Instructional Guidance
1. Explain the value of humility and consultation in supervision
· Encourage learners to see consultation as a sign of strength and professionalism.
2. Discuss boundaries of decision-making authority
· Use furniture production examples (e.g. machine malfunctions, HR issues, supply chain queries) to illustrate when a supervisor should seek help.
3. Highlight chain of command and escalation protocol
· Emphasise when to consult a senior supervisor, maintenance technician, human resources, or a production planner.

Workplace-Based Examples
	Situation
	Should You Seek a Second Opinion?
	Why?

	A worker requests time off for a family emergency.
	Yes – consult HR or your manager.
	There may be policies affecting leave approval.

	You are unsure whether damaged timber can still be used.
	Yes – consult the quality control department.
	To avoid passing defective materials into production.

	Two employees are involved in a personal conflict.
	Yes – involve HR or higher supervision.
	Neutral mediation may be required.



Case Study: Uncertain Timber Quality
Scenario:
Lebo, a new supervisor, notices that a batch of board delivered for carcass construction appears slightly warped. She is unsure whether it can still be used. Afraid to look weak, she instructs the team to proceed. Days later, several assembled cabinets fail the squareness check, and the client returns them.
Discussion Questions:
· What should Lebo have done differently?
· How could a second opinion have changed the outcome?
· Why is it important to prioritise product integrity over personal pride?

Critical Thinking Questions
1. Why might supervisors hesitate to ask for help or a second opinion?
2. How can a company culture encourage appropriate consultation without undermining authority?
3. What are the dangers of making decisions outside one’s area of competence?
4. Can you think of a time when seeking advice helped you avoid a mistake?

Activities for Learner Engagement
· Escalation Flowchart: Learners work in pairs to create a visual flowchart showing when and to whom a supervisor should escalate specific types of decisions.
· Scenario Sorting Game: Learners are given a stack of workplace situations. In groups, they sort each one into “Decide Independently” or “Seek Second Opinion”, justifying their decisions.
· Reflection Journal: Learners write a brief reflection on a time they made a decision without enough information. How would they approach it differently as a supervisor?
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NQF Level 3 | Weight: 25%

Section A: Scenario-Based Questions (Short Answer and Application)
Scenario:
Amira is a newly appointed supervisor in the finishing section of a furniture factory. She prefers to involve her team in decision-making and listens to suggestions during morning meetings. However, she has been criticised for not always making final decisions timeously. Recently, she delegated the handling of a returned product complaint to one of her team members without providing clear instructions. The matter escalated when the client threatened to cancel the contract.
Answer the following:
1.1 Identify the supervisory style Amira is using. Explain how it has impacted the team dynamics.
(IAC0201)
1.2 Compare her style with an autocratic approach in terms of effect on individual team members.
(IAC0202)
1.3 Describe Amira’s position as a supervisor within the organisation and her general duties.
(IAC0203)
1.4 Explain how clearer role clarification, accountability, and responsibility could have changed the situation.
(IAC0204)
1.5 What delegation principles did Amira neglect? Outline how these could be applied correctly.
(IAC0206)

Section B: Knowledge-Based Questions (Short Answer)
2.1 Describe two supervisory techniques and compare their advantages and disadvantages.
(IAC0205)
2.2 Review why it is important for supervisors to formulate instructions clearly.
(IAC0207)
2.3 Identify and explain two social or cultural pressures a supervisor may face in the workplace.
(IAC0208)



Section C: Ethics and Code of Conduct (Multiple Short Responses)
3.1 Assess the importance of a workplace Code of Conduct for a supervisor.
(IAC0209)
3.2 Motivate why honesty and truthfulness are vital for supervisors, even if negative consequences may follow.
(IAC0210)
3.3 Explain how dishonesty can affect a company in both financial and reputational terms.
(IAC0211)
3.4 Discuss the effects of any four of the following on team members and the organisation:
– Nepotism, bribery, theft, corruption, favouritism, dishonesty, intimidation, instigation, breaking confidentiality, rumour mongering, witchcraft
(IAC0212)

Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	1.1
	Participative style; promotes open dialogue but may slow decisions
	4

	1.2
	Participative allows input; autocratic enforces compliance; individual motivation differs
	4

	1.3
	Mid-level role; bridges workers and management; oversees quality and performance
	3

	1.4
	Clear roles ensure accountability and efficiency; prevents blame-shifting
	3

	1.5
	Amira did not clarify task scope; proper delegation includes instruction and follow-up
	4

	2.1
	Example: Coaching (pro – skill development; con – time-consuming); Directing (pro – speed; con – dependency)
	4

	2.2
	Miscommunication leads to errors and rework; clarity enhances performance
	3

	2.3
	Examples: cultural expectations around authority; social pressure to favour family
	3

	3.1
	Code provides behavioural guidance, supports fairness
	3

	3.2
	Builds trust and accountability, even when uncomfortable
	3

	3.3
	Leads to loss of contracts, damaged brand reputation
	3

	3.4
	Each unethical act lowers morale, causes conflict, and reduces productivity
	4 × 2 = 8


Total: 50 marks

Rubric for Section A and B:
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Accuracy of Concepts
	Clearly explains and applies concept
	Mostly accurate with minor errors
	Basic understanding only
	Incorrect or missing

	Relevance to Scenario
	Fully relevant, contextualised answers
	Mostly relevant
	Limited linkage
	Off-topic or unrelated

	Depth of Reasoning
	Shows insight and clarity
	Sound reasoning
	Limited depth
	Weak or absent logic

	Use of Examples
	Strong, realistic examples
	Acceptable examples
	Basic or forced
	No example used



Scoring Guide:
	Range
	Competency Level

	45–50
	Competent with high ethical and supervisory awareness

	35–44
	Competent but needs guidance in certain areas

	25–34
	Partially competent – further development required

	Below 25
	Not yet competent – remediation and reassessment recommended
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Facilitator Assessment Briefing

Knowledge Module: KM-09-KT02 – Supervision
NQF Level: 3
Weight: 25% of the Knowledge Module
Assessment Type: Integrated Assessment (Scenario-Based, Knowledge Questions, Ethical Reflection)
Duration: 90–120 minutes

Purpose of the Assessment
This assessment is designed to evaluate learners' theoretical knowledge and practical understanding of effective supervision within the furniture manufacturing environment. The focus is on supervisory styles, role clarity, ethical behaviour, delegation, and the ability to recognise personal limitations in decision-making.

Assessment Instruments Used
1. Scenario-Based Questions (Section A)
· Assess the application of supervisory knowledge in context
· Linked to IAC0201–IAC0206
2. Knowledge-Based Questions (Section B)
· Assess comprehension of methods, instruction-giving, and cultural pressures
· Linked to IAC0205–IAC0208
3. Ethics and Conduct Reflection (Section C)
· Assess ethical understanding, honesty, integrity and workplace risks
· Linked to IAC0209–IAC0212

Facilitation and Assessment Conditions
· Assessments must be conducted in a quiet and supervised setting.
· Use printed copies of the case study for Section A.
· Encourage honest individual responses—this assessment is not collaborative.
· Cultural sensitivity must be observed when discussing topics such as nepotism and witchcraft.
· Mark consistently using the memo and rubric.

Preparation Notes
· Review the topic elements in advance to ensure alignment with teaching.
· Prepare case study prompts, answer sheets, and rubric-based scorecards.
· Create time slots for oral clarification if learners struggle with scenario interpretation.

Assessment Criteria for Competence
Learners must demonstrate:
· The ability to identify and explain different supervisory styles and techniques.
· A solid grasp of ethical supervision and how conduct affects team dynamics.
· The capacity to evaluate their role in context and apply good judgment under pressure.
Minimum Competency Threshold: 35 out of 50 marks (70%)
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 15%

Purpose of the Topic
The purpose of this topic is to provide learners with an understanding of the critical role of training and coaching in the workplace, particularly within the context of furniture manufacturing. The learning explores how a supervisor facilitates skills development through structured coaching and on-the-job training, ensuring that team members meet quality, safety and productivity requirements.
Learners will examine the benefits of having skilled workers, how to assess individual and team training needs, and the methods supervisors can use to build competency. This topic also highlights the repetitive nature of coaching as a long-term investment in worker development and emphasises the supervisor’s responsibility in reinforcing learning and guiding improvement.

Key Topic Elements to be Covered
· KT0301: Importance of skilled workers in terms of the job requirements
· KT0302: Training and coaching methods and techniques
· KT0303: The purpose of skills needs analysis to determine a coaching or training programme for the individual
· KT0304: The repetitive nature of coaching and training
· KT0305: Role of the supervisor in relation to training and coaching

Internal Assessment Criteria (IAC) and Weight
To demonstrate competence in this topic, learners must meet the following assessment criteria:
· IAC0301: The concept of training and coaching is explained
· IAC0302: The role and responsibilities of the supervisor are identified and explained
· IAC0303: Different methods and techniques are explained
Weight: 15% of the Knowledge Module
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain why skilled workers are essential for achieving quality, productivity, and safety in furniture manufacturing.
· Link worker competency to specific job requirements in a production context.
· Recognise the supervisor’s responsibility in identifying skill gaps and supporting staff development.

Core Concepts
	Concept
	Description

	Skilled Worker
	An employee who has the technical knowledge, practical ability, and behavioural competence to meet the requirements of a specific job.

	Job Requirements
	The tasks, responsibilities, safety standards, speed, and quality expectations associated with a specific workstation or role.

	Performance Impact
	Skilled workers complete tasks more accurately, efficiently, and safely, reducing waste and downtime.

	Supervisor’s Role
	Identifying underperformance, organising training, and continuously monitoring skill levels.



Instructional Guidance
1. Begin by defining what makes a worker 'skilled' in a furniture production context
· Include both technical (e.g. cutting, assembling) and behavioural (e.g. punctuality, teamwork) skills.
2. Link skills directly to job requirements
· Use real furniture production examples such as foam cutting, operating a panel saw, or applying veneer finishes.
3. Explain how skill deficits impact productivity, safety, and customer satisfaction
· Use a cause-and-effect diagram to illustrate how lack of skills leads to production errors, rework, and client complaints.

Workplace-Based Examples
	Job Task
	Skilled Worker Contribution
	Outcome

	Operating a band saw
	Knows correct blade tension and feed speed
	Accurate cuts; reduced waste

	Upholstery stitching
	Understands thread tension and seam alignment
	Strong seams; consistent finish

	Spray finishing
	Applies even coats with correct drying times
	Professional surface; customer satisfaction

	Assembly
	Uses jigs and tools correctly
	Time saved; safety maintained



Case Study: Skills Matter
Scenario:
Sibongile, a supervisor in the sanding section, notices that two new workers are producing uneven finishes. Upon investigation, she finds that they have never been trained on using orbital sanders. She organises a one-day skills transfer session with a senior worker. Within a week, the reject rate drops significantly.
Discussion Questions:
· What job-specific skills were missing in this case?
· How did Sibongile fulfil her responsibility as a supervisor?
· What was the impact on product quality and team morale?

Critical Thinking Questions
1. What are the risks of placing an unskilled worker in a specialised role without training?
2. How can a skilled workforce reduce production costs?
3. In your opinion, how should supervisors handle performance issues caused by lack of skills rather than attitude?
4. Why is ongoing training necessary, even for experienced workers?

Activities for Learner Engagement
· Job-Skill Match Exercise: Learners are given a list of furniture production tasks and must match them with the skills required to perform them correctly.
· Skills Gap Brainstorm: In pairs, learners discuss possible skill gaps they have observed or experienced in a workplace and how they were (or could have been) resolved.
· Impact Mapping: Learners draw a chart linking 'Lack of Skill' to potential workplace consequences (e.g. waste, injury, poor customer feedback), and then discuss how supervision and training can break the chain.
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Learning Outcome
By the end of this topic, learners should be able to:
· Identify and explain different methods and techniques used in workplace training and coaching.
· Understand how each method supports skills development in a furniture production environment.
· Recognise when and how to apply coaching and training appropriately as a supervisor.

Core Concepts
	Method / Technique
	Description
	Best Used For

	Demonstration
	The supervisor or skilled worker shows how to do a task.
	Technical skills (e.g. using machinery, applying finishes)

	Job Shadowing
	Learner observes a skilled worker over time.
	Understanding full role or workflow

	One-on-One Coaching
	Supervisor guides individual through step-by-step learning.
	Correcting performance or introducing new tasks

	Group Training
	Formal session with multiple workers at once.
	New procedures, safety rules, team skills

	Mentoring
	Long-term developmental relationship between senior and junior staff.
	Soft skills, leadership development



Instructional Guidance
1. Distinguish between training and coaching
· Training often involves structured delivery; coaching is informal, continuous and task-specific.
· Highlight that both are essential for a learning-centred production environment.
2. Provide practical examples of how methods apply to factory roles
· Use real examples such as teaching sanding techniques or coaching on accurate veneer cutting.
3. Discuss the benefits of using a variety of methods
· Address different learning styles, skill levels, and team contexts.

Workplace-Based Examples
	Situation
	Method Used
	Why?

	New employee learns to operate a hot press
	Demonstration and hands-on coaching
	Ensures safety and correct procedure

	An experienced upholsterer teaches a junior how to align pleats
	Job shadowing and mentoring
	Transfers nuanced craftsmanship

	A safety update on fire drill procedures
	Group training
	Consistent information for all workers



Case Study: Mixed Methods for a Mixed Team
Scenario:
In the edge-banding section, the supervisor has three new recruits—one is literate in English, another learns best by doing, and the third has never used an automated machine. The supervisor begins with a demonstration for all three, assigns one to shadow a skilled operator, and provides one-on-one coaching to the most inexperienced worker.
Discussion Questions:
· Which methods were used and why?
· What are the advantages of adapting training to individual needs?
· What could be the risks of using only one method?

Critical Thinking Questions
1. What are the limitations of group training when used alone?
2. How does coaching help prevent recurring mistakes?
3. Why might some workers respond better to mentoring than formal training?
4. How can a supervisor know when coaching is more appropriate than formal training?



Activities for Learner Engagement
· Method Matching Game: Learners receive cards with workplace training needs and must match each to an appropriate training or coaching method.
· Design a Training Plan: In groups, learners choose a furniture production task and create a mini-training plan using at least two methods.
· Coaching Role Play: Pairs act out a coaching session—one learner is the supervisor; the other is a worker learning to use a hand tool. The class observes and provides feedback.
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain the purpose and importance of conducting a skills needs analysis.
· Identify situations where a skills needs analysis is required.
· Understand how skills analysis informs the development of coaching and training programmes within a furniture production environment.

Core Concepts
	Concept
	Description

	Skills Needs Analysis
	A systematic process used to identify skills gaps among employees by comparing current capabilities with job requirements.

	Gap Identification
	Highlighting where a worker’s current skills do not meet production, safety, or quality expectations.

	Programme Development
	Designing a targeted training or coaching intervention based on specific needs.

	Supervisor’s Role
	Observing performance, collecting feedback, conducting informal assessments, and initiating appropriate development plans.



Instructional Guidance
1. Clarify why skills needs analysis is foundational to effective training
· Emphasise that without a proper needs assessment, training can be misaligned or ineffective.
2. Differentiate between general training and targeted skills development
· Use examples where a one-size-fits-all approach failed and compare to results of targeted coaching.
3. Discuss the tools and techniques used to identify skills gaps
· Observations, checklists, worker feedback, quality control reports, and supervisor walk-throughs.

Workplace-Based Examples
	Situation
	Skill Gap Identified
	Resulting Intervention

	Frequent assembly misalignment
	Poor measurement technique
	One-on-one coaching on reading tape measures accurately

	Slow output in finishing area
	Lack of spray technique
	Formal training with demo and practice boards

	Inconsistent cutting by new recruit
	Unfamiliarity with the panel saw
	Skills needs analysis led to job shadowing and re-assessment



Case Study: The Right Training for the Right Problem
Scenario:
After receiving complaints about uneven edges on multiple coffee tables, the supervisor assumes all team members need retraining on sanding. However, after conducting a quick skills assessment, she finds that only two new workers are unfamiliar with orbital sanders. She decides to coach them individually rather than retrain the whole team.
Discussion Questions:
· What mistake did the supervisor initially make?
· How did the skills needs analysis help?
· What are the benefits of targeted training for the business and the team?

Critical Thinking Questions
1. Why is it inefficient to send all workers to the same training regardless of their performance?
2. What simple methods can a supervisor use to identify skills gaps in a busy production environment?
3. How does targeted coaching improve morale compared to group correction?
4. What role does feedback from team members play in identifying training needs?

Activities for Learner Engagement
· Skills Gap Role Play: One learner performs a task with a deliberate error. Others observe and identify the skill gap. Discuss how to address it.
· Supervisor Simulation: In small groups, learners receive “performance reports” on team members and must decide what type of analysis is needed and what coaching or training to implement.
· Checklist Creation: Learners create a basic skills observation checklist for a chosen workstation (e.g., cutting, assembly, finishing).
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Learning Outcome
By the end of this topic, learners should be able to:
· Describe why coaching and training are continuous and repetitive in the workplace.
· Recognise how repetition contributes to skill development, retention, and quality improvement.
· Understand the supervisor’s role in reinforcing learning through regular, informal coaching.

Core Concepts
	Concept
	Description

	Repetition in Coaching
	Regular practice and reinforcement of skills to build competence, accuracy, and confidence.

	Training as a Cycle
	Training is not a once-off event but an ongoing process that evolves with equipment, products, or performance needs.

	Supervisory Reinforcement
	Supervisors must observe, guide, and correct repeatedly to maintain standards and support workers.

	Workplace Realities
	High staff turnover, changing technology, or varied shift systems make ongoing training essential in furniture production.



Instructional Guidance
1. Use examples from real production settings to show the need for repetition
· For example, the same safety drill may be done every quarter, or sanding technique corrected daily.
2. Link repetition to learning theory
· Muscle memory, confidence building, and quality control all improve with repeated exposure and correction.
3. Demonstrate how coaching happens ‘on the floor’ regularly
· Coaching is often informal and immediate—e.g., showing how to fix an error on the spot, and repeating the task correctly.

Workplace-Based Examples
	Task
	Coaching Action
	Repetition Purpose

	Using a dowel jig
	Supervisor checks weekly and corrects grip
	Ensures accuracy and long-term consistency

	Applying foam glue
	Regular reminders about spray angle and amount
	Prevents wastage and improves adhesion

	Marking timber cuts
	Daily correction of measuring habits
	Improves precision and reduces rework



Case Study: The Supervisor Who Never Stops Coaching
Scenario:
Tshepo is known as a hands-on supervisor. He checks each workstation in the morning and uses five-minute coaching moments to remind workers about proper PPE use, edge alignment, and tool safety. Over time, workers begin correcting each other and fewer errors are reported.
Discussion Questions:
· How did Tshepo integrate repetition into his supervisory routine?
· What were the long-term benefits for the team?
· Would this approach work in every department? Why or why not?

Critical Thinking Questions
1. Why do some workers still make the same mistakes even after receiving initial training?
2. How can a supervisor use short daily routines to reinforce good habits?
3. In what ways does repetitive coaching build confidence and trust?
4. When might repetition become demotivating, and how can this be avoided?

Activities for Learner Engagement
· “Coach Me Again” Exercise: Learners perform a simple task (e.g., folding paper evenly to simulate pleating), receive feedback, and repeat it until accuracy improves. Reflect on how repetition helped.
· Pattern Observation: Learners observe a video or real-life workstation for five minutes and note any actions being corrected repeatedly by a supervisor.
· Mini Coaching Plan: Learners choose a skill (e.g., safe use of staple guns) and design a three-day repetitive coaching intervention to reinforce correct usage.
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Learning Outcome
By the end of this topic, learners should be able to:
· Identify the key responsibilities of a supervisor in relation to worker training and coaching.
· Understand how supervisors contribute to ongoing skills development.
· Describe the actions a supervisor should take to support and assess learning on the job.

Core Concepts
	Supervisor's Responsibility
	Description

	Monitoring Performance
	Observing team members' tasks to identify strengths and areas needing improvement.

	Providing Training Opportunities
	Organising formal training sessions or assigning skilled workers to mentor others.

	Coaching On-the-Job
	Offering step-by-step guidance to correct or improve a worker’s technique or process.

	Encouraging Continuous Improvement
	Creating a supportive environment where learning is expected, recognised, and rewarded.

	Assessing Skill Levels
	Informally evaluating workers' abilities to determine training needs and readiness for new responsibilities.



Instructional Guidance
1. Emphasise that supervisors are teachers in the workplace
· They are not only task managers, but also skill developers.
2. Highlight that coaching is a form of leadership
· It reflects a commitment to worker growth, safety, and productivity.
3. Clarify that coaching and training are part of daily supervision
· They should not be viewed as separate from normal duties.


Workplace-Based Examples
	Action
	Supervisory Role
	Outcome

	Regularly demonstrating correct use of a sanding machine
	On-the-job coaching
	Increased accuracy and fewer rejects

	Reviewing the quality of finished upholstery
	Monitoring and feedback
	Continuous improvement in workmanship

	Assigning a skilled worker to mentor a new recruit
	Providing peer training
	Faster integration and skill development

	Logging common errors and repeating guidance during morning briefings
	Structured repetition
	Team learning and consistency



Case Study: The Supervisor Who Built a Learning Culture
Scenario:
Nandi, a supervisor in the upholstery department, noticed that some workers struggled with fabric tension during covering. Instead of waiting for a formal training, she created a 15-minute coaching slot every morning for two weeks. She praised improvements and pointed out areas for refinement in a supportive way. Over time, not only did the error rate decrease, but workers also started requesting coaching on new techniques.
Discussion Questions:
· What specific actions did Nandi take that reflect good supervisory practice?
· How did Nandi’s approach influence her team’s attitude toward learning?
· Could this method work in other areas of production?

Critical Thinking Questions
1. What happens when a supervisor does not support or follow up on training in the workplace?
2. How can supervisors make training and coaching part of daily routines without disrupting productivity?
3. Why is a supportive tone important when providing corrective coaching?
4. How can a supervisor tell when a worker is ready to be coached further or take on new responsibilities?


Activities for Learner Engagement
· Supervisory Task Simulation: Learners role-play a supervisor noticing a mistake during assembly and coaching the worker respectfully to correct it.
· Daily Coaching Planner: Learners create a simple one-day plan to include three opportunities for coaching or training in a furniture department.
· Supervisor Reflection Sheet: Learners list ways they have been coached in the past and describe how that coaching affected their confidence and performance.
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Section A: Scenario-Based Questions (Application and Analysis)
Scenario:
Thuli has recently been promoted to supervisor in the sanding section. She notices that one worker consistently leaves swirl marks on flat surfaces. Thuli decides not to report the worker but instead coaches him for ten minutes at the end of each day for a week. She uses demonstration, gives feedback, and observes his progress.
Answer the following:
1.1 Explain the difference between training and coaching, and identify which one Thuli used.
(IAC0301)
1.2 Describe Thuli’s role and responsibilities as a supervisor in this situation.
(IAC0302)
1.3 Identify the techniques she used during her coaching sessions and explain how they supported the worker’s improvement.
(IAC0303)

Section B: Knowledge-Based Questions (Short Answer)
2.1 Define the concept of coaching in your own words and explain why it is effective in a production environment.
(IAC0301)
2.2 List two responsibilities of a supervisor during training and explain why each is important.
(IAC0302)
2.3 Describe two common coaching or training techniques used in the furniture industry and give an example of how each might be applied.
(IAC0303)

Model Answers and Marking Memo
	Question
	Expected Response Summary
	Marks

	1.1
	Coaching is informal, task-focused, and repetitive; Thuli used coaching
	4

	1.2
	Supervisor monitors performance, provides feedback, ensures skill development
	3

	1.3
	Demonstration, feedback, observation – supports hands-on improvement
	3

	2.1
	Coaching is ongoing guidance at the task level; builds skill through repetition
	3

	2.2
	Monitor performance (to identify training needs); support worker (to build confidence)
	2 × 2 = 4

	2.3
	Demonstration (e.g., safe staple gun use); Job shadowing (e.g., new worker follows senior during cutting tasks)
	2 × 2 = 4


Total: 21 marks

Assessment Rubric
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Concept Understanding
	Demonstrates accurate, clear grasp of training and coaching concepts
	Mostly clear with minor inaccuracies
	Basic definitions with limited context
	Misunderstood or vague responses

	Role Identification
	Fully explains the supervisor’s responsibilities in context
	Reasonably explains with some gaps
	Partially addresses duties
	Incomplete or inaccurate

	Technique Application
	Clearly identifies and explains appropriate methods
	Adequately identifies with some explanation
	Basic identification with weak linkage
	Incorrect or missing examples



Scoring Guide
	Score Range
	Competency Level

	18–21
	Competent – excellent understanding of supervisory coaching and training practices

	15–17
	Competent – moderate support required

	12–14
	Developing – remediation required

	Below 12
	Not Yet Competent – reassessment required
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Knowledge Module: KM-09-KT03 – Training and Coaching
NQF Level: 3
Weight: 15% of the Knowledge Module
Assessment Type: Integrated Assessment (Scenario-Based and Knowledge-Based)
Duration: 60–75 minutes

Purpose of the Assessment
This assessment is designed to evaluate learners’ understanding of the concepts, responsibilities, and methods associated with training and coaching in a workplace setting. It assesses learners’ ability to apply knowledge within real-world supervisory contexts, particularly relevant to the furniture production environment.

Assessment Instruments Used
1. Scenario-Based Questions (Section A)
· Tests application of coaching concepts in a real-world situation
· Covers IAC0301–IAC0303
2. Knowledge-Based Questions (Section B)
· Assesses foundational understanding of training and coaching principles
· Covers IAC0301–IAC0303

Facilitation and Assessment Conditions
· Assessments should be conducted under supervision in a structured classroom or workplace setting.
· Encourage individual, unaided responses.
· All assessment materials must be printed in advance.
· Clarify the meaning of coaching versus training if learners request definition during the session.
· Use the rubric provided to guide fair and standardised marking.

Preparation Notes
· Prepare copies of the case study scenario and question sheet.
· Ensure learners are familiar with concepts taught in KT0301 to KT0305.
· Allow a short break between Sections A and B if needed.

Assessment Criteria for Competence
Learners must demonstrate:
· An accurate understanding of the distinction between training and coaching.
· An ability to identify supervisory responsibilities related to workplace learning.
· Clear explanation and appropriate use of coaching and training methods.
Minimum Competency Threshold: 15 out of 21 marks (70%)
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 20%

Purpose of the Topic
The purpose of this topic is to develop the learner’s ability to build and maintain constructive interpersonal relationships in the workplace. Within a furniture production context, where teamwork and collaboration are essential, this topic equips supervisors with the understanding needed to manage diverse teams effectively. The focus is placed on interpersonal communication, team cohesion, motivation, and sensitivity to cultural and social dynamics.
Learners will explore the different types of interpersonal relationships that exist in the workplace and how these relationships influence team performance. Additionally, learners will examine how supervisors can positively influence attitudes, clarify roles, and support a professional team environment that contributes to overall productivity.

Key Topic Elements to be Covered
· KT0401: Cultural diversity and social pressures
· KT0402: Types of attitudes and the effect thereof on team cohesion and achievement
· KT0403: The influence of work ethos on team performance and methods to enhance it
· KT0404: The influence of role clarification on team performance and methods to enhance it
· KT0405: The characteristics of professional interpersonal relationships with team members and their effects on worker motivation
· KT0406: Gauging own performance within the scope of the performance of the team

Internal Assessment Criteria (IAC) and Weight
Learners will be assessed on their ability to:
· IAC0401: Identify and explain different types of interpersonal relations
· IAC0402: Define the importance of team performance and related methods
· IAC0403: Discuss the role of cultural diversity
Weight: 20% of the Knowledge Module

Application in Furniture Production
Furniture manufacturing relies heavily on teamwork, coordination, and trust. Supervisors must be able to foster inclusive and respectful relationships that reflect South Africa’s diverse workforce. Understanding cultural differences, managing various workplace attitudes, and supporting a positive work ethos contribute directly to a team’s performance and motivation. This topic empowers learners to reflect on their own behaviours, support others effectively, and build a collaborative and high-performing production team.
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Learning Outcome
By the end of this topic, learners should be able to:
· Recognise the cultural and social diversity present in South African workplaces.
· Understand the impact of cultural and social differences on interpersonal relationships and team performance.
· Identify pressures that may arise from cultural expectations, social dynamics, and community relationships.
· Develop strategies to promote inclusivity and manage diversity effectively as a supervisor.

Core Concepts
	Concept
	Description

	Cultural Diversity
	Differences in language, beliefs, traditions, practices, and values among workers.

	Social Pressures
	Expectations or demands from peers, family, or community that may influence workplace behaviour.

	Inclusivity
	A workplace culture that respects and values diverse identities and promotes fair participation.

	Cultural Sensitivity
	Awareness of and respect for differences without stereotyping or bias.



Instructional Guidance
1. Introduce cultural diversity in the South African context
· Use familiar examples such as language differences, dress, religious holidays, or gender roles.
· Emphasise that diversity includes more than ethnicity—it also includes age, disability, and socio-economic background.
2. Discuss social pressures commonly experienced in the workplace
· For example: pressure to support extended families, conform to traditional gender roles, or prioritise community obligations.
3. Explain how social and cultural dynamics influence team communication, conflict, and collaboration
· Use real or relatable scenarios from furniture production floors.

Workplace-Based Examples
	Situation
	Cultural/Social Pressure
	Supervisory Consideration

	A worker requests leave for a religious observance not officially recognised
	Cultural practice
	Supervisor must be flexible and respectful where operationally possible

	A female employee avoids team discussions due to cultural norms
	Gendered social pressure
	Supervisor must encourage participation without disrespecting background

	Two workers have tension due to clan-based rivalry from their home community
	Social heritage issue
	Supervisor must mediate impartially and focus on shared work goals



Case Study: Beyond the Workshop
Scenario:
In a medium-sized factory, teams are becoming increasingly diverse. One team includes isiXhosa-, Sesotho-, and Afrikaans-speaking workers. Tensions arise when one worker insists on only communicating in his home language. Another worker frequently misses early morning shifts after community prayer events.
Discussion Questions:
· What cultural or social pressures are present in this case?
· How could the supervisor handle the language issue respectfully?
· What long-term measures could promote unity in this diverse team?

Critical Thinking Questions
1. Why is it important for a supervisor to understand the backgrounds of their team members?
2. How can cultural insensitivity damage team cohesion?
3. What steps can be taken to ensure fair treatment without compromising productivity?
4. How should a supervisor address a situation where cultural values conflict with workplace expectations?

Activities for Learner Engagement
· Cultural Awareness Mapping: Learners create a mind map of their own cultural identity and share in pairs to explore differences and commonalities.
· Scenario Sorting: Learners receive a set of workplace situations and must decide whether each one reflects a cultural difference, a social pressure, or both.
· Inclusion Circle: In a group, learners brainstorm ideas that a supervisor can implement to promote an inclusive environment in a diverse team (e.g., multilingual signage, awareness days, flexible holiday planning).
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Learning Outcome
By the end of this topic, learners should be able to:
· Identify different types of workplace attitudes and their impact on teamwork and productivity.
· Understand how positive and negative attitudes influence team cohesion, motivation, and morale.
· Reflect on their own attitudes and how these affect others in the workplace.

Core Concepts
	Attitude Type
	Description
	Effect on Team

	Positive Attitude
	Optimistic, helpful, cooperative, enthusiastic
	Increases morale, promotes teamwork, encourages problem-solving

	Negative Attitude
	Pessimistic, resistant, complaining, passive-aggressive
	Creates conflict, reduces motivation, leads to poor performance

	Neutral Attitude
	Disengaged, compliant but unmotivated
	Leads to minimal effort, stagnation, lack of initiative

	Constructive Criticism Attitude
	Offers feedback in a respectful, helpful way
	Encourages growth, improves communication

	Disruptive Attitude
	Gossiping, defiance, undermining others
	Damages trust, increases absenteeism, drives conflict



Instructional Guidance
1. Define ‘attitude’ in the workplace context
· It refers to a worker’s mental and emotional approach to tasks, co-workers, and challenges.
2. Discuss how attitudes are contagious
· Teams often mirror the behaviours and moods of dominant personalities or supervisors.
3. Emphasise that supervisors influence team attitude
· Through their tone, body language, responses to stress, and leadership behaviour.

Workplace-Based Examples
	Scenario
	Observed Attitude
	Effect

	Worker helps a new team member without being asked
	Positive
	Builds trust and encourages collaboration

	Team member complains constantly about workload
	Negative
	Lowers morale and spreads dissatisfaction

	Worker refuses to participate in team meetings
	Passive/neutral
	Misses input opportunities, creates disconnection

	Supervisor acknowledges effort publicly
	Positive reinforcement
	Boosts morale and encourages participation



Case Study: The Team That Slipped Apart
Scenario:
In the assembly section, one worker named Kabelo frequently complains about management decisions, criticises co-workers, and refuses to help others unless asked. At first, the team ignored it, but over time, others began to mimic this behaviour. Output slowed, and quality reports flagged more errors.
Discussion Questions:
· What type of attitude does Kabelo demonstrate?
· How did this attitude influence the rest of the team?
· What could the supervisor have done earlier to prevent this?

Critical Thinking Questions
1. Why is it important for a supervisor to address negative attitudes quickly?
2. How can a supervisor model a positive attitude during stressful situations?
3. What are some workplace strategies to promote positive team attitudes?
4. How do unspoken attitudes (e.g. body language, silence) affect team cohesion?

Activities for Learner Engagement
· Attitude Reflection Chart: Learners list three behaviours they have observed or demonstrated and label them as positive, neutral, or negative. Discuss how each impacted team dynamics.
· Scenario Role Play: In small groups, learners act out team meetings showing different attitude types. The class discusses how the scene affected group behaviour.
· Supervisor Intervention Brainstorm: Groups come up with strategies a supervisor could use to shift a negative team attitude to a positive one.
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Learning Outcome
By the end of this topic, learners should be able to:
· Define work ethos and explain its significance in a production environment.
· Understand how a strong or weak work ethos influences team behaviour, motivation, and output.
· Describe practical methods a supervisor can use to strengthen work ethos and embed good practices.

Core Concepts
	Concept
	Description

	Work Ethos
	A set of values and beliefs about work that influence behaviour, such as responsibility, diligence, discipline, pride in quality, and punctuality.

	Strong Work Ethos
	Workers consistently demonstrate dedication, quality focus, time management, and respect for the task and team.

	Weak Work Ethos
	Indifference to job quality, lateness, absenteeism, minimal effort, and disregard for responsibilities.

	Supervisor’s Role
	Leading by example, setting clear expectations, recognising commitment, and correcting poor practices respectfully.



Instructional Guidance
1. Clarify what is meant by “work ethos” using practical language
· Relate it to a team’s collective habits, attitudes, and values regarding their work.
2. Discuss how a team’s ethos is shaped
· Through leadership, company culture, policies, rewards, and peer influence.
3. Illustrate how poor work ethos undermines productivity
· Link to real effects such as production delays, quality issues, and team conflict.

Workplace-Based Examples
	Situation
	Work Ethos Indicator
	Effect on Team

	Team begins shift early and finishes strong
	Strong work ethos
	Output is consistent and morale is high

	Workers leave machines untidy at the end of the shift
	Weak work ethos
	Delays next shift; causes friction

	Supervisor praises attention to detail
	Reinforces good ethos
	Encourages others to maintain standards

	Supervisor ignores repeated late arrivals
	Fails to model strong ethos
	Weakens team discipline



Case Study: Raising the Bar
Scenario:
Lungile supervises a team in the cutting section. She noticed that her team had become complacent—talking during tasks, ignoring safety steps, and missing quality checks. Instead of disciplining everyone, she reintroduced team briefings, posted daily goals, celebrated when goals were met, and personally assisted where needed. Within weeks, the team’s performance and discipline improved.
Discussion Questions:
· What elements of work ethos were missing at first?
· How did Lungile enhance the team’s work ethic?
· What were the results of these small changes?

Critical Thinking Questions
1. How does a supervisor’s attitude and conduct influence the team’s work ethos?
2. What are the warning signs of a declining work ethic in a team?
3. What methods could you apply if you had to build work ethos in a newly formed team?
4. Why is consistency important in reinforcing good work habits?



Activities for Learner Engagement
· Work Ethos Ranking Exercise: Learners are given statements (e.g., "Always double-checks measurements", "Leaves workstation untidy") and rank them from strong to weak work ethos.
· Team Ethos Builder: In groups, learners design a five-point “Work Ethos Code” for a furniture factory team.
· Behavioural Case Scenarios: Learners are presented with scenarios (e.g., a team member skips clean-up duty) and must role-play how a supervisor would intervene to reinforce work values.
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain the importance of clearly defined roles and responsibilities in a team.
· Understand how role confusion can impact productivity, team morale, and accountability.
· Identify supervisory techniques to enhance role clarity and improve team collaboration.

Core Concepts
	Concept
	Description

	Role Clarification
	The process of clearly outlining the duties, responsibilities, and authority of each team member.

	Role Ambiguity
	When a worker is unsure of what is expected, leading to confusion, duplication, or neglect of tasks.

	Role Conflict
	Occurs when expectations from different sources contradict or overload the worker.

	Team Efficiency
	Clearly defined roles help teams operate smoothly, prevent overlap, and ensure accountability.



Instructional Guidance
1. Explain how roles are defined in a furniture production team
· Use examples such as machine operators, quality checkers, assemblers, and finishers.
2. Illustrate what happens when roles are not clarified
· Draw connections to duplicated efforts, incomplete tasks, or team frustration.
3. Emphasise the supervisor’s role in assigning, reviewing, and reinforcing roles regularly
· Particularly during staff changes, shift overlaps, or when new tasks arise.

Workplace-Based Examples
	Scenario
	Issue
	Effect on Team

	Two workers think they are both responsible for dispatching
	Role overlap
	Task confusion; errors in order tracking

	One worker consistently finishes early and does not assist others
	Lack of task rotation/role review
	Resentment; under-utilisation of capacity

	Supervisor provides a checklist for each team member’s tasks
	Clear role assignment
	Improved accountability and performance



Case Study: Who Was Supposed to Do It?
Scenario:
During a large order fulfilment, the assembly team misses a key drilling step, which delays finishing. When the supervisor investigates, he finds that neither the cutter nor the assembler was told to mark the drill points—each thought it was the other’s responsibility. This causes tension between the workers and disrupts the delivery schedule.
Discussion Questions:
· What caused the delay?
· How did lack of role clarity affect team performance?
· How could the supervisor have prevented this?

Critical Thinking Questions
1. Why is it important to revisit and clarify roles when team members or production processes change?
2. What are the consequences of role ambiguity in a time-sensitive production environment?
3. How can supervisors reinforce role clarity without being overly rigid?
4. What tools can be used to define and communicate team roles effectively?

Activities for Learner Engagement
· Role Mapping Exercise: Learners create a visual map of a furniture production team and assign key responsibilities to each role. Present and justify assignments.
· Shift Change Simulation: In pairs, learners simulate a shift handover with unclear versus clear task allocation. Reflect on how clarity changes the outcome.
· Responsibility Grid: Learners design a simple “who does what” table for a fictional production task. Discuss how such a tool helps with role clarification.
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Learning Outcome
By the end of this topic, learners should be able to:
· Identify the key characteristics of professional interpersonal relationships in the workplace.
· Understand how professional relationships support team collaboration and reduce conflict.
· Explain how positive supervisory interactions influence worker motivation and morale.

Core Concepts
	Characteristic
	Description

	Respect
	Valuing others’ opinions, roles, and contributions.

	Trust
	Creating reliability through consistent, honest, and fair actions.

	Empathy
	Understanding and being sensitive to others’ feelings and perspectives.

	Communication
	Being open, clear, and direct without being disrespectful.

	Boundaries
	Maintaining appropriate emotional and physical distance to ensure professionalism.

	Supportiveness
	Offering help, encouragement, and constructive feedback.



Instructional Guidance
1. Define professional interpersonal relationships
· Emphasise that “professional” means respectful, work-focused, and goal-oriented—not overly personal or informal.
2. Differentiate between friendly and overfamiliar behaviour
· Use examples to highlight how boundaries ensure fairness and consistency in supervision.
3. Link professional relationships with motivation
· Explain how trust and support from a supervisor can inspire commitment, improve performance, and reduce absenteeism.

Workplace-Based Examples
	Behaviour
	Effect on Relationship
	Impact on Motivation

	Supervisor listens when workers raise safety concerns
	Builds trust and openness
	Workers feel valued and take more ownership

	Supervisor ignores team suggestions
	Undermines respect
	Workers feel disempowered and disengaged

	Supervisor praises a job well done
	Boosts confidence
	Increases morale and work satisfaction

	Supervisor shouts in front of others
	Damages dignity
	Lowers motivation and increases tension



Case Study: From Conflict to Collaboration
Scenario:
Zodwa supervises a team of upholsterers. At first, she kept her distance, gave orders, and never acknowledged effort. Over time, she noticed workers becoming less enthusiastic and more prone to conflict. After attending a leadership workshop, she began checking in daily with each worker, listening more, and giving regular praise. Within a month, absenteeism dropped and team spirit improved.
Discussion Questions:
· What interpersonal traits did Zodwa lack initially?
· How did her professional relationship with the team evolve?
· What was the impact on motivation?

Critical Thinking Questions
1. How does a supervisor’s tone and body language affect interpersonal relationships?
2. Why must professional relationships include clear boundaries?
3. What is the difference between motivating through fear and motivating through respect?
4. How can small gestures of recognition improve team morale?


Activities for Learner Engagement
· Traits Ranking Exercise: Learners are given a list of interpersonal traits and rank them according to which they believe are most important for supervisors to build motivation.
· Professional vs Personal Scenario Sorting: Learners sort example behaviours into “professional relationship” or “personal involvement” categories and explain why.
· Appreciation Role Play: Learners practice giving positive, work-related feedback to one another in a respectful and motivational way.
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Learning Outcome
By the end of this topic, learners should be able to:
· Reflect on their own performance in relation to the team’s overall output, morale, and cohesion.
· Understand the importance of self-awareness and continuous improvement as a supervisor or team member.
· Identify behaviours and practices that either support or hinder team performance.

Core Concepts
	Concept
	Description

	Self-Assessment
	The process of honestly evaluating one’s own behaviour, decisions, and contribution to the team.

	Team Impact
	Understanding how individual actions affect others' motivation, workload, and results.

	Accountability
	Taking responsibility for one’s actions, performance, and their effect on team outcomes.

	Feedback Loops
	Creating opportunities for receiving and responding to feedback from peers and team members.



Instructional Guidance
1. Explain the principle of self-assessment in a team environment
· Reinforce that gauging one’s performance is not about blame, but improvement and ownership.
2. Encourage learners to view their performance as part of a bigger picture
· If a team is underperforming, each member and the supervisor should consider their own contributions first.
3. Demonstrate how self-reflection builds leadership
· A self-aware supervisor can lead by example, adjust their approach, and model integrity.

Workplace-Based Examples
	Behaviour
	Effect on Team
	Self-Reflection Insight

	Supervisor regularly misses team briefings
	Team lacks direction
	“I need to improve my punctuality and preparation.”

	Worker always completes their task but does not assist others
	Others feel unsupported
	“Am I contributing to the team or just doing my part?”

	Supervisor observes tension but does not intervene
	Morale drops
	“Could I have acted sooner to ease the conflict?”



Case Study: The Mirror Moment
Scenario:
Bongani supervises a panel cutting team. He believes he is effective because he always meets output targets. However, he starts to receive complaints that workers feel unsupported, unacknowledged, and fearful of approaching him. The quality of work decreases and staff turnover increases. Bongani reflects on his actions and realises he was so focused on output that he neglected team well-being.
Discussion Questions:
· What signs indicated Bongani needed to assess his own performance?
· How did his behaviour affect the team?
· What changes could he make to align his leadership with team success?

Critical Thinking Questions
1. Why is it difficult for some supervisors to accept feedback from their teams?
2. How can a supervisor tell if their actions are helping or hindering team performance?
3. What tools can be used to reflect on one’s performance objectively?
4. Why is it important to reflect regularly, not only when problems arise?

Activities for Learner Engagement
· Reflection Journal: Learners write a short reflection on a time when their behaviour either positively or negatively affected a team. What did they learn?
· 360-Degree Assessment Simulation: In pairs, learners role-play giving each other constructive feedback and then reflect on what was easy or difficult about receiving it.
· Performance Mapping Exercise: Learners list their daily responsibilities and map how each one contributes (or does not contribute) to the team’s success.
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NQF Level 3 | Weight: 20%

Section A: Scenario-Based Questions (Application and Reflection)
Scenario:
A new supervisor, Ms Mthembu, manages a team composed of workers from multiple cultural and language backgrounds. Initially, she gave instructions in her own home language only. Some team members did not understand the instructions clearly and began working incorrectly. Additionally, she rarely acknowledged team effort or gave feedback. Within a month, team morale declined and productivity dropped.
Answer the following questions:
1.1 Identify and explain two types of interpersonal relationships present (or lacking) in the scenario.
(IAC0401)
1.2 Describe how Ms Mthembu’s approach affected the performance of the team.
(IAC0402)
1.3 What methods could she apply to strengthen team performance and interpersonal relations?
(IAC0402)
1.4 Discuss how cultural diversity played a role in the situation. What could the supervisor have done differently?
(IAC0403)

Section B: Knowledge-Based Questions (Short Answer)
2.1 Define interpersonal relations and give two examples of how they appear in the workplace.
(IAC0401)
2.2 Why is team performance important in a furniture production environment? List two methods to support good team performance.
(IAC0402)
2.3 Explain how cultural diversity, if managed correctly, can improve team cohesion and innovation.
(IAC0403)

Model Answers and Marking Memo
	Question
	Expected Response Summary
	Marks

	1.1
	Lack of respectful communication; poor supervisor-worker rapport – 4 marks
	

	1.2
	Miscommunication led to errors; demotivated team – 3 marks
	

	1.3
	Use common or shared language, visual aids, regular feedback – 3 marks
	

	1.4
	Failure to adapt to diversity caused exclusion – 3 marks
	

	2.1
	Interpersonal relations: how people interact – e.g., giving instructions, resolving conflict – 2 marks
	

	2.2
	Importance: teamwork increases efficiency; Methods: regular team meetings, shared goals – 3 marks
	

	2.3
	Diversity adds new ideas, promotes respect if managed well – 2 marks
	


Total: 20 marks

Assessment Rubric
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Clarity of Concepts
	Accurate, well-explained, with examples
	Mostly clear, minor gaps
	Basic understanding
	Incomplete or incorrect

	Application to Scenario
	Clear linkage to workplace issues
	Relevant but needs depth
	Some relevance
	Unclear or missing

	Cultural Sensitivity
	Demonstrates insight and inclusive thinking
	Reasonably sensitive
	Minimal awareness
	Stereotyped or insensitive

	Team Methods
	Practical and appropriate suggestions
	Somewhat useful ideas
	Vague strategies
	Unworkable or absent



Scoring Guide
	Score Range
	Competency Level

	18–20
	Competent – excellent application of interpersonal concepts

	15–17
	Competent – minor support may be required

	12–14
	Developing – needs revision and coaching

	Below 12
	Not Yet Competent – remediation and reassessment required
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Knowledge Module: KM-09-KT04 – Interpersonal Relations
NQF Level: 3
Weight: 20% of the Knowledge Module
Assessment Type: Integrated Assessment (Scenario-Based and Knowledge-Based)
Duration: 75–90 minutes

Purpose of the Assessment
The purpose of this assessment is to evaluate the learner’s ability to understand, apply, and reflect on interpersonal relationships in the workplace. The focus is on identifying types of interpersonal relationships, understanding the importance of team performance, and appreciating the role of cultural diversity in team environments—particularly within the furniture production sector.

Assessment Instruments Used
1. Scenario-Based Questions (Section A)
· Evaluate the learner’s ability to interpret real-world interpersonal situations
· Aligned with IAC0401, IAC0402, and IAC0403
2. Knowledge-Based Questions (Section B)
· Assess understanding of interpersonal concepts and ability to explain their relevance
· Supports assessment of the same IACs

Facilitation and Assessment Conditions
· Conduct assessment in a quiet, supervised learning environment.
· Allow learners to read through the scenario before answering.
· Encourage reflection and practical responses.
· Provide extra support to learners where cultural sensitivity may affect understanding.
· Ensure consistent and fair marking using the rubric provided.

Preparation Notes
· Print the case study and question paper in advance.
· Brief learners on expectations before beginning.
· Allow access to bilingual support material if required (e.g. translated terms for ‘diversity’, ‘relations’).

Assessment Criteria for Competence
Learners must demonstrate:
· A clear understanding of workplace interpersonal relationships.
· The ability to assess and suggest methods for improving team performance.
· An appreciation of cultural diversity as a strength in the workplace.
Minimum Competency Threshold: 15 out of 20 marks (75%)
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 15%

Purpose of the Topic
The purpose of this topic is to provide learners with a foundational understanding of labour relations principles, including legislation, representation, discipline, and grievance handling, as they apply within a furniture production environment. Supervisors must understand how labour practices and compliance obligations influence team behaviour, safety, and performance.
This topic supports the development of fair, consistent, and lawful practices in managing teams, handling conflict, and promoting a safe and productive working environment. It also introduces learners to key labour legislation, such as the Basic Conditions of Employment Act (BCEA) and the Occupational Health and Safety (OHS) Act, which underpin the supervisor’s responsibilities in maintaining workplace compliance.

Key Topic Elements to be Covered
· KT0501: Basic understanding of legislation (BCEA, OHS) and compliance criteria
· KT0502: Conflict handling methods
· KT0503: Disciplinary procedures
· KT0504: Concept of discipline
· KT0505: The role of discipline and disciplinary measures
· KT0506: Role of labour relations and legislation in the organisation

Internal Assessment Criteria (IAC) and Weight
Learners will be assessed on their ability to:
· IAC0501: Describe the influence of representation in the organisation on team performance, and methods to enhance it
· IAC0502: Describe the influence of safety, health, environment and quality (SHEQ) on team performance, and methods to enhance it
· IAC0503: Describe the principles of labour relations with examples
· IAC0504: Evaluate grievance procedures
Weight: 15% of the Knowledge Module

Application in Furniture Production
Labour relations form the backbone of ethical and sustainable workforce management in the furniture industry. Supervisors must navigate workplace policies, legislation, and representation structures to uphold rights and maintain discipline. A sound understanding of safety regulations, team representation, and fair disciplinary processes not only protects employees and employers, but also supports team stability and performance. This topic equips learners with the essential labour knowledge required for competent frontline supervision.
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Learning Outcome
By the end of this topic, learners should be able to:
· Demonstrate a basic understanding of the Basic Conditions of Employment Act (BCEA) and the Occupational Health and Safety Act (OHS).
· Describe how these laws apply in the furniture production workplace.
· Understand the compliance responsibilities of both employers and employees, particularly supervisors.
· Explain how legal compliance influences team performance and well-being.

Core Concepts
	Legislation
	Purpose and Relevance to the Workplace

	BCEA (Basic Conditions of Employment Act)
	Establishes minimum terms and conditions of employment (e.g. working hours, leave, overtime, breaks). Protects workers from exploitation and promotes fairness.

	OHS Act (Occupational Health and Safety Act)
	Sets out duties of employers and employees to create a safe and healthy work environment. Includes requirements for training, equipment, protective clothing, and safe practices.

	Compliance Criteria
	Conditions that must be met to remain legally compliant, such as written employment contracts, adherence to working hour limits, provision of PPE, and regular safety inspections.



Instructional Guidance
1. Begin with a short overview of the two key Acts
· Highlight the main goals and the consequences of non-compliance.
· Emphasise that these are not only legal requirements but good business practices.
2. Relate legislation to typical furniture manufacturing activities
· Discuss common risks (e.g. exposure to sawdust, machine safety) and employment issues (e.g. shift hours, breaks).
3. Clarify the supervisor’s responsibility
· Supervisors must implement, monitor, and report on workplace practices in line with these laws.

Workplace-Based Examples
	Scenario
	Legislative Application
	Compliance Action

	Workers operate power tools without hearing protection
	OHS Act – failure to provide PPE
	Supervisor must ensure availability and usage of PPE

	Employee works a 10-hour shift without rest breaks
	BCEA – breach of working time regulation
	Adjust schedule to include required breaks

	Chemical used for finishing is stored in an unmarked container
	OHS Act – unsafe chemical handling
	Ensure labelling, storage, and training are provided



Case Study: When Law Meets Production
Scenario:
In a busy finishing section, workers often skip lunch breaks to meet daily targets. A new supervisor, Lunga, learns during his induction that this is not compliant with BCEA. He holds a toolbox talk and restructures the team schedule to allow proper breaks without compromising output. Workers feel more valued and productivity improves due to reduced fatigue.
Discussion Questions:
· Which legal provision did Lunga uphold?
· What risk was prevented by enforcing compliance?
· How did this action impact morale and performance?

Critical Thinking Questions
1. Why is it important for supervisors to understand labour and safety legislation?
2. How can non-compliance with the OHS Act endanger not only workers, but also the company?
3. What is the link between legal compliance and employee motivation?
4. What systems can supervisors implement to ensure continuous compliance?



Activities for Learner Engagement
· Legislation Match-Up Game: Learners match workplace scenarios to either the BCEA or OHS Act, and describe the correct compliance action.
· Mini Audit Walkabout: Learners inspect a simulated or real workshop environment and identify three possible OHS or BCEA non-compliance risks.
· Supervisor’s Compliance Checklist: In pairs, learners draft a simple checklist a supervisor can use to ensure legal compliance on a daily basis.
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Learning Outcome
By the end of this topic, learners should be able to:
· Understand the nature of workplace conflict in a furniture production environment.
· Identify common causes of conflict among team members.
· Apply basic conflict resolution methods as part of a supervisor’s responsibilities.
· Support team harmony and productivity through proactive and respectful resolution.

Core Concepts
	Concept
	Description

	Workplace Conflict
	A disagreement or tension between individuals or groups that affects work relationships, morale, or performance.

	Sources of Conflict
	Miscommunication, unclear roles, differing work ethics, cultural misunderstandings, unfair treatment.

	Supervisor’s Role
	To intervene early, remain neutral, investigate issues, and promote fair and respectful solutions.

	Conflict Handling Methods
	Approaches used to manage or resolve conflict, such as listening, mediation, negotiation, and structured discipline where appropriate.



Common Conflict Handling Methods
	Method
	Application
	Example

	Active Listening
	Understand each person’s perspective without judgement
	Supervisor hears both sides of a dispute calmly before responding

	Mediation
	Neutral third party helps both sides reach agreement
	Supervisor sits with two team members and facilitates discussion

	Clarification of Expectations
	Conflict caused by misunderstanding of roles or tasks
	Supervisor reissues clear task instructions and roles

	Win-Win Negotiation
	Compromise where both parties benefit
	Adjusting shift duties to accommodate both workers’ preferences

	Firm Intervention
	Used when behaviour is inappropriate or violates policy
	Escalating to a formal disciplinary procedure if needed



Instructional Guidance
1. Begin by normalising conflict in the workplace
· Emphasise that conflict is not always negative—it can be managed constructively.
2. Discuss the types of conflict learners may have experienced
· Encourage reflection on personality clashes, task-related disputes, or cultural miscommunication.
3. Reinforce that supervisors must respond with fairness, consistency, and confidence
· Focus on solving the problem, not punishing individuals unnecessarily.

Workplace-Based Examples
	Conflict
	Resolution Method
	Outcome

	Two workers disagree on who should clean up
	Clarified role expectations
	Task is added to a daily rotation chart

	One team member refuses to take advice from another
	Mediation with supervisor present
	Agreement reached on respectful communication

	Worker repeatedly interrupts team meetings
	Private conversation and coaching
	Behaviour corrected and meetings become productive



Case Study: The Saw Table Dispute
Scenario:
During a shift, Sipho and Anele argue over who has the right to use the larger saw first. The conflict escalates and production halts. The supervisor intervenes, listens to both workers, discovers a misunderstanding about priority, and creates a saw-use schedule to avoid future confusion.
Discussion Questions:
· What caused the conflict?
· How did the supervisor resolve it constructively?
· What long-term solution was put in place?

Critical Thinking Questions
1. What can happen to team performance if conflict is ignored?
2. How can a supervisor remain neutral when managing conflict?
3. Why is listening more powerful than talking in conflict situations?
4. When is it appropriate to escalate conflict to formal procedures?

Activities for Learner Engagement
· Conflict Scenario Role Play: Learners act out common workplace conflicts and use different conflict handling methods to resolve them.
· Conflict Response Cards: Learners receive a conflict situation and must suggest a method and steps to resolve it.
· Personal Reflection: Learners reflect on a conflict they experienced or witnessed at work and describe how it was resolved—or how it could have been resolved better.
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Learning Outcome
By the end of this topic, learners should be able to:
· Understand the purpose and importance of disciplinary procedures in the workplace.
· Describe the key steps involved in a fair and lawful disciplinary process.
· Recognise the supervisor’s role in initiating, documenting, and following disciplinary actions in line with company policies and legislation.

Core Concepts
	Concept
	Description

	Disciplinary Procedure
	A formal, structured process used by organisations to address misconduct or breach of rules. It ensures fairness, consistency, and legal compliance.

	Progressive Discipline
	Starts with informal correction and escalates to written warnings, hearings, and potential dismissal where necessary.

	Natural Justice
	Principles that require fair hearing, the right to representation, and unbiased decision-making.

	Supervisor’s Responsibility
	Identify misconduct, document incidents accurately, apply discipline fairly, and follow company procedure.



Typical Disciplinary Procedure Steps
1. Verbal Warning – Usually informal; for first-time or minor offences.
2. Written Warning – Formal documentation issued if behaviour continues or is more serious.
3. Final Written Warning – Used for repeated or serious misconduct.
4. Disciplinary Hearing – A formal meeting allowing both sides to present evidence.
5. Outcome and Sanction – Decision may include further warning, suspension, or dismissal, depending on severity.
Note: These steps may vary according to the organisation’s policies and applicable labour law.

Instructional Guidance
1. Explain why disciplinary action exists
· Reinforce that discipline is not about punishment but correcting unacceptable behaviour and protecting the team and business.
2. Emphasise procedural fairness
· All employees must be treated equally and with respect, even during disciplinary processes.
3. Discuss common mistakes made by supervisors
· Skipping steps, failing to document, or handling matters emotionally instead of professionally.

Workplace-Based Examples
	Misconduct
	Appropriate Procedure
	Supervisor’s Action

	Late for work without explanation
	Verbal warning
	Discuss expectations; document follow-up

	Insulting a colleague
	Written warning or hearing depending on severity
	Gather statements; escalate if needed

	Refusing to wear PPE repeatedly
	Final warning or hearing
	Document non-compliance and past warnings

	Theft of materials
	Disciplinary hearing
	Immediate suspension pending investigation



Case Study: Escalation or Resolution?
Scenario:
Nomvula repeatedly uses her phone on the factory floor despite reminders. Her supervisor, Thando, gives a verbal warning. Two weeks later, the same issue occurs. Thando documents the incident, issues a written warning, and holds a short meeting to discuss her behaviour. Nomvula improves over the next month.
Discussion Questions:
· Was the supervisor’s approach appropriate and fair?
· What would have happened if Thando had ignored the repeated misconduct?
· Why was it important to document the process?

Critical Thinking Questions
1. What rights does an employee have during a disciplinary process?
2. Why must a supervisor avoid handling discipline in front of others?
3. How does proper disciplinary action benefit the team as a whole?
4. When should a supervisor escalate a matter to HR or a higher authority?

Activities for Learner Engagement
· Disciplinary Steps Sorting Activity: Learners are given shuffled steps of a disciplinary procedure and must arrange them in the correct order.
· Mock Hearing Role Play: Learners act as supervisor, employee, and observer in a simulated disciplinary hearing based on a case of misconduct.
· Policy Review Exercise: Learners review a sample company disciplinary policy and highlight key steps, documentation points, and rights of employees.
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Learning Outcome
By the end of this topic, learners should be able to:
· Define the concept of discipline in the workplace.
· Understand the role of discipline in creating order, accountability, and fairness.
· Recognise the relationship between discipline, respect for rules, and effective teamwork.
· Differentiate between constructive discipline and punitive approaches.

Core Concepts
	Term
	Description

	Discipline
	A system of rules, responsibilities, and consequences that guide acceptable behaviour and performance in the workplace.

	Constructive Discipline
	Focuses on correcting behaviour, building accountability, and encouraging self-improvement rather than punishing.

	Self-Discipline
	The ability of an individual to follow rules and complete tasks without constant supervision.

	Team Discipline
	The collective behaviour of a team that reflects mutual respect for shared rules and standards.



Instructional Guidance
1. Introduce the concept as positive, not punitive
· Clarify that discipline is about structure, safety, and success, not just punishment.
2. Discuss the benefits of discipline in the furniture manufacturing environment
· Examples include improved safety, consistent output, and better morale.
3. Explore the link between discipline and leadership
· Emphasise how supervisors set the tone for team discipline through example and fair enforcement.

Workplace-Based Examples
	Behaviour
	Disciplinary Impact
	Team Effect

	Workers always wear PPE without reminders
	High self-discipline
	Improved safety and reduced supervision load

	Supervisor arrives late and is unprepared
	Poor leadership discipline
	Team mirrors the behaviour; productivity declines

	Daily task sheets are completed thoroughly
	Procedural discipline
	Ensures accurate reporting and planning



Case Study: More Than Just Rules
Scenario:
At a new production site, the supervisor, Ms Govender, noticed that although workers were talented, they lacked discipline. Breaks were extended, tools were left scattered, and attendance was irregular. Rather than punish immediately, she introduced structured daily briefings, defined clear expectations, and created a system to reward good behaviour. Within a few weeks, the workshop became more organised and efficient.
Discussion Questions:
· How did Ms Govender demonstrate constructive discipline?
· What was the impact of her approach on the team?
· Why is setting expectations an important part of discipline?

Critical Thinking Questions
1. What happens in a workplace where discipline is applied unfairly or inconsistently?
2. How does a disciplined team contribute to lower waste and higher quality?
3. Can discipline be taught? If so, how?
4. What is the difference between controlling and coaching when it comes to discipline?

Activities for Learner Engagement
· Self vs Supervisor Discipline: Learners list responsibilities they are personally accountable for versus those monitored by a supervisor. Reflect on how self-discipline benefits the team.
· Rules and Reasons: Learners receive common workshop rules (e.g. “Wear gloves”, “Clock in on time”) and explain the purpose behind each rule and its impact if ignored.
· Discipline Spectrum: Learners place workplace behaviours along a line from “Needs no action” to “Requires formal discipline” and discuss where boundaries lie.
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain the purpose and role of discipline in maintaining a productive and respectful workplace.
· Understand how disciplinary measures support safety, accountability, and performance.
· Recognise when disciplinary measures are necessary and how they should be applied fairly and constructively.

Core Concepts
	Term
	Description

	Role of Discipline
	To establish clear behavioural and performance expectations, ensure order, and maintain consistency across the team.

	Disciplinary Measures
	Actions taken to correct or address unacceptable behaviour, ranging from verbal warnings to dismissal, depending on severity.

	Fairness and Consistency
	Discipline must be applied impartially and in accordance with workplace policy and labour law.

	Supervisor’s Responsibility
	Monitor behaviour, enforce rules fairly, document incidents, and use disciplinary measures to support—not punish—growth.



Instructional Guidance
1. Explain why discipline is necessary in teams
· Without consequences, unsafe or unproductive behaviours can spread.
2. Clarify the difference between preventive and corrective discipline
· Preventive: setting clear rules and leading by example.
· Corrective: taking action when rules are broken.
3. Discuss how discipline relates to performance, morale, and safety
· Workers trust systems that are fair and transparent.

Workplace-Based Examples
	Situation
	Disciplinary Role
	Outcome

	Worker frequently arrives late
	Apply progressive discipline
	Improves punctuality or leads to fair resolution

	Team ignores safe handling procedures
	Supervisor intervenes with structured warning
	Reinforces safety culture and prevents injury

	Ongoing tension between two workers
	Mediation and behavioural warnings
	Restores harmony and productivity



Case Study: Keeping Order Without Conflict
Scenario:
In the sanding room, one worker frequently skips quality checks. The supervisor notices this has led others to also cut corners. Instead of issuing immediate warnings, she meets with the team to re-emphasise expectations, then documents repeated issues and applies individual verbal warnings. Quality and compliance improve within two weeks.
Discussion Questions:
· What role did discipline play in this case?
· Why did the supervisor choose verbal warnings first?
· How did fairness support team cohesion?

Critical Thinking Questions
1. What are the risks of failing to apply disciplinary measures when needed?
2. How can disciplinary action improve—not harm—worker motivation?
3. Why must documentation accompany any formal disciplinary step?
4. What is the link between discipline and safety in a workshop?

Activities for Learner Engagement
· Discipline Pathway Chart: Learners draw a flowchart of progressive discipline (from verbal warning to dismissal) and indicate appropriate responses for different infractions.
· Fair or Unfair?: Groups assess example disciplinary cases and debate whether they were handled fairly, giving reasons based on consistency and policy.
· Supervisor's Journal: Learners simulate writing a disciplinary journal entry after addressing repeated lateness, focusing on facts, tone, and next steps.
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Learning Outcome
By the end of this topic, learners should be able to:
· Describe the role of labour relations in promoting fairness, accountability, and productivity in the workplace.
· Understand the impact of legislation such as the Labour Relations Act (LRA), the Basic Conditions of Employment Act (BCEA), and the Occupational Health and Safety Act (OHS) on organisational policies.
· Identify how workplace discipline, negotiation, dispute resolution, and representation are shaped by labour legislation.

Core Concepts
	Concept
	Description

	Labour Relations
	The relationship between employees, employers, and trade unions, focused on promoting fairness, communication, and mutual respect in the workplace.

	Labour Legislation
	Laws that protect the rights of workers and employers, including the BCEA, LRA, and OHS Act.

	Organisational Impact
	Legislation informs workplace policies on working hours, health and safety, union representation, conflict resolution, and disciplinary procedures.

	Supervisor’s Role
	Enforce organisational policies aligned with legislation, respect representation structures, and uphold fair labour practices.



Key Legislation to Cover
	Act
	Purpose in the Workplace

	Labour Relations Act (LRA)
	Governs collective bargaining, unionisation, dispute resolution, and dismissals.

	Basic Conditions of Employment Act (BCEA)
	Sets minimum standards for employment such as hours, leave, and overtime.

	Occupational Health and Safety Act (OHS)
	Ensures the health, safety, and welfare of employees in the workplace.



Instructional Guidance
1. Explain that legislation is a foundation for workplace rules and policies
· Highlight how these laws protect both workers and employers.
2. Discuss the importance of labour relations structures
· Including shop stewards, unions, and employee committees.
3. Link legislation to the supervisor’s daily responsibilities
· Enforcing safety, managing performance fairly, and responding to grievances appropriately.

Workplace-Based Examples
	Situation
	Legislative Link
	Supervisor’s Role

	Employees request a meeting with a union representative
	Labour Relations Act
	Ensure access and respect the process

	A worker is injured due to missing PPE
	OHS Act
	Enforce safety protocols and report the incident

	Conflict over unpaid overtime
	BCEA
	Check policy compliance and communicate with HR



Case Study: Law in Action
Scenario:
A supervisor, Thabang, ignores repeated requests by workers to speak with their union representative regarding safety concerns. A shop steward escalates the matter to the bargaining council. The company receives a warning for violating the right to representation. Thabang attends a refresher on the Labour Relations Act and begins holding monthly consultation meetings.
Discussion Questions:
· What rights did Thabang violate?
· What legislation governs this area of labour relations?
· How did compliance improve workplace communication?

Critical Thinking Questions
1. Why is it important that supervisors understand and respect labour laws, even if they are not in HR?
2. How do workplace policies reflect legal frameworks?
3. What is the role of trade unions in balancing team performance and individual rights?
4. How can good labour relations prevent workplace conflict?

Activities for Learner Engagement
· Law and Policy Matching Game: Learners match workplace scenarios to the relevant Act (BCEA, LRA, or OHS).
· Supervisor’s Legal Toolkit: In groups, learners create a summary of what a supervisor must know and do to comply with labour law.
· Workplace Role Play: Simulate a union consultation meeting, grievance resolution, or health and safety inspection involving a supervisor.
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NQF Level 3 | Weight: 15%

Section A: Scenario-Based Questions (Application and Evaluation)
Scenario:
In a furniture production plant, a team led by Supervisor Dineo is experiencing tension. Workers have raised concerns about excessive noise in the finishing section and a lack of proper protective equipment. The shop steward has asked for a formal meeting, but Dineo has postponed it multiple times. Additionally, two workers submitted grievances about unfair treatment during disciplinary procedures. Productivity in the team has decreased, and communication has deteriorated.
Answer the following:
1.1 Describe how representation (e.g. shop stewards or union involvement) influences team performance, and suggest two methods to enhance this relationship.
(IAC0501)
1.2 Evaluate the influence of safety, health, environment, and quality (SHEQ) on the team's performance in this case.
(IAC0502)
1.3 Describe two principles of labour relations that were violated in this scenario. Provide examples.
(IAC0503)
1.4 Evaluate how the grievance procedures could have been handled more effectively.
(IAC0504)

Section B: Knowledge-Based Questions (Short Answer)
2.1 What is the role of workplace representation (e.g. shop stewards or unions)?
(IAC0501)
2.2 Why is adherence to health and safety legislation essential for productivity in a furniture factory?
(IAC0502)
2.3 List and explain two basic principles of labour relations.
(IAC0503)
2.4 Briefly outline the steps of a standard grievance procedure.
(IAC0504)




Model Answers and Marking Memo
	Question
	Expected Answer Summary
	Marks

	1.1
	Representation improves communication and protects worker rights; Methods: regular meetings, consultation before decisions – 4 marks
	

	1.2
	Poor SHEQ led to low morale, health risks, and decreased output – 3 marks
	

	1.3
	Violated: right to representation, fair treatment – e.g. ignored shop steward; inconsistent discipline – 3 marks
	

	1.4
	Should involve timely hearing, documentation, response from management – 3 marks
	

	2.1
	Protect worker interests, support dispute resolution – 2 marks
	

	2.2
	Reduces injuries, improves morale and efficiency – 2 marks
	

	2.3
	Fairness: equal treatment; Participation: worker involvement – 2 marks
	

	2.4
	Report issue → Supervisor response → Escalation → Resolution – 2 marks
	


Total: 21 marks

Assessment Rubric
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Concept Clarity
	Fully explained with clear examples
	Mostly clear, minor errors
	Basic understanding
	Incomplete or vague

	Application to Scenario
	Strong linkage with relevant analysis
	Reasonable connection
	Partial linkage
	Weak or missing

	Labour Law Awareness
	Demonstrates knowledge of rights/processes
	Some awareness
	Minimal reference
	Lacks accuracy

	Practical Suggestions
	Feasible, relevant to workplace
	Somewhat practical
	Weak or incomplete
	Impractical or absent






Scoring Guide
	Score Range
	Competency Level

	18–21
	Competent – strong understanding of labour relations

	15–17
	Competent – moderate support required

	12–14
	Developing – revision and support needed

	Below 12
	Not Yet Competent – remediation and reassessment required



Bottom of Form
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Knowledge Module: KM-09-KT05 – Labour Relations
NQF Level: 3
Weight: 15% of the Knowledge Module
Assessment Type: Integrated Assessment (Scenario-Based and Knowledge-Based)
Duration: 60–75 minutes

Purpose of the Assessment
This assessment is designed to evaluate the learner’s understanding of key labour relations concepts within the workplace. It assesses knowledge and application related to representation, health and safety, labour legislation, and grievance handling. These areas are critical for supervisors to ensure fair, safe, and legally compliant work environments in the furniture production sector.

Assessment Instruments Used
1. Scenario-Based Questions (Section A)
· Assess application of IAC0501–IAC0504 in a realistic workplace situation
2. Knowledge-Based Questions (Section B)
· Assess foundational understanding and terminology relevant to workplace labour relations

Facilitation and Assessment Conditions
· Learners must complete the assessment individually under supervision.
· All responses should reflect understanding of labour legislation and workplace practice.
· Allow learners to reference workshop policies or labour law summary sheets if permitted.
· Use the rubric to ensure standardised and fair marking.

Preparation Notes
· Print the case study scenario and question sheets for all learners.
· Review learners’ prior understanding of legislation and workplace policy.
· Provide clarity on terms such as ‘grievance’, ‘representation’, ‘SHEQ’, and ‘disciplinary procedures’.

Assessment Criteria for Competence
Learners must demonstrate:
· An understanding of the influence of representation and SHEQ on team performance.
· The ability to describe key principles of labour relations using workplace examples.
· The capacity to evaluate and improve grievance procedures.
Minimum Competency Threshold: 15 out of 21 marks (70%)
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NQF Level 3 | Credits: Part of KM-09 (Leadership and Supervision)
Weight: 5%

Purpose of the Topic
The purpose of this topic is to introduce learners to the interconnected concepts of productivity, motivation, and performance, and how these elements contribute to the overall sustainability and success of an organisation. Learners will explore how time, resources, people, and quality standards work together to ensure high-performing teams and customer satisfaction within a furniture manufacturing environment.
This topic encourages supervisors to reflect on their role in setting targets, measuring results, and supporting team motivation. It highlights the importance of maintaining performance standards through daily monitoring and creating a productive and positive work culture.

Key Topic Elements to be Covered
· KT0601: The importance of productivity to keep a sustainable organisation
· KT0602: The importance of motivation
· KT0603: The importance of performance and quality output to grow a client base

Internal Assessment Criteria (IAC) and Weight
Learners will be assessed on their ability to:
· IAC0601: Discuss the principles of productivity
· IAC0602: Describe the aspects of productivity (time, people, money, resources, quality) and how they relate to each other
· IAC0603: Discuss the importance of standards and target setting for the organisation and the purpose of daily targets, standards and quality
· IAC0604: Define performance
· IAC0605: Explain the implications of not applying a performance measurement system
· IAC0606: Explain the importance of performance standards and measurement
· IAC0607: Indicate ways and means to encourage and support performance
· IAC0608: Discuss principles of motivation
Weight: 5% of the Knowledge Module

Application in Furniture Production
In the competitive furniture manufacturing industry, productivity, motivation, and performance directly influence product quality, delivery times, and client retention. Supervisors must understand how to optimise these elements by aligning individual performance with organisational goals. This topic equips learners with the tools to support team performance, foster motivation, and apply productivity principles to maintain a sustainable and efficient workplace.
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Learning Outcome
By the end of this topic, learners should be able to:
· Define productivity in the context of a furniture manufacturing organisation.
· Explain why consistent productivity is necessary for organisational sustainability.
· Understand the link between productivity and long-term business viability, job security, and competitiveness.

Core Concepts
	Term
	Description

	Productivity
	The efficient use of resources (time, labour, materials, money) to achieve maximum output with minimal waste.

	Sustainability
	The ability of an organisation to remain financially viable and competitive over time by managing resources effectively.

	Supervisor’s Role
	To monitor team productivity, identify bottlenecks, support resource planning, and ensure production targets are met.



Instructional Guidance
1. Introduce productivity as more than just “working harder”
· Emphasise working smarter, with proper planning, clear roles, and effective use of resources.
2. Relate productivity to job security and sustainability
· Help learners see that efficient production supports profitability, investment, and long-term employment.
3. Link productivity to real factory outcomes
· Discuss how delays, waste, or underperformance impact costs, delivery times, and client satisfaction.




Workplace-Based Examples
	Practice
	Impact on Productivity
	Organisational Effect

	Completing daily production targets
	Maintains workflow balance
	Reduces overtime and ensures timely delivery

	Tracking machine downtime
	Identifies process delays
	Improves maintenance planning

	Minimising material wastage
	Saves costs and resources
	Supports profitability and pricing strategy



Case Study: Productivity Drives Profit
Scenario:
In a furniture frame production area, a supervisor implements a new material cutting schedule that reduces offcuts by 15%. The saved material is reused for internal components. Over three months, the team’s productivity increases without hiring additional workers. The business uses the savings to buy a new sanding machine, further increasing efficiency.
Discussion Questions:
· How did productivity improve without increasing staff?
· What resource was optimised in this case?
· How did this contribute to sustainability?

Critical Thinking Questions
1. What could happen if a company continually produces below its potential?
2. Why is productivity important even in teams that already meet their quality targets?
3. How can productivity be improved without compromising safety or quality?
4. What role does a supervisor play in monitoring and improving productivity?

Activities for Learner Engagement
· Productivity Mapping Exercise: Learners list all inputs (resources) used in a typical production task and describe how improving any one of them could enhance output.
· Waste vs Output Brainstorm: In groups, learners identify common causes of waste (time, material, effort) and propose strategies to reduce them.
· Supervisor Simulation: Learners role-play as supervisors needing to meet targets with limited resources. They must make decisions that prioritise productivity while maintaining team well-being.
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Learning Outcome
By the end of this topic, learners should be able to:
· Explain why motivation is essential for individual and team performance in a workplace.
· Understand how motivation affects quality, productivity, and staff morale.
· Identify the supervisor’s role in fostering and sustaining motivation among team members.

Core Concepts
	Term
	Description

	Motivation
	The internal drive or external encouragement that influences individuals to perform tasks enthusiastically and effectively.

	Intrinsic Motivation
	Motivation that comes from within—such as pride in craftsmanship, personal growth, or achievement.

	Extrinsic Motivation
	Motivation from outside influences—such as bonuses, recognition, or career advancement.

	Supervisor’s Role
	Recognise effort, provide constructive feedback, set clear expectations, and create a respectful and goal-oriented team environment.



Instructional Guidance
1. Introduce motivation as a driver of workplace behaviour
· Explain how motivated workers are more likely to meet targets, uphold quality, and collaborate.
2. Highlight different motivators
· Not all employees are motivated by the same things—some value recognition, others seek skills growth or job security.
3. Discuss the link between motivation and productivity
· Motivation fuels commitment; commitment leads to improved outcomes.



Workplace-Based Examples
	Motivational Factor
	Result
	Supervisory Action

	Praise for good workmanship
	Increases worker pride
	Supervisor recognises publicly at team briefing

	Clear production goals
	Workers know what to aim for
	Supervisor sets and shares daily/weekly targets

	Opportunities to upskill
	Employees remain engaged
	Supervisor arranges cross-training or mentoring

	Unaddressed complaints
	Lowers morale and output
	Supervisor listens and responds respectfully



Case Study: Shifting the Energy
Scenario:
After three team members expressed frustration over lack of recognition, Supervisor Keitumetse implemented a “Team Star of the Week” reward and began holding five-minute feedback check-ins on Fridays. Within two months, absenteeism dropped and the team exceeded production targets three times.
Discussion Questions:
· What types of motivation did Keitumetse apply?
· Why did this low-cost intervention work?
· How did it change the team dynamic?

Critical Thinking Questions
1. Why is motivation often more effective than pressure or punishment in improving performance?
2. What small, daily actions can a supervisor take to improve motivation?
3. How might a lack of motivation show up in team behaviour?
4. How can a supervisor learn what motivates each team member?

Activities for Learner Engagement
· Motivation Matrix: Learners list intrinsic and extrinsic motivators and match them to different personality types or job roles.
· Recognition Role Play: Learners practise giving sincere, specific praise in a supervisory setting, highlighting its effect on motivation.
· My Motivation Reflection: Each learner reflects on a time they were motivated at work—what caused it, and how it affected their performance.
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Learning Outcome
By the end of this topic, learners should be able to:
· Understand the link between individual and team performance, product quality, and customer satisfaction.
· Recognise how consistent quality and reliable delivery support repeat business and client loyalty.
· Reflect on how supervisors contribute to performance management and quality assurance in the furniture production environment.

Core Concepts
	Term
	Description

	Performance
	The effectiveness and efficiency with which tasks are completed, often measured by productivity, time, accuracy, and quality.

	Quality Output
	Products that meet or exceed client specifications and standards.

	Client Base
	The group of returning and potential customers who rely on the business for consistent, high-quality furniture solutions.

	Supervisor’s Role
	To set clear performance expectations, monitor output, address issues proactively, and uphold quality assurance standards.



Instructional Guidance
1. Introduce performance as a business growth factor
· Explain how strong team performance leads to satisfied clients, which drives reputation and sales.
2. Emphasise the cost of poor performance and poor-quality output
· Include financial costs (rework, returns), time loss, and damage to brand trust.
3. Discuss the supervisor’s influence
· Supervisors are the link between production staff and management—how they manage performance directly affects client satisfaction.


Workplace-Based Examples
	Performance Area
	Client Impact
	Supervisory Action

	Finishing process delays
	Missed delivery deadlines
	Supervisor reallocates resources or adjusts shift plans

	Uneven upholstery stitching
	Product returns
	Supervisor increases inspection frequency and offers targeted coaching

	Consistently neat packaging
	Positive feedback and repeat orders
	Supervisor enforces packaging standards and checks work



Case Study: When Quality Speaks
Scenario:
A long-term corporate client places monthly orders for custom-designed reception chairs. After a few months of receiving poorly aligned armrests and inconsistent finishes, the client threatens to move to another supplier. The supervisor meets with the team, identifies that rushed sanding and lack of final inspection are the main causes. After corrective action is taken, the client renews their contract for six months.
Discussion Questions:
· What specific quality issues jeopardised the relationship with the client?
· How did the supervisor intervene to recover client trust?
· Why is team performance directly linked to customer loyalty?

Critical Thinking Questions
1. Why must quality and performance be consistent—not just good occasionally?
2. What are the reputational risks of delivering substandard furniture products?
3. How can supervisors promote a “quality-first” mindset on the production floor?
4. What role do feedback and performance reviews play in quality assurance?

Activities for Learner Engagement
· Performance Chain Exercise: Learners draw a flowchart linking task performance → product quality → client satisfaction → business growth.
· Client Complaint Simulation: Learners analyse a fictional customer complaint and role-play how the supervisor would investigate, resolve, and prevent recurrence.
· Quality Watch Activity: Learners observe a production task (or simulation) and identify two performance behaviours that support high-quality output—and two that could harm it.
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Section A: Scenario-Based Questions (Application and Evaluation)
Scenario:
Supervisor Malebo notices a drop in daily production output. Upon investigation, she finds that team members are unclear about their daily targets, some machinery is being underused, and two workers feel their effort goes unnoticed. There are no recent performance reviews, and workers have not been involved in setting weekly output goals. Malebo decides to implement a daily target board, introduces informal performance feedback sessions, and starts acknowledging individual contributions at team meetings.
Answer the following:
1.1 Discuss two principles of productivity that Malebo’s actions are trying to reinforce.
(IAC0601)
1.2 Identify and describe how at least three aspects of productivity (time, people, money, resources, quality) are interrelated in this case.
(IAC0602)
1.3 Explain the purpose of setting daily targets and how it could benefit this team.
(IAC0603)
1.4 Define what is meant by performance in this context and how it can be measured.
(IAC0604, IAC0606)
1.5 What are the risks of not using a performance measurement system in a production environment?
(IAC0605)
1.6 Suggest two practical ways a supervisor like Malebo can encourage and support performance.
(IAC0607)
1.7 Briefly describe a principle of motivation that is visible in Malebo’s new approach.
(IAC0608)

Section B: Knowledge-Based Questions (Short Answer)
2.1 List and briefly explain the five core aspects of productivity.
(IAC0602)
2.2 Why are performance standards important in a manufacturing team?
(IAC0606)
2.3 Describe one internal and one external factor that may affect worker motivation.
(IAC0608)

Model Answers and Marking Memo
	Question
	Expected Answer Summary
	Marks

	1.1
	Efficiency and target setting – 2 marks
	

	1.2
	Time: delays affect output; People: unmotivated team underperforms; Resources: underused machinery lowers value – 3 marks
	

	1.3
	Targets clarify goals, support focus, and allow for measurement – 2 marks
	

	1.4
	Performance = quality and speed of task completion; Measured via output tracking and error rates – 2 marks
	

	1.5
	Reduced accountability, poor planning, risk of falling behind – 2 marks
	

	1.6
	Regular feedback and recognition – 2 marks
	

	1.7
	Acknowledgement as a motivator (respect and recognition) – 2 marks
	

	2.1
	Time, people, money, resources, quality – all impact each other – 2 marks
	

	2.2
	Provides consistency, ensures expectations are clear – 2 marks
	

	2.3
	Internal: personal pride; External: bonuses or praise – 2 marks
	


Total: 21 marks

Assessment Rubric
	Criteria
	Excellent (4)
	Good (3)
	Fair (2)
	Poor (1)

	Clarity of Concepts
	Thorough and clearly applied
	Mostly clear
	Partially correct
	Misunderstood

	Application to Scenario
	Strong relevance and logic
	Mostly relevant
	Limited linkage
	Off-topic or unclear

	Practicality of Suggestions
	Realistic and workplace-focused
	Mostly practical
	Basic ideas
	Impractical or missing

	Integration of Knowledge
	Concepts linked meaningfully
	Partial integration
	Limited synthesis
	Isolated responses



Scoring Guide
	Score Range
	Competency Level

	18–21
	Competent – clear understanding of productivity and motivation principles

	15–17
	Competent – minor gaps, still acceptable

	12–14
	Developing – requires review and guidance

	Below 12
	Not Yet Competent – remediation recommended
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Knowledge Module: KM-09-KT06 – Productivity, Motivation and Performance
NQF Level: 3
Weight: 5% of the Knowledge Module
Assessment Type: Integrated Assessment (Scenario-Based and Knowledge-Based)
Duration: 60 minutes

Purpose of the Assessment
This integrated assessment evaluates learners’ understanding of productivity principles, motivation strategies, and performance standards within the context of workplace supervision. It enables learners to apply theoretical knowledge to practical supervisory decisions that affect individual, team, and organisational success in the furniture manufacturing environment.

Assessment Instruments Used
1. Scenario-Based Questions (Section A)
· Assess the learner’s ability to apply performance management and motivational strategies to a realistic workplace situation
· Covers IAC0601 to IAC0608
2. Knowledge-Based Questions (Section B)
· Assess foundational understanding of productivity and motivation principles
· Reinforces conceptual clarity and readiness for supervisory roles

Facilitation and Assessment Conditions
· The assessment must be conducted in a supervised setting.
· Learners should respond individually.
· Learners may use calculators or visual planning tools where appropriate.
· All responses should be marked using the provided rubric to ensure consistency.

Preparation Notes
· Prepare printed copies of the scenario and answer sheet.
· Ensure learners understand all key terms, such as productivity, performance measurement, motivation, and quality output.
· Encourage learners to link their responses to real-world factory or team scenarios.

Assessment Criteria for Competence
Learners must demonstrate:
· Understanding of productivity principles and how to apply them in supervisory roles.
· Ability to describe and evaluate the effects of motivation and performance measurement.
· Practical thinking and application of standards, targets, and encouragement techniques.
Minimum Competency Threshold: 15 out of 21 marks (70%)
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