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17.1 Purpose of the Knowledge Module
The primary objective of this knowledge module is to develop the learner’s understanding of the principles and practices of effective communication and interpersonal relations within the upholstery manufacturing workplace. Given the collaborative nature of upholstery production, communication plays a pivotal role in ensuring productivity, quality control, health and safety, and effective team functioning. This module enables learners to function more effectively within their teams, understand and implement basic supervisory practices, and contribute to continuous improvement within their work environment.
Learners will be equipped with the foundational knowledge required to:
· Promote productivity through improved communication and work study principles.
· Engage constructively with team members and supervisors to enhance workplace outcomes.
· Understand and adhere to occupational health, safety, and environmental compliance.
· Maintain accurate administrative and production records in the upholstery prototype department.

17.2 Key Knowledge Areas Covered
This module comprises the following Knowledge Topics:
· KM-17-KT01: Productivity and continuous improvement (25%)
· KM-17-KT02: Basic work study principles and supervision for manufacturing of upholstered furniture (25%)
· KM-17-KT03: Interaction and communication in the workplace (25%)
· KM-17-KT04: Occupational health, safety and environmental compliance (15%)
· KM-17-KT05: Record keeping and administration in the upholstery prototype department (10%)
Each topic will guide learners to recognise how effective communication, structured supervision, and compliance practices improve manufacturing outcomes and workplace efficiency.


17.3 Internal Assessment Criteria and Weighting
The integrated learning and assessment approach for this module will assess the learner’s ability to meet the following Internal Assessment Criteria (IAC):
· IAC1701: The need for continuous improvement in upholstery manufacturing is discussed, and key productivity indicators are identified and interpreted.
· IAC1702: Basic work study and supervision principles are explained and their application in a manufacturing setting is demonstrated.
· IAC1703: Workplace interaction and communication principles are understood and applied to foster teamwork and minimise conflict.
· IAC1704: Occupational health, safety, and environmental responsibilities are identified and applied according to organisational policies and procedures.
· IAC1705: Appropriate administrative procedures and record-keeping systems relevant to upholstery manufacturing are described and explained.
Total Weight: 100%

17.4 Application in Upholstery Manufacturing
In the upholstery sector, communication and interpersonal effectiveness are vital for the successful interpretation of specifications, planning of tasks, and reporting of faults or delays. KM-17 supports learners in working collaboratively on tasks such as assembling upholstered furniture components, adhering to production schedules, ensuring safe working conditions, and documenting outcomes. These capabilities contribute to reduced downtime, enhanced quality assurance, and a safer, more productive work environment.
By completing this module, learners will be better prepared to navigate the practical demands of the upholstery manufacturing environment through clear communication, proactive problem-solving, and responsible supervision practices.
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Purpose of the Topic
This topic develops the learner’s foundational understanding of productivity and continuous improvement in the context of upholstered furniture manufacturing. It introduces essential principles of operations management and explains how production inputs are transformed into outputs that meet customer requirements. The content also covers key manufacturing terminology, performance metrics, costing principles, and strategies for improving production efficiency and quality outcomes.

Topic Elements to be Covered
KT0101: Concepts and principles of productivity and operations management
· Define productivity and operations management in the context of upholstery manufacturing.
· Explain the relationship between inputs (labour, materials, machines) and outputs (finished furniture products).
· Discuss the role of operational efficiency in achieving organisational goals.
KT0102: Industry productivity terminology and definitions
· Introduce standard industry terms and abbreviations such as OEE (Overall Equipment Effectiveness), TQM (Total Quality Management), and TPM (Total Productive Maintenance).
· Clarify key terms like throughput, yield, downtime, cycle time, lead time, and takt time.
KT0103: Managing the 6-Ms of the manufacturing process
· Explain the 6-Ms: Men (People), Machines, Materials, Methods, Measurements, and Money.
· Demonstrate how each element influences productivity in an upholstery manufacturing environment.
· Emphasise integration and coordination across all 6 elements.
KT0104: Manufacturing and product cost calculations
· Distinguish between fixed costs (e.g. rent, salaries) and variable costs (e.g. consumables, labour hours).
· Describe the impact of cost control on profitability.
· Introduce basic cost calculation techniques: cost per unit, break-even analysis, and budget allocation.
KT0105: Production process measurements and industry and workplace performance standards
· Define the purpose and use of time study, method study, motion study, and work study.
· Describe how to collect and analyse productivity data.
· Explain how benchmarks are used to evaluate performance.
KT0106: Skills development
· Discuss the role of continuous training and skills upgrading in boosting productivity.
· Highlight the impact of teamwork, knowledge transfer, and cross-functional learning on operational efficiency.
KT0107: Production and quality targets and continuous improvement
· Explain how to set realistic and measurable production and quality targets.
· Describe continuous improvement principles, including PDCA (Plan-Do-Check-Act) and Kaizen.
· Discuss how employee feedback and performance data are used to refine production processes.

Internal Assessment Criteria and Weight
· IAC0101: Concepts of productivity and the process of transforming inputs into services and products for internal and external customers are described.
· IAC0102: Industry productivity terminology and abbreviations are defined.
· IAC0103: The 6-Ms of managing money, materials, people (men), machines, and production methods to produce goods and services of the right quality and quantity, at the right time, and at minimum cost for target markets are discussed.
· IAC0104: The cost of production in terms of fixed and variable costs is explained.
· IAC0105: Purposes of the production process measurement techniques of work study, method study, time study, and motion study are defined and explained.
· IAC0106: The importance of developing the skills of team members and its impact on productivity is discussed.
· IAC0107: The principle of efficient and cost-effective (productive) manufacturing processes using basic productivity calculations is described.
Weight: 25%
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Learning Objective
To ensure learners understand the meaning of productivity and operations management in a manufacturing environment and are able to apply these concepts to improve upholstery production processes.

1. Facilitation Guidelines
Begin the session with a class discussion:
· Ask: “What does productivity mean to you in your role or department?”
· Use responses to highlight varied perceptions and link to formal definitions.
Key definitions:
· Productivity: The ratio of outputs (goods and services) to inputs (labour, materials, energy).
· Operations Management: The administration of business practices to create the highest level of efficiency possible within an organisation’s processes.
Explain that in upholstery manufacturing, this means converting raw materials (fabric, foam, wood, labour) into upholstered furniture efficiently and cost-effectively.

2. Key Teaching Content
	Concept
	Explanation

	Inputs
	Labour, fabric, tools, time, foam, staples, machines

	Transformation Process
	Cutting, sewing, foaming, assembling, quality control

	Outputs
	Completed upholstered furniture (e.g., chairs, sofas, ottomans)

	Efficiency
	Doing the job with the least amount of waste (materials, time, effort)

	Effectiveness
	Doing the right job to meet customer specifications and deadlines





3. Illustrative Example
Example: In a furniture workshop, a team of upholsterers is given a target of 20 ottomans per day. On average, they are only completing 14. Upon investigation, the operations manager realises that:
· Workers are waiting for fabric deliveries from the storeroom.
· The cutting table is shared between two teams, causing delays.
· One staple gun is faulty, resulting in poor-quality finishes and rework.
Productivity challenges identified:
· Material delay (input issue)
· Poor equipment availability (transformation issue)
· Rework due to quality failure (output issue)
Operations management response:
· Improve stock delivery schedule.
· Allocate another cutting table.
· Replace faulty tools.
Result: Production output increases to 19 units per day, with fewer quality issues.

4. Mini Case Study
Case Study: The Workshop That Fell Behind
A furniture manufacturing company recently launched a new line of armchairs. In the first two weeks, productivity dropped drastically. Orders were delayed, and customer complaints increased. Upon analysis, it was found that:
· New workers were not adequately trained on the new design.
· Work instructions were not clearly displayed in the workshop.
· There was a lack of communication between the cutting and foaming departments.
Discussion Questions:
1. What operations management issues can you identify?
2. How did these issues impact productivity?
3. What actions would you recommend the operations manager take to improve the situation?



5. Critical Thinking Questions
· Why is it important to balance efficiency with product quality in upholstery production?
· In what ways can poor communication reduce productivity in a team-based manufacturing setting?
· What would you change in your own department to improve productivity using operations management principles?
· How can digital systems (like barcoding or stock management apps) improve productivity in upholstery workshops?

6. Group Activity
Activity: Break learners into small groups. Provide each with a fictional upholstery production line scenario (e.g., delays due to fabric shortage, tools not maintained, incorrect specifications, low team morale).
Ask them to:
· Identify the input, process, and output issues.
· Suggest at least three productivity improvements using operations management principles.
· Present back to the class.
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Learning Objective
To ensure learners can define and correctly use standard productivity terminology and abbreviations commonly applied in upholstery manufacturing and broader industrial contexts.

1. Facilitation Guidelines
Start with a warm-up quiz:
· Display a list of terms on the board (e.g. “OEE”, “Takt time”, “Lead time”, “Downtime”).
· Ask learners to write what they think each term means.
· Review the answers as a class and provide correct definitions and usage.
Explain that productivity terms are used to measure, monitor, and improve processes. Without a common understanding of these terms, effective communication and decision-making become difficult.

2. Key Industry Terminology and Definitions
	Term
	Definition
	Contextual Example (Upholstery)

	OEE (Overall Equipment Effectiveness)
	A measure of how well equipment is performing, factoring in availability, performance, and quality.
	If the staple machine breaks down often, OEE is low.

	Takt Time
	The rate at which products must be produced to meet customer demand.
	If 50 chairs are needed in 5 days, takt time helps plan daily output.

	Lead Time
	The total time taken from order receipt to delivery.
	A custom sofa takes 10 days from fabric selection to dispatch.

	Cycle Time
	Time to complete one unit from start to finish.
	If it takes 1 hour to upholster one seat, the cycle time is 60 minutes.

	Downtime
	Time when production stops due to issues like machine faults or material shortages.
	The compressor failed, causing two hours of downtime.

	Throughput
	The number of units produced in a given period.
	75 ottomans completed in an 8-hour shift.

	Yield
	The percentage of good-quality items produced out of the total.
	90 out of 100 chairs passed inspection, yield = 90%.

	First Pass Yield (FPY)
	The percentage of units produced correctly without rework.
	If only 70 out of 100 chairs need no rework, FPY = 70%.

	Kaizen
	A Japanese term for continuous improvement through small changes.
	Daily 5-minute team meetings to suggest work area improvements.



3. Illustrative Example
Example: In the frame assembly area, the manager notes a drop in throughput. Investigation reveals:
· Cycle time increased due to tool wear.
· Downtime spiked because of late component deliveries.
· OEE dropped from 85% to 60%.
Intervention: Tools were sharpened, supplier delivery schedules were renegotiated, and performance improved.

4. Mini Case Study
Case Study: Improving Communication through Terminology
At a new upholstery facility, employees reported confusion over production reports. Terms like “FPY”, “Takt Time”, and “Yield” were used without explanation. Supervisors assumed everyone understood.
Discussion Questions:
1. What problems arise when productivity terms are not clearly understood?
2. How would you train new staff on these terms?
3. Which terms are most important in your own role?

5. Critical Thinking Questions
· Why is it essential that everyone in the production chain understands and uses standard terminology?
· How can knowing these terms improve team communication and performance?
· If a term is misunderstood, how could that affect decision-making or production output?
· Can you think of an example in your workplace where a lack of shared terminology caused confusion? How was it resolved?

6. Practical Exercise
Activity: Provide learners with a set of short production reports or workplace logs that include incorrect or ambiguous usage of terminology.
Task:
· Identify and correct the terminology.
· Rewrite the report using correct terms.
· Present your corrections and explain your reasoning to the class.
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Learning Objective
To ensure learners can define and apply the 6-Ms of manufacturing—Men (People), Machines, Materials, Methods, Measurements, and Money—as tools to analyse and improve productivity, quality, and operational efficiency in the upholstery production environment.

1. Facilitation Guidelines
Begin with a discussion:
· Ask: “What do you think the most important resource is in a manufacturing operation?”
· Collect responses and introduce the concept of the 6-Ms as the key pillars of productivity in manufacturing.
Use a visual chart to represent each “M” and its influence on productivity. Reinforce that failure in any one element impacts the entire production line.

2. Key Content: Understanding the 6-Ms
	6-M
	Definition
	Upholstery Manufacturing Example

	Men (People)
	The human resources involved in production, including skills, experience, and motivation.
	An upholsterer lacks training on deep buttoning, resulting in poor quality.

	Machines
	Tools, machinery, and equipment used in the production process.
	A broken industrial sewing machine causes delays.

	Materials
	All raw materials and components used to produce the product.
	Low-grade foam causes early wear in upholstered seats.

	Methods
	The processes, workflows, and techniques used to complete tasks.
	Inconsistent stapling techniques affect finish quality.

	Measurements
	Metrics used to evaluate productivity and quality (e.g., time, quantity, cost, quality scores).
	Daily output vs target output, FPY percentage, or rework rate.

	Money
	Budget, costs, and financial resources allocated to production.
	Overspending on imported fabric increases unit cost.



3. Illustrative Example
Example: A factory was missing production targets. An internal audit revealed:
· Workers were unclear on new assembly steps (Men).
· The foam-cutting machine required maintenance (Machines).
· Fabric rolls were incorrectly labelled (Materials).
· The new assembly process was not documented (Methods).
· No productivity metrics were displayed (Measurements).
· Budget for training was diverted elsewhere (Money).
Solution: Each “M” was addressed systematically:
· Refresher training conducted.
· Machine serviced.
· Fabric labels updated.
· SOP reissued.
· Daily metrics posted.
· Budget reallocated for team upskilling.
Outcome: Productivity rose 20% in four weeks.

4. Mini Case Study
Case Study: The Missing "M"
In a Cape Town-based upholstery factory, a new type of dining chair is introduced. Production begins, but by day three:
· Output is low.
· Quality rejections are high.
· Workers are frustrated.
Upon review:
· The machines were suited to old product lines.
· There was no training on the new design.
· The budget did not account for new jigs or extra staples.
Discussion Questions:
1. Which of the 6-Ms were not properly managed?
2. How would you prioritise solving these problems?
3. What long-term systems would you put in place to manage these 6-Ms better?

5. Critical Thinking Questions
· If you had to improve one “M” to have the biggest impact on productivity, which one would it be and why?
· How do the 6-Ms interact with each other? Can improving one negatively affect another?
· What are the consequences of ignoring one of the 6-Ms during planning or operations?
· Do you think the “Men” (People) category should also include mental health, motivation, and team culture? Why or why not?

6. Group Activity
Activity: “Audit the 6-Ms”
Divide learners into small groups. Give each group a scenario that outlines challenges in an upholstery department. For example:
· Machine downtime
· Low morale
· Material waste
· Inconsistent quality
· Overspending
· No process documentation
Task:
· Identify which “M(s)” are problematic.
· Propose realistic short-term and long-term solutions.
· Present findings as a brief report to the class.
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Learning Objective
To equip learners with a foundational understanding of how manufacturing costs are calculated, including the distinction between fixed and variable costs, and how these costs affect the pricing, profitability, and productivity of upholstered furniture.

1. Facilitation Guidelines
Start with a class reflection:
· Ask: “Have you ever considered what it actually costs to make one chair or sofa in your workplace?”
· Allow learners to share informal ideas or estimates.
Explain that understanding cost structures is not only a management task—it is essential for all staff to appreciate how waste, delays, and rework increase production costs.

2. Key Content: Understanding Manufacturing Costs
	Cost Type
	Definition
	Upholstery Manufacturing Example

	Fixed Costs
	Costs that do not change with the number of units produced.
	Rent, salaries, electricity, machine depreciation.

	Variable Costs
	Costs that change depending on how many units are produced.
	Fabric, foam, staples, thread, labour per piece.

	Total Cost
	The sum of fixed and variable costs.
	Monthly total = rent + salaries + raw materials + labour.

	Cost per Unit
	Total cost divided by the number of units produced.
	R40 000 total cost ÷ 100 chairs = R400 per chair.

	Break-even Point
	The number of units that must be sold to cover all costs.
	If a chair costs R400 to make and sells for R500, break-even occurs after 80 chairs.

	Profit Margin
	The amount of profit made per unit sold.
	Chair sold for R500, cost R400 = R100 profit margin.




3. Illustrative Example
Example: A factory makes ottomans.
· Fixed costs: R25 000 per month.
· Variable costs per ottoman: R150 (foam, fabric, labour).
· They produce: 200 ottomans per month.
Calculations:
· Total variable costs = R150 × 200 = R30 000
· Total costs = R25 000 + R30 000 = R55 000
· Cost per ottoman = R55 000 ÷ 200 = R275
· Selling price = R375 → Profit per ottoman = R100

4. Mini Case Study
Case Study: The Price of Rework
An upholstery company in Durban had a high rate of rework due to incorrect fabric cuts. The rework involved extra fabric, overtime labour, and delivery delays.
Initial unit cost: R350
Additional rework cost per unit: R70
Revised unit cost: R420
Selling price remained: R400
Discussion Questions:
1. What impact did rework have on profitability?
2. Which variable costs increased due to rework?
3. How could operational improvements lower this cost?

5. Critical Thinking Questions
· Why is it important for all team members—not just managers—to understand the cost of materials and time?
· How can small mistakes (e.g., miscutting a fabric panel) affect the cost per unit?
· If you were asked to reduce production costs by 10%, where would you start?
· How does time wasted on rework or waiting for tools increase the overall cost?

6. Group Activity
Activity: Build a Costing Model
Provide each group with a fictional upholstered furniture product (e.g., armchair, dining seat, ottoman) and the following data:
· Fixed monthly costs (e.g., R30 000)
· Variable costs per unit (e.g., fabric, foam, fasteners, labour)
· Expected monthly production output (e.g., 100 units)
Task:
· Calculate the total monthly cost
· Calculate the unit cost
· Recommend a selling price to include a profit margin
· Suggest two ways to reduce the unit cost without affecting quality
Each group presents their findings.
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Learning Objective
To ensure learners understand the key techniques used to measure productivity and efficiency in upholstery manufacturing, such as work study, method study, time study, and motion study, and how these techniques align with industry and workplace performance benchmarks.

1. Facilitation Guidelines
Begin the session by asking:
· “How does your workplace currently measure productivity?”
· “Do you know how long each task should take or how much output is expected?”
Explain that production process measurement is used to:
· Improve output and reduce waste,
· Set realistic targets,
· Standardise work methods,
· Identify training needs.

2. Key Measurement Techniques
	Technique
	Definition
	Application in Upholstery

	Work Study
	A broad term covering both method and time studies to improve efficiency.
	Analysing upholstery workstation layout and workflow for improvements.

	Method Study
	Systematic analysis of how work is done to identify better methods.
	Comparing two methods of sewing armrests to find the most efficient one.

	Time Study
	Measuring the time taken to perform a task using a stopwatch.
	Timing how long it takes to staple a seat cover.

	Motion Study
	Analysis of the physical motions involved in a task to reduce unnecessary moves.
	Reducing hand movement when reaching for tools on the workstation.



3. Illustrative Example
Example: A supervisor noticed that upholstering one chair backrest was taking 25 minutes instead of the planned 15. A time and motion study revealed that:
· Tools were not within easy reach.
· Workers stood up multiple times to collect staples and scissors.
Improvement:
· Introduced tool trolleys next to each workstation.
· Reorganised supply chain to reduce movement.
Outcome: Backrest upholstering time reduced to 16 minutes, almost meeting the benchmark.

4. Mini Case Study
Case Study: Setting a Performance Standard
An upholstery manufacturer plans to launch a new product: a tufted bench. They estimate 20 units per day per team. However, in practice, only 14 units are completed. A work study is conducted.
Findings:
· No standard operating procedure (SOP) existed.
· Workers interpreted the tufting layout differently.
· Excess time was spent adjusting buttons.
Discussion Questions:
1. What performance standards were missing?
2. Which study techniques could help improve output?
3. How would you establish a new benchmark for this product?

5. Critical Thinking Questions
· Why is it important to involve workers when conducting time or method studies?
· What are the dangers of setting unrealistic performance standards?
· Can improving motion reduce fatigue and improve quality?
· How can performance standards help identify training needs in a team?


6. Practical Group Activity
Activity: Observe and Improve
In groups, learners will:
1. Observe a basic upholstery task (e.g., attaching fabric to a cushion).
2. Record time and steps used by different individuals (role-play or video if live demo unavailable).
3. Identify:
· Redundant motions,
· Delays,
· Opportunities for layout or method improvement.
4. Recommend a standard operating procedure (SOP) based on their findings.
Groups will present:
· Their measurement approach,
· Time results,
· Suggested changes,
· New standard time and method.
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Learning Objective
To ensure learners understand the importance of continuous skills development in improving workplace productivity, product quality, staff motivation, and overall business competitiveness in the context of upholstered furniture manufacturing.

1. Facilitation Guidelines
Open the session with a reflective question:
· “When was the last time you were trained on something new at work?”
· “How did that affect the way you worked?”
Facilitate a discussion on how new skills (or the lack of them) influence productivity and worker satisfaction. Use responses to introduce the formal concept of skills development as a strategic productivity driver.

2. Key Content: Understanding Skills Development in the Workplace
	Focus Area
	Explanation
	Upholstery Manufacturing Example

	Upskilling
	Providing current employees with additional or more advanced skills.
	Training a sewer on piping techniques or leather stitching.

	Cross-skilling
	Teaching employees multiple roles or functions within the operation.
	Training an upholsterer to also assist in fabric cutting.

	On-the-job training
	Practical training provided during normal work activities.
	A senior employee mentoring a junior while assembling a sofa.

	Formal learning
	Training courses, workshops, or skills programmes.
	Attending a QCTO-accredited upholstery training module.

	Soft skills
	Communication, teamwork, and time management abilities.
	Training in client communication for custom upholstery requests.

	Technology adoption
	Equipping employees with skills to use digital or automated tools.
	Learning to operate a CNC foam cutter or fabric layout software.




3. Illustrative Example
Example: A small workshop was struggling to meet a bulk order deadline. Half the staff could only do one task each, creating bottlenecks. The owner arranged a two-week cross-training programme.
· Three upholsterers learned to operate the fabric-cutting machine.
· Two cutters were trained to assist in foam shaping.
Result: The team became more flexible, workflow balanced out, and the order was completed on time. Employees reported feeling more valued and confident.

4. Mini Case Study
Case Study: Skills Gap in Quality Control
Sipho, a young upholsterer, consistently produced covers that failed quality checks. The supervisor was frustrated and considered reassigning him. However, an assessment showed that Sipho had never received proper training on matching stripes and patterns.
He was enrolled in a one-day visual alignment and layout course and assigned a mentor. Within two weeks, Sipho’s rejection rate dropped by 80%.
Discussion Questions:
1. What mistake did the supervisor nearly make?
2. How did skills development impact Sipho’s performance?
3. What other benefits could come from mentoring new staff?

5. Critical Thinking Questions
· How does investing in employee development affect team morale and retention?
· What role do experienced workers play in developing the skills of newer team members?
· Can skills development reduce production errors and rework? Provide examples.
· What are the risks of not addressing skills gaps in a manufacturing environment?

6. Practical Group Activity
Activity: Workplace Skills Gap Audit
Split learners into small groups. Ask them to:
1. Choose an upholstery department (e.g., cutting, sewing, assembling, finishing).
2. Identify tasks that may have skill gaps.
3. Suggest training interventions (short course, mentoring, SOP guides).
4. Present a “Skills Development Plan” for that area, including:
· Objective of training,
· Method (formal, informal, or on-the-job),
· Expected impact on productivity or quality.
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Learning Objective
To ensure learners understand how to set, monitor, and improve production and quality targets within an upholstery manufacturing environment, and how continuous improvement methodologies contribute to sustained productivity gains and quality enhancement.

1. Facilitation Guidelines
Start the session with two questions:
· “How does your workplace measure if production is successful?”
· “Who decides what ‘good quality’ looks like?”
Use these prompts to introduce the importance of having clear, measurable targets, and a systematic approach to improvement—commonly known as continuous improvement.

2. Key Content: Targets and Continuous Improvement
	Focus Area
	Explanation
	Upholstery Manufacturing Example

	Production Targets
	Quantitative goals for units produced in a time frame.
	Complete 80 ottomans per week with a team of five workers.

	Quality Targets
	Standards that define acceptable product condition and finish.
	Maximum of 3 defects per 100 units produced.

	KPIs (Key Performance Indicators)
	Specific measures used to track progress towards targets.
	Units per day, rework rate, customer returns, OEE.

	Continuous Improvement
	Ongoing efforts to improve products, processes, or services incrementally.
	Weekly review of rejected items to identify causes.

	PDCA Cycle (Plan-Do-Check-Act)
	A structured method for implementing continuous improvement.
	Plan a new cutting layout → Test it → Evaluate time saved → Standardise.

	Kaizen Philosophy
	Japanese term meaning “change for the better” via small, daily improvements.
	Staff contribute improvement suggestions in weekly meetings.



3. Illustrative Example
Example: A factory is producing 100 dining chairs per week. However, quality inspections show 15 chairs consistently fail due to wrinkled fabric.
· A quality target of <5% rejections is set.
· A continuous improvement initiative is launched using PDCA:
· Plan: Investigate root cause.
· Do: Trial new foam-cutting template and fabric tack points.
· Check: Rejection rate drops to 3%.
· Act: Standardise the new method and retrain all workers.

4. Mini Case Study
Case Study: Missed Targets, Missed Opportunity
A Cape Town upholsterer received a 200-sofa order. Daily production targets were missed, and quality complaints were high. Management blamed workers, but an investigation revealed:
· No visible production targets were communicated.
· No method for tracking or displaying output data.
· No feedback system existed for workers to raise concerns.
Discussion Questions:
1. What systems were missing?
2. How might visible targets and KPIs have changed the outcome?
3. What continuous improvement strategy could be introduced?

5. Critical Thinking Questions
· Why should quality targets be just as important as production targets?
· Can production targets lead to lower quality if not managed carefully? Explain.
· How can staff be motivated to take ownership of continuous improvement?
· What simple tools can be used to monitor daily progress against targets in a workshop?

6. Practical Group Activity
Activity: Target Setting and Improvement Plan
In groups, learners will:
1. Choose a fictional or real upholstery process (e.g., buttoning, sewing seat covers).
2. Set realistic production and quality targets for the task.
3. Identify three potential risks to reaching those targets.
4. Propose a continuous improvement plan using the PDCA cycle.
Each group must:
· Draft targets (quantified),
· Identify improvement tools (e.g., SOPs, staff rotation),
· Present a “Before and After” projection of improved performance.
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NQF Level: 4 | Credits: 7 | Weighting: 25%
Internal Assessment Criteria: IAC0101–IAC0107

Section A: Case Study-Based Scenario
Scenario:
You are a junior production supervisor at Musa Interiors, a company that manufactures upholstered armchairs for commercial clients. The company recently experienced a drop in productivity. Upon investigation, the following issues were observed:
· Workers were not following a consistent stapling method.
· The staple gun broke twice in one week.
· Some workers were not trained on the new foaming process.
· There were frequent delays in fabric delivery from suppliers.
· Staff were unsure of daily production targets.
· The workshop layout required staff to walk long distances between workstations.
The general manager has asked you to compile a report identifying the productivity challenges and proposing improvements.

Section B: Assessment Questions
Question 1 (IAC0101)
Define the concept of productivity in a manufacturing context, and explain how inputs are transformed into outputs in an upholstery environment.
(10 marks)
Question 2 (IAC0102)
Identify and define five common productivity terms or abbreviations relevant to upholstery manufacturing.
(10 marks)
Question 3 (IAC0103)
Using the case study, identify and explain how each of the 6-Ms (Men, Machines, Materials, Methods, Measurements, Money) has contributed to the productivity challenges.
(12 marks)
Question 4 (IAC0104)
Differentiate between fixed and variable costs and give one example of each in the context of Musa Interiors.
(8 marks)
Question 5 (IAC0105)
Explain the purpose of time study and method study and describe how each could be used to improve productivity in the scenario provided.
(10 marks)
Question 6 (IAC0106)
Discuss the impact of not developing the skills of team members on productivity, using the case study to support your answer.
(8 marks)
Question 7 (IAC0107)
Propose a basic productivity calculation that could be used by Musa Interiors to evaluate their improvement strategy.
(7 marks)

✅ Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	Q1
	Productivity = output/input; input: fabric, foam, labour; output: upholstered furniture. Transformation through cutting, sewing, assembling.
	10

	Q2
	OEE, Takt time, Cycle time, Downtime, Throughput – all correctly defined.
	10

	Q3
	Each “M” identified and contextualised from scenario: Men = untrained staff, Machines = broken stapler, Methods = no consistent stapling, etc.
	12

	Q4
	Fixed cost = rent, Variable cost = fabric. Correct definitions and examples.
	8

	Q5
	Time study = measuring task time (stapling); Method study = best stapling process. How each improves efficiency.
	10

	Q6
	Skills gaps cause rework, delays, morale issues. Trained staff = faster, better quality.
	8

	Q7
	Productivity = Total Output ÷ Total Input Hours. E.g., 80 units ÷ 160 hours = 0.5 units/hour.
	7


Total: 65 marks

📊 Assessment Rubric
	Performance Indicator
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Understanding of Concepts
	Demonstrates advanced and integrated understanding
	Clear understanding with minor gaps
	Basic understanding shown
	Partial understanding
	No grasp of concepts

	Application to Scenario
	Thorough application with relevant examples
	Appropriate application with clear links
	Some application, limited examples
	Weak attempt to apply concepts
	No application evident

	Accuracy of Calculations
	All calculations correct with clear method
	Minor errors; correct process
	Some errors in approach
	Calculation attempted but incorrect
	No calculation attempt

	Language and Communication
	Clear, logical, industry-appropriate
	Mostly clear and appropriate
	Understandable with some terminology
	Lacks clarity or relevance
	Unclear or off-topic
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Knowledge Module: KM-17-KT01 – Productivity and Continuous Improvement
Internal Assessment Criteria:
· IAC0101: Concepts of productivity and the process of transforming inputs into services and products for internal and external customers are described.
· IAC0102: Industry productivity terminology and abbreviations are defined.
· IAC0103: The 6-Ms of managing money, materials, people (men), machines, and production methods to produce goods and services of the right quality and quantity, at the right time, and at minimum cost for target markets are discussed.
· IAC0104: The cost of production in terms of fixed and variable costs is explained.
· IAC0105: Purposes of the production process measurement techniques of work study, method study, time study, and motion study are defined and explained.
· IAC0106: The importance of developing the skills of team members and its impact on productivity is discussed.
· IAC0107: The principle of efficient and cost-effective (productive) manufacturing processes using basic productivity calculations is described.
Weighting: 25% of KM-17
Assessment Strategy
· Integrated case-based assessment to evaluate both knowledge and workplace application.
· Mix of definition, scenario analysis, and applied calculation.
· Structured rubric ensures fairness and standardisation across assessors.
Facilitator Notes
· Ensure learners have prior exposure to terminology, costing, and time study concepts before assessment.
· Discuss the role of communication and feedback loops in continuous improvement.
· Emphasise linking knowledge to operational realities within the upholstery production floor.
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NQF Level: 4 | Credits: 7 | Weighting: 25%

17.1 Purpose of the Knowledge Topic
The purpose of this Knowledge Topic is to provide learners with a sound understanding of work study principles and supervisory practices within the upholstered furniture manufacturing environment. This topic focuses on the development of competencies required to plan, control, and manage production activities efficiently and effectively. Learners will be introduced to techniques for time and method study, production line setup, material management, and team supervision—all vital for achieving high productivity standards and quality outputs.
The topic also covers key strategies to minimise waste, optimise resources, and align production planning with workplace targets and delivery schedules. It lays the foundation for learners to take on entry-level supervisory roles, contribute to continuous improvement initiatives, and apply basic planning and control measures to enhance production performance.

17.2 Key Knowledge Areas
This topic comprises ten key areas critical to effective production management and supervision in the upholstery sector:
· KT0201: Principles and techniques for time management
· KT0202: Principles and methods for work organisation, control and management
· KT0203: Supervision and teamwork principles
· KT0204: Basic time and method study principles
· KT0205: The role of time and method study in productivity
· KT0206: Production and process planning and principles
· KT0207: Production line set-up, machine settings and preparation for optimum productivity
· KT0208: Inputs, outputs, raw materials, waste, quality control, costs, and techniques for maximising the manufacture and distribution of furniture
· KT0209: Target setting and motivation
· KT0210: The parameters within which activities need to be scheduled
These elements provide learners with holistic exposure to the interdependent processes and responsibilities that contribute to effective manufacturing outcomes.

17.3 Internal Assessment Criteria and Weight
The learner will be assessed against the following Internal Assessment Criteria (IACs):
· IAC0201: Productivity principles are identified, defined, and the application in the workplace is evaluated.
· IAC0202: Work organisation, control and management principles are identified, defined, and the application in the workplace is evaluated.
· IAC0203: Supervision and teamwork principles are identified, defined, and the application in the workplace is evaluated.
· IAC0204: Basic time and method study principles are identified, defined, and the application in the workplace is evaluated.
· IAC0205: Production and process planning and principles are identified, defined, and the application in the workplace is evaluated.
· IAC0206: Target setting and motivation principles are identified, defined, and the application in the workplace is evaluated.
Total Weight: 25%

17.4 Application in Upholstery Manufacturing
In the furniture upholstery manufacturing context, understanding how to set up production lines, schedule tasks, lead teams, and manage processes efficiently is essential. Learners who master this knowledge topic will be better equipped to:
· Identify and solve production inefficiencies,
· Set measurable and realistic team goals,
· Align resources with production demands,
· Reduce downtime and waste, and
· Lead small teams toward output and quality benchmarks.
By applying these work study and supervision principles, learners can contribute meaningfully to production planning, cost control, and the timely delivery of high-quality upholstered products.
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Learning Objective
To equip learners with the ability to understand and apply effective time management principles and techniques in a production environment, particularly in the context of furniture upholstery. Learners should be able to plan and prioritise tasks, identify time wasters, allocate time to activities, and understand the value of time management in achieving productivity targets.

1. Facilitation Guidelines
Begin with a reflective question:
· “Have you ever run out of time to complete a task at work? What caused it?”
Use this to introduce the idea that time, like materials, is a limited resource that must be planned and controlled.

2. Key Content: Time Management Principles and Techniques
	Principle or Technique
	Explanation
	Application in Upholstery Manufacturing

	Planning and Prioritising
	Setting clear goals and identifying the most important tasks.
	Planning the day’s production tasks based on order deadlines.

	Scheduling
	Allocating specific time blocks to specific tasks.
	Allotting 2 hours for stapling, 1 hour for buttoning, etc.

	Setting SMART goals
	Goals should be Specific, Measurable, Achievable, Relevant, and Time-bound.
	“Complete 10 chairs by 14:00” rather than “Do as many as possible.”

	Avoiding Procrastination
	Tackling difficult tasks early and staying focused.
	Starting a complex upholstery job early in the shift.

	Identifying Time Wasters
	Recognising unproductive activities.
	Unscheduled breaks, waiting for materials, looking for tools.

	Delegation and Collaboration
	Sharing tasks based on strengths and availability.
	Assigning cutting to a skilled operator while preparing the next job.

	Time Buffers
	Allowing extra time for unforeseen delays.
	Adding 10% time buffer to all task estimates in a new prototype line.

	Tracking Time
	Measuring time taken per task and adjusting plans accordingly.
	Using a wall chart or stopwatch to monitor actual time vs planned time.



3. Illustrative Example
Example: In a fabric-cutting department, workers consistently missed their output targets. A facilitator observed their workflow and found:
· No task schedule,
· Workers waiting for fabric delivery,
· Extended tea breaks,
· Constant tool searching.
Solution:
· Introduced a daily task plan,
· Improved supply chain coordination,
· Set up workstation toolboxes,
· Monitored breaks more effectively.
Outcome: Output increased by 25% and workers reported less stress.

4. Mini Case Study
Case Study: Time Slippage on the Assembly Line
At Bay Upholstery, a team was responsible for producing 15 armchairs per day. Over several days, production dropped to 10 units. Management suspected tool failure but an audit revealed:
· No defined task sequencing,
· Overlapping tasks with long idle periods,
· Senior staff often interrupted for non-urgent queries.
Discussion Questions:
1. What time management principles were missing?
2. How could the team leader address these issues?
3. What tools could be introduced to better track time and task progress?

5. Critical Thinking Questions
· Why is time often more difficult to manage than materials or equipment?
· How can poor time management affect both productivity and staff morale?
· What small changes can a supervisor make that have a big impact on time efficiency?
· In what ways can technology assist with time management in a workshop?

6. Practical Group Activity
Activity: “Build a Time Plan”
Each group is given a typical daily production list:
· 5 sofas,
· 10 ottomans,
· 3 client inspection sessions.
Tasks:
1. Allocate realistic times to each task (cutting, sewing, assembling, inspecting).
2. Identify where buffers should be added.
3. Present the final daily schedule with SMART targets.
Each group should justify their time allocations and reflect on how delays or miscommunication could disrupt the schedule.



[bookmark: _Toc196127195]KT0202: Principles and Methods for Work Organisation, Control and Management

Learning Objective
To equip learners with the ability to apply sound principles of organising, controlling, and managing work in a manufacturing environment. This includes understanding how to structure tasks, allocate responsibilities, coordinate resources, and maintain oversight of workflow in a manner that supports productivity, quality, and team cohesion within the upholstery department.

1. Facilitation Guidelines
Start the session with a group question:
· “What happens when nobody knows who is responsible for what in the workshop?”
Lead into a discussion about the value of clear task organisation, resource coordination, and accountability for productivity and quality.

2. Key Content: Work Organisation, Control, and Management Principles
	Focus Area
	Explanation
	Application in Upholstery Manufacturing

	Division of Labour
	Breaking work into manageable tasks and assigning them to specific individuals.
	One person cuts fabric, another sews covers, another assembles frames.

	Work Scheduling
	Planning when tasks will be done to ensure continuity and avoid delays.
	Sewing must be completed before upholstery begins.

	Task Allocation
	Assigning the right people to the right jobs based on skill and workload.
	Assigning an experienced worker to buttoning for high-end products.

	Resource Coordination
	Ensuring machines, materials, and people are available at the right time and place.
	Checking fabric stock levels before beginning a production run.

	Monitoring and Feedback
	Regular checks and adjustments to ensure progress toward goals.
	Daily supervisor check-ins and production board updates.

	Corrective Action
	Identifying issues early and making the necessary changes.
	Adjusting staff distribution when bottlenecks form at the foaming station.

	Work Instructions
	Clear documentation or visual aids to standardise tasks.
	SOPs for cutting or foam layering processes.

	Visual Management Tools
	Boards, charts, tags, or colours to communicate status and targets.
	A production board that shows task progress and team performance.



3. Illustrative Example
Example: In an upholstery line producing 50 chairs per week, delays were frequent. An audit revealed:
· No defined task allocation.
· Team members unaware of daily priorities.
· Lack of visual status tools.
Improvement:
· Introduced a whiteboard with task assignments.
· Allocated roles at the start of each shift.
· Team leader reviewed progress mid-day.
Result: 15% improvement in task completion time and fewer disputes.

4. Mini Case Study
Case Study: The Disorganised Workshop
At Lesedi Furniture, a team of six upholsterers received a bulk order for 200 chairs. Without any formal task assignment or daily planning, workers selected tasks randomly, resulting in:
· Overlapping efforts (two workers on one chair),
· Missed steps (untrimmed fabric edges),
· Blame-shifting when delays occurred.
Discussion Questions:
1. Which work organisation principles were absent?
2. How could the manager implement better control and structure?
3. What tools could be introduced to support better workflow management?

5. Critical Thinking Questions
· How does poor task allocation lead to both delays and conflict in teams?
· Why is it important for team members to have access to daily work targets?
· How does consistent monitoring help prevent errors in upholstered furniture production?
· What would you introduce first if given the task of improving control in your department?

6. Practical Group Activity
Activity: Organise the Upholstery Line
Each group receives a fictional upholstery workshop scenario with:
· 6 workers,
· 4 machines,
· 3 simultaneous product lines (sofas, pouffes, dining chairs),
· Limited space and shared tools.
Task:
1. Create a basic layout and workflow for one shift.
2. Assign roles and responsibilities.
3. Suggest at least three control mechanisms (e.g., checklists, feedback loops).
4. Present the organised plan and explain how it improves productivity and control.
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Learning Objective
To ensure learners understand the core principles of supervision and teamwork within a manufacturing environment, and how these contribute to productivity, quality outcomes, and workplace cohesion. Learners should develop an appreciation of how effective supervision supports operational control, and how teamwork promotes accountability, motivation, and shared success in the upholstery sector.

1. Facilitation Guidelines
Open with a discussion prompt:
· “Think of a time when a team worked well together. What made it work?”
· “What makes someone a good supervisor?”
Use this as a bridge to highlight the importance of leadership, clear communication, role clarity, and mutual respect in successful teams.

2. Key Concepts: Supervision and Teamwork in Upholstery Manufacturing
	Focus Area
	Explanation
	Application in Upholstery Manufacturing

	Supervision
	Overseeing work to ensure productivity, quality, and compliance.
	A floor supervisor monitors progress, checks quality, and resolves bottlenecks.

	Leadership vs. Management
	Leadership inspires and guides; management focuses on process and control.
	Supervisor encourages innovation while managing workflow.

	Team Dynamics
	The way individuals interact and function together.
	Upholsterers communicate and assist one another during production runs.

	Role Clarity
	Clear understanding of each team member’s responsibilities.
	Cutter, sewer, and upholsterer know their individual outputs.

	Delegation
	Assigning tasks to others appropriately based on skill or workload.
	A trainee is assigned simpler foaming tasks while learning.

	Conflict Resolution
	Addressing disagreements constructively.
	Supervisor mediates when two staff disagree on quality outcomes.

	Motivation
	Encouraging and supporting team members to meet goals.
	Celebrating daily targets met boosts morale.

	Feedback Mechanisms
	Two-way communication to improve processes and performance.
	Regular team meetings to share issues and successes.



3. Illustrative Example
Example: A new supervisor at Unity Upholstery noticed frequent tension among staff and missed deadlines. She introduced:
· Daily five-minute huddles to review tasks,
· A rotating schedule for unpopular jobs,
· A “wall of excellence” to highlight top performers.
Result: Improved morale, fewer conflicts, and consistent daily output improvements.

4. Mini Case Study
Case Study: Dysfunctional Team on the Sewing Line
At Buhle Furniture, a team of four upholsterers often missed their targets. Workers blamed each other, avoided collaboration, and operated in isolation. The supervisor, present but unengaged, rarely intervened.
Discussion Questions:
1. What supervisory responsibilities were neglected?
2. How did poor teamwork affect productivity?
3. What steps could re-establish team cohesion and accountability?

5. Critical Thinking Questions
· Why is it essential for supervisors to lead by example in both productivity and attitude?
· What are the dangers of unclear roles within a team?
· Can a team function effectively without supervision? Why or why not?
· How can regular feedback improve both supervision and teamwork?

6. Practical Group Activity
Activity: Design the Ideal Upholstery Team
Each group will:
1. Create a team structure for producing 100 chairs per week.
2. Allocate roles to 5 staff and define each responsibility.
3. Identify possible conflict areas and describe how the supervisor should manage them.
4. Create a motivation strategy (e.g., recognition, skills development, rotation).
Presentation Outcome: Groups explain how effective supervision and teamwork will help achieve the target without compromising quality.
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Learning Objective
To introduce learners to the foundational principles of time study and method study as tools for improving productivity, efficiency, and standardisation in upholstered furniture manufacturing. Learners will understand how to observe, record, and analyse work processes, and identify improvements that reduce time waste and increase consistency.

1. Facilitation Guidelines
Ask the class:
· “How long should it take to upholster a dining room chair?”
· “Why do some workers complete the same task faster than others?”
Use this to introduce the value of measuring time and studying work methods to set realistic standards, balance workloads, and improve processes.

2. Key Content: Time and Method Study Principles
	Concept
	Explanation
	Upholstery Example

	Time Study
	Systematic measurement of the time required to perform a task using a stopwatch.
	Timing how long it takes to staple a seat cushion.

	Purpose of Time Study
	Set time standards, identify bottlenecks, improve scheduling and costing.
	Determining the average time per chair to set daily production targets.

	Method Study
	Systematic analysis of the way a task is performed to improve efficiency.
	Comparing two ways of folding fabric before stitching to find the faster, better option.

	Purpose of Method Study
	Eliminate unnecessary movements, improve layout, tools, and techniques.
	Reorganising tools so upholsterers do not walk between stations.

	Work Elements
	The steps or motions within a task that are individually timed or analysed.
	Holding, positioning, stapling, trimming, inspecting.

	Standard Time
	The average time a trained worker takes to complete a task under normal conditions.
	10 minutes per ottoman for experienced upholsterers.

	Work Sampling
	Observing and recording activities at intervals to estimate task durations.
	Checking every 10 minutes which task stage a worker is at.



3. Illustrative Example
Example: A factory reported inconsistent completion times for sewing armrest covers. A time study showed the variation was due to:
· Differences in tool placement,
· Extra movements by some workers to retrieve materials.
A method study led to:
· Rearranged sewing stations,
· Standard operating instructions posted at each station.
Result: Time per armrest reduced from 18 minutes to 11 minutes, with fewer defects.

4. Mini Case Study
Case Study: “Why Does It Take So Long?”
At Nala Upholstery, two workers were assigned the same task—upholstering footstools. One completed 8 in a day, the other 12. Management suspected laziness but conducted a time and method study.
Findings:
· The slower worker had to walk across the floor to get fasteners.
· The faster worker had all tools within reach and followed a logical sequence.
Discussion Questions:
1. What insights did time and method study provide?
2. How did the working method affect performance?
3. What changes would you recommend?

5. Critical Thinking Questions
· Why is it important to study the method before setting time standards?
· Can time study help reduce staff fatigue? How?
· What are the risks of not conducting time and method studies in a production environment?
· How do these studies support fairness in performance assessment?

6. Practical Group Activity
Activity: Conduct a Mini Time and Method Study
Each group receives a simulated upholstery task (can be acted out or watched on video).
Tasks:
1. Break the task into work elements.
2. Use a stopwatch to time each element (repeat 3 times for accuracy).
3. Record findings and suggest one improvement to the method.
4. Calculate a new standard time assuming a 10% allowance for fatigue.
Presentation: Share method changes, time saved, and how the improvement could be applied in a real upholstery environment.
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Learning Objective
To help learners understand how the application of time and method study supports increased productivity, cost efficiency, and consistency in upholstery manufacturing. Learners will explore how identifying optimal working methods and setting realistic time standards directly impacts production output and resource utilisation.

1. Facilitation Guidelines
Begin with a reflective question:
· “Why do some teams consistently meet their targets, while others fall behind?”
Introduce the principle that work improvement must be data-driven, and time and method study offers the tools to analyse and optimise productivity.

2. Key Content: How Time and Method Study Drives Productivity
	Aspect of Productivity
	Time and Method Study Contribution
	Upholstery Example

	Output per Unit of Time
	Time studies define how long a task should take, making scheduling more accurate.
	Knowing upholstering a dining chair takes 12 minutes, set targets accordingly.

	Standardisation
	Method studies ensure all workers follow the best method, reducing variation and errors.
	Training all staff to use the same fabric folding sequence for speed.

	Cost Control
	Knowing time per task helps allocate labour costs accurately.
	Reducing over-time and missed deadlines by identifying delays.

	Waste Reduction
	Identifying unnecessary steps or motion that waste time or materials.
	Eliminating double-handling during foam cutting.

	Workload Balancing
	Time data allows for even task distribution across team members.
	Assigning heavier tasks to more experienced upholsterers.

	Continuous Improvement
	Provides a baseline to measure changes against.
	Comparing current and past time study results after training.

	Staff Development
	Helps identify training needs and reward high performers.
	Coaching slower workers after comparing time results.



3. Illustrative Example
Example: In a busy sofa production line, output targets were rarely met. A combined time and method study revealed:
· Some workers were adding unnecessary steps (double stapling corners).
· Foam cutters were not following a consistent sequence.
· Time taken per sofa ranged from 55 to 80 minutes.
Improvements:
· Method standardised and trained across all workers.
· Time target of 60 minutes introduced with buffer.
· Incentives offered for consistent on-target performance.
Result: Overall productivity increased by 18%, and quality defects decreased.

4. Mini Case Study
Case Study: “One Team, Two Results”
At Lerato Upholstery, two teams were assigned to upholster 50 chairs each. One team completed the task in 3 days; the other in 4. Management conducted a time and method study.
Findings:
· The faster team followed a defined sequence, used pre-measured templates, and had tool caddies.
· The slower team improvised every step, repeated measurements, and searched for materials.
Discussion Questions:
1. What role did method standardisation play in productivity?
2. How could time study have helped balance the teams?
3. What organisational benefits come from using this kind of analysis?

5. Critical Thinking Questions
· How can a time study improve both productivity and worker well-being?
· What risks might occur if time and method studies are poorly implemented?
· Why is it important to involve workers when improving methods based on studies?
· How can method study help reduce rework or quality failures?

6. Practical Group Activity
Activity: Analyse and Optimise
Each group receives a fictional task breakdown with time data for three upholsterers performing the same job.
Tasks:
1. Compare performance and identify productivity differences.
2. Suggest improvements based on time and method analysis.
3. Recommend a new method to apply across the team.
4. Calculate the time savings if all staff adopt the improved method.
Presentation Outcome: Share insights on how time and method study helped improve productivity and how the solution would be implemented.
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Learning Objective
To equip learners with the foundational knowledge and practical understanding of how effective production and process planning ensures smooth workflow, efficient use of resources, reduced lead times, and achievement of productivity and quality goals in the upholstered furniture manufacturing environment.

1. Facilitation Guidelines
Pose the opening question:
· “What happens when fabric arrives late, tools are missing, and workstations are not ready?”
Use this to introduce the concept that production planning is essential for transforming inputs into finished products in a coordinated, cost-effective, and timely manner.

2. Key Content: Production and Process Planning Principles
	Planning Principle
	Explanation
	Upholstery Example

	Process Flow Planning
	Mapping out the sequence of production operations from start to finish.
	From cutting → sewing → foaming → assembling → inspection → packing.

	Capacity Planning
	Estimating what quantity can be produced in a given time with available resources.
	Calculating how many ottomans can be completed per shift with three upholsterers.

	Resource Planning
	Ensuring tools, materials, and machines are available when needed.
	Confirming fabric rolls and foam sheets are in stock before starting production.

	Production Scheduling
	Allocating tasks and setting start and finish times to meet deadlines.
	Planning 5 sofas per day to meet a 25-sofa order in 5 working days.

	Inventory Management
	Controlling input materials and finished goods to avoid shortages or overstock.
	Monitoring adhesive levels to prevent delays in final assembly.

	Process Balancing
	Distributing tasks evenly to prevent bottlenecks.
	Ensuring stitching does not outpace frame assembly or vice versa.

	Contingency Planning
	Preparing for delays or breakdowns with backup resources or revised plans.
	Having alternative suppliers or backup machines in case of failure.

	Feedback and Review Loops
	Regular review of progress and adaptation of plans as needed.
	Adjusting the daily target if rework increases unexpectedly.



3. Illustrative Example
Example: At Bay View Upholstery, a large hotel order was delayed by three days. Investigation showed:
· No production schedule was posted.
· Material was available, but no one knew when each section should start.
· Work-in-progress cluttered the assembly area.
Improvements:
· Introduced a visual schedule board.
· Created a production flow chart for all staff.
· Allocated team leaders to monitor progress at each station.
Result: The next order was completed 1.5 days ahead of schedule.

4. Mini Case Study
Case Study: “Rush Without a Plan”
Lunga Upholstery accepted an urgent 100-sofa contract. Without a proper plan, the team began cutting immediately. Problems soon emerged:
· Not enough foam was ordered.
· The sewing team ran out of thread.
· Upholsterers waited half a day for frame delivery.
Discussion Questions:
1. What planning elements were neglected?
2. How could early coordination have prevented these issues?
3. What would a simple process planning chart have looked like?


5. Critical Thinking Questions
· What is the cost of poor production planning in terms of rework, overtime, and customer dissatisfaction?
· Why must production and process planning include feedback loops?
· How can supervisors involve team members in developing and adjusting production plans?
· What role does visual planning (e.g., Gantt charts or production boards) play in the workshop?

6. Practical Group Activity
Activity: Create a Production Plan
Each group is given a fictional order:
· 50 chairs in 10 working days.
· 6 team members.
· Known bottlenecks: sewing delays and variable foam delivery times.
Task:
1. Break the job into phases (cutting, sewing, assembling, inspecting).
2. Estimate time for each phase and assign resources.
3. Develop a daily schedule.
4. Identify risk points and propose contingencies.
Presentation Outcome: Groups present their plan, show a process flow, and explain how it meets delivery requirements while allowing for possible disruptions.
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Learning Objective
To enable learners to understand how the physical arrangement of production workstations, proper machine settings, and pre-task preparation directly impact workflow, minimise downtime, and contribute to the achievement of productivity and quality targets in upholstered furniture manufacturing.

1. Facilitation Guidelines
Begin with a visual prompt:
· Display two images: one of a cluttered, disorganised workshop; the other of a well-structured production line.
· Ask: “Which environment do you think will produce more consistent results, and why?”
Use this discussion to introduce the importance of deliberate production line set-up and preparation.

2. Key Content: Principles of Production Line Set-Up and Preparation
	Principle
	Explanation
	Upholstery Manufacturing Example

	Line Balancing
	Distributing work evenly across stations to eliminate bottlenecks.
	Ensuring sewing does not outpace cutting or assembly.

	Ergonomic Layout
	Designing workstation layout to reduce worker fatigue and unnecessary movement.
	Placing tools, staples, and fabric within arm’s reach of upholsterers.

	Logical Flow of Materials
	Arranging processes in sequential order.
	Fabric moves from cutting → sewing → upholstery without backtracking.

	Machine Readiness
	Ensuring machines are functional, calibrated, and set to correct parameters.
	Staple gun pressure is set for foam density to avoid damage.

	Tool and Equipment Checks
	Pre-use inspection of hand tools and attachments.
	Sewing machines are threaded, needles checked, tension tested.

	Material Pre-Staging
	Positioning required materials at each station before starting production.
	Laying out correct fabric rolls, zippers, or webbing before the shift begins.

	Visual Controls and Labelling
	Using signs, colours, and layout indicators to organise workstations.
	Colour-coded bins for types of staples or fabric batches.

	Clean and Orderly Work Environment
	A tidy production line reduces accidents and increases efficiency.
	Marked walkways, tool shadow boards, and waste bins placed at key locations.



3. Illustrative Example
Example: At Teko Upholstery, production output dropped by 25%. A diagnostic review revealed:
· Cutting tables were shared between teams with no schedule.
· Machines were frequently out of thread or jammed mid-task.
· Upholsterers spent up to 20% of their time looking for tools or materials.
Actions Taken:
· Stations reorganised by task flow.
· Morning checklists introduced for machine readiness.
· Common tools placed on shadow boards per station.
Result: Productivity increased by 30%, and quality issues were reduced.

4. Mini Case Study
Case Study: “The Missing Stapler”
At Kopano Furniture, upholsterers frequently delayed production due to shared tools and unclear line layout. A client order deadline was missed due to:
· One shared stapler for three workstations,
· Incorrect machine settings damaging fabric,
· Fabric rolls stacked randomly, making it hard to find what was needed.
Discussion Questions:
1. What specific line set-up and preparation issues were evident?
2. How did these affect productivity and quality?
3. What corrective actions would you propose?

5. Critical Thinking Questions
· Why is the pre-shift preparation of machines and tools just as important as the production task itself?
· What risks arise when machines are not calibrated for specific materials or processes?
· How can line layout promote or prevent effective teamwork?
· What simple improvements could be made in your current workplace to improve line set-up?

6. Practical Group Activity
Activity: Design an Upholstery Production Line
Each group is given a scenario:
· Task: Upholster 30 ottomans per day.
· Space: 4m × 8m workshop.
· Resources: 4 workers, 2 sewing machines, 1 stapler, hand tools.
Task:
1. Draw a layout showing the sequence of operations.
2. Identify placement of tools, machines, and materials.
3. Create a checklist for daily machine readiness and material staging.
4. Present how this set-up will ensure productivity and reduce downtime.
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Learning Objective
To ensure learners understand how to manage and optimise the use of inputs and raw materials, control outputs and quality, reduce waste, monitor costs, and apply strategies that improve the efficiency and effectiveness of furniture manufacturing and distribution processes.

1. Facilitation Guidelines
Open with a guided discussion:
· “What do you think are the key things we put into the manufacturing process, and what do we get out?”
· “How does waste affect cost and delivery?”
Use this to establish a holistic view of the production process — from input to final distribution — and how every decision affects the bottom line.

2. Key Content Breakdown
	Component
	Explanation
	Upholstery Example

	Inputs
	Resources used in production: materials, machines, labour, time.
	Foam, fabric, webbing, staples, adhesives, electricity, skilled workers.

	Raw Materials
	Primary materials consumed in creating the product.
	Leather, linen, wood, foam, glue, thread, springs.

	Outputs
	Final products and by-products of the manufacturing process.
	Completed sofas, off-cuts, packaging.

	Waste
	Any unused or unusable materials, time, or effort.
	Fabric off-cuts, excess glue, rejected covers, time spent correcting defects.

	Quality Control
	Systematic checks and inspections to ensure output meets standards.
	Final inspection of buttoning alignment, measuring seams, fabric tension testing.

	Cost Management
	Monitoring and minimising both fixed and variable production costs.
	Reducing off-cuts to lower material cost; limiting rework to avoid overtime expenses.

	Efficiency Techniques
	Strategies to maximise productivity and minimise waste or error.
	Kaizen, 5S, Lean manufacturing, visual quality boards.

	Distribution
	Getting finished goods to customers in a timely, cost-effective manner.
	Labelling, protective wrapping, loading schedules, client delivery coordination.



3. Illustrative Example
Example: At Zama Upholstery, monthly fabric waste increased by 22%. Investigation showed:
· No clear layout plans before cutting.
· Off-cuts were discarded without repurposing.
· Finished goods had recurring defects leading to rework.
Corrective Actions:
· Introduced pre-marking of fabric with layout templates.
· Repurposed larger off-cuts for cushion covers.
· Introduced a quality checklist and defect logbook.
Result: Waste dropped by 18%, costs were reduced, and delivery timelines improved.

4. Mini Case Study
Case Study: “Quality or Quantity?”
AfriStyle Furnishings was pushing to meet a tight deadline for a retail client. In rushing production:
· Inconsistent raw material usage led to poorly matched sofa covers.
· Glue stains and fabric tears increased.
· Rejects rose to 25% of daily output.
After delivery, the client returned 12 pieces. The finance department flagged a profit loss due to waste and rework.
Discussion Questions:
1. What inputs were poorly managed?
2. How did quality control fail?
3. What could have been done to maximise both efficiency and quality?

5. Critical Thinking Questions
· How does effective raw material management reduce overall costs?
· Why is it important to track both the inputs and outputs during production?
· What are some simple ways to reduce waste in your workshop?
· How can quality control support brand reputation and client retention?

6. Practical Group Activity
Activity: Waste-to-Worth Challenge
Each group is given a list of common waste items in an upholstery workshop:
· Foam off-cuts, fabric remnants, excess adhesive, broken zips.
Tasks:
1. Identify the cause of each waste type.
2. Propose prevention or repurposing strategies.
3. Design a quality control checkpoint for one selected stage (e.g. sewing or assembly).
4. Present how these changes would impact cost, output, and customer satisfaction.
Presentation Outcome: Groups present practical, low-cost solutions that enhance productivity while minimising waste.
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Learning Objective
To ensure learners understand how to set clear, realistic production targets and apply motivational principles that encourage individuals and teams to achieve these goals within a furniture upholstery manufacturing environment. Learners should be able to align targets with operational plans and identify effective strategies for sustaining motivation and accountability.

1. Facilitation Guidelines
Start with a reflective question:
· “How do you feel when you reach a target at work?”
· “What keeps you motivated during a tough production day?”
Use the responses to introduce the importance of goal clarity and personal and team motivation in meeting production deadlines and quality standards.

2. Key Content: Target Setting and Motivation Principles
	Focus Area
	Explanation
	Upholstery Manufacturing Example

	Target Setting
	Establishing clear, measurable objectives for individuals or teams.
	Producing 40 ottomans by the end of the week.

	SMART Goals
	Targets should be Specific, Measurable, Achievable, Relevant, and Time-bound.
	“Cut and sew 25 seat cushions by Thursday” rather than “do as much as you can.”

	Daily and Weekly Targets
	Breaking long-term goals into manageable segments.
	10 chairs per day = 50 chairs per week.

	Visual Tracking Tools
	Use of charts, boards, and schedules to show progress toward goals.
	Production progress board in the workshop.

	Involvement in Target Setting
	Workers who help set goals are more likely to take ownership.
	Team agrees on daily quotas based on input availability.

	Intrinsic Motivation
	Motivation from within – pride in quality work, personal growth, achievement.
	Feeling proud of delivering a perfect leather sofa on time.

	Extrinsic Motivation
	External rewards – bonuses, recognition, incentives.
	End-of-week bonus for exceeding target with zero defects.

	Positive Reinforcement
	Praising or rewarding desirable behaviours to encourage repetition.
	Supervisor acknowledges upholsterer of the week in front of team.

	Addressing Demotivation
	Identifying barriers such as unclear goals, lack of tools, fatigue, or poor leadership.
	Removing unreasonable quotas or reallocating workload when morale drops.



3. Illustrative Example
Example: At Khumo Designs, production targets were often missed. The supervisor introduced:
· SMART daily targets displayed on a board,
· A “Top Performer” award each week,
· A 5-minute team huddle each morning to energise staff.
Outcome: Workers reported feeling more engaged, and production rose by 20% within a month.

4. Mini Case Study
Case Study: “Targets Without Teamwork”
Ubuntu Upholstery introduced new weekly targets without consulting the staff. Within two weeks:
· Morale dropped.
· Staff took longer breaks.
· Output declined, and tension rose.
An internal meeting revealed:
· Targets were unrealistic.
· No incentives were in place.
· Staff felt blamed rather than supported.
Discussion Questions:
1. What went wrong in the way targets were introduced?
2. How could motivation have been built into the process?
3. What role should a supervisor play in target setting?

5. Critical Thinking Questions
· Why is it important for workers to be involved in setting their own production targets?
· What types of motivation work best in your current environment – internal or external?
· How can visual tools like graphs or boards help teams stay focused on their targets?
· What might happen if targets are too easy or too difficult to achieve?

6. Practical Group Activity
Activity: Goal-Setting and Motivation Strategy
Each group is given a scenario:
· A team of 4 upholsterers must produce 60 chairs in 6 days.
· One member is new, and another is frequently late.
Task:
1. Break the 60-chair target into daily SMART goals.
2. Create a visual tracking system (e.g., production board design).
3. Propose at least two motivational techniques (one intrinsic, one extrinsic).
4. Present a strategy to support the new team member and improve punctuality.
Outcome: Groups explain how their plan will keep production on track and build team morale.
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Learning Objective
To help learners understand the various constraints and conditions that affect how production and related activities are scheduled in an upholstery manufacturing environment. This includes factors such as resource availability, delivery deadlines, shift structures, sequencing of tasks, and coordination with internal departments and external suppliers.

1. Facilitation Guidelines
Open with a real-world question:
· “Have you ever had to wait for someone else to finish their part before you could start yours?”
· “What do you do when fabric arrives late but the client still expects on-time delivery?”
Use this to introduce the concept that scheduling is not simply about setting times—it involves negotiating within a range of constraints and dependencies.

2. Key Content: Parameters Affecting Scheduling
	Parameter
	Explanation
	Upholstery Manufacturing Example

	Resource Availability
	Availability of machines, tools, materials, and skilled workers.
	Upholstery cannot begin until frames are available and sewing is complete.

	Production Capacity
	The maximum output the facility can handle within a given time frame.
	Knowing only 10 sofas can be completed per day with available staff.

	Work Sequence Dependencies
	Tasks must be done in a specific order.
	Cannot foam cushions before the fabric is cut and stitched.

	Shift Patterns and Labour Hours
	Scheduling within available working hours and shifts.
	Ensuring tasks are distributed across morning and afternoon teams.

	Lead Times
	Time required to receive ordered materials or components.
	Foam delivery requires 3 days from supplier, so sewing must be prioritised.

	Client Delivery Deadlines
	Promised dates for product completion and dispatch.
	Final quality checks must be scheduled early if transport is booked in advance.

	Downtime and Maintenance
	Time lost to equipment servicing or breakdowns.
	Plan alternative tasks when sewing machines are being serviced.

	Supplier and Logistics Coordination
	Synchronising activities with fabric and hardware delivery.
	Schedule buttoning only after buttons have arrived from external supplier.

	Compliance and Quality Checks
	Time allocated for inspections, audits, and process verification.
	Allow buffer time for QC before wrapping and loading.

	Unexpected Events and Flexibility
	Contingencies for late delivery, absenteeism, or changes in design.
	Add buffer days for prototypes or custom requests.



3. Illustrative Example
Example: At Kamo Furniture, production of 80 headboards was scheduled for 10 days. However, on day 3:
· The fabric shipment was delayed,
· One team member fell ill,
· The staple gun compressor failed.
Result: Without a contingency plan or flexibility in the schedule, the delivery deadline was missed.
Corrective Measures:
· Pre-check supplier availability before planning.
· Introduce staggered scheduling and role rotation.
· Reserve buffer days in all schedules for the unexpected.

4. Mini Case Study
Case Study: “Working Backwards from the Deadline”
Simphiwe Interiors was awarded a contract to supply 100 customised chairs in 14 days. The supervisor created a schedule without consulting the sewing team or checking material readiness. Delays occurred because:
· Cushion foam was not yet delivered,
· Too few workers were trained for the curved frame assembly,
· The painting process was scheduled after wrapping.
Discussion Questions:
1. Which scheduling parameters were ignored?
2. How could better coordination have improved this plan?
3. What role should each department play in collaborative scheduling?

5. Critical Thinking Questions
· Why is it risky to create a production schedule based on ideal conditions only?
· How can departments coordinate better to avoid sequencing conflicts?
· What parameters must be checked before finalising a weekly or project schedule?
· How can a simple Gantt chart or visual schedule board help manage these parameters?

6. Practical Group Activity
Activity: Schedule Within the Limits
Each group receives the following scenario:
· 5 upholsterers.
· One industrial sewing machine out of service for 3 days.
· A delivery of fabric delayed by 2 days.
· 80 sofas must be completed in 12 days.
Task:
1. Identify all parameters that impact this schedule.
2. Create a revised 12-day schedule with adjusted start/end times for each stage.
3. Include contingency strategies for any possible further delays.
Presentation Outcome: Groups present their revised schedules and explain how they balanced all constraints to meet the deadline while ensuring quality.
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NQF Level: 4 | Credits: 7 | Weight: 25%
Internal Assessment Criteria: IAC0201–IAC0206

Section A: Case Study-Based Scenario
Scenario:
You have recently been appointed as a junior production supervisor at Modise Upholstery. The company specialises in upholstered dining chairs and ottomans for restaurants and hotels. Recently, production delays, missed deadlines, quality complaints, and low staff morale have increased. Upon investigation, you discover:
· Team members work without clear roles or targets.
· Time is lost due to poor layout and disorganised tool stations.
· No performance tracking or motivational strategies exist.
· There is no standard method for assembling or upholstering products.
· Workers often idle while waiting for instructions or materials.
You are tasked with developing a plan to address these issues using basic work study principles and supervision strategies.

Section B: Assessment Questions
Question 1 – IAC0201
Define productivity and explain how productivity principles could be applied to improve performance at Modise Upholstery.
(10 marks)
Question 2 – IAC0202
Identify and describe three key principles of work organisation, control, and management. Apply each principle to the scenario.
(10 marks)
Question 3 – IAC0203
Explain the difference between supervision and leadership. Then outline three supervision techniques you would implement to improve teamwork and morale in the company.
(10 marks)
Question 4 – IAC0204
Define time study and method study. Provide one example of each from the case scenario and describe how they could improve efficiency.
(10 marks)
Question 5 – IAC0205
Outline four essential elements of production and process planning. Apply each element to improve the scheduling problems at Modise Upholstery.
(10 marks)
Question 6 – IAC0206
Explain how SMART targets and motivational strategies can be used to improve staff performance. Propose two intrinsic and two extrinsic motivators you would apply in this context.
(10 marks)

✅ Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	Q1
	Productivity = ratio of output to input. Applying planning, monitoring, and reducing delays improves output.
	10

	Q2
	Work organisation = role clarity, task allocation, visual controls. Applied to tool layout and task distribution.
	10

	Q3
	Supervision = monitoring and guidance. Leadership = motivating and inspiring. Techniques: daily huddles, clear feedback, progress tracking.
	10

	Q4
	Time study = measuring time per task. Method study = best way to do a task. Example: measuring cushion upholstering; standardising stapling method.
	10

	Q5
	Elements: sequencing, capacity planning, resource coordination, contingency. Applied to managing workstation delays.
	10

	Q6
	SMART = Specific, Measurable, Achievable, Relevant, Time-bound. Motivators: Intrinsic – recognition, skills growth. Extrinsic – bonuses, awards.
	10


Total Marks: 60



📊 Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Understanding of Concepts
	Deep understanding, insightful application
	Clear understanding, minor gaps
	Basic understanding
	Limited understanding
	No understanding shown

	Scenario Application
	Strong, realistic examples with relevance
	Good examples, mostly relevant
	Some relevance and application
	Weak or vague examples
	No relevant application

	Critical Thinking
	Analytical, solution-focused, and contextualised
	Logical reasoning shown
	Partial critical engagement
	Simple responses, little insight
	Lacks logic or connection to task

	Language and Communication
	Clear, professional, and technically accurate
	Mostly clear and structured
	Understandable with errors
	Disorganised or unclear
	Confusing or off-topic
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Knowledge Module: KM-17-KT02
Title: Basic Work Study Principles and Supervision for Manufacturing of Upholstered Furniture
Assessment Method: Integrated Case Study with Short Answer Questions
Duration: 90–120 minutes

Internal Assessment Criteria Addressed
· IAC0201: Productivity principles are identified, defined, and the application in the workplace is evaluated.
· IAC0202: Work organisation, control and management principles are identified, defined, and the application in the workplace is evaluated.
· IAC0203: Supervision and teamwork principles are identified, defined, and the application in the workplace is evaluated.
· IAC0204: Basic time and method study principles are identified, defined, and the application in the workplace is evaluated.
· IAC0205: Production and process planning and principles are identified, defined, and the application in the workplace is evaluated.
· IAC0206: Target setting and motivation principles are identified, defined, and the application in the workplace is evaluated.
Weighting: 25% of KM-17

Guidance for Facilitators and Assessors
· Emphasise practical application of work study and supervision principles in real-world upholstery settings.
· Encourage learners to support their answers with examples based on experience or the scenario.
· Allow flexibility in responses as long as they demonstrate comprehension and contextual relevance.
· Use the marking memo and rubric to ensure fairness, consistency, and clarity in assessment decisions.
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NQF Level: 4 | Credits: 7 | Weighting: 25%

17.1 Purpose of the Knowledge Topic
This Knowledge Topic aims to develop learners' ability to interact and communicate effectively in a furniture upholstery manufacturing environment. It introduces key interpersonal and interdepartmental communication concepts, including both verbal and non-verbal methods, and provides guidance on how to present and interpret information clearly and professionally within a team setting. The focus is on effective communication practices during prototyping and pattern-making processes, with emphasis on collaborative teamwork, adherence to reporting structures, and minimisation of communication breakdowns across departments.
By understanding the communication flow and applying the appropriate channels and formats, learners will be better equipped to function confidently and effectively in team-based production environments, follow technical instructions accurately, and contribute to problem-solving and continuous improvement initiatives.

17.2 Key Knowledge Areas
The following topic elements are covered:
· KT0301: Terminology and concepts of interpersonal communication skills
· KT0302: Verbal and non-verbal methods of communicating job instructions, specifications, processes and procedures in the workplace
· KT0303: Principles of interdepartmental communication in the workplace, and the scope and limits of individual and collective roles, responsibilities and duties of role players in the prototyping process
· KT0304: Causes and results of poor interpersonal and interdepartmental communication and understanding
· KT0305: Preparing for and presenting written, spoken and multimedia presentations during the prototyping and pattern making process
· KT0306: Organogram and reporting structures
These elements focus on building awareness of how communication affects quality, safety, team performance and the efficiency of the manufacturing process.

17.3 Internal Assessment Criteria and Weight
The learner will be assessed against the following Internal Assessment Criteria (IACs):
· IAC0301: Principles and concepts of communication are defined.
· IAC0302: Non-verbal and verbal communication methods used in the process of manufacturing upholstered furniture, including safety signs and symbols, hand written, printed and barcoded instructions and production information, technical process flowcharts, memos, emails, text messages, flashing lights, sketches, practical demonstrations and presentations, engineering drawings and specifications are identified and justified.
· IAC0303: Interdepartmental communication and teamwork in the workplace, and the responsibilities and duties of team members, team leaders and other role players, including examples of the outcomes of poor communication between them, are assessed.
· IAC0304: Communication skills needed for effective prototyping and pattern making, including listening, negotiation, conflict resolution, presentation, and feedback skills are identified and defined.
· IAC0305: The use of electronic technologies to prepare written reports and multimedia presentations is described.
Total Weight: 25%

17.4 Application in Upholstery Manufacturing
In the upholstery environment, effective communication is vital for ensuring that information is conveyed clearly across different departments, including design, cutting, sewing, assembly, and quality control. Whether communicating technical requirements, giving instructions, resolving conflicts, or presenting design proposals during prototyping, the ability to communicate appropriately influences the success of every stage of the production process.
By mastering communication skills, learners will contribute to safer, more productive, and more collaborative workplaces. They will also be better prepared to use appropriate technologies, reporting structures, and feedback mechanisms in daily operations.
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Learning Objective
To introduce learners to the foundational terminology, principles, and types of interpersonal communication that support effective collaboration and understanding in a workplace environment. Learners will understand how to apply these concepts within upholstery manufacturing teams, especially during pattern-making and prototyping processes.

1. Facilitation Guidelines
Begin with an interactive discussion:
· “Think of someone you enjoy working with. What makes communication easy with that person?”
· “Now think of a time when a misunderstanding caused a problem at work. What went wrong?”
Use these examples to draw attention to how tone, clarity, listening, and mutual respect influence productivity and teamwork.

2. Key Concepts and Terminology
	Term or Concept
	Definition
	Upholstery Workshop Example

	Interpersonal Communication
	Direct, face-to-face interaction between people through verbal and non-verbal means.
	Asking a co-worker to assist with fabric alignment.

	Sender
	The person who initiates the communication by conveying a message.
	Supervisor explaining daily targets to the team.

	Receiver
	The person who interprets or responds to the message.
	Team member listening to job instructions.

	Feedback
	The response the receiver gives to the sender, showing understanding or confusion.
	Asking questions for clarity after hearing instructions.

	Active Listening
	Fully concentrating, understanding, responding, and remembering what is being said.
	Making eye contact and nodding during a team briefing.

	Non-verbal Communication
	Communication without words – through facial expressions, gestures, posture, tone.
	Rolling eyes during feedback (can signal frustration or disrespect).

	Clarity
	Expressing ideas in a simple, understandable way.
	Giving direct, step-by-step guidance on cushion assembly.

	Empathy
	The ability to understand and share another person’s feelings.
	Recognising that a colleague is struggling and offering help.

	Respect
	Treating others professionally regardless of role, background, or status.
	Acknowledging everyone’s contributions during meetings.



3. Illustrative Example
Example: During a prototyping session, the upholsterer misinterprets the designer’s verbal instructions, resulting in incorrect dimensions for a lounge chair. The designer used ambiguous language and the upholsterer did not ask questions. No feedback was exchanged.
What Went Wrong:
· The sender (designer) lacked clarity.
· The receiver (upholsterer) did not use active listening or ask for clarification.
· No feedback loop occurred.
Result: The prototype had to be redone, causing delay and material loss.

4. Mini Case Study
Case Study: “The Silent Conflict”
Lindiwe and Thabo, both upholsterers, avoid working together after a misunderstanding during a quality inspection. Thabo had raised an issue with Lindiwe’s foam alignment, but Lindiwe felt embarrassed because it was mentioned in front of others. No discussion followed, and now they avoid interacting.
Discussion Questions:
1. What communication breakdown occurred?
2. How could interpersonal communication skills improve this situation?
3. What role should a supervisor play in resolving this tension?

5. Critical Thinking Questions
· How do interpersonal communication skills contribute to workplace safety and teamwork?
· Why is active listening more important than just hearing instructions?
· What are the dangers of relying only on non-verbal cues in a busy workshop?
· How can empathy improve collaboration during high-pressure production periods?

6. Practical Group Activity
Activity: Match the Term
Each group receives a set of cards with definitions and another set with communication terms (e.g., empathy, feedback, sender, active listening).
Tasks:
1. Match each definition with the correct term.
2. Create a workplace example for each.
3. Present one matched pair and demonstrate the concept with a short role-play (e.g., how to give feedback respectfully).
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Learning Objective
To ensure learners are able to recognise, interpret and use a variety of verbal and non-verbal communication methods to clearly convey and follow job instructions, specifications, processes and procedures in an upholstery manufacturing environment. This includes understanding the role of both spoken and visual instructions in supporting safe, accurate and efficient production.

1. Facilitation Guidelines
Begin with a visual prompt and question:
· Show a safety sign, an engineering drawing, and a sample WhatsApp message from a supervisor.
· Ask: “What are these examples of?” and “What kind of information do they each communicate?”
Use this to highlight that in the upholstery workplace, communication is multimodal — instructions are shared through speech, writing, symbols, sketches, and even technology-based platforms.

2. Key Content: Types of Verbal and Non-Verbal Communication
	Type
	Description
	Upholstery Example

	Verbal (Spoken)
	Oral communication – spoken words, tone, volume, clarity
	Team briefing, explaining a new stitching method verbally.

	Verbal (Written)
	Written messages, printed or digital
	Memos, shift schedules, emails, printed specifications.

	Non-verbal (Visual Cues)
	Safety signs, lights, colour codes, diagrams
	Fire extinguisher signage, fabric colour codes, process flow charts.

	Non-verbal (Demonstration)
	Showing how to do a task rather than explaining it in words
	Demonstrating correct foam placement rather than explaining it.

	Non-verbal (Body Language)
	Facial expressions, gestures, posture, eye contact
	Supervisor folding arms or pointing during a quality inspection.

	Non-verbal (Symbols & Codes)
	Barcodes, safety symbols, pattern tags
	Barcode on fabric roll to indicate dye lot, symbol for flammable adhesives.

	Multi-media Presentations
	Use of PowerPoint, video, voice notes, photos
	Using a tablet to show assembly steps or referencing digital fabric catalogue.

	Technical Drawings and Flowcharts
	Engineering drawings or schematic visuals that describe production steps
	A technical sketch of a chair leg detailing the angle and fabric grain.



3. Illustrative Example
Example: In the sewing department at Zanele Interiors, confusion arose when new staff stitched cushion covers with the wrong seam allowance. The written instructions were not clearly visible and contained technical jargon.
Intervention:
· Supervisor introduced a laminated flowchart showing stitching sequence and measurement in visual format.
· Combined this with a 5-minute spoken briefing at the start of each shift.
· Also used photos of good and bad examples for comparison.
Result: Accuracy improved and rework reduced by 60% within one week.

4. Mini Case Study
Case Study: “Too Many Messages, Too Little Clarity”
Jonas is responsible for issuing job instructions in the prototyping room. He uses a mix of WhatsApp voice notes, sticky notes, and verbal instructions. One worker misunderstood a measurement and upholstered an entire prototype incorrectly. It turned out the specification was given verbally and misheard, with no written or visual backup.
Discussion Questions:
1. What communication methods were used?
2. Which ones were effective or ineffective?
3. What should Jonas do differently to avoid confusion?


5. Critical Thinking Questions
· Which types of instructions are best communicated verbally, and which should be written or visual? Why?
· How can the use of symbols and diagrams help workers who are not fluent in English?
· What are the risks of using informal communication (e.g. voice notes or unlabelled photos)?
· How can supervisors ensure that communication has been received and understood?

6. Practical Group Activity
Activity: Match the Message
Each group is given a list of work situations and a set of communication methods.
Situations might include:
· Reporting a machine fault
· Explaining the foam layering process
· Sharing fabric cutting diagrams
· Confirming delivery deadlines
· Highlighting a safety hazard
Tasks:
1. Match each situation with the most appropriate communication method(s).
2. Justify your choice and discuss alternative options.
3. Demonstrate one of the situations through a short role-play or mock-up visual.
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Learning Objective
To enable learners to understand how interdepartmental communication ensures smooth collaboration across teams and departments, especially during the prototyping phase. Learners will also explore the defined scope of roles and responsibilities in a production team, including what individuals and departments are accountable for — and what falls outside their mandate.

1. Facilitation Guidelines
Begin with a discussion prompt:
· “What happens when the design team, cutting department, and upholsterers are not aligned on a new prototype?”
· Use this to highlight the importance of coordination, clarity of duties, and proper communication channels in avoiding costly errors or misunderstandings.

2. Key Concepts: Principles and Practices
	Concept
	Explanation
	Upholstery Example

	Interdepartmental Communication
	The exchange of information between departments to coordinate and collaborate.
	Designer sharing measurements and materials with the pattern-making team.

	Prototyping Process
	The development of a sample or trial version of a product before mass production.
	The first model of a new sofa design tested for comfort, fit, and appearance.

	Clear Channels of Communication
	Established formats and routes for sharing information across teams.
	All prototypes must be logged and approved through a central tracking sheet.

	Formal vs. Informal Communication
	Emails, reports vs. verbal updates and casual check-ins.
	Verbal instructions are supported with printed drawings to prevent confusion.

	Scope of Responsibility
	What each individual or team is authorised and expected to do.
	A cutter follows cutting layouts but does not modify the design.

	Limits of Responsibility
	Understanding where one’s task ends and handover or escalation is needed.
	A team leader checks materials but refers equipment faults to maintenance.

	Collective Responsibility
	Shared accountability among teams to meet deadlines, quality, and performance.
	Both design and prototyping teams ensure a new chair meets client requirements.

	Role Players in Prototyping
	Designers, cutters, machinists, upholsterers, QC personnel, and supervisors.
	The designer drafts the concept; the upholsterer assembles and tests it.



3. Illustrative Example
Example: At Imvelo Seating Co., a new prototype ottoman was incorrectly upholstered. Investigation revealed:
· The design team did not share updated dimensions with the cutters.
· Cutters assumed it was the same as a previous model.
· Upholsterers worked from an outdated photo.
Impact:
· Time and material were wasted.
· Client delivery was delayed.
· Frustration grew between departments.
Corrective Action:
· Introduced a standard prototyping checklist that must be signed by each department.
· Created a central file (digital and printed) for all prototype instructions.

4. Mini Case Study
Case Study: “Whose Job Was It?”
During the development of a high-end restaurant bench, the frame was constructed with oak instead of the specified Beechwood. This caused delay and rework. The design team said the material specification was attached to their drawing, but the prototyping team claimed they never received it.
Discussion Questions:
1. What communication breakdown occurred?
2. What scope of responsibility did each department have?
3. How could this issue have been avoided?

5. Critical Thinking Questions
· Why is interdepartmental communication especially critical during prototyping?
· What are the dangers of working based on assumptions rather than verified instructions?
· How can misunderstandings about roles and responsibilities affect workplace relationships?
· What systems or tools can help ensure every department is working with the same information?

6. Practical Group Activity
Activity: Prototyping Responsibility Matrix
Each group is given a sample prototyping task: e.g., Design and produce a prototype of a new upholstered dining chair.
Tasks:
1. List all the departments and individuals involved.
2. Allocate specific responsibilities and limits for each.
3. Identify key communication points — when, what, and how must information be shared?
4. Propose one improvement to interdepartmental coordination for faster, error-free execution.
Presentation Outcome: Each group presents their Responsibility Matrix and proposed communication checkpoints for the prototyping process.
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Learning Objective
To help learners identify the common causes of poor communication between individuals and departments in a workplace setting, particularly in an upholstery manufacturing environment. Learners will explore how misunderstandings, lack of feedback, unclear roles, and ineffective communication channels can lead to errors, delays, conflict, and reduced productivity.

1. Facilitation Guidelines
Begin with a discussion question:
· “Have you ever experienced a misunderstanding at work that caused a mistake or a delay?”
· “What caused it – and how could it have been avoided?”
Use this as an entry point to explore how workplace communication breakdowns can result in a chain of preventable problems.

2. Key Content: Common Causes and Consequences
	Cause of Poor Communication
	Explanation
	Consequence in Upholstery Manufacturing

	Lack of Clarity
	Messages are vague, incomplete, or overly technical.
	Wrong fabric used because pattern instructions were misunderstood.

	No Formal Communication Channels
	Instructions delivered informally or not documented.
	Verbal message misheard and no written backup leads to faulty prototype.

	Poor Listening Skills
	Instructions are ignored or not fully understood.
	Team member misses steps in a process and causes quality issues.

	Language or Literacy Barriers
	Workers may struggle to understand instructions in English or technical terms.
	Instructions need to be supported by symbols or visuals to prevent confusion.

	Cultural or Personality Clashes
	Individuals fail to respect or adapt to different communication styles.
	Misinterpretation of tone or intent leading to interpersonal tension.

	Assumptions and Misinterpretation
	People act on what they assume rather than confirming facts.
	Prototyping team proceeds without waiting for updated specifications.

	Lack of Feedback or Confirmation
	Receiver does not ask questions or confirm understanding.
	Instructions misunderstood and repeated incorrectly across team.

	No Coordinated Handover
	Departments fail to notify one another when tasks are completed.
	Frame assembly finishes but cutting department not informed, delaying work.



3. Illustrative Example
Example: At Sesethu Interiors, the design department updated the stitching specification for a new sofa model but forgot to circulate the revised drawing to the sewing and assembly teams. The old stitching method was applied to all 30 units.
Result:
· All 30 sofas had to be unpicked and re-stitched.
· Delivery was delayed.
· Team members blamed each other for the oversight.
· Morale dropped.
Cause: No centralised communication channel, and no confirmation of instruction receipt.

4. Mini Case Study
Case Study: “No One Told Me”
At Modise Furnishings, a new team leader was appointed in the cutting department. She was unaware that the foam used for a current prototype required a different thickness setting on the industrial saw. She did not receive a handover from the previous team leader, and production was rushed due to a tight delivery timeline. As a result, half the foam was cut incorrectly.
Discussion Questions:
1. What type of communication breakdown occurred?
2. Which departments or individuals should have communicated better?
3. What procedures could have prevented this issue?

5. Critical Thinking Questions
· Why do assumptions in a workplace often lead to mistakes?
· What role should supervisors play in preventing interdepartmental misunderstandings?
· How can teams recover and rebuild trust after a serious communication failure?
· What systems can be implemented to reduce dependency on memory or informal messages?

6. Practical Group Activity
Activity: Diagnose and Prevent
Each group receives a short scenario of a communication breakdown in an upholstery setting (e.g., missed delivery date, incorrect stitching, safety near-miss, material waste).
Tasks:
1. Identify the root cause(s) of the poor communication.
2. List at least three negative outcomes that resulted.
3. Propose a communication improvement plan (e.g., checklists, visual tools, digital logs, handover procedures).
4. Role-play the communication as it should have occurred.
Outcome: Each group presents a before-and-after scenario showing how improved communication would have changed the result.
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Learning Objective
To equip learners with the communication and presentation skills needed to prepare and deliver professional written, spoken, and multi-media presentations in the context of the upholstery prototyping and pattern-making process. Learners will understand how to structure information clearly, tailor messages to their audience, and use available technology and tools to support effective communication of technical and design-related information.

1. Facilitation Guidelines
Begin with a reflective question:
· “Have you ever had to explain your work to someone outside your team, like a client, designer, or supervisor?”
· “What helped you communicate your idea clearly?”
Use this to introduce the importance of planning, structuring, and tailoring presentations depending on the purpose and audience — whether internal (technical team) or external (client or assessor).

2. Key Content Areas and Presentation Formats
	Format
	Key Features
	Upholstery Example

	Written Presentations
	Structured documents, reports, or instructions in written form.
	Report detailing steps taken in constructing a new chair prototype.

	Spoken Presentations
	Oral explanation, briefings, or demonstrations delivered in person.
	Presenting a revised method for foam shaping to a team.

	Multi-Media Presentations
	Use of digital tools (e.g., PowerPoint, video, photos, CAD visualisations).
	Using slides and annotated sketches to explain a new pattern layout.







3. Presentation Planning and Preparation Principles
	Step
	Explanation
	Prototyping Application

	Know the Audience
	Tailor the language, tone and content to who will receive the presentation.
	Simplify for junior team members; use technical language for designers.

	Clarify the Objective
	Define the goal: inform, propose, justify, demonstrate.
	Presenting a proposal for a material change in the prototype.

	Structure the Content
	Introduction – Body – Conclusion; use headings and clear points.
	Outline steps taken, show design reasoning, conclude with benefits.

	Use Visual Aids Effectively
	Diagrams, photos, 3D models or annotated patterns aid understanding.
	Insert labelled sketches to explain seam allowance adjustments.

	Rehearse and Time
	Practice delivery, ensure clarity, and prepare for possible questions.
	Team rehearses presenting prototype specs to supervisor or client.

	Language and Tone
	Use professional and respectful language.
	Avoid jargon unless necessary and always define terms used.



4. Illustrative Example
Example: At Thabisa Upholstery, the prototyping team developed a new headboard but had trouble gaining sign-off from the design department. Instead of a detailed verbal description, the team created a short presentation using:
· Photos of the prototype in progress,
· A printed spec sheet,
· A brief spoken walkthrough highlighting changes made from the original plan.
Outcome: The designers understood the practical adjustments, gave feedback, and approved final production within two days.

5. Mini Case Study
Case Study: “The Lost Proposal”
A team at Lwandle Designs created a new ottoman base that was easier to assemble. The proposed method was explained verbally during a general meeting without visuals or samples. The idea was not adopted because the supervisors did not fully grasp the benefits or changes.

Discussion Questions:
1. What was missing from the presentation?
2. How would a written or visual aid have helped?
3. What can learners do to ensure their message is understood and acted upon?

6. Critical Thinking Questions
· Why is visual support important when communicating technical changes or improvements?
· What could go wrong if a presentation is unclear or unstructured during prototyping?
· How can practising a spoken presentation improve its effectiveness?
· When would a multi-media format be more suitable than a written report?

7. Practical Group Activity
Activity: Prepare and Present a Prototype Brief
Each group receives a brief to develop and present a proposal for a new upholstery prototype component (e.g., cushion design, armrest frame, stitching style).
Tasks:
1. Choose a presentation format (written, spoken, or multi-media).
2. Identify the objective and target audience (e.g., quality manager, client, designer).
3. Prepare a structured presentation with key points, visual aids, and supporting details.
4. Deliver the presentation to the class or facilitator panel for feedback.
Assessment Focus: Clarity, structure, relevance of content, appropriate visuals, and confident delivery.
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Learning Objective
To ensure learners understand the structure and function of an organogram (organisational chart) and how reporting structures support communication, decision-making, accountability, and operational efficiency in an upholstery manufacturing environment. Learners will be able to interpret and navigate formal reporting lines and apply this knowledge in practical workplace scenarios, especially during prototyping and pattern-making processes.

1. Facilitation Guidelines
Begin with a question:
· “If you have a concern or suggestion in the workplace, who do you report it to?”
· “How do you know who makes final decisions about quality, delivery, or materials?”
Use this to introduce the concept of structured lines of communication — and why knowing who reports to whom matters for productivity, discipline, and information flow.

2. Key Concepts: Understanding Organograms and Reporting Lines
	Concept
	Definition
	Upholstery Manufacturing Example

	Organogram
	A diagram that shows the hierarchical structure of roles and departments.
	A chart showing the relationships between design, production, and quality control teams.

	Reporting Structure
	The defined path for communicating information, tasks, and authority.
	Upholsterer reports to team leader; team leader reports to production supervisor.

	Vertical Reporting
	Reporting up or down the chain of command.
	Prototyping team submits status report to the production manager.

	Lateral Communication
	Interaction between employees or departments on the same level.
	Sewing and upholstery teams coordinating handover of completed covers.

	Span of Control
	The number of people one person is directly responsible for.
	A supervisor overseeing three teams of upholsterers.

	Lines of Authority
	Specifies who has decision-making power and who carries out instructions.
	Quality decisions must be approved by the quality assurance lead.

	Escalation Procedures
	Steps to follow when issues cannot be resolved at the current level.
	Safety hazard is reported first to team leader, then to the health and safety officer.



3. Illustrative Example
Example: At Lerato Furniture Works, two teams worked on a new armchair prototype. The upholstery team encountered an issue with the pattern, but instead of reporting it to the pattern-making supervisor, they went directly to the factory manager. The manager gave instructions based on outdated drawings, resulting in a defective prototype.
What went wrong:
· The reporting structure was bypassed.
· The person with the correct and current information was not consulted.
· Authority and communication lines were not followed.
Result: Rework, wasted materials, and confusion about roles.

4. Mini Case Study
Case Study: “Who Was Supposed to Approve It?”
Simphiwe, a newly appointed cutter, received a fabric change instruction verbally from a colleague in the sewing department. Believing it was authorised, she cut 30 metres of the new fabric. Later, it emerged that this change was not approved by the design team or documented officially. The team leader was not informed.
Discussion Questions:
1. What part of the reporting structure failed here?
2. How could the organogram have helped clarify responsibilities?
3. What systems should be in place to prevent this?

5. Critical Thinking Questions
· Why is it important to respect formal reporting lines in a manufacturing environment?
· How can organograms help new employees understand their role in the bigger picture?
· What risks arise when decisions are made outside of formal authority?
· How does an unclear reporting structure affect productivity and communication?

6. Practical Group Activity
Activity: Build and Navigate an Organogram
Each group is given a fictional list of roles in an upholstery manufacturing facility, including:
· General Manager
· Design Manager
· Production Supervisor
· Cutting Team Leader
· Upholstery Team Leader
· Quality Controller
· Machine Operators
· Pattern Maker
· Health and Safety Officer
Tasks:
1. Create an organogram using arrows to show reporting lines.
2. Identify one situation (e.g., a rejected prototype or a supply delay) and trace how the communication should flow using the chart.
3. Present your organogram and describe how it supports effective decision-making and accountability.
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Integrated Assessment – KM-17-KT03: Interaction and Communication in the Workplace

NQF Level: 4 | Credits: 7 | Weighting: 25%
Internal Assessment Criteria: IAC0301–IAC0305

Section A: Case Study-Based Scenario
Scenario:
You are working in the prototyping division at Bophelo Upholstery. The team is developing a new modular seating system for a hotel client. The pattern maker misunderstood a measurement sent via WhatsApp and cut the wrong size foam. There were no drawings attached. Meanwhile, the quality controller raised an issue about the tufting method, but this feedback never reached the designer. The design team, production team, and prototyping supervisor are increasingly frustrated with each other. Communication has broken down across multiple levels and formats. You have been asked to propose solutions to address these issues.

Section B: Assessment Questions
Question 1 – IAC0301
Define the key principles and concepts of workplace communication. Explain why effective communication is essential in upholstery production.
(10 marks)
Question 2 – IAC0302
Identify five verbal and non-verbal communication methods used in upholstery manufacturing. Justify the value of each method by linking it to a specific production task.
(10 marks)
Question 3 – IAC0303
Explain the importance of interdepartmental communication in the prototyping process. List the responsibilities of team members, team leaders, and supervisors, and give two examples of what happens when these are not clearly communicated.
(10 marks)
Question 4 – IAC0304
List and define four communication skills required for effective prototyping and pattern making. Explain how each skill contributes to production success.
(10 marks)
Question 5 – IAC0305
Describe two electronic technologies that can be used to prepare written reports or multimedia presentations. Provide one benefit and one limitation of each in a manufacturing environment.
(10 marks)

✅ Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	Q1
	Principles: clarity, feedback, respect, listening, appropriate channels. Communication supports accuracy, safety, and morale.
	10

	Q2
	Verbal (briefings, instructions), Non-verbal (signs, drawings, demonstrations, body language). All linked to upholstery tasks.
	10

	Q3
	Communication across departments prevents errors. Responsibilities defined for each role. Examples: fabric cut wrong, delay in approval.
	10

	Q4
	Skills: active listening, feedback, conflict resolution, presentation. All explained in the context of prototype teamwork.
	10

	Q5
	Technologies: email, PowerPoint, digital drawing software. Benefits: speed, clarity. Limitations: tech access, user skill levels.
	10


Total: 50 marks

📊 Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Conceptual Understanding
	Demonstrates deep understanding with clear application
	Solid understanding with minor gaps
	Basic understanding with some confusion
	Partial understanding
	No understanding shown

	Practical Application
	Strong link to upholstery scenarios with relevant examples
	Adequate examples and connections
	Some relevance, but inconsistent
	Limited relevance
	No relevant examples given

	Clarity and Organisation
	Well-structured, clear, and professional language
	Mostly clear with minor issues
	Understandable but may lack structure
	Disorganised
	Confusing or off-topic

	Use of Terminology
	Correct and consistent use of communication terms
	Mostly correct usage
	Some misuse of terms
	Frequent errors
	No understanding of terms shown
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Knowledge Module: KM-17-KT03
Title: Interaction and Communication in the Workplace
Assessment Method: Case Study-Based Written Assessment
Duration: ±90 minutes

Internal Assessment Criteria
· IAC0301: Principles and concepts of communication are defined.
· IAC0302: Verbal and non-verbal communication methods used in the manufacturing of upholstered furniture are identified and justified.
· IAC0303: Interdepartmental communication and teamwork are assessed with examples of role clarity and poor communication outcomes.
· IAC0304: Communication skills needed for prototyping and pattern making are identified and defined.
· IAC0305: The use of electronic technologies to prepare written reports and multimedia presentations is described.

Facilitation and Assessment Notes
· Encourage learners to base their answers on real workplace experience where possible.
· Reinforce that communication is not just about speaking, but also about listening, responding, and presenting clearly using appropriate methods.
· Assessors should allow learners flexibility in examples, provided answers remain relevant and logical.
· Use the rubric to ensure consistent scoring and fair moderation.
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NQF Level: 4 | Credits: 7 | Weighting: 15%

17.1 Purpose of the Knowledge Topic
This Knowledge Topic is designed to develop learners’ awareness and understanding of workplace health, safety, and environmental responsibilities as they relate to furniture upholstery manufacturing. Learners will explore the requirements of the Occupational Health and Safety Act (OHSA), safety practices, housekeeping standards, and environmental obligations, with an emphasis on waste minimisation and compliance.
Effective implementation of occupational health and environmental principles protects employees, maintains legal and ethical standards, reduces risk, and supports sustainable production processes in the upholstery industry.

17.2 Key Knowledge Areas
The following elements are covered in this topic:
· KT0401: Environment and waste
· KT0402: Safety and health
· KT0403: Housekeeping
· KT0404: Principles and concepts of compliance with the Occupational Health and Safety Act and Regulations
These elements will support learners in understanding the broader framework of legal compliance while promoting safe, clean, and environmentally responsible workplaces.

17.3 Internal Assessment Criteria and Weight
Learners will be assessed against the following Internal Assessment Criteria (IACs):
· IAC0401: Principles of compliance and non-compliance are defined and described.
· IAC0402: Occupational health, safety and environmental regulations and legislation pertaining to upholstery manufacturing are explained.
· IAC0403: Principles of waste minimisation are defined.
· IAC0404: The function of housekeeping is justified.
Total Weight: 15%

17.4 Application in Upholstery Manufacturing
Upholstery manufacturing involves exposure to adhesives, dust, sharp tools, heavy lifting, and flammable materials, making health and safety practices essential for every team member. Environmental sustainability is also a growing priority, requiring efficient waste handling, responsible use of materials, and cleaner production techniques.
By mastering the content in this topic, learners will contribute to a safer, cleaner, and more compliant workplace. They will also understand their roles in protecting themselves, their co-workers, and the broader environment in which the business operates.
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Learning Objective
To ensure learners understand how upholstery manufacturing activities impact the environment, and how they can contribute to minimising this impact through effective waste management, material usage, and environmentally responsible behaviour in the workplace.

1. Facilitation Guidelines
Begin with a class question:
· “What types of waste do you see most often in your upholstery workshop?”
· “Where does that waste go, and how does it affect the environment?”
Use these prompts to highlight the link between day-to-day workshop activities and broader environmental consequences.

2. Key Content: Understanding Environmental Impact and Waste in Upholstery Manufacturing
	Focus Area
	Explanation
	Upholstery Example

	Types of Waste
	Off-cuts, foam dust, adhesive residue, packaging, chemical containers, water.
	Fabric off-cuts from pattern cutting; empty glue tins; plastic wrap.

	Hazardous Waste
	Materials that are flammable, toxic, or harmful if improperly disposed.
	Solvent-based adhesives, foam off-gassing, contaminated rags.

	Non-Hazardous Waste
	General waste such as cardboard, fabric, packaging.
	Empty fabric cores, plastic packaging, thread waste.

	Waste Minimisation
	Strategies to reduce the volume and impact of waste.
	Reusing foam off-cuts in cushion stuffing; optimising fabric layout.

	Material Efficiency
	Using the least amount of raw materials without compromising quality.
	Planning fabric layout to avoid unnecessary wastage.

	Recycling and Reuse
	Identifying materials that can be recycled or repurposed in production.
	Separating paper, plastic, and metal; donating excess fabric to community groups.

	Environmental Awareness
	Understanding how actions affect the natural world and community health.
	Reducing unnecessary printing; ventilating when using adhesives.

	Compliance Requirements
	Legal and policy guidelines for waste storage, handling and disposal.
	OHSA and municipal waste by-laws; material safety data sheets (MSDS).



3. Illustrative Example
Example: At Green Line Upholstery, the waste bins were overflowing daily with fabric off-cuts and foam pieces. The team began weighing their daily waste and analysing patterns. They redesigned their cutting templates and designated a bin for usable scraps.
Result:
· Weekly waste reduced by 35%.
· Usable off-cuts were turned into scatter cushion fillings.
· Staff began suggesting further improvements.

4. Mini Case Study
Case Study: “Bin It or Reuse It?”
At EcoCraft Upholstery, the supervisor notices that rolls of vinyl with only 2–3 metres left are being thrown out. The purchasing team is unaware of this pattern. Meanwhile, the client complains about rising prices.
Discussion Questions:
1. What kind of waste is this?
2. How could communication improve waste minimisation?
3. What small system changes would help track and reuse these remnants?

5. Critical Thinking Questions
· Why is waste minimisation important beyond just saving money?
· What are some challenges workers face when trying to implement recycling in a busy workshop?
· How does careless waste disposal harm the local community and the reputation of the business?
· What habits can each worker adopt to reduce the environmental footprint of their role?

6. Practical Group Activity
Activity: Waste Audit and Green Solution
Each group will:
1. List common types of waste produced in an upholstery workshop.
2. Categorise them as recyclable, hazardous, or general.
3. Propose three low-cost waste minimisation strategies.
4. Design a simple waste sorting system for use in a small upholstery business.
Presentation Outcome: Groups present their waste classification and proposed solutions. The class votes on which plan would be easiest and most effective to implement.
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Learning Objective
To ensure learners understand the importance of maintaining a safe and healthy work environment in an upholstery manufacturing setting. This includes knowledge of safety regulations, health hazards, safety procedures, personal protective equipment (PPE), and the role of workers and supervisors in ensuring workplace safety.

1. Facilitation Guidelines
Start with a question:
· “What kinds of risks or accidents can happen in a busy upholstery workshop?”
· “What steps can we take to keep ourselves safe?”
This question can stimulate a discussion on various common health and safety risks, helping learners link theory to their real-world experience in upholstery.

2. Key Content: Health and Safety in Upholstery Manufacturing
	Focus Area
	Explanation
	Upholstery Example

	Workplace Hazards
	Any factor that can cause injury, illness, or harm.
	Sharp tools, hot glue, heavy lifting, and dust exposure.

	Health Risks
	Risks that can affect long-term health, such as respiratory issues or repetitive strain.
	Foam dust causing respiratory irritation; neck and back strain from lifting.

	Safety Regulations
	Legal standards and guidelines for health and safety.
	Compliance with OHSA, ensuring proper ventilation when using adhesives.

	Personal Protective Equipment (PPE)
	Equipment that protects the worker from workplace hazards.
	Gloves, masks, safety glasses, and hearing protection.

	Workplace Safety Practices
	Standard procedures to reduce risks and ensure safety.
	Keeping aisles clear, checking machines for safety before use.

	First Aid and Emergency Procedures
	Training and tools for handling accidents and medical emergencies.
	First aid kit available; knowing where the fire exits and extinguishers are.

	Fire Safety
	Preventing and responding to fire hazards.
	Correct storage of flammable materials like adhesives and foam.

	Ergonomics
	Adapting the work environment to fit worker needs, preventing injuries.
	Adjustable chairs to support proper posture, and reducing strain on wrists.



3. Illustrative Example
Example: At Lunga Upholstery, workers were experiencing discomfort in their wrists from repetitive sewing tasks. The company introduced:
· Adjustable sewing machine positions,
· Ergonomic chairs,
· Regular breaks and wrist stretches.
Result:
· Reduced repetitive strain injuries,
· Increased worker comfort and productivity,
· Improved overall morale.

4. Mini Case Study
Case Study: “The Accidental Injury”
Bongani works as an upholsterer and accidentally cuts his hand with a fabric cutter. There was no first aid kit nearby, and the nearest medical help was 10 minutes away. The incident led to downtime and workplace tension as the team realised safety measures were not properly implemented.
Discussion Questions:
1. What safety measures should have been in place to prevent or respond to this injury?
2. How could better health and safety communication have reduced this risk?
3. What would you do differently to ensure all workers know the safety protocols?



5. Critical Thinking Questions
· Why is it crucial to integrate safety procedures into every aspect of production?
· What might happen if PPE is not used correctly or regularly in the workshop?
· How do ergonomic practices prevent long-term health issues for workers?
· What role do supervisors play in maintaining a culture of safety on the floor?

6. Practical Group Activity
Activity: Safety Audit
Each group receives a checklist of common safety hazards in an upholstery workshop (e.g., unguarded machines, material clutter, inadequate ventilation).
Tasks:
1. Identify the top three hazards in your current or a fictional upholstery workshop.
2. Propose three safety improvements based on existing regulations and best practices.
3. Present your safety audit findings, including the rationale behind each improvement.
Presentation Outcome: Groups present their findings to the class, explaining how each safety measure will reduce risks and improve productivity.
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Learning Objective
To ensure learners understand the importance of maintaining a clean and organised work environment in the upholstery manufacturing setting. This includes recognising how good housekeeping practices reduce safety hazards, improve workflow efficiency, minimise waste, and contribute to overall workplace productivity and morale.

1. Facilitation Guidelines
Start with a reflection question:
· “What happens when the workshop is messy or tools are hard to find?”
· “How does keeping the workspace clean affect the quality of the finished product?”
This discussion will help learners appreciate the connection between housekeeping and both safety and production quality.

2. Key Content: Housekeeping in Upholstery Manufacturing
	Focus Area
	Explanation
	Upholstery Example

	Workplace Organisation
	Keeping workstations, tools, and materials in designated places.
	Designated areas for tools, fabric rolls, and foam ensure easy access and reduced clutter.

	Cleaning and Maintenance
	Regular cleaning and machine servicing to avoid dust, dirt, or malfunctioning equipment.
	Wiping down work surfaces daily, sweeping fabric scraps, and maintaining sewing machines.

	Safety and Hazards
	Removing obstacles, tripping hazards, or any safety risks from the floor and workspace.
	Keeping aisles clear, using appropriate bins for waste, and securing cables.

	Waste Disposal
	Proper disposal of waste materials, such as foam, fabric off-cuts, and chemical containers.
	Installing separate bins for recyclables, fabric scraps, and non-recyclables.

	PPE Storage and Usage
	Ensuring personal protective equipment is stored and used properly.
	PPE like gloves, goggles, and masks should be easily accessible and worn when required.

	Tool and Equipment Organisation
	Ensuring tools and equipment are cleaned, stored, and maintained regularly.
	Ensuring sewing machines, cutting tools, and staplers are stored neatly and maintained to avoid damage.

	Process Documentation
	Maintaining clean and updated process sheets or production guidelines.
	Updated technical drawings and assembly instructions should be organised and available at each workstation.



3. Illustrative Example
Example: At Alpha Upholstery, a cluttered workstation led to frequent accidents. Workers often tripped over misplaced tools and materials, resulting in delays and minor injuries. The supervisor implemented:
· Daily workstation inspections,
· A colour-coded system for waste sorting,
· Dedicated storage spaces for tools and materials.
Result:
· Fewer accidents,
· Faster access to tools and materials,
· Increased production efficiency.

4. Mini Case Study
Case Study: “The Hidden Danger”
Lindiwe was an upholsterer at Harmony Designs and noticed that the cutting station was often covered in fabric off-cuts. One day, she tripped over a loose thread on the floor, injuring her ankle. The workshop supervisor had been focused on production and had not checked housekeeping procedures.
Discussion Questions:
1. How could good housekeeping have prevented this incident?
2. What steps can be taken to ensure housekeeping is part of the daily routine?
3. How can staff be motivated to maintain a tidy workspace?

5. Critical Thinking Questions
· Why is housekeeping often overlooked in busy production environments?
· How does a clean and organised workspace impact worker morale and productivity?
· What role does the supervisor play in maintaining housekeeping standards in the workshop?
· How can implementing a daily checklist improve workplace housekeeping practices?

6. Practical Group Activity
Activity: Workshop Housekeeping Plan
Each group is tasked with creating a housekeeping plan for a hypothetical upholstery workshop. The plan should include:
1. A daily cleaning schedule (who does what and when),
2. Specific areas that need attention (e.g., tools, fabric storage),
3. Procedures for safe waste disposal and tool maintenance.
Presentation Outcome: Each group presents their housekeeping plan, explaining how it would reduce risks, improve productivity, and enhance safety.
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Learning Objective
To ensure learners understand the principles and concepts behind compliance with the Occupational Health and Safety Act (OHSA) and its regulations as they apply to the upholstery manufacturing environment. This topic will provide learners with the knowledge to recognise legal safety requirements, implement safety measures, and contribute to the overall health and safety culture in the workplace.

1. Facilitation Guidelines
Start with a question:
· “What do you know about the Occupational Health and Safety Act (OHSA)?”
· “Why is it important for all employees to understand and follow safety regulations?”
This discussion can lead to a deeper understanding of the legal responsibilities and the role that every employee plays in maintaining a safe workplace.

2. Key Concepts: Compliance with OHSA
	Principle or Concept
	Explanation
	Upholstery Example

	Occupational Health and Safety Act (OHSA)
	A national law that governs workplace safety and health practices.
	Ensuring all upholstery departments adhere to OHSA guidelines for worker safety.

	Risk Assessment
	Identifying, evaluating, and mitigating risks in the workplace.
	Assessing the risk of injury when using sharp tools or flammable adhesives.

	Workplace Hazards
	Potential sources of harm or injury within the work environment.
	Uncovered electrical wires, slippery floors, or exposure to harmful chemicals.

	Duty of Care
	The employer’s legal responsibility to ensure a safe working environment.
	Providing necessary PPE such as gloves and masks for workers handling adhesives.

	Personal Protective Equipment (PPE)
	Safety gear required for specific tasks to protect workers from harm.
	Wearing gloves, safety goggles, and ear protection when cutting or sewing.

	First Aid and Emergency Procedures
	Procedures and equipment available to address injuries and accidents.
	The availability of a first aid kit and trained staff to handle accidents.

	Incident Reporting
	The process of documenting and addressing workplace accidents or near-misses.
	Reporting injuries from machine malfunctions or burns caused by hot glue.

	Training and Education
	Ensuring workers are trained in safety protocols and understand risks.
	Regular safety briefings about machine use, lifting techniques, and chemical handling.

	Regulatory Compliance
	Adherence to national and local safety regulations and laws.
	Complying with the safety standards for ventilation when using adhesives.



3. Illustrative Example
Example: At Noble Upholstery, an employee suffered a minor burn from hot glue, leading to an investigation into their health and safety practices. It was found that:
· The work area was not equipped with appropriate fire extinguishers.
· The worker was not wearing the required gloves.
Corrective Actions:
· First aid training was provided for all employees.
· Fire extinguishers were installed at each workstation.
· Clear PPE guidelines were introduced, and supervisors ensured compliance.
Result:
· Fewer workplace injuries, improved morale, and legal compliance with OHSA.

4. Mini Case Study
Case Study: “Safety or Speed?”
At Cape Furniture Makers, a supervisor encouraged workers to skip breaks to meet production targets. The staff was pressured into not using PPE for quick jobs like stapling fabric, resulting in a worker getting a metal splinter in their hand. When the supervisor was informed, they didn’t report the incident, resulting in further complications.
Discussion Questions:
1. How did a focus on speed affect the health and safety of the workers?
2. What should have been done to prevent this situation?
3. What are the consequences of not following OHSA guidelines?

5. Critical Thinking Questions
· How can workplace safety policies affect employee productivity and morale?
· What are the possible consequences for an employer who neglects their duty of care under the OHSA?
· Why is it important for workers to actively participate in the risk assessment process?
· How can safety regulations improve the quality of the products being produced?

6. Practical Group Activity
Activity: Safety Compliance Audit
Each group is given a checklist of common safety hazards in an upholstery workshop (e.g., unguarded machines, improper lifting techniques, improper storage of chemicals).
Tasks:
1. Identify the hazards in a given scenario or a real-life example from their experience.
2. Propose solutions to mitigate or eliminate the risks.
3. Draft a basic compliance plan that would align the workshop with OHSA regulations (e.g., first aid training, PPE protocols, machine safety checks).
Presentation Outcome: Groups present their findings and propose an action plan for improving safety standards.
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NQF Level: 4 | Credits: 7 | Weighting: 15%
Internal Assessment Criteria: IAC0401 – IAC0404

Section A: Case Study-Based Scenario
Scenario:
At Matshediso Upholstery, the workshop has recently seen an increase in minor injuries, including burns from hot glue, back strain from improper lifting, and a chemical spill from improperly stored adhesive containers. The manager is concerned about non-compliance with the Occupational Health and Safety Act (OHSA) and has asked you to investigate and propose corrective actions.
In addition, a new initiative has been introduced to improve waste management and reduce environmental impact. However, there is significant resistance from employees regarding waste sorting and housekeeping practices.
You have been tasked with:
1. Assessing the causes of non-compliance with health and safety protocols.
2. Explaining the key occupational health, safety, and environmental regulations that apply to the company.
3. Defining the principles of waste minimisation and proposing strategies for reducing waste.
4. Justifying the importance of good housekeeping and recommending improvements.

Section B: Assessment Questions
Question 1 – IAC0401
Define the principles of compliance and non-compliance with occupational health and safety regulations. Describe the potential consequences of non-compliance in the context of upholstery manufacturing.
(10 marks)
Question 2 – IAC0402
Explain the occupational health, safety, and environmental regulations and legislation that apply to upholstery manufacturing. Provide two specific regulations that impact the safety of workers in this environment.
(10 marks)
Question 3 – IAC0403
Define the principles of waste minimisation in the upholstery manufacturing industry. Propose at least three strategies that could be implemented to reduce waste at Matshediso Upholstery.
(10 marks)
Question 4 – IAC0404
Explain the function of housekeeping in an upholstery manufacturing workshop. Justify how effective housekeeping contributes to a safer, more productive work environment.
(10 marks)

✅ Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	Q1
	Compliance: Following safety procedures, using PPE, and adhering to OHSA regulations. Non-compliance: Failure to follow these rules, risking health and safety. Consequences: Injuries, fines, legal action, poor productivity.
	10

	Q2
	Regulations: OHSA – ensuring safe equipment, worker training, and proper storage of materials. Safety regulation example: Using PPE and implementing emergency procedures. Environmental regulations: Waste management standards.
	10

	Q3
	Waste minimisation: Reducing raw material use, reusing scraps, and optimising processes. Strategies: Recycle fabric off-cuts, improve cutting patterns, use leftover foam for cushions.
	10

	Q4
	Housekeeping: Organising work areas, cleaning stations, and managing waste. Function: Reduces hazards, prevents accidents, and increases efficiency. Good housekeeping leads to less downtime and a safer environment.
	10


Total Marks: 40



📊 Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Understanding of Concepts
	Thoroughly defined and applied principles. Clear, complete examples.
	Clear understanding with minor gaps.
	Basic understanding with some gaps.
	Limited or unclear understanding.
	No understanding of concepts shown.

	Application to Scenario
	Insightful, realistic application of principles to the case study.
	Relevant application with clear logic.
	Some application but lacks depth.
	Weak or unclear application.
	No application to the scenario.

	Clarity and Structure
	Well-organised, clear, and professional.
	Mostly clear with minor errors.
	Understandable but lacks clarity.
	Disorganised and unclear.
	Confusing or off-topic.

	Relevance to Industry
	Directly addresses industry-specific health, safety, and environmental issues with correct focus.
	Mostly relevant with minor deviations.
	Some relevance to the industry.
	Minimal relevance or incorrect focus.
	Lacks relevance to the industry.
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Knowledge Module: KM-17-KT04
Title: Occupational Health, Safety, and Environmental Compliance
Assessment Method: Case Study-Based Written Assessment
Duration: 90–120 minutes
Weighting: 15%

Internal Assessment Criteria (IAC)
· IAC0401: Principles of compliance and non-compliance are defined and described.
· IAC0402: Occupational health, safety, and environmental regulations and legislation pertaining to upholstery manufacturing are explained.
· IAC0403: Principles of waste minimisation are defined.
· IAC0404: The function of housekeeping is justified.

Assessment Overview
The integrated assessment for KM-17-KT04 focuses on evaluating the learner's understanding of Occupational Health and Safety (OHSA) regulations, environmental compliance, and best practices in waste minimisation and workplace housekeeping in the context of upholstery manufacturing. The assessment is designed to test both theoretical knowledge and the application of safety and environmental compliance principles to real-world upholstery production scenarios.

Purpose of the Assessment
The purpose of this assessment is to:
· Assess the learner’s ability to define key compliance principles and explain the consequences of non-compliance.
· Evaluate their understanding of relevant OHSA regulations and their application in an upholstery manufacturing setting.
· Measure the learner’s ability to describe waste minimisation techniques and how they contribute to reducing environmental impact.
· Examine the role of housekeeping in maintaining a safe and efficient workspace.
· Ensure learners can connect compliance principles to actual production processes, improving safety and operational efficiency.

Assessment Instructions for Facilitators
1. Case Study-Based Approach:
The learners will read through the provided case study scenario, which outlines a common health, safety, and environmental compliance challenge in an upholstery manufacturing workshop. The learners are required to respond to the assessment questions based on the scenario.
2. Provide Clear Instructions:
Ensure learners understand that the assessment tests their ability to apply knowledge to practical situations. They should not only provide definitions but also justify and explain how each principle impacts the workplace.
3. Encourage Use of Real-World Examples:
Learners are encouraged to use their own workplace experiences, if relevant, to support their answers. This can help contextualise their responses and demonstrate their understanding of the concepts.
4. Answer Depth:
Responses should be well-developed and demonstrate a thorough understanding of the principles of compliance and the importance of adhering to health, safety, and environmental regulations in upholstery production.
5. Time Management:
The assessment should take approximately 90–120 minutes. Ensure that learners have sufficient time to complete all questions thoroughly.
6. Assessment Criteria:
· IAC0401: Learners should define compliance and non-compliance principles, describe their implications, and provide real-world examples.
· IAC0402: Learners must explain the specific health, safety, and environmental regulations related to upholstery manufacturing and their importance.
· IAC0403: Learners need to define the principles of waste minimisation and propose practical methods for reducing waste in the workshop.
· IAC0404: Learners must justify how housekeeping contributes to safety and productivity, proposing improvements to current practices if necessary.


Expected Learning Outcomes
By completing this assessment, learners should be able to:
· Understand and articulate the importance of compliance with OHSA regulations and environmental standards.
· Recognise the consequences of non-compliance and describe how these affect the workplace.
· Apply waste minimisation principles effectively in the context of upholstery production.
· Appreciate the role of housekeeping in ensuring a safe and efficient workplace and identify areas for improvement.

Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Conceptual Understanding
	Thorough understanding and clear application of all principles.
	Solid understanding with minor gaps in application.
	Basic understanding, but some gaps or errors in application.
	Limited understanding with unclear application.
	No understanding of concepts.

	Application to Scenario
	Strong, relevant, and practical application with examples.
	Good application but lacking some details.
	Basic application with some relevance.
	Minimal application to the scenario.
	No application to the scenario.

	Clarity and Organisation
	Clear, well-organised, and professional answers.
	Mostly clear, with some errors or omissions.
	Understandable but lacks structure.
	Disorganised or unclear.
	Confusing or off-topic responses.

	Real-World Relevance
	Strong use of practical examples or experience.
	Good use of examples, though somewhat limited.
	Some examples used, but relevance is unclear.
	Few or no examples used.
	No relevant examples used.





Final Notes for Facilitators
· Provide Feedback: After the assessment, ensure to provide detailed feedback on areas of strength and areas that may require further development. This feedback will help learners understand how to apply compliance principles and improve their practical application of safety and environmental protocols.
· Ensure Fairness: Use the rubric to ensure consistency in grading and provide learners with the opportunity to review their answers, ensuring their understanding is accurately represented.
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NQF Level: 4 | Credits: 7 | Weighting: 10%

17.1 Purpose of the Knowledge Topic
This Knowledge Topic aims to provide learners with the understanding and skills necessary to manage record-keeping and administrative tasks effectively within the upholstery prototype department. It highlights the importance of accurate, accessible, and traceable production records in ensuring smooth workflow, quality control, and compliance with organisational standards. Learners will gain practical knowledge on the types of records required, the systems used for storing and retrieving information, and the significance of maintaining detailed, up-to-date documentation in the production process.
Effective record keeping and administration are crucial for tracking progress, identifying production bottlenecks, ensuring quality, and facilitating communication between departments, thereby improving overall production efficiency.

17.2 Key Knowledge Areas
This topic includes the following key elements:
· KT0501: Types and uses of production records
· KT0502: The record-keeping system and filing
· KT0503: Principles of accuracy and availability (easy access)
· KT0504: Traceability
These elements are designed to help learners understand the practical application of record-keeping and its impact on the quality, efficiency, and compliance of the production process in the upholstery industry.

17.3 Internal Assessment Criteria and Weight
Learners will be assessed against the following Internal Assessment Criteria (IACs):
· IAC0501: Record-keeping principles are defined.
· IAC0502: Administration activities in the prototype department are explained.
Total Weight: 10%



17.4 Application in Upholstery Manufacturing
In an upholstery prototype department, clear and accurate record-keeping is essential for tracking designs, materials, and production schedules. Maintaining organised and accessible records ensures that each prototype can be traced back through its development process, making it easier to identify any issues or improvements needed. By mastering this topic, learners will contribute to more efficient workflows, help minimise errors, and improve communication between departments.



[bookmark: _Toc196127223]KT0501: Types and Uses of Production Records

Learning Objective
To ensure learners understand the different types of production records used in the upholstery manufacturing process and their purpose. Learners will also explore how these records contribute to the efficiency, traceability, and accountability of production activities.

1. Facilitation Guidelines
Start with a practical question:
· “What information do you need to keep track of when creating a new prototype?”
· “How do you ensure that every piece of information is documented correctly during production?”
This discussion will help learners understand that keeping detailed records is not just about compliance — it's about ensuring that the production process runs smoothly and that mistakes or improvements can be easily identified and addressed.

2. Key Content: Types and Uses of Production Records
	Type of Record
	Explanation
	Upholstery Example

	Production Logs
	Daily or weekly logs that record ongoing production activities.
	Documenting the number of items produced each day, specifying fabric types used.

	Material Usage Records
	Records that track the consumption of materials during production.
	Recording how much fabric and foam are used per unit to calculate material costs.

	Work Orders and Job Sheets
	Detailed descriptions of tasks, schedules, and production requirements.
	A work order for upholstering a sofa, including fabric type, dimensions, and deadline.

	Quality Control Logs
	Records documenting inspections, tests, and quality checks.
	A checklist used to verify if each upholstered chair meets design specifications.

	Machine Maintenance Records
	Logs of machine maintenance, repairs, and operational status.
	Recording when a sewing machine was last serviced to ensure proper functionality.

	Production Schedules
	Detailed plans outlining the timeline for completing production tasks.
	A schedule showing when each step of the upholstery process should begin and end.

	Inventory Records
	Records that track raw materials and finished goods inventory.
	Tracking the remaining fabric stock after each upholstery run to prevent shortages.

	Delivery and Shipment Logs
	Logs that track the delivery and shipment of finished products to clients.
	Recording the date, quantity, and recipient for each shipment of completed furniture.



3. Illustrative Example
Example: At Lifeline Upholstery, a team was struggling with late deliveries of finished products due to inconsistent record-keeping. Production logs were incomplete, and inventory tracking was done informally. The company decided to implement a formal record-keeping system, including daily production logs and material usage records.
Outcome:
· Production was better organised, with clear records on the amount of material used for each order.
· The shipping department was able to plan deliveries based on accurate tracking of finished products.
· Delays decreased, and waste was minimised.

4. Mini Case Study
Case Study: “The Lost Order”
At Heritage Upholstery, an order for 30 dining chairs was completed, but during quality control, it was discovered that the chair cushions were of the wrong size. The production team could not trace which work order was used for the chair dimensions, as the original production log was incomplete.
Discussion Questions:
1. How could proper record-keeping have prevented this issue?
2. What other records should be kept to prevent errors like this from happening again?
3. What can be done to ensure that production logs are accurate and up to date?

5. Critical Thinking Questions
· How do production records contribute to improved efficiency and productivity in a workshop?
· Why is it important to maintain accurate material usage records in upholstery manufacturing?
· What are the risks of failing to keep proper records of work orders, and how can these be mitigated?
· How can digital tools or software improve the process of maintaining production records?

6. Practical Group Activity
Activity: Design a Production Record System
Each group is tasked with designing a production record-keeping system for a small upholstery department. The system should include:
1. A template for daily production logs.
2. A way to track material usage.
3. A method for logging quality control checks.
Presentation Outcome:
Each group presents their proposed record-keeping system, explaining how it helps keep production on track, improves quality control, and ensures accurate inventory management.
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Learning Objective
To ensure learners understand the importance of establishing a structured and organised record-keeping system within the upholstery prototype department. Learners will explore how effective filing systems ensure that records are easily accessible, secure, and can be retrieved when needed to support production, quality control, and compliance requirements.

1. Facilitation Guidelines
Begin with a question:
· “How do you keep track of your daily tasks or important information in the workplace?”
· “What happens if important documents are lost or difficult to access?”
Use this to highlight that a well-organised filing system is not only a practical tool but also a compliance necessity, helping prevent errors, improve productivity, and maintain smooth workflow.

2. Key Content: Record-Keeping System and Filing Principles
	Concept
	Explanation
	Upholstery Example

	Systematic Filing
	Organising records into categories based on type or department for easy access.
	Filing design documents separately from production records.

	Types of Records
	Determining which documents should be kept (e.g., work orders, inventory logs).
	Keeping records of materials used for each prototype and final products.

	Paper vs. Digital Filing
	Using either physical files or digital tools to store documents.
	Paper files for technical drawings or digital records for production logs.

	Labelling and Indexing
	Clear labels and indexing to ensure quick retrieval of records.
	Labelling project files by client name, order number, or prototype type.

	Confidentiality and Security
	Ensuring sensitive information is stored securely and accessible only to authorised personnel.
	Storing material specifications and client details in a secure, restricted folder.

	Document Retention Policy
	Establishing how long records should be kept before they can be disposed of.
	Retaining project records for five years before archiving or deleting them.

	Backup and Recovery
	Creating a backup system for digital files to prevent data loss.
	Regularly backing up production schedules and project data to a secure cloud storage.

	Accessibility
	Ensuring records are easy to access by authorised users without delay.
	Using a shared digital platform where all team members can access the production logs.



3. Illustrative Example
Example: At Echo Upholstery, the team had been using physical filing systems for prototypes and work orders. However, production delays arose because records were stored in multiple locations, making it hard to find needed documents. The company switched to a digital filing system with cloud storage and clear categorisation of files.
Result:
· Faster access to production schedules and designs.
· Reduced paperwork errors.
· Improved collaboration across departments as all records were accessible online.

4. Mini Case Study
Case Study: “The Lost Work Order”
At Kirsten Designs, a work order for a custom sofa was misplaced. The upholsterers began work without knowing the full design specifications. The designer had submitted the work order, but it was never filed correctly. The mistake was only noticed at the final stage of production, resulting in rework and delays.
Discussion Questions:
1. What went wrong with the filing system?
2. How could a better record-keeping system have prevented this error?
3. What steps could be taken to ensure all documents are properly filed and easy to find?

5. Critical Thinking Questions
· How do good record-keeping practices contribute to reducing errors and rework in upholstery manufacturing?
· What are the risks of relying solely on informal filing systems (e.g., folders on desktops or handwritten notes)?
· How does a digital filing system compare to a paper-based system in terms of efficiency and security?
· How would you ensure that the filing system remains up-to-date and accessible as the company grows?

6. Practical Group Activity
Activity: Design a Filing System
Each group will:
1. Create a simple filing system for the upholstery department.
2. Choose whether the system will be paper-based, digital, or a hybrid.
3. Organise the following types of records:
· Work orders
· Inventory records
· Material usage logs
· Quality control reports
· Production schedules
4. Present the filing system, including:
· The rationale for their chosen structure.
· How the system ensures quick access and security.
· Any potential improvements for efficiency and accuracy.
Presentation Outcome: Groups will explain how their proposed filing system would benefit the workflow and reduce errors in the upholstery production process.
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Learning Objective
To ensure learners understand the importance of accuracy and easy access in maintaining production records and how these principles contribute to efficient workflow, decision-making, and accountability in the upholstery manufacturing process.

1. Facilitation Guidelines
Start with a question:
· “Have you ever had trouble accessing important information at work? What happened, and how could it have been avoided?”
This will prompt learners to reflect on their experiences with disorganised or difficult-to-access records and help highlight the importance of easy access to accurate information for efficiency.

2. Key Content: Principles of Accuracy and Availability
	Principle
	Explanation
	Upholstery Example

	Accuracy of Records
	Ensuring that records are correct, complete, and up to date.
	Daily production logs should reflect the exact number of units completed.

	Availability of Records
	Records should be easily accessible when needed, whether in physical or digital format.
	Production schedules, material usage, and work orders should be readily available to all team members.

	Real-time Data
	Keeping records updated in real-time to ensure information is current and relevant.
	Updating the material stock level as soon as it’s used, allowing the team to quickly see shortages.

	Clear Labelling
	Properly labelling records and files so that they can be easily identified.
	Labelling all production sheets by order number and client name for easy retrieval.

	Organised Storage
	Files or records should be stored systematically to facilitate quick access.
	Creating folders for each order or prototype that are easy to access and not mixed up with unrelated documents.

	Data Back-Up
	Ensuring records are backed up regularly to prevent data loss.
	Digitally storing backup copies of important records and reports.

	Audit Trails
	Maintaining a record of changes made to any documents or production logs.
	Recording when and by whom production changes or updates were made.



3. Illustrative Example
Example: At Greenwood Upholstery, a supervisor noticed delays because production schedules were often misplaced, and workers couldn’t always find the most up-to-date material inventory. The team decided to implement a centralised digital record-keeping system where every team member could access real-time information.
Outcome:
· Scheduling was streamlined, and updates were visible to everyone.
· Material orders were based on real-time data, which reduced the likelihood of running out of stock.
· Productivity increased as a result of easy access to accurate, up-to-date information.

4. Mini Case Study
Case Study: “The Missing Specifications”
At Chic Furnishings, a large custom order was delayed due to missing prototype specifications. The designer had emailed the specifications, but the production team couldn’t locate the email or find the printed copy. This miscommunication led to unnecessary delays in production.
Discussion Questions:
1. How did a lack of access to accurate and up-to-date records lead to a delay?
2. What changes could have been made to ensure that the specifications were easy to find?
3. How would the use of a centralised system with accurate records improve this scenario?


5. Critical Thinking Questions
· What impact does inaccurate or outdated data have on decision-making in upholstery production?
· How does making information easily accessible benefit team collaboration and workflow?
· What are the potential risks of not having a system for backing up important production records?
· How can a centralised, digital system improve record accuracy and accessibility in a busy upholstery workshop?

6. Practical Group Activity
Activity: Improving Access and Accuracy
Each group will:
1. Design a centralised record-keeping system (digital or physical) for an upholstery production team.
2. Identify three key types of records that must be kept for accurate tracking (e.g., production logs, work orders, material usage).
3. Develop a filing or storage system to ensure that records are easily accessible to the team while maintaining accuracy.
4. Present their system, explaining how it improves accessibility and accuracy.
Presentation Outcome: Groups will explain how their system ensures quick access, reduces errors, and supports effective production management.



KT0504: Traceability

Learning Objective
To ensure learners understand the importance of traceability in the upholstery manufacturing process. This includes the ability to track each product’s journey from the raw material stage through to the finished item. Traceability helps identify issues, ensure quality, and maintain accountability throughout production. It also ensures that any product-related problems can be traced back to the specific stage in the process, facilitating timely corrective actions.

1. Facilitation Guidelines
Start with a practical question:
· “Have you ever had to deal with a faulty product and trace where the problem occurred?”
· “What if you could instantly identify where the issue started in the production process?”
This will prompt learners to consider the value of being able to trace every element of the production process, which can help identify quality problems, improve efficiency, and manage production timelines more effectively.

2. Key Content: Understanding Traceability in Upholstery Manufacturing
	Aspect of Traceability
	Explanation
	Upholstery Example

	Material Traceability
	Tracking the origin, quantity, and type of materials used in production.
	Documenting the fabric type, batch number, and supplier for each sofa produced.

	Production Traceability
	Recording each stage of the production process, including any modifications made.
	Tracking when each part of a chair (e.g., backrest, seat cushion) is completed.

	Worker Traceability
	Logging who worked on each part of the production process.
	Recording which upholsterer worked on each section of the product.

	Quality Control Records
	Recording inspections and tests performed at various stages of production.
	Keeping a log of when and where quality checks were made on the prototype chair.

	Batch or Lot Traceability
	Ensuring that products from the same production batch are tracked together.
	Identifying which batch of foam was used in a batch of chairs when there is a quality issue.

	Product Serialisation
	Assigning unique identifiers (e.g., barcodes or serial numbers) to products.
	Assigning a serial number to each finished chair for future reference.

	Traceability for Compliance
	Ensuring all records are accurate and meet regulatory requirements for accountability.
	Maintaining detailed records for every step of the manufacturing process to meet legal standards.



3. Illustrative Example
Example: At SolidWood Upholstery, a customer complained that the seat cushions on their new chairs were uncomfortable. Upon investigation, the company traced the issue back to a batch of foam that was not of the usual quality. Using their traceability system, they identified the foam supplier, the date of delivery, and the specific upholsterer who worked on that batch.
Action Taken:
· Foam batch was quarantined.
· Supplier contacted for a quality check.
· Affected chairs were re-upholstered and replaced.
Result:
· The customer’s complaint was resolved.
· The company improved their traceability system to include serial numbers for every foam batch and product.

4. Mini Case Study
Case Study: “The Mixed-up Cushion Order”
At Flair Furnishings, a custom order for 20 armchairs was delivered, but the cushions were the wrong size. The client needed to trace where the mistake happened in the process.
Investigation Findings:
· The work order was incomplete.
· There were no records showing which foam batch was used for the order.
· The production team could not confirm the details of the cushion measurements.
Discussion Questions:
1. How could traceability have prevented this issue?
2. What steps should be implemented to improve traceability?
3. How can the company use traceability data to maintain better control over future custom orders?

5. Critical Thinking Questions
· Why is traceability important not just for quality control, but also for customer satisfaction?
· How does traceability improve the ability to recall faulty products and prevent rework?
· What challenges might a company face when trying to implement or maintain a traceability system?
· How can traceability impact supply chain management and efficiency in upholstery production?

6. Practical Group Activity
Activity: Build a Traceability System
Each group is tasked with designing a traceability system for an upholstery production line. The system should include:
1. Types of records (e.g., material use, production stage, worker assignments).
2. Methods of tracking (e.g., barcodes, digital logs, production tags).
3. How to track and manage any quality issues that arise (e.g., linking customer complaints to specific batches or workers).
Presentation Outcome:
Groups will present their traceability system, highlighting how it improves production quality, reduces errors, and helps resolve any future customer complaints efficiently.
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NQF Level: 4 | Credits: 7 | Weighting: 10%
Internal Assessment Criteria: IAC0501 – IAC0502

Section A: Case Study-Based Scenario
Scenario:
At Serenity Upholstery, the prototype department is responsible for producing new furniture designs and ensuring they meet the required specifications. The department recently faced a problem where a custom sofa order had to be reworked because of an error in the cutting measurements. The mistake was traced back to a missing work order record. The production team could not locate the original design instructions in the filing system, leading to confusion and delays.
The supervisor has tasked you with evaluating the current record-keeping and administration practices in the prototype department. They are particularly concerned about:
1. Ensuring that all records are properly stored, accessible, and accurate.
2. Improving the administration process to avoid future errors.
You need to analyse the current system and propose solutions for:
· The principles of record-keeping to ensure data accuracy and easy access.
· The administration activities needed to streamline workflow and ensure all records are correctly maintained.

Section B: Assessment Questions
Question 1 – IAC0501
Define the principles of record-keeping in an upholstery manufacturing environment. Explain how accurate and accessible records can improve efficiency and prevent errors.
(10 marks)
Question 2 – IAC0502
Explain the key administration activities involved in managing a prototype department. Discuss how these activities contribute to smooth workflow and avoid production delays.
(10 marks)



✅ Model Answers and Marking Memo
	Question
	Model Answer Summary
	Marks

	Q1
	Record-keeping principles: Accuracy, Accessibility, Security, and Organisation. Accurate and accessible records prevent errors and ensure smooth workflow. Inaccurate or lost records cause delays and confusion.
	10

	Q2
	Administration activities include scheduling, documentation management, communication between departments, and inventory tracking. These activities ensure the prototype department meets production deadlines and maintains clear, updated records.
	10


Total Marks: 20

📊 Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Conceptual Understanding
	Demonstrates deep understanding with clear application and real-world examples.
	Solid understanding with minor gaps in application.
	Basic understanding but some confusion or errors in application.
	Limited or unclear understanding.
	No understanding of concepts shown.

	Application to Scenario
	Strong, relevant, and realistic application of principles to the case study.
	Relevant application with good logic.
	Some application but lacks depth or detail.
	Weak or unclear application to the scenario.
	No application to the scenario.

	Clarity and Structure
	Well-organised, clear, and professional language and structure.
	Mostly clear with some errors or omissions.
	Understandable but lacks structure or clarity.
	Disorganised or unclear.
	Confusing or off-topic responses.

	Practical Relevance
	Strong use of real-world examples or experience.
	Good use of examples, though somewhat limited.
	Some examples used, but relevance is unclear.
	Few or no examples used.
	No relevant examples used.
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Knowledge Module: KM-17-KT05
Title: Record Keeping and Administration in the Upholstery Prototype Department
Assessment Method: Case Study-Based Written Assessment
Duration: 90 minutes
Weighting: 10% of KM-17

Internal Assessment Criteria (IAC)
· IAC0501: Record-keeping principles are defined.
· IAC0502: Administration activities in the prototype department are explained.

Assessment Overview
The Integrated Assessment for KM-17-KT05 focuses on assessing learners' understanding of record-keeping principles and the administrative activities within the upholstery prototype department. It will evaluate their ability to identify and define effective record-keeping practices, ensure the accuracy and accessibility of production records, and propose solutions to improve administrative processes.

Purpose of the Assessment
The purpose of this assessment is to:
· Assess learners' understanding of the principles of record-keeping, including accuracy, accessibility, and security.
· Evaluate learners' ability to explain and apply administration activities that are crucial for maintaining smooth operations within the prototype department.
· Ensure learners can propose practical solutions to improve record-keeping and administrative processes to avoid errors and delays in production.

Assessment Instructions for Facilitators
1. Case Study-Based Approach:
Learners will read the provided case study scenario, which outlines challenges related to record-keeping and administration in the upholstery prototype department. The learners are then required to answer the assessment questions, addressing key issues from the scenario.
2. Encourage Practical Examples:
Learners are encouraged to use practical examples from their own experience or previous scenarios to strengthen their responses. This will allow them to demonstrate not only their understanding of the theoretical aspects but also how to apply these principles in real-world situations.
3. Clear and Structured Responses:
Emphasise the importance of clarity and structure in their answers. Encourage learners to break down each question into smaller, more manageable parts and address each part in detail.
4. Time Management:
The assessment is designed to be completed in 90 minutes. Ensure that learners have sufficient time to carefully read and respond to all questions.
5. Use the Rubric to Guide Assessment:
Facilitators should use the provided rubric to assess the learners' responses consistently. The rubric provides a clear guide for evaluating understanding, application, and clarity, ensuring that all learners are evaluated fairly and according to the same standards.

Expected Learning Outcomes
By completing this assessment, learners should be able to:
· Define the core principles of record-keeping and explain their importance for effective production management in the prototype department.
· Understand and describe administrative activities that support production flow, accuracy, and timely delivery.
· Propose improvements to existing record-keeping systems and administrative processes to ensure smoother operations, greater efficiency, and fewer errors.

Assessment Rubric
	Criteria
	Excellent (5)
	Good (4)
	Satisfactory (3)
	Basic (2)
	Poor (1)

	Conceptual Understanding
	Thorough understanding and clear application of all principles.
	Solid understanding with minor gaps in application.
	Basic understanding, but some confusion or errors in application.
	Limited or unclear understanding.
	No understanding of concepts shown.

	Application to Scenario
	Strong, relevant, and realistic application to the case study.
	Relevant application with good logic.
	Some application but lacks depth or detail.
	Weak or unclear application to the scenario.
	No application to the scenario.

	Clarity and Structure
	Well-organised, clear, and professional language.
	Mostly clear with minor errors or omissions.
	Understandable but lacks clarity or structure.
	Disorganised or unclear.
	Confusing or off-topic responses.

	Real-World Relevance
	Strong use of practical examples or experience.
	Good use of examples, though somewhat limited.
	Some examples used, but relevance is unclear.
	Few or no examples used.
	No relevant examples used.



Final Notes for Facilitators
· Provide Feedback: After the assessment, provide learners with feedback on both strengths and areas for improvement. Highlight specific areas where learners could expand their knowledge or improve their practical application.
· Ensure Fairness: Use the rubric to ensure that the assessment is fair and consistent, and that learners are evaluated on their ability to apply their understanding to real-world scenarios.
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