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	PURPOSE OF THE UNIT STANDARD 


	This unit standard is for any learner who needs to manage time in a responsible and effective way in every day life situations. 

A learner credited with this unit standard is able to: 


  Set realistic goals for tasks and activities 

  Prioritise tasks and activities in order to plan time 

  Draw up a plan/schedule to organise tasks and activities 

  Carry out tasks and activities as planned 

This unit standard may be used a core or elective component within a GETC or any vocationally based qualification. The unit standard will also contribute to the full development of the learner as well as complement economic and social transformation. 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	Description of required skills: 

  Fundamental Communication at ABET Level 3. 


	UNIT STANDARD RANGE 


	It is expected that in order for a learner to achieve this Unit Standard a plan of action needs to be implemented and tracked within a period of three months. 


	UNIT STANDARD OUTCOME HEADER 


	N/A 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Set realistic goals for tasks and activities. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Goals for tasks and activities are set using specific criteria. 


	ASSESSMENT CRITERION RANGE 


	The criteria may include but are not limited to the SMART criteria: 
S - Specific 
M - Measurable 
A - Attainable 
R - Relevant 
T - Traceable
 


	ASSESSMENT CRITERION 2 


	2. Factors that prevent the achievement of goals are discussed and explained in relation to goals set. 


	ASSESSMENT CRITERION 3 


	3. Factors are identified that may influence the progress of achieving planned tasks and activities. 


	ASSESSMENT CRITERION 4 


	4. Short, medium and long-term goals are prioritised and realistic timeframes are allocated to achieve these. 


	SPECIFIC OUTCOME 2 


	Prioritise tasks and activities in order to plan time. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The amount of time available is identified in order to complete tasks and activities. 


	ASSESSMENT CRITERION RANGE 


	Factors to be taken into consideration include short, medium and long-term goals, time wasters and relaxation.
 


	ASSESSMENT CRITERION 2 


	2. Time allocated for tasks and activities is recorded in order to meet goals. 


	ASSESSMENT CRITERION RANGE 


	Factors to be taken into consideration include short, medium and long-term goals, time wasters, and relaxation.
 


	ASSESSMENT CRITERION 3 


	3. Tasks are rated according to urgency and importance in order to prioritise these and enable planning to take place. 


	SPECIFIC OUTCOME 3 


	Draw up plan/schedules to organise tasks and activities. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The importance of listing the steps is explained to enable the completion of identified tasks and activities. 


	ASSESSMENT CRITERION 2 


	2. Tasks and activities to be completed are listed and planned within the identified timeframes. 


	ASSESSMENT CRITERION 3 


	3. Different time-schedules are explained to effectively organise tasks and activities. 


	ASSESSMENT CRITERION RANGE 


	Time-schedules may refer to using a diary, different planners, action plans, and grids.
 


	ASSESSMENT CRITERION 4 


	4. A time-schedule is chosen and tasks and activities are recorded with time frames. 


	SPECIFIC OUTCOME 4 


	Carry out task and activities as planned. 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Plan/schedule is carried out according to steps and timeframes. 


	ASSESSMENT CRITERION 2 


	2. Plan/schedule is evaluated according to successes/failures. 


	ASSESSMENT CRITERION 3 


	3. Solutions to improve the use of time are explained in order to plan more effectively. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	Assessment of this Unit Standard should be contextual and practical as far as possible. 


  Assessors must be registered as assessors with the appropriate ETQA. 

  Assessors, accredited by the appropriate ETQA, will assess a learner`s competency. 

  Moderators must be registered as assessors with the appropriate ETQA, or with an ETQA that has a Memorandum of Understanding with the appropriate ETQA. 

  Moderation should include both internal and external moderation where applicable. 

  Training providers must be accredited by the appropriate ETQA. 

  Accreditation and moderation mechanisms and requirements must meet the requirements of SAQA ensuring that the processes that are followed are transparent, affordable and support the development of the NQF. 

  It is recommended that the outcomes of this unit standard may be assessed in conjunction with unit standards from the focus areas of social and personal development. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	N/A 


	UNIT STANDARD DEVELOPMENTAL OUTCOME 


	N/A 


	UNIT STANDARD LINKAGES 


	N/A 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO IDENTIFYING 


	The learner is able to identify and solve problems by identifying solutions to improve the effective use of time. 


	UNIT STANDARD CCFO ORGANIZING 

	The learner is able to organise and manage one`s time and activities responsibly and effectively by planning how to use time constructively. 


	UNIT STANDARD CCFO COLLECTING 


	The learner is able to collect, analyse, organise and critically evaluate information by identifying the successes and failures of completing tasks and activities. 


	UNIT STANDARD CCFO COMMUNICATING 


	The learner is able to communicate effectively by using language skills to explain and describe short, medium and long-term goals. 


	UNIT STANDARD CCFO DEMONSTRATING 


	The learner is able to demonstrate an understanding of the world as a set of related systems by identifying factors that impact on the completion of tasks and activities. 


	UNIT STANDARD CCFO CONTRIBUTING 


	The learner is able to contribute to the full personal development by effectively planning and managing his/her tasks and activities. 


	UNIT STANDARD ASSESSOR CRITERIA 


	N/A 


	UNIT STANDARD NOTES 


	This unit standard replaces unit standard 7503, which was "Demonstrate effective self-management skills" 2 credits, ABET Level 4. 


	QUALIFICATIONS UTILISING THIS UNIT STANDARD: 
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