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	PURPOSE OF THE UNIT STANDARD 


	This unit standard provides a broad introduction to the business environment. It is the starting point for a learner in a selected business sector. The focus is knowledge, skills, values and attitudes in relation to the learner`s own context and experience of the world of work. 

The qualifying learner is capable of: 


  Behaving appropriately in a business environment 

  Interpreting body language in the workplace 

  Meeting people in a business setting 

  Applying business ethics in the workplace 


	LEARNING ASSUMED TO BE IN PLACE AND RECOGNITION OF PRIOR LEARNING 


	There is open access to this unit standard. Learners should: 


  Hold a GETC or equivalent qualification 

  Be competent in communication and mathematical literacy NQF level 1 


	UNIT STANDARD RANGE 


	The typical scope of this unit standard is ethics and professional behaviour of people in non-management positions in their interaction with internal and external customers. 


	Specific Outcomes and Assessment Criteria: 


	SPECIFIC OUTCOME 1 


	Know how to behave in a business environment 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Dress code is described in accordance with established and familiar policy. 


	ASSESSMENT CRITERION 2 


	2. Reasons why it is important to honour one`s own working hours are explained with examples of the effects when this is not done. 


	ASSESSMENT CRITERION 3 


	3. The importance of a positive attitude is explained and qualities that indicate attitude are identified in a familiar context. 


	ASSESSMENT CRITERION 4 


	4. Good work practice is described in terms of keeping colleagues informed about work activities such as work in progress, absence from work or workstation and leave. 


	ASSESSMENT CRITERION 5 


	5. The reasons why listening skills are important in the workplace are named and examples are given of the results of negative and positive listening skills. 


	ASSESSMENT CRITERION 6 


	6. Regulations regarding smoking in the workplace are described with reference to both legal requirements and established policy. 


	ASSESSMENT CRITERION 7 


	7. The criteria included in a Company Code of Good Conduct are understood and applied in a familiar situation. 


	SPECIFIC OUTCOME 2 


	Interpret body language in a business environment 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. Reasons why it is important to interpret body language correctly in the workplace are given with examples from a selected business context. 


	ASSESSMENT CRITERION 2 


	2. The reasons why good posture and eye contact are important in the workplace are explained with examples from a selected business context. 


	ASSESSMENT CRITERION 3 


	3. The proper use of a handshake as a greeting in a business setting is explained and the meaning of different handshakes used in South Africa are compared with examples of when it is appropriate to use each handshake. 


	ASSESSMENT CRITERION 4 


	4. The reasons why it is important to respect other people`s space and why it is inappropriate to touch other people in a business environment are explained with examples of the consequences if one ignores business etiquette. 


	ASSESSMENT CRITERION 5 


	5. Examples of positive and negative body language are described in a familiar context. 


	ASSESSMENT CRITERION 6 


	6. Behaviour that could be considered as sexual harassment in the workplace is described with examples. 


	SPECIFIC OUTCOME 3 


	Meet people in a business setting 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. An explanation is given as to why first impressions are important in a business environment. 


	ASSESSMENT CRITERION 2 


	2. The procedure for dealing with unexpected guests is explained in terms of established procedures. 


	ASSESSMENT CRITERION 3 


	3. Guests are greeted in the reception area according to established and familiar procedures. 


	ASSESSMENT CRITERION 4 


	4. Guests visiting a manager/superior are welcomed according to established and familiar procedures. 


	ASSESSMENT CRITERION 5 


	5. People are introduced to each other in a business like manner. 


	ASSESSMENT CRITERION 6 


	6. Different ways of closing an interaction with a customer are demonstrated in a familiar context. 


	SPECIFIC OUTCOME 4 


	Demonstrate an understanding of basic business ethics in the business environment 


	
ASSESSMENT CRITERIA 


	ASSESSMENT CRITERION 1 


	1. The concept of ethics is discussed in relation to one`s own business environment. 


	ASSESSMENT CRITERION 2 


	2. The meaning of ethical business practices is outlined with examples from a familiar context. 


	ASSESSMENT CRITERION 3 


	3. Sources of ethical values are explored with examples from a selected business environment. 


	ASSESSMENT CRITERION 4 


	4. The concept of ethical values on-the-job is explained with relevant examples. 


	ASSESSMENT CRITERION 5 


	5. Personal attitudes and factors that affect ethical values in the workplace are described with examples from a familiar business context. 


	ASSESSMENT CRITERION 6 


	6. The concept of ethical diversity is explored at a basic level of understanding using realistic examples from a business context. 


	UNIT STANDARD ACCREDITATION AND MODERATION OPTIONS 


	Accreditation and Moderation: 


  Accreditation for this Unit Standard shall be from the Services Seta Education and Training Quality Assurer (SSETQA) through assessment by a registered Assessor. Assessment should be contextual and be conducted in the workplace as far as possible. 

  Assessors must be registered as an Assessor and Moderators must be registered as moderators with SSETQA. 

  SSETQA will co-ordinate all moderation activities in accordance with their policies and procedures. 


	UNIT STANDARD ESSENTIAL EMBEDDED KNOWLEDGE 


	Learners can know and apply: 


  Ethical business practices specific to one`s own industry 

  Professionalism in the workplace 


	Critical Cross-field Outcomes (CCFO): 


	UNIT STANDARD CCFO WORKING 


	Learners can work effectively with others as a member of a team by consistently applying commonly accepted business behaviour in their interactions with colleagues and customers. 


	UNIT STANDARD CCFO ORGANIZING 


	Learners can apply business ethics in the way that he/she organises and manages him/herself as a worker in the industry. 


	UNIT STANDARD CCFO COMMUNICATING 


	Learners are able to communicate effectively through the use of appropriate non-verbal body language and by displaying a cultural sensitivity and understanding across a range of social contexts. 


	UNIT STANDARD CCFO DEMONSTRATING 


	Learners are able to demonstrate the world as a set of related systems by understanding the consequences of not behaving in a commonly acceptable business manner. 
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