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Introduction and Overview

Welcome to the course Professional Practice: Applications of Dynamic Software for Secondary Mathematics Teachers 2020!

In the 21st century, digital technologies are mission-critical enabling technologies for organisations in the government and private sectors. 

Digital transformation is affecting all industries, including education. The implementation of digital technologies in education require the relevant digital skills for both teachers and learners. The teacher professional development (TPD) short course on the use of dynamic software for teaching mathematics in secondary schools is important to address digital skills and other factors in relation to them (leadership, infrastructure and digital learning). The teacher professional development course is intended for grade 8 and 9 teachers in Saldanha Bay and is sponsored by the Saldanha Bay Industrial Development Zone (SBIDZ) and will be subsequently available throughout the country in the nearby future.  

The course runs from 16-20 March 2020 (Module 1) and August to October 2020 (Module 2) online. The course is certified at the equivalent of NQF level 5 (please note that short courses are aligned to, but not formally accredited at NQF levels), with participating academics from the School of Education, Stellenbosch University and the Wits University LINK Centre. This study guide contains all the essential information about the course. Please read it carefully and use it as a guide in each module and activity of the course.
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Source: https://myexcelonline.podbean.com/ Use: https://www.wordclouds.com/ Source: https://www.geogebra.org/ 


Wits University LINK (learning, information, networking, knowledge) Centre

The LINK Centre is a self-funded entity in the Faculty of Humanities at Wits, providing post-graduate education, certificate training, research and consultancy services in the broad area of digital transformation, in order to develop public, private, NGO and community-based capacity within the Southern African region. The activities of the LINK Centre encompass the following:

· postgraduate education and training courses (degree programmes and certificate courses) in the electronic communications and broadcasting fields, and in digital innovation and transformation, including the Masters of Arts in ICT Policy and Regulation (coursework) and the MA and PhD programmes in Interdisciplinary Digital Knowledge Economy Studies; 

· an interdisciplinary research programme that addresses critical issues relevant to the public, private and community sectors, disseminating research findings on digital innovation, digital transformation and policy, law, regulation for the digital economy; 

· capacity building services for public and development institutions in the Southern African Development Community (SADC) and East Africa regions in the areas of policy, regulation and practice for the digital era; 

· knowledge advancement through hosting public seminars and producing an academic journal, The African Journal of Information and Communication (AJIC) to increase the levels of public knowledge of information society and digital economy issues and creating opportunities for debate; 

· advice and information services to institutions in the fields of telecommunications, broadcasting and digital economy evolution.
Department of Curriculum Studies, University of Stellenbosch

The mathematics division of the Department of Curriculum Studies of Stellenbosch University is committed to professional and community impact in the Western Cape province. Our services are in support of the WCED’s goals for the improvement of mathematics education at all levels of schooling, and we offer support with professional development that focus on mathematical thinking and reasoning. 
Saldanha Bay Industrial Development Zone Licensing Company (SBIDZ-LC)

The SBIDZ is the first Special Economic Zone (SEZ) to be located within a port and is the only sector-specific SEZ in South Africa catering specifically to the oil and gas, maritime fabrication and repair industries and related support services. The Saldanha Bay Industrial Development Zone Licencing Company SOC Ltd (SBIDZ-LC) was formally awarded an Operator’s Licence on 31 October 2013, marking the formal beginning of our 30-year journey to create a vibrant hub of opportunity, job creation and sustainable growth utilising the SEZ legislation as a catalyst.

Our superb location at the southernmost tip of Africa, in the largest and deepest (23m draught) natural port in the southern hemisphere means that we are the perfect place to accommodate and service a wide range of vessels. We are ideally situated to service East and West African sea traffic, providing a linkage point for both African and international markets. We are committed to creating a competitive and profitable zone for industry investors and local businesses and creating sustainable growth for all partners and stakeholders while ensuring a better future for the community of Saldanha Bay.
COURSE OVERVIEW: 

Applications of Dynamic Software 

for Secondary Mathematics teachers

This short course provides specialised content for mathematics teachers professional development, with respect to the use of dynamic software, in ways that are relevant to key pedagogical objectives in South African schools. We understand that pedagogy must lead content and tools must support the process of achieving goals. Pitched at the equivalent level to NQF level 5, it is designed for educators and government professionals seeking to advance their knowledge with respect to using digital tools in secondary mathematics education. The course offers perspectives, insights, capacity building and advancement in four knowledge areas: 

(i) Understanding the pedagogical principles that are important for selection of dynamic software relevant to advance teaching and learning in algebra and geometry; 

(ii) Understanding the use of dynamic software for teaching algebraic concepts, as well as practicing and applying theoretical knowledge in the classroom; 

(iii) Understanding the use of dynamic software for teaching geometric concepts, as well as practicing and applying theoretical knowledge in the classroom; 

(iv) Combining theoretical knowledge and practical approaches to enhance the capacity to successfully introduce continuous ability to use dynamic software tools to teach mathematics, in order to enhance understanding and improve outcomes into the next decade.

Learning Outcomes

Educators in the digital age should be persons with a combination of strong pedagogical knowledge, digital skills, technical skills and leadership skills. The course is aimed at educators aspiring to be technology savvy, and covers topics related to technology use in teaching mathematics. Participants successfully completing the certificate course should be able to:

· Discuss the pedagogical principles relevant to teaching and learning in mathematics education 

· Demonstrate an understanding of key aspects of practical knowledge with respect to the use of dynamic software

· Demonstrate specific theoretical knowledge that applies to using software tools in mathematics teaching, including how specific tools enable the integration of various pedagogical principles in the teaching and learning experience

· Apply the knowledge and skills acquired in classroom-based assignments

Course Content

This course, pitched at the equivalent of NQF level 5, includes the following modules, presented by academics from Wits and SU.

	BLOCK
	MODULE
	COURSE
	DESCRIPTION

	BBLOCK 1

16 – 20 March 2020
	Module 1

Applying dynamic software tools in algebra
	Patterns, functions, algebraic expressions and algebraic equations 
	This module covers pedagogical principles and key approaches to using dynamic software in relation to concepts and proficiency associated with patterns, functions, algebraic expressions and algebraic equations. 

	BLOCK 1             BLOCK 2 
27 August – 29 October 2020
	Module 2
The use of dynamic software to teach geometry
(10 x 90 minutes online lectures and 
10 x 90 minutes practical)

Dr Lucienne Abrahms

Dr Erna Lampen

Alwyn Olivier


	Geometry 
	Digital transformation of spatial phenomena is affecting all industries, but to a far lesser extent, the teaching of Geometry in school.  We investigate the digital skills related to the use of digital technologies in the teaching of geometry in secondary schools. Also, digital skills are investigated in relation to other elements of the ecosystem (institutional leadership, school infrastructure and digital learning). In this module, aspects of using dynamic software, such as, The Geometer’s Sketchpad, Desmos, GeoGebra and other, to teach Geometry and spatial reasoning is addressed. 


COURSE SUMMARY

The course uses a flipped classroom design. Every week’s MT MEET will be preceded by independent work in preparation for critical discussion. These are the tasks set for Session 2 of each week. You must create a folder for the course on your computer, where you can save your work for later reference. The facilitators may require you to submit a piece of your preparation at any time during the course. 

The course is organised in two parts weekly: Part 1 consists of lecture type coursework, with interactive aspects, and Part 2 consist of individual and group work assignments with technology. Each part will comprise about 90 minutes per week over a 10-week period (i.e. one and a half hours total of interactive lectures, and one and a half hours of group or individual work). A final assessment task will be completed at the end of the course.  
Participants are encouraged to apply what is learned during the modules in their classrooms. 
1
Session Summary: Geometry
This second module of the course Professional Practice: Applications of Dynamic Software for Secondary Mathematics Teachers focuses on the teaching and learning of Geometry in Grades 8 and 9. 
	Module 2:
	Applying dynamic software tools in the teaching of geometry: pedagogical principles and teaching approaches to proof reasoning, incorporating figures and spatial relations using dynamic software.
	(10 weeks)



The assignments for Module 2, fully edited, must be submitted electronically to Erna Lampen erna.lampen@sun.ac.za and please copy the course co-ordinator Nokhanyo Yolwa at nokhanyo.yolwa@wits.ac.za for our records. The specific dates for hand in will be determined in consultation with participants, due to the current uncertainties of school calendars. We will also shift the lecture dates once we know which week is school holidays, so the final session may shift to 29 October.
	MODULE 2: 2020 SESSION OUTLINES 

PEDAGOGICAL PRINCIPLES AND APPROACHES TO TEACHING 

GEOMETRY USING DYNAMIC SOFTWARE 

	DAY / DATE
	TIME
	TOPIC
	LECTURER

	Week 1

Thursday 27 August

16:00 to 17:30

then some

group/own work, each week


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 1: Orientation to connect with phone as hotspot

Context, orientation and pedagogical objectives: From objects to spatial relations

· Analysis of concepts and skills in the CAPS in relation to geometry and measurement. Horizon knowledge
· Tools determine reasoning
Euclid’s approach 

· Affordances and constraints of the tool for meaningful learning

· Advantages of using a dynamic dynamic tool

· Geometric habits of mind for the 21st century
	E. Lampen 

A. Olivier

	
	Part 2: Individual work with group interaction

 90 minutes


	Session 1: Olivier’s Theorem 

· Work through Olivier’s Theorem, available on our webpage at

http://academic.sun.ac.za/mathed/SaldanaBay/Olivier's%20Theorem%20-%20All%20Triangles%20are%20Equilateral%201.pdf. 

· Prepare a document with your explanation to present on TEAMS session in Week 2 

· Practice with a buddy to share screen
	E. Lampen

Students

	Week 2

Thursday 3 September

16:00 to 17:30


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 2: Dynamic investigation
· Proof reasoning: Olivier’s Theorem: All triangles are equilateral

· You cannot believe your eyes/senses.
· GSP tools
	A. Olivier

and students

	
	Part 2: Individual work with group interaction

 90 minutes


	Session 2: Dynamic investigation

Use GSP to make the constructions in Olivier’s Theorem:

· Prove that/explain why the two paper & pencil constructions work (constructing an angle bisector and a perpendicular bisector to a line) .
· How does the construction influence the “proof”? of Olivier’s Theorem?
· Construct a square with different tools:
· Folding paper

· Compass and straightedge

· GSP

· Prepare to present your dynamic constructions by sharing screen in Session 3: 

· What are the properties of a square you used in your different constructions, and what properties result from their use?


	Students




	Week 3 

Thursday 10 September

16:00 to 17:30

Facilitated on MSTeams
	Part 1a: 

45 minutes

Facilitated on MSTeams 
	Session 3: Geometric reasoning and visualisation 

· The constructions of squares

· Dynamic visualisation

· Synthetic and analytic (deductive) reasoning

· Defining 
	E. Lampen
A. Olivier 

	
	Part 1b: 45 minutes Facilitated on MSTeams 
	Session 3: Review of DBE framework

· DBE Professional Development Framework for Digital Learning: mapping online teaching and learning activities in the period March to August against a framework checklist
	L. Abrahams

	
	Part 2:

Group/individual work

90 minutes
	Session 3

· Reading: Learning opportunities with GSP (Spark)

· Investigate prepared apps (e.g. (Desmos, Geogebra) to teach the angle sum in a triangle theorem and the Exterior angle theorem
	Students

	Week 4

Thursday 17 September

16:00 to 17:30

Facilitated on MSTeams


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 4: Angles and triangles
· Angle concept and angle measurement in systems of parallel lines

· Perpendicularity of two lines as special case (all four angles are equal, while in the general cases only pairs are equal)

· Proof reasoning: To explain relationships between properties
	

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion


	Session 4: Angles and triangles
· Measuring angles on GSP, linking angles and side lengths to sliders 

· Angle properties in classes of triangles Interior angle and exterior angle properties of triangles

· Congruence construction assignment


	

	 Week 5

Thursday 1 October
16:00 to 17:30


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 5: Congruence and similarity 

· Investigate and conjecture congruence minimum requirements for congruence of triangles: The ambiguous case

· Similarity as scaling with shape as the invariant property

· Similarity induced by parallel lines and circles
	E. Lampen
A. Olivier

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion
	Session 5: Congruence and similarity 
· Similarity constructions problem solving

· Desargues’ theorem


	

	Week 6

Thursday 8 October  

16:00 to 17:30


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 6: From triangles to polygons

· Transformations of triangles to form quadrilaterals 

· Defining in geometry

· Classification of quadrilaterals by means of reference to transformations (the rotations and the reflections)
	E. Lampen
A. Olivier

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion
	Session 6: Theorem of Pythagoras

· Short reading assignment 

· Study a variety of proofs of Theorem of Pythagoras in Dynamic worlds (e.g. Desmos, Geogebra, GSP)

· Start preparing for group assessment: Choose a proof to demonstrate with GSP and explain.
	

	Week 7

Thursday 15 October

16:00 to 17:30


	Part 1: 

90 minutes

Facilitated on MSTeams
	Session 7: Theorem of Pythagoras

· The link between number and space

· Pythagorean triples
	A. Olivier

E. Lampen

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion
	Session 7: 
· Continue work on group assignment
	

	Week 8

Thursday 22 October

16:00 to 17:30


	Part 1: 

90 minutes

Facilitated on MSTeams 
	Session 8: Area and perimeter
· Area of polygons by dissection and reorganisation into rectangles

· Perimeter – area relationships

· Working with formulae as analytical objects (i.e. compare not calculate)
	E. Lampen
A. Olivier

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion
	Session 8: Dynamic dissections and reorganisations
· Practical: GSP tasks with dynamic dissections and reorganisations to investigate area and perimeter of polygons


	

	Week 9

Thursday 29

October

16:00 to 17:30
	Part 1a: 

45 minutes

Facilitated on MSTeams 
	Session 9: Volume from a geometric perspective
· Conjectures about area -volume relationships
	E. Lampen
A. Olivier

	
	Part 1b: 

45 minutes Facilitated on MSTeams


	Session 9: Review of DBE framework (2)

· DBE Professional Development Framework for Digital Learning: mapping online teaching and learning activities in the period August to October against a framework checklist

· Building a mathematics community of practice in the Saldanha Bay circuit of the West Coast Education District
	L. Abrahams

	
	Part 2: Individual work

90 minutes

Nature: interaction and discussion
	Session 9

Continue with group and individual work, finalise group assignment for presentation in Session 10
	Students

	Week 10

Thursday 5 November

16:00 to 17:30

 
	Part 1: 

45 minutes

Group work facilitated on MSTeams or Zoom

Nature: interaction and discussion


	Session 10: Group assignments: Two groups
Present group work assignments, cumulative of course work. 
	2 groups

	
	Part 2:

45 minutes

Group work

facilitated on MSTeams or Zoom

Nature: interaction and discussion
	Session 10: Group assignments: Two groups

Present group work assignments, cumulative of course work. 
	2 groups


Module 2: The use of dynamic software to teach geometry
DESCRIPTION

Digital skills that are key to the use of digital tools in the teaching of mathematics in secondary schools are explored. Digital transformation is characterised as digitisation of products, services and processes to improve efficiencies in organisations. The teaching (process) of mathematics using digital tools represents one of the key aspects of digital transformation in the education environment. Initiatives to build digital skills are common in many fields, particularly in the banking sector, in the manufacturing sector, and in the oil and gas sector. In all these sectors, data and analytics are powerful enablers, requiring strong mathematics foundations. But why is dynamic software important today?
EXCERPT FROM A TEACHER’S GUIDE
While this teacher’s guide was written for primary school, it has relevance for both primary and secondary school.
Imagining Teaching Geometry Dynamically 

Why do we teach geometry in school? More than just the study of shapes, lines, and angles, geometry is a playground for rational thinking, one that can engage any thinker at any level. For learners, it is a field where they can play, explore, and develop. Emerging mathematical thinking, for some, is a first step on a powerful journey towards deep understanding in a life filled with ideas and innovation. 

Yet, there are others who never gain access to this playground, learners whose natural curiosity does not develop into a love of mathematics nor into robust spatial and numeric literacy. The challenge for teachers is to unlock these gates and to provide meaningful and engaging opportunities for mathematical play, exploration, and development for all students. If we think of our role as teachers as being designers of educational experiences, part of our challenge is to create the needed scaffolded activities within our elementary classrooms to nurture students’ curiosity and to help them figure out how to apply a rational approach towards understanding the world around them. 

This course highlights the ways that dynamic geometry software offers exciting new possibilities for exploring geometry with learners, as well as strategies for meaningful incorporation of these new ideas and tools into your regular classroom practice. 
(Adapted from Meril Rasmussen, 2016; available at https://help.geogebra.org/attachments/17725) 
In addition to digital skills, other elements are essential for successful teaching, including institutional leadership, school connectivity and ‘real’ digital learning. This module focuses on digitally supported approaches to teaching key parts of the geometry curriculum for Grade 8 and Grade 9.
MODULE OBJECTIVES

At the conclusion of the module, participants should understand:

1. How pedagogy must lead content and tools must support. 

2. Ways of using dynamic software to teach:

(a) Proof reasoning in the context of

(b) Triangle relationships, including similarity and congruence
(c) Transformations of triangles to produce quadrilaterals
(d) Construction and reasoning with circle properties and properties of intersecting or parallel lines
(e) The role of direct measurement and extension to relational mensuration
3. Pedagogical principles that inform the delivery of content during online engagement.

KEY READINGS and ADDITIONAL RESOURCES
The resource centre includes information on how to start using Sketchpad on your own, and in the classroom. It includes step-by-step workshop guides that are on your hard drive if you have installed GSP. If you want to learn to work with GeoGebra we also provide links to guides for GeoGebra. The resources will be extended as the need arises 
Hohenwarter, M. & Jones, K. (2007, November). Ways of linking geometry and algebra: The
case of GeoGebra. Proceedings of the British Society for Research into Learning 
Mathematics, 27(3), 126-131. Retrieved from 
https://www.researchgate.net/publication/239830609_Ways_of_linking_geometry_and_algebra_The_case_of_GeoGebra [public full-text, free to download]
Rasmussen, M. (2016, March). Thinking creatively about teaching geometry: A teacher’s 
guide to using GeoGebra in elementary school. Retrieved from 
http://merilrasmussen.com/geogebra-tutorial/ [free to download]
Spark! Teaching mathematics with The Geometer’s Sketchpad. Retrieved from 
https://www.chartwellyorke.com/sketchpad/x24795.html [free download under Free 
Sketchpad Resources]
The Geometer’s Sketchpad. (no date). Resource centre. Available at 
https://www.dynamicgeometry.com/ 

EVALUATION

To successfully complete the module on the use of dynamic software for teaching geometry, participants will be required to pass examined assignments. The assignments will relate to lectures, readings and practical course work. 

	Part 1 course Assignment (group assignment)

	30%

	Part 2 course Assignment (individual applied assignment)
	70%

	Total
	100%


 PEDAGOGICAL PRINCIPLES INFORMING THE DESIGN OF THE CURRICULUM

Ten pedagogical principles were developed and used to inform the design of the curriculum, namely: (1) imposing structure; (2) refraining from calculation; (3) independence vs dependence – relate variables; (4) working deductively and inductively  (i.e. deductive reasoning is when you move from a general statement to a more specific statement through a logical thought process while inductive reasoning is characterized by the inference of general laws from particular instances); (5) thinking backwards and forward; (6) agility – using different representations; (7) conceptual literacy (maths language); (8) engagement with learner thinking; (9) contextual digital literacy; and (10) representational/drawing. 
CLASSIFICATION OF DIGITAL TOOLS
Kay and Kwak (2018) provide a classification of five types of apps: instructive, practice-based, constructive, productive and game-based. Bray and Tangney (2017, p.259) also provide two main technology classification schemes: (1) programming tools, that provide novel ways of modelling and representing mathematics (eg. Mathsticks and SimCalc), and 

(2) expressive tools, that provide easy access to the results of algorithms and procedures, without the user being required to understand the intricacies of their calculation. Expressive tools are further broken into two (a) pedagogical tools, designed specifically for the exploration of a mathematical domain (eg. GeoGebra) and (b) calculational instruments (i.e. spreadsheet programs).  Mainly expressive tools, namely GeoGebra and Excel will be used in the course. Figure 1 below depicts the classification of digital tools. 

Figure 1: Classification of digital tools (Source: Adapted from Bray & Tangney, 2017)
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ANALYTICAL FRAMEWORK FOR SELECTING DIGITAL TOOLS
There are ten (10) characteristics that can be used to evaluate apps, such as learning value, content quality, learning goals, usability, engagement, challenge level, feedback and collaboration (Kwak & Kwak, 2018), as well as modification and redefinition, which are linked to transformational ways of teaching and learning (Bray & Tangney, 2017). Table 1 below provides the list of the ten characteristics from the framework for selecting digital tools such as GeoGebra, and to some extent, Excel. Kay and Kwak (2018, p.756) argue that “many apps do not provide explicit learning goals, nor do they connect the math app to specific course curricula. The authors suggest that teachers can supplement this process by communicating learning goals to the class and selecting apps that meet course learning objectives”. Once the type of math app is selected, the teacher can then evaluate it based on the characteristics discussed below. Mouza (2019) found that professional teacher development programs are effective in improving digital skills and raising awareness about pedagogical approaches technology affords.
Table 1: Framework for selecting digital tools (Source: Adapted from Kay & Kwak, 2018; Bray & Tangney, 2017)

	Characteristics
	Description

	Learning value 
	Structures, trial and error, gamification, remembering, understanding, applying, analyzing, evaluating, creating, achieving, fluency, academic improvement

	Content quality
	Accuracy and faithful to underlying math principles

	Learning goals 


	Clear objectives, personal mastery of basic skills, promote higher-order skills, remediation of skills, promote technological literacies, promote skills development, influence learner behavior, to make or build something, exploration of interests, and pursuit of peer interaction

	Usability  
	User-friendly, appropriate language, distraction-free, clear instructions, easy to follow, intuitive, navigation

	Engagement  
	Emotional (look and feel, entertainment value, fun, exciting), behavioral (rich interactions, persistence) and cognitive (pacing, control over settings, desire to participate)

	Challenge level  
	Adaptability, differentiation, levelling, independent learning, selecting content parameters, instructional pacing

	Feedback  
	Scaffolding, hints/corrective, formative, accommodations, tracking, progress reports, text versus visual feedback, intrinsic versus extrinsic

	Collaboration.
	Social interaction, sharing

	Modification
	Technology allows for significant task redesign

	Redefinition
	New tasks, previously inconceivable without technology


The dynamic software The Geometer’s Sketchpad and GeoGebra meets almost all the ten (10) characteristics and requires basic and intermediate digital skills to operate. Creating and modifying dynamic applets requires programming/coding capabilities, which is associated with advanced digital skills. 
Assessment of Performance

The mark for each module of this course will be made up of two components:

· Short course assignment/s, to be done in groups of four or more course participants. This will be carried out and assessed during the course. The mark for the assignment/s will count for 30% of the overall course mark for each module.

· An extended practical design and teaching assignment, to be done individually and presented as a lesson. The mark for the individual assignment will count for 70% of the overall course mark for each module.

· Deadlines for the submission of all assessment material, assignments, take-home individual examinations, and case studies will be formally advised to the participants on the course. Wits University’s late submission penalties will be strictly adhered to during the course.

Learning approach

The course has been structured to facilitate an active learning process, which allows for periods for reflection, learning of new knowledge and application. Given the level at which the course is taught and the nature of the course, it is assumed that participants will take responsibility for their own learning and also learn independently. This study guide is considered to comprise the learning contract between the participants and the lecturers. Please ensure that you clarify all aspects of the course outline in the first session of each module. Participants are expected, where possible, to implement what they have learned while at work and to review whether these were useful strategies. 

A variety of learning methods, including lectures, classroom work, group discussions, case studies, simulations, workshops, exercises, group and individual projects, preparation and presentations will be utilised. Participants are expected to devote time to group interaction and the exchange of experience. This approach is designed to:

· Enable participants to contribute actively to the course by injecting their practical and professional know-how into the learning process.

· Assist participants to identify their own learning needs and pursue learning opportunities that will strengthen their development.

· Encourage the application of the process to their everyday working challenges.

In order to take full advantage of each of the modules, it is essential that you:

· Do the required pre-reading and preparation for each module. Lecturers assume that participants are prepared for class and structure the session accordingly.

· Participate actively in all sessions. This participation is vital to ensure that you have understood the core concepts and applications for the module you are undertaking.

· Complete post-module assignments and examinations for evaluation and reflection on time. This enables you to receive feedback and improve the quality of your work.

In order to make the most of this learning process, it is essential that participants prepare for class and complete work on time. The tight deadlines related to the course cannot be pushed out as its affects the broad learning process as well as the participants’ opportunities for adequate feedback and interaction with colleagues and lecturers. We do understand that you are all busy working professionals and that crises arise but you will only benefit from the course if you can meet the requirements and work to deadline.

Logistical Details

Course Readings

Most required course readings are available free to download from the Internet, or will be provided via the course website. Please use these at all times during the course. In addition to reading material, facilitators will place other relevant documents for reading on the course website.
Registration

You will complete the relevant documents for registration.

Note: Should any of your personal details change during the delivery of the course, it will be your responsibility to convey this information to the course convenor.

Orientation

The first session of the course is considered very important. During this session you will have an opportunity to meet all participants. We shall also inform you about the basic aims, structure, content and process of the course.

Structure and Duration

The course summary and module outlines provide details regarding the aims, structure, content and organisation of the course. You are required to attend, complete and pass both modules. 

It is expected that you have made the necessary arrangements with your organisations for release onto the course. If you do have a problem with attendance, please contact the course convenor immediately to discuss alternative arrangements.

Expectations and Obligations

It is expected that all participants, once registered, fully bind themselves to the organizing principles of the course. In this regard, we emphasise the following principles:

· Commitment (to the learning process)

· Participation (in all learning activities)

· Learning by doing (active in discussions)

· Interaction with peers (working in groups)

· Confidentiality in the learning process.

Course Work

Apart from lecturers’ inputs and other types of input, the course places heavy emphasis on course work. Course work consists basically of two components. Firstly, individual assignments/projects and secondly, group exercises.

In addition, background readings, contained in your course packs are considered very important reference tools in preparation for formal inputs.  All participants are expected, where possible to read at least one substantive article for each module.

In general, we assume that the course takes approximately 120 hours for you to complete. Only 45 of these hours are spent in lectures as contact time. A further 15 hours should be spent working in groups. The remaining 60 hours is to be spent reading, completing assignments and tasks, interacting with colleagues and testing applications. 

Please ensure that you adhere to the Assignment Style Guide (Section 3) for the structure of assignments and references.

When preparing, please make notes of queries or arguments you wish to bring to discussion in groups or plenary.

Learning Group Work

Small learning group work is a critical and integral part of the course.  A major objective of these groups is to assist participants in developing their own understanding, and to feed group discussions into plenary.

When reading articles, focus should be placed on clarifying main issues, discerning underlying perspectives, and generating interesting questions for wider group discussions.

As teaching and learning is not considered an exact science, the same reality can be constituted in a variety of different, often conflicting ways. Groups and individuals should strive to explore alternatives inherent in such perspectives.

Please note that the objectives of group discussions are not necessarily to secure agreement or consensus. Disagreements over the definition or resolution of a problem should be taken as a healthy expression of learning.

In groups, individuals should attempt to:

· Practice their leadership skills - without dominating discussion;

· Develop their listening abilities - without reducing their role to mere listeners;

· Develop a capacity to conduct group/team work;

· Develop recording and reporting skills.

Often this involves negotiating or working parties to temporarily suspend a perception of themselves as being there to represent an organisation, viewpoint, or even any set of fixed beliefs. The purpose of an exercise is often to explore a whole range of possible ways to look at a problem, and the many alternatives inhered in this. For this reason, open thinking is strongly encouraged.

Evaluations

A lecturer and module evaluation questionnaire will be distributed after each module and at the end of the course. Participants are requested to fill it in as honestly as possible. For lecturers these evaluations are used in three ways: firstly, to make adjustments to courses on the basis of comment received; secondly, to improve their teaching and learning process; and thirdly, to secure promotion. 

If you think that we are not meeting our obligations as individual academics or as the university, please tell us. It is important for us to receive both positive and negative feedback to ensure that you have an excellent learning experience.
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Teaching and Learning Policy

Wits has developed a collection of regulations and guidelines entitled the "Teaching and Learning Policy" through a process of consultation with lecturers and students and the following guidelines are applicable to the certificate course.  It is intended that the policy will operate as an enabling framework and a clear indication of expectations, which will facilitate effective teaching and learning. 

Formal regulations are determined by the University and the Faculty Board and as such constitute the framework in which participants and lecturers operate. These guidelines have been developed as a consequence of the experience of lecturers, administrators and participants in this short course.

Course Management Structure

In order to manage the various relationships involved in executive management education, the following meetings and committees have been established:

· Academic and course planning meetings: at these meetings core decisions relating to the delivery of courses are made. These include curriculum course content, structure and administration.

· Faculty Board meetings: decisions affecting faculty wide policy are taken at these meetings. 

· Class representative meetings: these meetings enable participants to raise critical issues relating to the teaching and learning process. Ideas generated at these meetings can inform policy.

The key academic management responsibilities relevant to this course are:

· Course Convenor: manages the certificate course to ensure achievement of mission and co-ordinates particular modules of the course.

· Course Administrator: is responsible for all your immediate administrative needs. They receive and record assignments, issue course materials and assist you with queries related to the administration of the course.

Grievance Procedure

Any problems or grievances that you may have need to be taken up through this management structure. In other words, a problem or grievance should:

· First be taken up with the Lecturer concerned in the case of a problem that is specific to a course;

· If this does not resolve the problem, or if the problem is with the lecturer, then the problem should be taken up with the Convenor, who in this case is the Head of the LINK Centre;

· If this does not resolve the problem or if the matter is wider than the course itself, then the matter can be taken up with the Head of School and then the relevant Dean under exceptional circumstances.  Contact with the Dean must be arranged through the Faculty Office (Faculty of Humanities).

Teaching and Learning Approach

The teaching approach on the course is directed towards ensuring that students leave with the skills and understanding to become effective managers. This means that Wits Enterprise subscribes to what is commonly understood as adult teaching principles. These include ensuring the following:
· A comfortable and relaxed learning environment

· Learning by doing

· A variety of teaching methods

· Problem solving exercises

· Social activity

Within this context, the course uses interactive, discussion-based methodologies designed to achieve specific learning objectives and develop independent reasoning and problem solving skills. The discussion method requires students to identify and analyse problems, form reasoned interpretation and test conclusions using their own knowledge and experience. 

The course teaching and learning methodology is further based on a “mixed” approach whereby the teaching and facilitation processes are varied in order to ensure the best possible delivery of the subject matter at hand. 

In addition, the course stresses the need for group interaction and team process skills by requiring participants to work in learning groups. Learning groups enable students to share experiences and deal with some or many of the problems of working in project teams on the job or across institutions.  They can also be a learning support network for students.

Course Outlines and Readings

The study guide and course outline should be viewed as a contract between a lecturer and his/her students. Along with providing materials relevant to the course, the course outline provides the student with all the necessary information regarding the course as a whole. This ensures that students are aware beforehand of their commitments with respect to the course as regards preparation, presentations, projects, examinations and the like. Detail in the topic outline may change in response to participants’ capacity for deeper learning
Please read the course outline carefully at the beginning of the course and make sure you are familiar with due dates for assignments.
Assignments

The purpose of individual and learning group exercises and assignments is twofold:

· They enable the lecturer to assess participants' understanding of key concepts, as well as their ability to apply this understanding in "real" contexts.

· They enable participants to assess their own understanding of key concepts and their ability to apply these in exercises and assignments.

Plagiarism

Plagiarism is considered a serious offence by the University and all Schools, including SEBS, have a School Plagiarism Committee to deal with such offences. As SEBS is a post-graduate school, the School Plagiarism Committee is required to submit all cases it believes to be intentional plagiarism to a University Disciplinary Committee. The University Committee can expel the student and take legal action against him/her. In terms of University policy, we require students to sign a declaration on plagiarism that contains the following commitments:

· I am aware that plagiarism (the use of someone else’s work without their permission and/or without acknowledging the original source) is wrong.

· I confirm that the work I will submit for all assessment for the above course is my own unaided work.

· I will follow the required conventions in referencing the thoughts and ideas of others. I am aware that the correct method for referencing material is described in the Assignment Style Guide (Section 3) and has been presented and discussed in class. 

· I understand that the University of the Witwatersrand may take disciplinary action against me if there is a belief that this in not my own unaided work or that I have failed to acknowledge the source of the ideas or words in my writing.

Copying in Individual Assignments

Students are encouraged to discuss general approaches to individual assignments with their learning groups and other students but the final product must be the student’s original work. If a lecturer thinks that copying has taken place the students involved must be given written notice to meet with the lecturer to discuss the issue. If no acceptable explanation is provided all students involved will receive zero for the assignment.  

Submission of Assignments

All assignments must be submitted electronically to Erna Lampen erna.lampen@sun.ac.za and to Nokhanyo Yolwa nokhanyo.yolwa@wits.ac.za Students must always keep a copy of the final version of their assignments. Late assignments carry penalties.  It is your responsibility to make sure that you submit on time. You must stick to these deadlines and plan your time accordingly.

Students will lose 5% for each week that the assignment is late without a valid excuse. After four weeks the participant will receive zero for the assignment and no feedback. Extensions must be applied for in advance of the due date for the assignment.  If you know you will not be able to complete on time and have a valid excuse (see next page) you must apply before the due date. Applications received after the due date are usually treated unfavourably as they indicate poor planning and failure to give adequate attention to studies.
Extensions

Students may apply for an extension under the following circumstances:

Individual Crisis:

An individual may apply in writing to the lecturer concerned, BEFORE the due date for the assignment.  An extension of the due date under the following circumstances:

1. Bereavement
2. Illness - a doctor’s certificate MUST be provided as evidence and a letter explaining why the extension is necessary.

3. Exceptional obligations arising from employment - in this instance, the application must be accompanied by bona fide written evidence of the obligations from the line manager or organisation concerned.  

PLEASE NOTE: General pressure of work is not regarded as sufficient reason for an extension as this clearly applies to most students in most work situations. Most students are working full-time, and many are in demanding positions. In beginning of your studies, you are accepting responsibility for taking on additional evening and weekend work to complete the course, and managing your time appropriately. Poor time management and planning is not a valid excuse for late assignments.

An application for extension is more likely to be favourably considered when the group or individual is able to provide evidence of work on the assignment completed to date. If extensions are requested for any other reasons than those mentioned above, the following criteria will be used to decide on whether an extension is granted: the track record of the student’s prior performance, the validity of the circumstantial problems, the advantage to the student of granting an extension, equity with respect to the rest of the class.

This application must be made in writing to the lecturer and must provide a full and detailed account of the circumstances that have made it impossible to complete the assignment and must stipulate a new due date for submission of the assignment.  Please email the request to the lecturer concerned and contact him/her by telephone.

Class Needs:

The class may negotiate for the extension of an assignment due date using the following procedure:

1. Written application for the extension must be handed to the lecturer by the class representative(s) concerned no less than one full week prior to the stipulated deadline.

2. The lecturer will then consult with any other lecturers who may be affected by the extension after which s/he will make the decision to grant the extension or not. This will only be grated in exceptional circumstances as an extension on one assignment usually puts pressure on students for other assignments that have already been scheduled.

Assessment

The assessment structure below is used to mark both exam and assignment questions.

	F
	Less than 50%
	FAIL

	D
	50% - 59%
	Third Class Pass

	C
	60% - 69%
	Second Class Pass

	B
	70% - 74%
	Upper Second Class Pass

	A
	75% and above
	First Class Pass


For a final exam a symbol of FABS (failed absent) will be recorded and a mark of zero will be given where a student does not write an exam and is not granted a deferred exam. This means that you are not allowed to continue with your course.

Mark Allocation

The Faculty has set up the following guidelines:

· The examination must constitute a minimum of 50% of the overall course mark and must be an individual examination. This may be a take-home examination or an examination equivalent assignment. The lecturer concerned decides the type of exam.

· The University has placed an upper limit of 30% of the total course mark on learning group work (presentations, assignments, etc.).

· The balance of the work for the course will make up the remaining marks to be allocated. This must be made up of individually evaluated work such as the examination, tests, or individual assignments.

Marking Scheme 

A “marking scheme” for assignments is outlined below. This indicates the methods of grading (A - F), and the requirements that need to be satisfied for the allocation of each grade:

Grade A (75+)

Shows insight and creative thought. Synthesises different approaches and concepts drawn from the relevant readings and lectures. Attempts to resolve problems or makes decisions in an evidence-based way. Structures the assignment/answer in a logical and coherent manner. Presents the material clearly. Originality of thought and depth of critical insight are what distinguishes the A grade from the B.

Grade B (70-74):

Is familiar with the relevant ideas in the readings and lectures and is able to apply and evaluate them. The argument and analysis are developed comprehensively using the available information correctly Provides illustrative examples applying concepts appropriately. The answer is logically structured, well written and clearly presented.

Grade C (60-69):

Shows a fair understanding of the relevant body of knowledge, but the application of knowledge is either not fully developed or more of a “textbook” nature. Thus, the scope and limitations of a particular approach are not fully recognised, and the available tools and techniques are not fully exploited. The argument displays a certain logic and is properly presented.

Grade D (50-59):

This is the minimum effective level - i.e. the mistakes are forgivable. The comments for “C” apply, but with one or two definite gaps - e.g.: Not more than one, or at the most two of the following: listed apparently trivial issues alongside important ones; OR made use of concepts or approaches which really did not seem to apply, OR misused the correct ones; OR came up with a solution which is not well justified and seems to contradict the foundational learning.

FAIL (below 50%):

Does not understand concepts, tools and techniques and their application to relevant problems or choices. Weakness in application and insufficient mastery of tools and techniques. Comprehension is not demonstrated - e.g.: basic facts are incorrectly represented and explained; ideas are misrepresented. The answer is illogical. Irrelevant points are included and given as much weight as relevant ones.

BELOW 35%:

All of the points referred to under “FAIL”, plus does not seem to have made an effort to come to grips with the question or do the background preparation and reading.

Procedure for Addressing Marking Grievances

If a course participant is unhappy with an assignment mark, he/she should discuss this with the lecturer concerned within one week of the return of the assignment. If a course participant is still not happy with this, he/she may submit a written application for review to the relevant Convenor, stating clearly the reasons why he/she is concerned about the mark allocation. If the dispute has not been resolved at this stage, the claim should go to the Head of School for final resolution.

Learning Group Assignments

All assignments and exercises receive a list of written comments, which will enable course participants to learn from the assessment process and develop their skills. Course participants may feel that some members of their learning group have not contributed equally to the assignment. The group mark is allocated proportionally to each individual based on the group's evaluation of each member's contribution. The following criteria apply:  

Learning Group Participation Criteria (to be used for each group member)

	Criteria:
	Weighting 

	1. Attendance and participation in meetings:

· Arrive on time and leave on time

· Let other members know if you are not going to be there

· Explore other options for meeting or work required if unable to attend

· Send promised work anyway

· Have a considered and voiced opinion

· Allow others to have an opinion
	20

	2. Complete preparation as agreed on time.
	20

	3. Complete written work as per university requirements.  Bring hard disc and copies.
	20

	4. Meet all agreed deadlines.
	20

	5. Participate in the integration of the assignment.
	20


Course participants should always clarify the criteria on which they will be evaluated with the relevant lecturer prior to the evaluation. The following is a guideline used by lecturers, although many will adapt it to their needs.

	1. Presentation, style and language - format, writing style, referencing, etc.

2. Structure - clarity of purpose, flow and internal consistency

3. Analysis, understanding of problem and logic of argument

4. Evidence of reading, theory and background

5. Relevant detail and coverage of key issues

6. Conclusion \recommendation \findings

7. Creativity and overall impression

Total mark 
	10

10

20

20

20

10

10

100


EXAMinationS

The exam procedures outlined below are formal regulations of the University and Faculty. Examinations are set to reflect the challenges of the course, and should test the student’s ability to integrate different ideas and express these in the form of a coherent argument. Examinations may take a variety of forms besides the traditional closed book exam. Some of these different forms are discussed below.

Take home examinations or exam equivalent assignments

These are examinations where you take the question home, write it and return it by a certain time, either the following day or by a set date.

· Examiners expect greater attention to style, spelling and the quality of writing when you have had time to do a draft first, spell check and check your referencing. Your submission must reflect this. 

· Take home examinations or exam equivalent assignments are treated exactly the same as examinations written under traditional exam conditions.  This means that if you do not submit on time and you have not applied for a deferred examination ahead of time or within three days of the due date you will fail absent (FABS) and be off the course.
If you plagiarise, copy or in any other way behave dishonestly the matter will be referred to the university legal office and you may be expelled from the university.

Assessment of examinations

The university marking structure outlined above is used to mark exams. 

Mark Allocation

The Faculty rules state that formal summative assessments must constitute a minimum of 50% of the overall course mark and must be individual.

Satisfactory Progress 

Please note the following important Rules. 
· If a student obtains 34% or less in any individual course his/her registration shall, save by the permission of the Dean, be cancelled.  This mark is made up of the combined course work and examination marks. This means that you cannot continue with your course. In exceptional circumstances appeals can be made to the Dean.

· A student will not be granted credit in a course unless he/she obtains a mark of at least 35% in the written examination or its equivalent, even if he/she obtains an overall mark for that course of 50% or more. If you get less than 35% for an examination for a course you will fail that course.

University Policy on Examinations Procedure

Under NO CIRCUMSTANCES is a lecturer permitted to reveal students’ exam results, whether verbally or otherwise, prior to their publication. 

Students who are disappointed with their marks are encouraged to discuss their dissatisfaction with the lecturer concerned. Lecturers may explain to the student concerned how their performance was assessed, where their strengths and weaknesses were on the paper but may not show students the script or any comments on the script from either the marker or the external examiner. 

The External Examiner

In order to ensure uniformity of marking and accuracy in the addition of marks, an external examiner is appointed for every course. The role of the external examiner is to see that the examination questions asked are reasonable, that marking is fair, accurate and consistent, and to check that the total mark is correct. External examiners are required to look especially at borderline cases, not only between pass and fail, but also between classes of pass. 

The decision of the external examiner will be published as FINAL RESULTS. Results will not be published if students have not paid their fees.

Dishonest Practices in Exams

Any apparent incident of cheating in an exam (including take-home exams) must be reported to the Dean who will initiate the process for a disciplinary hearing. Cheating in an exam (take home or written under exam conditions) is a serious breach of the University rules, which can result in credit for a course being withdrawn and exclusion from the University.
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Assignment Style Guide

This section outlines Wits’ expectations in terms of all written work for assignments.
Writing LESSON PLANS AND Assignments

Think of your audience: Whom are you writing for? What aspects need to be covered?  What does not need to be covered?  Remember that if you are being assessed, your assessor will want to know if you know the material you are writing about.

Research your topic: Read the relevant literature, download and use the relevant apps and applets, watch relevant YouTube videos, and use other available material.

Make a rough draft using headings:  Write down ideas you think you need to cover.  Use headings and list ideas under each heading.  Use headings in your final draft.  They help to keep you as the writer focused and they help your reader to follow your thinking.

Go for readability: Your aim is to help your reader understand the content of your assignment easily.  Present information in an easy to understand sequence and in easily digestible sections.  Reading your work should not be a daunting task.

Stick to the subject:  Don’t add in extra information to show how much you have researched.  It must fit in with your argument. Know your facts well enough to feel confident about your message: Be specific.  Write about specific situations, images and data. Be accurate. If a reader spots one inaccuracy, he or she will question the whole assignment.

Tips on organizing your material:

Post-it notes:  Write your ideas onto post-it notes.  You can rearrange them into the sequence you want.

Headings: Headings give the reader a quick overview of the lesson plan, report, memo or assignment.

Basic Structure

The following is a useful guide for structuring assignments.

Title Page: Include the assignment title, your name, the course name, the lecturer’s name, and the date.

Contents Page (only if necessary): Include the main headings from your assignment with their page numbers. (You can use the index and tables function to create and generate a table of contents).

Introduction: Interpret the topic in your own words. Outline your central argument(s) or how you intend to tackle the task that has been asked of you. Outline the structure of your assignment. Try not to use jargon and explain it when you do. Be logical and concise. Your introduction could be half to one page.

Body: Define the key concepts used. Structure your writing in a logical way (perhaps use a mind map). Consult as many readings as necessary. Use examples or explanations to justify your reasoning. One paragraph should equal one main idea. Use your own words unless quoting. Include only relevant information. Assume that the reader knows the basics of your topic.

Conclusion: Summarise the main arguments. Conclude the assignment by asserting that you have done what you set out to do in the introduction. Create a sense of completion.

References: Reference all the books and articles you referred to in your assignment. Please use the APA (American Psychological Association) Style Guide, noting that the free online tutorial and the APA style blog are available at www.apastyle.org 

Presentation: Written assignments, including reports, memos and lesson plans should be typed as this makes it easier for the marker to read and looks professional. 

Some Common Weaknesses

The question is not answered. The writer has often not checked what is required or poorly analysed the topic. Lecturers go through assignment requirements in class with course participants. This is your opportunity to check that you understand what is required. If you aren't there when this is discussed it is your responsibility to find out from peers what is expected. 

No reasons are given. There are a series of points or ideas but these are not supported by reasons. The reader is left to guess what the reasons are.

The reasons are not communicated clearly. 

The assignment is and looks like a first draft. It is a series of ideas put together at the last minute and is poorly written, badly argued and poorly edited.

The assignment is a repetition of the lecturer's notes. There is little evidence of reading and integration of that reading into the assignment.

Parts of the assignment have been plagiarised and sources have not been accurately referenced. Please read the section on plagiarism carefully.

Writing Checklist

Structure:

· Have I included a front page with all the required information?

· Does my introduction clearly outline the structure of my assignment/report?

· Does the body of my assignment clearly raise the main issues that were set out in the Introduction?

· Does my conclusion adequately summarise and conclude the main issues raised in the body of the assignment?

· Have I included a reference list?

Content:

· Have I addressed the relevant aspects of the topic?

· Have I adopted a critical or analytical approach?

· Have I avoided jargon?

· Have I used examples to illustrate what I mean?

· Are my sentences short, logical and concise?

· Have I referenced properly (quotations and paraphrasing)?

Argument:

· Are my arguments well developed and sufficiently justified?

· Are my arguments well structured?

· Do my ideas and paragraphs flow logically?

Appearance:

· Does my report/ assignment look like a professional piece of work?

· Have I made a duplicate electronic copy of the final draft of my assignment and put it in a safe place in case my assignment goes missing or I am asked to make changes?

4

Rules and Requirements for Study

COURSE Structure

Attendance at lectures is compulsory.

Each course participant will be assigned to a Learning Group. The work done in learning groups forms a vital component of the learning process. Attendance at all learning group meetings is required. Learning group meetings between 20 March and 8 June will be organised by members at a time and place suitable to them.

Individual and learning group assignments will be set during the course and these must be completed and submitted to the course convenor by the date specified. All assignments must show the course participant(s) number and name (or Learning Group name), title of the assignment and the lecturer’s name. 

Course participants will be asked to complete an assessment of lecturers and the course. This assessment is intended to assist the course convenor in maintaining and improving the course’s quality and all constructive comments and suggestions will be welcomed. All course participants are required to complete and submit the evaluation form.

Examinations and Results

Timing and Type

The examination assignment will be conducted after each of the two course weeks. The same exam rules apply for ALL forms of examination with regard to submission and deferred exams. Examinations for this course will take the form of individual exam equivalent assignments.

Allocation of marks

The Faculty Board (Faculty of Humanities) may decide that the final mark in a course be made up of a combination of an examination mark together with marks obtained by a course participant in any test or task, essay, project, field work, group work or other assignments of the class. The proportion of marks to be allocated in each case is determined by the Faculty Board before the commencement of each course and is published in the course pack handed out to course participants before the commencement of the course.

In the case of learning group assignments, the learning group may choose to award the overall assignment mark differentially between learning group members according to their contribution to the assignment. Documentation outlining the implementation of this procedure is available in this study guide.

Publication of examination results

All results will be made available by email. Until marks are officially published by Wits University, they remain provisional and may be subject to change. Once marks have been published, they are official and can only be changed on written appeal to the Course Convenor.

The following codes shall apply to publication of course results:

Grade A
75% and above

Grade B
70-74%

Grade C
60-69%

Grade D
50-59%

FAIL

0-49%

Satisfactory Progress

If a course participant obtains 34% or less in any course examination, his/her participation in the short course shall be cancelled.

A course participant will not be granted credit in a course unless he/she obtains a mark of at least 35% in the written examination or its equivalent, even if he/she obtains an overall mark for that course of 50% or more.

Overall result

When a course participant has completed all the requirements for the certificate his/her results will be sent by email.  Completion of all required modules for a short course will be included in the letter of provisional results.  

Successful Completion of the COURSE

In order to successfully complete the course, a course participant must satisfy the following requirements:

· Attendance and participation at lecture sessions and in learning group work.

· Completion of all assignments for each of the modules.

· Achievement of at least 50% in all the examinations.

· Achievement of an average mark of at least 50% for all modules.

The Dean of the Faculty of Humanities may suspend or cancel the registration of a course participant whose progress is considered to be unsatisfactory.

Fees

For this short course, the course fees will be paid by the SBIDZ Licensing Company. The fees must be paid before the course participants can be provided with provisional results.

In the event of de-registration or cancellation, the participant must submit a written letter to the Course Convenor before or during the first week of the course.

Assignments and Exams

Assignments and exams must be handed in at the time and date specified in this course outline and study guide. For every week an assignment is late, 5% will be deducted. If submitted one month after the due date, 20% will be deducted from the assignment mark. Assignments will not be accepted, if submitted later than one month after the due date.

Any person suspected of copying or plagiarising, will be handed back their assignment unmarked. Course participants are warned that they will be penalised if they copy.

Under no circumstances will an incorrect interpretation of exam assignment submission dates and times be considered a reason for admittance to a deferred examination.

In an instance of absence / illness, a letter from your superior, or a certificate from your doctor, must be submitted to the course convenor concerned.
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Appendices

The following appendices are to assist you to work within the framework and requirements of the course. The intention is to make the learning process as smooth as possible to enable you to focus on building your skills and capacities.

A

A. Learning Contract 

I, the undersigned, appreciate that the course organisers and facilitators will, to the best of their ability provide the learning environment, course material and expertise for a rewarding learning process to take place.

I agree that this alone will not ensure that a dynamic learning process occurs, and I therefore accept responsibility for my own learning and development.

I therefore agree to:

· Recognise and abide by the Rules and Requirements for Study with regard to the COURSE

· Accept group assignments, and individual assignment examinations as compulsory forms of assessment with regard to this course.

· Participate actively and constructively in all classes and learning group discussions.

· Take responsibility for the success of the learning group I am allocated to.

· Be open and honest in my communication with other course participants and lecturers.

· Attend all course activities.

B

B. Assignment Submission Procedure 

Procedure To Be Followed When Emailing 

We are very happy to receive assignments via email, however to ensure that your assignment is received, downloaded and recorded correctly, the following procedure MUST BE FOLLOWED:

1. Subject field in email address must be as follows:

Your surname:

Mata
Lecturer's Name:

LAMPEN
Therefore the subject line would look like this: Mata LAMPEN SBIDZ 
2. EMAIL ADDRESS TO USE FOR ALL ASSIGNMENTS and requests for extension: nokhanyo.yolwa@wits.ac.za and nokhanyo.yolwa@gmail.com  At no time should an assignment be sent to a lecturer.

3. Please DO NOT PHONE to check whether your assignment has been received. Nokhanyo Yolwa, the course administrator will confirm receipt.

4. A FRONT PAGE as per the examples provided MUST appear at the beginning of your email. Please do not send us the body of your assignment without this information.

5. Please do not send your front page and body of assignment separately. Your assignment must be in ONE DOCUMENT.

6. If you need to request an extension for an assignment, please EMAIL your request to Nokhanyo Yolwa, the course administrator. This request will be responded to immediately. Extensions are only approved in extreme cases.

C

C. Deferred Examinations Policy

General Principles

1. The assignments for this course are considered to be examinations.

2. Deferred examinations are not a right and will only be granted in exceptional circumstances.

3. Wits may only grant deferred examinations in circumstances when the course participant is prevented from submitting the work by the original examination date by factors outside his/her control and where a formal, written request has been submitted.

4. Course participants are notified of the dates for examination assignment submissions at the beginning of each course and must commit to these dates.

5. No one other than the Course Convenor is empowered to agree to a deferred examination. Verbal, written or electronically mailed comments from other academic or administrative staff have no authority in this area.

Factors beyond the Control of the Course participant

The Course Convenor may grant a deferred examination on one of the following grounds:

Severe illness attested to in writing by a qualified medical practitioner.   Such certification of illness must be based on a diagnosis on or before the date of the original examination.

It should be noted that:

1. Minor illnesses during which people normally would be expected to perform their day-to-day duties are not acceptable.
2. Post-dated evidence of the form “the patient tells me that he/she was ill on the date of the examination” is not acceptable, nor is any post-illness diagnosis by a practitioner after the date of the original examination.
Additional Factors

1. Misreading or not diarising the dates of examinations is not a valid reason for the granting of a deferred examination.

2. If an application for a deferred is not granted, the course participant will be failed absent from the original examination, will be given a zero mark and, according to the regulations for his/her short course, can have his/her registration cancelled.

3. At his/her discretion the Course Convenor may require the course participant to submit himself/herself for a deferred examination within a reasonable time period.
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