Programme overview
The Workplace Essential Skills Programme (NQF 4, 20 Credits) is designed to equip learners with the critical knowledge, skills, and attitudes required to function effectively in a professional work environment. The programme focuses on building a strong foundation in workplace practices, communication, ethics, and organisational understanding. It prepares learners to adapt to workplace demands, engage professionally with colleagues and management, and contribute positively to organisational goals. This programme is ideal for school leavers, unemployed youth, entry-level employees, and individuals seeking to enhance their workplace readiness.

Learning outcomes
At the end of this Programme, learners will be able to: 
· Identify responsibilities in the workplace environment of an employer and employee 
· Understand and apply work ethics, norms, and values 
· Identify safety and legal provisions relating to the work and responsibilities of an employer and employee 
· Perform tasks in a number of critical workplace competencies 

Duration
25 days combining knowledge and practical.

Knowledge Component (Theory)- 8 days
The knowledge component provides learners with a comprehensive understanding of workplace fundamentals and organisational dynamics. The purpose of knowledge management is to develop a solid theoretical foundation that enables learners to understand how organisations operate and what is expected of them in a professional environment.
Topic 1- The workplace environment and responsibilities of an employer and employee 
Topic 2- Employment 
Topic 3- The organisation of work 
Topic 4- Concepts related to the employee's performance of work 
Topic 5- Employer organisations 
Topic 6- External environments in which organisations operate 
Topic 7- Employer-Employee relationships 
Topic 8- Workplace health and safety 
Topic 9- Understand and apply work ethics, norms, and values 
Topic 10- Ethics at work 
Topic 11- Communication 
Topic 12- Current trends influencing work 

Practical Component (17 days)
Topic 1- The workplace environment and responsibilities of an employer and employee 
Topic 2- Apply for a career opportunity 
Topic 3- Prepare and undertake an interview 
Topic 4- Analyse an employment contract 
Topic 5- Analyse a workplace policy and guideline 
Topic 6- The workplace environment and responsibilities of an employer and employee 
Topic 7- Apply for and accept an internship at a workplace experience provider. 
Topic 8- Demonstrate understanding of occupational health and safety legislation in the workplace 
Topic 9- Induction at a workplace experience provider, covering general workplace policies, procedures, and standards 
Topic 10- Observe and undertake general task/s within the workplace experience provider workplace 
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Topic 11- Understand and apply work ethics, norms, and values 
Topic 12- Work as a team member 
Topic 13- Participate in and contribute to workplace meetings 
Topic 14- Contribute to maintaining a safe and productive work environment 

Assessments
Practical test
Written test
Supervised Assessment
