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=== PUBLISHERS (PTY) LTD

SHUTER & SHOOTER PUBLISHERS (PTY) LTD is a proudly South African
publishing company. Established as a bookstore almost 100 years ago, we
began publishing IsiZulu novels, poetry and textbooks from the early 1930s.

Since then, we have been successfully producing quality literature and
educational materials in all of the South African official languages, as well as
for the core schools curriculum.

OUR CORE BUSINESS
IS EDUCATION

SHUTER & SHOOTER PUBLISHERS

(PTY) LTD publishes over 950 CAPS-
approved titles on the Department of
Basic Education’s national textbook
catalogue, as well as an extensive
range of supplementary educational
materials. After much research and
development, we have also added
e-learning to our impressive stable of
learning and teaching support material.

2017 saw the launch of our exciting
new study guide series — Ace It! A
unique series that focuses on the
different ways in which learners learn,
Ace It! includes study tips for each
learning style to help learners excel in
their year-end exams.

In 2018 we published our first TVET
title and have since produced titles in
over 15 subject areas.

In 2018, Shuter & Shooter concluded
a landmark transaction with the Zungu
Investments Company (ZICO) which
saw the company become one of the
largest 100% black-owned educational
publishers in South Africa.
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INTRODUCTORY
ACCOUNTING N4

Written in line with the .
updated NATED syllabus, ACCOUNTING
Introductory Accounting N4 i '
introduces the student to the
world of accounting. Using
simple, relevant examples and
explanations, students learn
to grasp the concepts needed
to master basic Accounting.

A variety of activities in the
Student Textbook help students
to apply their theoretical
knowledge in practice.

The Lecturer Guide provides the
solutions to all of the activities
in the Student Textbook. In
addition, a photocopiable
workbook is part of the Lecturer

Guide, allowing lecturers to ULE 6:
h an d out tem p | ates to stu d ents Trading concerns: subsidiary journals and posti
to assist them in completing the ety 61
a ctiviti e S Cash Receipts Journal of Mario Super Store July 2019
................................................... Day[ Detais | Analysis [ Bank [ Sales | Debtors [ Sundry Acch
o N Amount | Fol \
ctivity 7.3 \ receipts \
s The following transactions relate to Evergreen Cleaners for the month of/-l\ ‘
. . Evergreen Cleaners worker schedule for 31 August 2019
ccounts in the ledger fro :
i . Employee Basic Salary Overtime PAYE Medical Aid \
ie amounts on each side of the account to find th * [ suleman R45 000 R1560 RO 450 R2 510 \
the larger figure as the total for both the debit and credit : | B Idahosa R5 000 R12450 R2 320 R3 230 \
r the side that does not add up to this total, calculate the figure th N Bh_er_‘gu R221000 R2.550 R>650 R2870
deducting the smaller from the larger amount. Enter this figure so that : R Neidi RI600. RL5380 R6250 R2:960 II
it the balance carried down. This is usually abbreviated as balance c/d.
D. Enter the balance brought down (abbreviated as balance b/d) on the opj§ Additional information:
total figure. (The balance brought down is usually dated one day later than| ® All employees contribute 5% of their basic salary to ABC pension fund.
down as one period has closed and another one has started.) All information on PAYE is given.
UIF is 1% of the employee’s basic salary and the employer also contributeg
P e e e employee’s basic salary. Fol | Amount | Date Details/
Example 9.1 UIF is limited to R14 872. L/ —
The following General Ledger accounts relate to Fire and Ice Enterprise, yearend] Al employees contribute R100 to the staff association every month. y4 7

Balance Sheet section (Statement of Financial Position section): The employer also contributes 5% of the employee’s basic salary to

1

1

1

1

I 2019. The employer contributes 10% of the employee’s medical aid.
1

1

: Round off to the nearest rand.

1

Capital B1
| Date Details Fol | Amount Date Details / . .
complete this activity.
019 |31 |Balance c/d 1800002019 |1 |Balance /

Photocopiable

\c Jan 16 Furniture/
N Bank templates to
Examples and Exercises test the help students
explanations expand application of knowledge complete
understanding. at different levels. assignments.

9781485836490 ‘ INTRODUCTORY ACCOUNTING N4 STUDENT TEXTBOOK
9781485836506 ‘ INTRODUCTORY ACCOUNTING N4 LECTURER GUIDE




Shuters Financial Accounting F|NANC|AL F|NANC|AL

N4 and N5 is written in line
with the updated NATED
syllabus, and is aimed at
students who have a basic
knowledge of Accounting
principles. After recap

and revision of their prior
knowledge, more complex
concepts and calculations are
learned. Exercises and activities
are provided in the Student
Textbook let students apply and
practice their knowledge.

The Lecturer Guide provides all
answers to the activities in the
Student Textbook. In addition,
a photocopiable workbook
allows lecturers to hand out

WOCK ASSESSMENT 1
templates to students to rersereaseetasessasesaasesssesasssansesasessasssssessasesaseses

=vror company that is buying e 5 Question 2

a SS I St th e m I n CO m p | etl ng th e “we record the reference no. when posting to tn.L Wages Journal for Teaspoons Plumbing as at 9th October 2020
P dger. —n v = . -
act|V|t|eS. satrol - this is the main column of this journal. All credit sale amounts v:/"m\ - St

' column first.

/s — the monetary value of the transaction that has taken place. %

Rate
Amount
Gross wage
Pension
Med aid
PAYE
UIF
Total deductions
Net wage
Pension

V5| 600| 3000|180 |120| 507.60 | 24 81.60 | 2168.40 | 180

4 example: Doc Day‘ Details Fol | Creditors | Trading Sundry accounts b | 960| 3760|210 200| 639.00] 28] 1077.00] 2683.00 | 210
‘wing transactions occurred in the RNB bank statement of Ezweni Dealers as 1 no ‘ control | iinventory | Amount | Fol Details | 810| 3410| 195|360 578.70 |26 1159.70 | 2250.30 | 195

2370 | 10170 | 585 | 680 | 1725.30 | 78 | 3068.30 | 7101.70 | 585

RNB Bank Staterr® o : |

Doc no - this is the source document number for the transaction that has taken place.
ay —is the date on which the transaction has taken place.

Pick your Spot Lounge DATE: APRIL 1, 2020

523 Dambuza road, Pietermaritzburg, 3201 ?'Is - this refers to the person or company that we are buying from on credit. Fine Retailers as at September 2020
0333269999 [fax] =%in this column we record the reference no. when posting to the Creditors Ledger. =

fo@ezweni.co.za . . K X . ialysis Bank Sales Trade Sundry 2
L R ors control - This is the main column and all payments to creditors must first be recorded in | of receivables | Amount | F
[ 5 & a [ T a ‘ - s column. iceipts control

PENING BALANCE LOSING BALANCE ;
= Inventory - this column depends on the type of entity or business. R21| R21500| R 21500
| 6534.00 8267.00 R 500
=counts — here we record all transactions that cannot be recorded in the columns createq Baco0| Rasoo
DATE DESCRIPTION ] DEBIT CREDIT TOTAL : the bank column. This is for transactions that do not have their own column.
Opening balance 6534.00| | © | theamount of the transaction that took place. R 45000 R45000| R45 000

01/04/2020 | Deposit 25 200.00v 31734 1 column is used after the journal has been totalled and needs to be posted to the Gg R15200| RI"

01/04/2020 | Cheque 041 4200.00v 27534 4 er- ~ R3 700 F | 1

03/04/2020 | Cheque 042 798.50v 26 735.50 + |- the details of the transaction. When posting this will be the name of the geny SO Ut| O n S,

05/04/2020 | Deposit 8492.00CRJ 35227.50 « Jcount that you are posting to.

06/04/2020 | Cheque 043 5900.00CPJ 29 327.50 . a SS eSS I I I e nts

09/04/2020 | Cheque 044 1950.00v 27 377.50 . . R . d

11/04/2020 | EFT 4500.00¥ 22877.50 |n—||ne deﬂn 1itions bu | |d an

13/04/2020 | Deposit 5900.00¥ 28 777.50 . h . |

16/04/2020 | EFT 2970.00¥ 25 807.5 Student Conﬂdence and p OtOCOpIab e

(04000 | Channa nas I 2200 ANy 20 604 . . d |
Examoles and — enrich learning. study tools.
m p 5200.00

explanations expand
understanding.

9781485836421 FINANCIAL ACCOUNTING N4 STUDENT TEXTBOOK
9781485836735  FINANCIAL ACCOUNTING N4 LECTURER GUIDE




FINANCIAL ACCOUNTING

onsumption tax imposed by the governmen
goods and services in South Africa. AC C 0 U N TI N G

Different types of VAT in '

Zero rated:

Key concepts
~ explained in user
.. (riendly language.

Is claimed on go
services that are z

Is claimed on goods and
services that are zero rated

goods and
standard rated

Vat Output:

Vat Input:

simed on goods and services
hat are standard rated.

Is paid on goods and services
are standard rated.

is debited to the general Vat Output is credited to the

dger account

At the end of this module you sho

¢ Introduction

e Defining inventory Well defined
e The physical inventory taking module goa|5 allow
* Alm self-monitoring.

e Physical counting

* Inventory lists ction of the sales fi

e The valuation of inventory within the framewc
e The importance of the calculation of invento
e Valuation against cost or market price
following transactions took place at SB Traders as at 28 Febru

e Methods of inventory card
e FEILFO

| Debtors (01/03/2020) \

PORY AND INSUN

e Weighted Average cost price Creditors (12/02/2021) \
< mﬁn Payments to creditors and cash purchases \
Payments from debtors and cash sales \

Setllement discount granted to debtors
Settlement discount received from creditors

Returns by Debtors

Returns by Creditors

Credit losses written off /
Debtors (28/02/2021) /
Creditors (28/02/2021) /

Exercise 4.10

The following purchases were made by the Zamaliphi Traders during th
purchased numerous quantities of a single homogenous product. The ¢

\1 Stock on hand 300 items @ R 30.25 |/
Y Purchased 620 items @ R 47.40 / re the following in the general ledger of SB Traders:
\_ |Ppurchased 1200items @ R48.80 /.
\ Purchased .

Wide range of activities
to practise new skills.

Learning examples provide
students with real-life situations.

value of the 480 ite

9781485838494 FINANCIAL ACCOUNTING N5 STUDENT TEXTBOOK




Financial Management: Farming N5 student
textbook has been written to enable students to
develop the necessary knowledge and skills which will
help them to make a positive contribution as owners
or managers of a farming business, with specific
reference to financial management.

They will learn how to apply basic finance principles
and financial analysis concepts to a farming enterprise
and will be able to undertake basic financial statement
calculations as they apply to the farming business
environment.

Helpful activities and examples allow students to
hone these skills, and the colourful pictures and
user-friendly layout of the book make this subject
particularly accessible.

Wide range of activities

G5, liabilities (outsiders™ to practice new skills.

Storage-

5/ namely: . d) land
tent (short term) liabilities, whick 4res at the co-operative
/payment period of 36 months or less, suci

Tools and imj

nith respect to the previous year, provisic (of production items

medium and long term loans during the comi

Tree plantation alos
homestead.

that is due to SARS on the date of balance| /actor garage

School fees paid for tw

payment of income tax for previous year, proy Diesel waiting to be used during the
cell phone contracts (electronic gadgets), etc/ /harvesting season

Value of stud cattle

Medium term liabilities are all those deb} |value of own land

Milking equipment in the

eriod of ten years or less. These include lof | p.oqucts ready to be sold

Commercial lambs ready

instalments for vehicles, lease agreem

Heap of compost to be used in the field

R200 000 in a notice dep

‘“ym term loans from Land Bank.

«m liabilities, which are avourable bank balance at Nedbank

Electricity account paid

<2 than 10 years: ond at Land bank for land purchased

Two silos by the farm g

‘king parlour

Vehicles at market vz

{raft account at Standard Bank

Holiday house at U

s in the field ready for harvest
e

Cellphone contfz

ane ha of land

Wool.a

Learning examples provide
students with real-life situations.

9781779922380 FINANCIAL MANAGEMENT:FARMING N5 STUDENT TEXTBOOK



FARMING N5

Shuters Computer Practice: Farming N5 builds on
the knowledge that students will have gained at N4
level. The same five topics covered in N4 are now
explored in greater depth, with the addition of the
Microsoft application OneNote.

This book will help students to acquire problem-
solving skills alongside the technical know-how of
operating the various computer software packages.
This textbook integrates both theoretical and
practical aspects of computer use with particular
reference to the farming and agriculture industry.

Insert Page Layout Formulas
TrebuchetMs - (10 ~ A" A =

e DA

Clipboard P Font

Practical
examples
help students
to grasp
concepts and
procedures.

Borders

Apply pre-defined cell border

i. Choose the cell or range of cell
border style, or erase a border.

ii. Onthe Home tab, in the Font gr

e Choose the arrow next to
different border sty’

Helpful hint
boxes provide
useful guidance
for students.

00 0000000000000 O0OCGOCGOGIOGIOSNOSIS

To make use of
Borders.

COMPUTER PRACTICE:

0000000000000 00000000000000

Activity 4.2 60 minutes (
Part A

1. Create the following document in
indicated.

COMPUTER
PRACTICE: FARMING

Real-world activities
help students to apply
their knowledge.

A B | /

FRESH FRUIT & VEGETABLE

Ingogo Farm

NEWCASTLE

AW N |-

Costing Sheet for Febr

OICE

9781779922403 COMPUTER PRACTICE: FARMING N5 STUDENT TEXTBOOK '




COMPUTER PRACTICE:

FARMING Né

Shuters Computer Practice: Farming N6 is the last COM PUTER

level of Computer Practice, and uses the foundation

of knowledge acquired at levels four and five, to help PRACTICE:

students to apply the correct computer software with

confidence in a farming context. FARMIN
The book integrates both theoretical and practical o STUDENE ,
knowledge and will help students to develop logical and Il g@éK N 6
critical thinking skills with particular reference to using :

computers in farming.

The wider ethical aspects of computing and IT, as

well as the Internet and computer networks are also
covered, giving the student an excellent grounding and
preparation for their final examination.

o servens ~
/ Storage \\

Client Managed | \k\

v

ed

it oo 1] Beeziidonliout

L2

businesses thinking of implementing cloud computing
from a business perspective. This website can be acces
https://www.business.qld.gov.au/running-business/it/cl

A
1‘2@ The Queensland government in Australia has prepar

I\,

Links to real oractical ced

Videos on cloud computing can be found at / world examp|es ractical worke
provide examples help students

additional get to grip with

unfamiliar concepts.

OSWo learning context.

Activity 4.5

1. Open the worksheet created in Activity 4.4 and
DISTINCTION.

/Module Summary

This is a practical module. Make sure you have

e Integrate images and text.

e Use advanced text box features. 2. Save your work as Activity 4.5.

e Create and/or import and utilise quotes and r

e Draw and or import shapes.
Date and time functions and calculati

Dates play an important part in many calculations, e
portant to understand how Excel stores dates i
king with dates is the format in which dates ar
ite months in a text format and to inclu

e Use collaboration functions. (Share an Module summary
and merge changes from other docun lists help students

e Add captions, cross-references, bookr to check that they
Add basic citations and generate a bit  hgyve covered the
content.

d a digital signature and pass

9781779922441 COMPUTER PRACTICE: FARMING N6 STUDENT TEXTBOOK



N4

Aimed at Hospitality Students, Shuters Applied
Management N4 is based on the latest NATED
syllabus. It contains South African based examples
and activities to engage hospitality students with

all aspects of Management in that environment.
Through examples and activities, students master
the necessary concepts and learn to apply their
knowledge. The book provides references to
e-resources such as videos and websites which make
the subject come alive for students who may not have
experienced the environment first hand.

OURCES
e MANAGING DIRECTOR LEC

FOOD & BEVERAGE FRONT OF HOUSE HOUSEKEEPING
MANAGER MANAGER MANAGER

HOUSEKEEPING &
’ SERVICE STAFF ‘ RECEPTION STAFF ‘ ‘ CLEANING STAFF ‘

Principles and

processes
explained.

Line and staff organisation structure

Advantages of line and staff organisation Disadvantages of line and staff
Relief to line of executives: In line and staff organisation, the advice organisation
and counselling that is provided to the line managers divides the Lack of understanding: In line and staff
work between the two. The line managers can concentrate on the organisation, there are two authoriti
execution of plans and they are relieved of dividing their attentionto flowing at one time. This may re
any areas. in confusion between the two. A
advice: The line and staff organisation facilitates expert advice to a result the workers are not ak
ae managers in the time of need. The planning and investigation ~ understand who is their cor
ated to various matters can.b
aagers can conce may be costl
L emun

fctivity: Role play

sre creative problem solving and decision-making as part o
d efficient leader.

d following scenario:
E Role play: Undetected booking
: Characters:

APPLIED MANAGEMENT

eI < e e ccorocorsccoraconnes

Sur lecturer will divide the class into groups of four and let you 1%

o8 2 &

APPLIED
MANAGEMENT

#”PRACTICAL COMPONENT

+ Your lecturer will set an assignment that you will need to comple
E example of a typical assignment.

\ 1. Leadership has the capacity to translate vision into reality.

Bill Gates, said “As we look ahead into the next century, leaders will Iy
)\ empower others.”

2search a business leader whom you admire and answer the questions beld,

and Mrs Khuzwayo Receptionist

Duty Manager On-line representey Give a brief history of the business leader you have chosen.
line

Describe five leadership characteristics of the person that you admire.

Mrs Khuzwayo made
3 to stay at Starlight
se through an on-line
te. They booked for
bed and breakfast at

person sharing. The
as confirmed on-line |
aranteed, since they
ay a deposit for it.

r and Mrs Khuzwayo
Starlight Guest house
©jck in, nobody seemed to

Good decision making is important in our personal lives as well as in business. Have a look at/ 2nything about their booking. Unfortunately the guest house was fully boo)
Lhbouring guest houses were fully booked as well.

this video on how to improve your decision making:

https://www.youtube.com/watch?v=2tCYy66CyuQ

dilemma.

Links to current electronic
resources increase lesson
relevance.

Case Studies and
practical learning tools
build confidence.

xplain the type of leadership style of this person and provide examples
b support your answer.

- [resent your findings to the class.

eferences.

Vhen they asked what had happened, since they had a confirmation numbe,
that the Starlight Guest house was no longer a part of the on-line central rg
+ Mrand Mrs Khuzwayo were furious and asked to see the duty manage

Practical component
assignments to
reinforce the theory.

9781485836445 APPLIED MANAGEMENT N4 STUDENT TEXTBOOK J




APPLIED MANAGEMENT
N5

Shuters Applied Management N5 builds on
the knowledge gained by students who have
completed Applied Management N4. The book
will assist students to navigate the content of the
latest syllabus for this subject, and further their
knowledge of management in a tourism and
hospitality context.

Examples, case studies and activities help students
understand and master the subject content, and
additional e-resources help to make the subject up-
to-date and relevant.

5ILEGAL ASk:
THE|FRONT.0

°
rning Outcomes
the end of this module students will be able to:

Explain the various ways in which a booking contract may come into being.

: e A A
) : S HIFAMINI % CMIUNGWA, __
Name the points to which the express terms normally contained in a contract of bool — ==
relate. Explain what significance a guest’s contractual capacity to booking a contract i ' 4 . \
e State and explain the three ways in which a contract of booking may end % N el A AN
e Apply the concepts studied in this theme to situations in the front office by means o e A

play or simulated situation.

e List the information which must be provided in the notice displaying the price.
Compile a typical notice displaying the price in residential establishments.

Outline the main point of law concerning the registration of guests, with referen
Immigration Act (13/2002)

List the information required for all guests. S U p-to-date p ra Ctices ‘
xplain the common practice in the hospitality industry of overbooking. = li . .
ol e : EtrEvEling explained and discussed.

|uate the possible legal outcome of overbooking.

's hotelier and innkeeper. al requests from the guest.

Lega I a S pects ice can be refused to a guest and explain ejectment of

. . T
examined. aest's property. Software used in hospitality , P —
a * ¥lene | ? 78 Columdle
~ i R establishments for T s
X[CHA |CAS  FSDHI Propeny 30peraDemo 155 100 Las vega:
lgh's of the proprietor reservations xlowe | ursso omnamaie Tl 6 0 \
A Hotelier is a person who runs or owns a hote otels use different software. The most
An Innkeeper is the owner or manager of a hotel H & | -
=, >mmon is OPERA. s e g opr s W]
Address [T031 Columbla Gatsway Drve. :‘ wnnw@
|Columbia
o L —
5.5.1 Services that can be refused to a guest, the ejectment of . Prone (GTER | ChckinTime
premises .6.3 Briefly state the features of i e —

Under common law, hotels must accept guests unless there is a reasonab 'I'he reservq'l'ion form Eail fosonabonsgdemocon ] |

for rejecting a guest. Innkeepers who refuse accommodation under the fol cﬁ;‘::ﬁ il ST

civilly or criminally liable to any guests or liable for any fine or penalty. e reservation form records of all the B e ee— O [Sunerior Kinallb

The innkeeper may refuse to accommodate a guest / traveller only when; Yokings made. This helps to update Bl R R o | S

o The hotel is fully booked, ilability and to keep track of occupancy Spaieabonfor good Foumireseuraliol oy

) o customisable, to fit any organisation
e The traveller is unwilling or unable to pay for rate quoted, xpected occupancy. Each hotel has

e The traveller is a minor unaccompanied by a parent or guardian, Swn standard form which is norma”y electronic
e The traveller is disorderly,
e The traveller was previously ejected, eservation forms help to make sure that all the relevant informa

fisibly under the influence of drugs or alcohol or creati ad.

ng htS an d sasonable believes that the room or facility will be
res po nsi b | I Itles easonably believes is bringing in something that g

or

Of hotel |erS, :'oom or accommodation would violate, hooking.
=ats of different f

an active checklist for receptionists and reservationists

9781776288175 APPLIED MANAGEMENT N5 STUDENT TEXTBOOK J




COMMUNICATION
NS

Shuters Communication N5 has been designed to
teach the theory behind communication principles as
well as to equip the student with the skills necessary
to function efficiently and professionally in the
business world.

The student will learn about acceptable behaviour
and business ethics that take place in the business
world, and find ways to develop their own
personality, skills and interpersonal relationships.

COMMUNICATION

Case Studies
and practical
learning tools.

s

Covﬂl haos
on Campus!

.. Is your child’s education in danger?

Although many Colleges have resumed
lectures, it appears as though all
. students’ lives are being put in danger
- by incompetence. Students are being
.. exposed to Covid-19 on a daily basis,
\" and nobody is doing anything about it!

Students are attending lectures with no  and demand that thing
ocial distancing and no sanitising. How the safety of each
an our young people’s lives be put in can be guaranteed
ger like this? Now is the time for all

Think about all the social media advertis
onadaily basis. What doesit tell youabout
and do you think you are part of their targe

of obvious cultural differences that you may encounter when you enter the
as you study.

A good video on cultural differences from an Australian perspective |

https.//www.youtube.com/watch?v=TWrhWTQXI6Y

ic communication can be written, in the form of Wha
posts. These could be interpersonal (between individuals

Links to electronic
Activity 5 resources widen

1
atch the following video on bullying in the the Stl'!dents
low: https://www.youtube.com/watch?v=- experience.

"ot wri

Extended
learning
offered in the
‘Bright Idea’

ow does bullying manifest itself in the workplace?

impact can it have on employees’ health?
d the impact of bullying be on the reputation o

sections. management of an organisation, w
nlace bullyine
9781485838364 COMMUNICATION N5 STUDENT TEXTBOOK J




Shuters Communication N6 introduces students to
new communication concepts and adds greater depth
to their existing knowledge gained during the study
of N4 and N5. All the necessary correspondence from
N4 and N5 is recapped and new correspondence is
explained and practised.

Students will learn more about motivation, coping
with stress in the workplace, acceptable business : ‘
behaviour, and how to prepare themselves for the R g
world of work. Real-life case studies and activities will -

help them gain greater self-knowledge and prepare

them for their final examinations. 3 <

-

Activity 3 Targeted activities ikg < SN|QWebster
nsider the following scenarios, ar prOVide Opportunities _— W/
2ason or reasons for stress. Prepare {O reinforce new skills.

Scenario 1 \/
Lesedi is working as a sales representative for a comp

is to go out to small shops and pharmacies, to encot

She spends her days on the road, travelling from place

targets to meet, and will lose her bonus if they aren’t F
and helps her where possible. Why is Lesedi stressed \

~or video interview

anario 2 lerviews that are held online using

- . . . / as the communication channel.
ar is working as a shampooist in a hair, ; h dist. q il
o numbers have dropped. Wha actors such as distance, and recently,

AR mbair. When therg.a="2 9, many interviews are now being held
. using video software such as Skype, Zoom
«on of a grievance, both employer and empisc
7 crosoft Teams.
Advantages Disadvantages
tines action ~, Discipline in the workplace is thi =, |t js cheap and convenient. e Technical issues can af
as who break u behaviour that is expected of the
can include W ' employee. It includes obeyingt © Allows for body language and non- ¢ Noteveryone may hav.
ault and use of company rules, but also extends verbal communication to be seen. know-how to use the
ace. to job performance. . . )
O o The interview can be recorded for future e The applicant cannt
+ of conduct Disciplinary actionis action taken by the :
behave. Each . N oference. other than the off;
employer to deal with an employee i it back /
these rules. job performance or behaviour with tf s stressful for the interviewee, as LRz LEE Gy
aim of improving it. are in their own environment. e Does not give !
organizatior
Easy to find Definitions | Structured role-modelling supports
assist self-study. practical experience.

981776314041 | COMMUNICATION N6 STUDENT TEXTBOOK
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Communication and Management
Communication N4 is designed to teach students
the theory behind communication principles as
well as to equip them with the skills necessary to
function efficiently and professionally in the
business world.

Theory is explained using clear, easily understood
language and graphics.

This book covers the syllabus for both

Communication N4 and Management
Communication N4.

Expanded examples
encourage self-study.

«
the
worked
maybe |

e advertisement below which will he

Have you worked hard this

Do you need a well-deserved break?

Dolphin Lodge on
the beautiful KZN
South Coast at <t
Port Edward is
just the place for
you to relax and
unwind.

This, together
photograph kee!
customer’s INTE)
tell themselves M
should think abou!
on the South Coas|

This creates a DES]
the customer. Th
themselves Yes,
[ just picture mys,
exactly that!

Picture yourself lying on a beautiful sunny beach, or relaxing next to
our eparkling swimming pool while we take care of your holiday!

We are currently offering 25% off on our daily rate to the first

This makes #f

120 customers who phone us on our booking line 0800 123123. <« | | takeaction
[ themsel
\50 don’t delay, call us today for your holiday in the sun. phone 4
othe;

thi

ntences below so that the noun and pronoun agre:

ar lost his numberplate. Sender — the person who is writing the s

ly brother is ill. Please give her these pills. Receiver — the person who will be reading

3. The bride looked beautiful in his wedding dress.

Letterhead — standard company stationery wh
logo, name, address, e-mail address and telepho'

The aim of business writing is always to have a clear meaning. If the pronoun and its an

& P Booksellers

Customer Orders Departm
P & P Booksellers
S 28 Kloof Road
BELVILLE
7493

2020

noun that went before the pronoun) are not clearly linked, then the meaning of the sente' A

be clear. Consider the following sentences: The tone of a business letter should always be for

1. Charles and Brian went back to his house for supper. Whose house did they go |
case it is not clear.

Think of a business letter you have received, and look

|

mal,

s

2. The students met with the lecturers and they planned a field trip. Who planned
trip, the students or the lecturers?

.

sUL22

Case Study — a poor business letter

in the gym, and about the bad attitude of the trainers. He tries
but needs your help to correct it. Check both the format of t
language used and the spelling and grammar.

A useful video to help you understand pronouns and how they should be use
found on the link below:

https://www.youtube.com/watch?v=nkjKPhleQ5E

Dumisani Shange is writing to Body Style Fitness centre to complair]

ur letter to us dated 10 January 2020, requestin;
it Management Communication N4 Textbooks.

xtbooks in stock for this subject, and | am happy to
1oV of our TVET catalogue which lists and describes each
he /will find an order form at the back of the catalogue with
each book.

|
| 12 Azalea Road
1 KwaZulu-Natal

sh yo:

Terms are clearly
defined, and Tips for
learners are provided.

Links to current electronic
resources increase lesson
relevance.

COMMUNICATION AND MANAGEME

9780796075468 N4 STUDENT TEXTBOOK

you for choosing us as your preferred textbook supplier, and we

oks are in great demand, and we urge you to place your
n, while stocks last.

Different types of
communications are
‘unpacked’ and labelled.

NT COMMUNICATION

Salutation

RMATION ABOUT MANAGEMENT COMMUNICATION <—+— subiect |
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ENTREPRENEURSHIP AND
BUSINESS MANAGEMENT N5

ENTREPRENEURSHIP AND
BUSINESS MANAGEMENT

-

Shuters Entrepreneurship and Business

Management N5 takes real-world cases and
examples to help students understand the world
of business management and the challenges and
rewards of entrepreneurship in a South African

context. ‘

@ as a slideshow, to help T =
s questions that allow the audien@ af orgunisafiona’ structures

&type of organisation layout required will reflect on the typ
Key to convey to the stakeholders of the business i.e. the workfoi

Presenting tips and techniq,

The golden rule before presenting and pitchi
stakeholders is that the entrepreneur knows
comprehensive overview of the new venture
ihe entrepreneur or entrepreneurial team tg

Five common types of organisational structures used are listed bel¢
presented.

1. Hierarchical organisational structure

The pyramid-shaped organisational structure is the most common type an
from the top of the business (e.g., the CEO or high-level managers) dowr
1ce managers have a clear outline of the The structure defines the level of authority and responsibility and is motiy

tive visual aids to support the oral py can define career paths and opportunities for promotion.

tation to interested audiences 4| Whilst this structure brings standardisation and accountability in the decisic
) o down innovation in a business because of the increased bureaucracy, ar
ar delivering a suas more in the interest of their department than the company.

2. Functional organisational structure

Primarily the team are organised according to their specific skills an
business, such as finance, marketing or manufacturing. This allows fg
role and higher motivation as each functional department is man
manager.

LECTURER GUIDE MATERIAL \
IS AVAILABLE TO ACCESS
ELECTRONICALLY

A imnnrtant far Arcanicatinne tn nramanta intar-danartmat

SHUTERS ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N5 STUDENT
TEXTBOOK

SHUTERS ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N5 LECTURER
GUIDE

9781779920256

9781776315437

12



INTRODUCTORY
COMPUTER PRACTICE N4

COMPUTER
PRACTICE

Shuters Introductory Computer Practice N4
provides a solid foundation for students on which
they can build their further knowledge. Students
will receive a thorough grounding in basic computer
concepts, network and communication technology,
information management and computational
thinking, internet and communication skills. Digital
citizenship and current IT issues are also highlighted
and help students to act responsibly in a digital
world. A comprehensive guide for the lecturer is
also available to assist with resources, activities and
assessment.

Explore and use the 0S

Time
Suggested Lesson 90
8 time % minutes management
o [ tools for
every unit.

By the end of this unit, you should be able to:

* Identify and name components of the OS desktop

e Outline the purpose of the desktop and the task bar
*  Use the start button on the taskbar to gain access to other functions of the OS.

* Identify common icons and discuss their meaning such as: file icons, folder icons, drive i
peripheral device icons, shortcuts, recycle bin, applications

e Open different windows

*  Use two programs simultaneously in Windows and switch between the two.

. Interesting information
* |dentify the content of disks and folders in the content panel of Windows Explorer. L. .
Connectivity technology refers to a feature or service provided in a device like a

Identify the file types correctly according to their extensions. that enables the device to connect with other devices and systems.

Rerform basic file management operations There are two types of connectivity technology:

1. Wireless — Wi-Fi and Bluetooth
2 \iiead — USB, network cable, HDMI cable

E-resources
such as
YouTube videos
and websites
are provided.

e Help function to solve problems

Digital citizenship

This topic covers the following:

Unit 5.1 ICT impacts society at large
Unit 5.2 Impact of the use of ICT on the environment

Unit 5.3 Basic concepts of Cloud computing and digital presence;

Introduction

Topic 5 looks at the importance of information and communications
lives, whether it be our social life or work life. We have become reli
the comfort it brings to our lives. It affects nearly every aspect of out

Fig 4.2 C in drives between various elements

Unit 4.3 Describe the term www

It not only impacts our lives but also has an impact on the environ
citizens in the 21st century it is vital that we look at ways of recyclir
of introducing green computing. We also look at the basic concep

“as on the way we interact with technology. Althoug

UX |SS u es re also areas of concern especially around securi

ife is crucial to online activity as there are vario;

exa m | n ed a n d ed and your data stolen.

discussed. |

A

7AW
A{‘ﬂ;ﬁ The World Wide Web

Watch this excellent and detailed video.

URL: https://www.youtube.com/watch ?v=guvsH50FizE

ast popular use of the Internet is the use of the World Wide Web (www 2
ists of web pages that link to each other using hyperlinks. Thess
acted information and that is where the term “Wo

INTRODUCTORY COMPUTER PRACTICE N4
STUDENT TEXTBOOK

9781485836544
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Shuters Computer Practice N4 builds on

the foundation created by Introductory
Computer Practice. It takes students to a more
complex level of computer concepts, network

and communication technology, information
management and computational thinking, internet
and communication skills and digital citizenship.

This textbook is a ‘one-stop-shop’ for both lecturer
and student as it contains all the resources needed
to successfully master the contents of this subject.

COMPUTER
PRACTICE

«rin of malware
ase of a computer or h
.. rated to -
Global digital or data o @
threats explored ™°° L .
. gg:12:81 = o
and discussed. ot

Figure 5.4 Ransomware is a type of virus that unlawfur
locks data and demands payment from the owner before
it gets unlocked again.

fial of service (DoS)

2nial of service attacks stop users from
seing able to access computer programs
and websites. These illegal attacks work
by making so many requests to a server
for a resource that the server can’t cope
and stops working correctly. Hackers often
use botnets and zombies to carry out DoS
attacks. Hackers could use your computer
in this way without your knowledge! Do you
see how essential anti-virus software is?

S

VICTIM

VICTIM

VICTIM

sor - Figlres

Figure 5.5 This kind of hacker, called a botmaster, controls bots that

attack others’ computers and systems, nle that the computer

ded period or permanently
Aits, images, videos) is stored on
2 much data a hard drive can save
‘e or capacity of the hard drive. The
torage device is always measured in
2xample, MBs or GBs. People often use
k and drive interchangeably. Therefore, a
often referred to as a disk.

T Botnetsst you understanding (Individual)
n CarkA the following functions of an 0S:

a_hackers (i.e. a network of zombies) to

4) Hardware management outer or any other ICT. Figure 1.18 The hard drive of a computer

b) Memory management used to store files and hardware.

2ss computer programa
C

d

Disk management

Graphics User Interface (GUI) management oly. Computers need electricity (from the

et in the wall or batteries) to work. The power
plies the computer with electricity that is
Desktop power supplies often have fans. This
power supplies can become very hot, and if
oard overheats, it can be damaged. The fan
nside of the desktop cool.

stem in org
€

Program management

+ 2. Explain why you should always log off your computer when you are done using it. You
H explanation should include the role of a user profile.

‘

. List and explain the use of three different types of operating systems.

Figure 1.19 The power supply of a computer
supplies it with electricity.

Adivity 1.7 Review (Individual)

: Test your knowledge regarding what you have learned so far by completing Question 2 and 3 of :

S the following exam paper:
% https://le

.mindset.africa/si fault/file celil e-exam-resource/9342.pdf

: For more exercises to review what has been covered so far see here: https://drive.google.com//
% open?id=16E1x7Bxlzk1SMmrfFUubgX_XGLFy-Pzb

\ Assessment 3

Full

¢ yourself!

g, typical functions of the 0S?

saf users and user profiles?

9781485836551

range of

self study and
assessment tools.

d. The graphics card is what the monitor is
't controls what is displayed on the screen.
may contain a GPU (Graphics Processing
raphics-related processing to take some
the CPU.

Figure 1.20 The graphics ca
controls what is displa

Visual aids assist
student to gain a fuller
understanding.

COMPUTER PRACTICE N4 STUDENT TEXTBOOK



COMPUTER PRACTICE N5

Shuters Computer Practice COMPUTER COMPUTER
N5. In N4 the different aspects

of computer practice were
divided into five topics. These
are further explored in N5.

The final examination for this
subject will consist of two
sections: Section A (theory)
and Section B (practical) which
must be completed using a
computer.

An aim of the course is to
promote problem-solving skills
alongside the technical abilities
to use the software packages.

Measurable Practical
progression, and activities
extended learning i
reinforce
I'|' 2 lCT an tools throughout. student

experience.

impact on the econo

Suggested Lesson
time

minutes

sert a new page into the OneNote section and name the p

Practice/Activity

. N Move the page to be the last page before the Possible Exam Qu
Review time

Activity 5.3 and 5.4.

. Open the text file “Dracula.txt” by double clicking the file in Windo
should open with Notepad or the associated application on your col

minutes

E 4. Copy the content of the file and paste the content into a new containe
contains the first few paragraphs of the 1897 novel Dracula by Bram ¢

finition of cybercrime

ost cases computer networks and
ternet play an integral partin the
hat is committed.

¢ 5. Do these changes:

a. Centre the heading “CHAPTER 1” and apply the style Heading 1 t¢
b. Underline the sub-heading “JONATHAN HARKER’S JOURNAL” and

c. Format the paragraph “(_Kept in shorthand._)” to be italics
shorthand.)”

d. Consider the text starting at “_3 May. Bistritz” to the end. /
markers (hard enters) for the text to flow properly. There

Cybercrime legislation

In South Africa cybercrime is addressed
Communications and Transactions A
ct can be found at: https://ww.

Apply spell checking to the whole text. Instruct the sp
at are not found in the dictionary.

an C for a model answer that shows wha

--------------------

9781485838302 ‘ COMPUTER PRACTICE N5 STUDENT TEXTBOOK
9781485838463 ‘ COMPUTER PRACTICE N5 LECTURER GUIDE
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OMPUTER PRACTICE N6

Shuters Computer Practice N6 separates the

Section A (theory), from Section B (practical CO M PUTE R
application topics). The final mark obtained in the PRACTICE

subject has two components - a semester mark
and a final examination mark. The semester mark
consists of a practical mark, a test mark and an
internal examination mark.

The practical assessment task (PAT) is prescribed for
the course. It consists of numerous exercises and
activities embedded in a single topic or project. Each
topic ends with activities directed towards the PAT.

L]
dule Overview
omputer Practice N4 you were introduced to computer networks. The aspects of networking
at were discussed were networking hardware, the use of networks, modes of communication,
and the media used to transmit data.

In N5, networks were further discussed with the content delivered in two units. The first unit
focused on network architecture and concepts such as LAN, MAN, WAN, client-server and peer-
to-peer were discussed. The second unit focused on the use of computer networks and how
they enabled the digital era.

\ In N6 the study of networks continues with the focus on using the computer network as a
communication tool in the business world. The first unit focuses on e-mails and the second unit
gives a general overview of communication software in an organisation.

The units are listed below with the outcomes that are prescribed by the curriculum.

Unit 1: Electronic communication

Define the term e-communication.

MODULE 2 NETWORXSa

PATSs provide prescribed
skills measurements.

» Give an overview of the purpose and uses of applications and tools that facilitate
e-communication.
> Discuss e-mail as a form of e

> Listand discussdient [30 marks]

description in Column B with the type of e-comm

jcation.

f using e-mail. Rea I'l ife
applications
JonA Column B \ ald Self‘StUdy.

Activity 5 (20-30 min)

Represent the activities required to complete the PA}
E-mail I A website where you can publish information o
discussions. Solulion 5
28 Web browser A. Oldest form of e-communication between two use}\
3. | C. | Transfer files over a network. 1. Analyse the problem statement and scope of the PAT.
4. Instant messaging D. Offers real-time text, picture and video messaging bet 2. Plan the PAT.
users.
5. Chat rooms B. Allows a user access to a web server. \ 3. Internet research:
6. Conferencing F. Offers real-time communication over the Internet with ml‘ a Composition of educational YouTube videos.
participants in a more formal manner. : :
7. | VvoIP G. | Allows phone calls over a computer network and the Inter b. Characteristics of popular educational YouTube videos (based o
8 |RsS EJ| Offers real-time communication over the Internet with m c. Tips and procedures for creating and maintaining a YouTube ch
participants in a less formal setting.
9. |Blogs H. | Receive updates from websites without visiting them. d. Tips and procedures for creating and maintaining a blog.
10. | YouTub: Ik Publish and id| tent. . .
ouube LDIsh and view video conten e. Find the syllabus (CAPS) for mathematics Grades 7-9.
2. Match the application in Column B with the type of e-communication in Colu . 3
f. Find free mathematics textbooks for Grades 7-9.
\cmumn A Gl g. Find a suitable template for drafting a business plan.
E-mail C.  |Filezilla FO rmat|Ve h. Find suitable templates for the financial documents.
Web browser F. Zoom .
\ A t Analyse the main components of the plan to produce a
TP A. | outlook ssessments A
\messaging D. |WhatsApp eate a list of content to present on YouTube and
n online blog site for the project.

N\ . B track progression.
\%s possible answersM p g
9781776314362 ‘ COMPUTER PRACTICE N6 STUDENT TEXTBOOK

9781776314423 ‘ COMPUTER PRACTICE N6 LECTURER GUIDE
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This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N1 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

s clear, simple explanations, worked examples and exercises will h
owledge needed for N1 Engineering Science.

Preferred SI prefix
Factor Factor in words SI prefix SI symbol
1000 000 000 000 000 000 or 10 '* trillion exa E
1000 000 000 000 000 or 10 ** billard peta P
1000 000 000 000 or 10 2 billion tera T
1000 000 000 or 10° millard giga G
1000000 0r10¢ million mega M
10000r10° thousand kilo k
0,001 0r 10 thouandth milli m
0,000 001 or 10 ¢ millionth micro n
0,000 000 001 or 10 milliardith nano n
0,000 000 000 001 or 10 -2 billionth pico P
0,000 000 000 000 001 or 10 billiardth femto f
0,000 000 000 000 000 001 or 10 - trillionth atto a
=1xR
The Greek alphabet and R=V
Letter Ower case Upper 1 ghter than the filament, the filament appears dark in a brig
alpha « e emmmmmmmmmmmmmmmmme—me—- g is lower than the body temperature. The rheostat is used to ad)i
. ¢xkample 8.1 lowing through the filament. If the filament appears brighter than the bocy
L2 b Find the current flowing through a conductor with a resistance of 8 ohig setting is too high. When the filament merges with or disappears in the backy
gamma Yy 1 difference of 120 volts. temperature will be shown on the milli-ammeter which is calibrated in degre
1
delta 5 i 1=V
epsilon € 1 R
zeta S : =120
eta n : 8 ‘
theta ] 1 I=15A
iota L !
1
kappa N | Example 8.2 @ ©
Ll 2 : Calculate the potential difference needed for a current of 7,5 amperes to flow through
& " 1 32 ohms. is often employed to measure the temp inside steel smelters without an;
v 1 I=Vv
§ i R
o 1 V=IxR
1 =75x32 de up from two strips of different metals, such as steel and copper, which are jq
: V= 2;10 v e metals are joined at room temperature when they are the same length. Whes
I m o rta nt i nfo rm ati o n 1 B e metal with the higher coefficient of linear expansion would tend to expand 1
p 1 bwer coefficient of linear expansion.
. . 1
is provided at the start S .
1 An electrical appliance requires a current of 18 A connected to a mains supply g Copper strip
f h b k 1 resistance of the appliance. —
of each book. . e L
f Y
| R NN T Steal strip
R=V
! N
=120 b %
a ———————————— 4
18 ——
16,67 Q

Worked examples show
how theory is applied.

Theory is supported by
clear and simple diagrams.

9781485834267 ENGINEERING SCIENCE N1 STUDENT TEXTBOOK J

SOLUTIONS for the Engineering Science series are available online. J

17



This series covers Engineering Science for levels E N GTI N E ER I N G

N1, N2, N3 and N4 was written by subject expert,

Richard Maltby, these books contain simple and clear & \?S@I E Cj /

explanations of all Engineering Science concepts.

Shuters Engineering Science N2 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

3.6 COLLISION OF BODIES

Aly collides with a body at rest, then they both move off &«

- Figure 3.2 )

ml ml1
m2 I

momentum before impact = momentum after impact
mi Vi = V2 (M1 + M2)

EXAMPLE 3.6
A mass of 60 kg travelling at a velocity of 20 m/s, collides with EXEHCISE2 «’moved from one position to another. &
Calculate the common velocity after contact. 30 shows a light horizontal beam ABCDEE of a uniform cross-section, loaded as show ¢ work to be done in order to move the vehicle.
- Calculate the forces B and E and verify your answers. qrtain time, then the work done divided by the time ta'
mi Vi = V2 (M1 + m2) A e e e e L e ek i ’ 4
V2= M Vi
T 30 kN IS KN
s
. 4 KNm \rce moves in the direction in which the force acts, thel
=60x20 [T T
60 + 25
14,11 m/ ‘ S [ ’ an - roduct of the force and the distance that the force has n
V2 = m/s .
’ ! ! ! ! Work done = Force x distance
________________ N B b a .
W=Fxs
. T 22
aavino in annacite directions. R ) e [ £ P O R R i ) Where: W = Work done (J) or (kJ)
. . . There is a uniformly distributed load of 120 N/m placed between the two supports. A point load of 300 N is =
Tu to ria | ma te ria | nove in the d placed on both ends of the beam and a 200 N load is placed in the middle of the beam. F = Force (N) or (kN)
(a) Calculate the reactions at the supports. s = distance (m)
i i B (b) Draw a shear force diagram of the beam.
IS su p po rted Wlth (Use ascale of 1 cm =0,12 m for the x-axis and 1 cm = 100 N on the y-axis)
X4 ule (]).
wor ke d exam p | es. Abeam is 5 m long and carries a uniformly distributed load of 10 KN/m along a length of 3 m from the righ fule ()
end. The beam also carries a concentrated load of 20 kN, 1 m from the left end. The beam is supported at i
ends.
) Make a neat labelled drawing of the beam using the given information. /when the point of application of a force of one newton
Calculate the reactions at the two supports and verify your answers.
v a shear force diagram and indicate all the main values on the diagram. N
1J=1Nx1m
swly supported beam. 1J=1N.m
. . . | . .
Exercises test the application of Tutorial material
knowledge at different levels. reinforces key concepts.

9781485834274 ENGINEERING SCIENCE N2 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.

18



This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N3 includes worked
examples, exercises and solutions to assist students
in mastering all the skills and knowledge needed to
succeed in Engineering Science.

E Doubleacting

ic pneumatic system

Figure 6.20

Flow control non

f % return valves

ne is a mechanical device that enables work to

B A
-:\ /1: CY OF A MACHINE
5 |t %fﬁciency is the effectiveness of a machine. Efficiency is the rato

n = output
input
CHANICAL ADVANTAGE OF A MACHINE

The mechanical advantage (MA) of a machine is the ratio of the load to

MA = Load
Effort

. ELOCITY RATIO OF A MACHINE Ri=Ri +Rz2+Rs
Th eo I’y IS The velocity ratio of a machine is the ratio of the distance moved by the, =6+8+10
load in the same time. Rr=24Q
su.ppo rteq by clea g VR = Effort distance

simple diagrams. Load distance Vas I x R2
en mechanical advantage, velocity ratio and efficiency. 1=V2
Efficiency = Mechanical advantage R:
Velocity ratio -4
n=MAx 100 ry

R 1=05A

Comprehensive Glossary Full Solutions provided FREE,
provides support for self-study. online: www.shuters.com

9781485834281 ENGINEERING SCIENCE N3 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.
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This series covers Engineering Science for levels
N1, N2, N3 and N4 was written by subject expert,
Richard Maltby, these books contain simple and clear
explanations of all Engineering Science concepts.

Shuters Engineering Science N4 includes worked
examples, exercises and solutions to assist students

in mastering all the skills and knowledge needed to
succeed in Engineering Science.

ANGULAR MOTION

1ION

1 occurs when an object moves in a circular path. Examples of angular motion
drive pulleys.
ving problems involving rotational movement, we use variables that are similar to linear v
fement, velocity, acceleration and force) but take into account the curvature of rotation or mot

we define the angle of rotation, which is the angular equivalence of distance and angular velocit
¢ angular equivalence of linear velocity.

2 radian

ne radian is the angle subtended at the centre of a circle by an arc equal to the length of the radius.

Figure 2.1 '

d EXAMPLE 5.11
Aghted hydraulic accumulator has a ram diameter of & SOLUTIONS EXERCISE 1.3
Zalculate the hydraulic pressure generated. e
= [— § g
R p=W \ —0
A Ve T~
S Wi
; A Vit =350+ 50
umference of a circle has alength of md or 2 7t r. =4mg Ve 35S
\ has an arc length of r, so, in a circle, the numb —GF Vr =353,55km/h

. =4x25x9.8 tan@= 50

1 cucumfererTce = 2_1-: r Tix032 e

radian = circunm p = 3 466 kPa 6=813

rac EXAMPLE 5.12
. . Calculate the work that may be done by water from a dam that is 100 m al L
Tuto ria | m ate ria | I pipe leading to the turbine is 1 m internal diameter. The density of water j/— Yuoimh i
. gravitational acceleration 9,8 m/s?.
presented in i .
. \
accessible language. . Vowsisms N
=xx1"x100 .
e N\
V = 78,54 m? 1
m = pV Vow? = Vid +V2
7" x 78,54 x103 VA= Vend -Vt

Worked examples show |

Full Solutions are provided FREE,
how theory is applied.

online; www.shuters.com

9781776315680 ENGINEERING SCIENCE N4 STUDENT TEXTBOOK

SOLUTIONS for the Engineering Science series are available online.
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MECHANOTECHNICS N4

N4 introduces students to
workshop procedures and
processes, and teaches
students the basic principles of
mechanical engineering.

The book is written in accessible
language to help students
understand the main concepts
in each module, and then,
through worked examples,
shows them how to apply

the theoretical knowledge to
practical calculations.

Finally students are given
exercises to complete to
practise the calculations.

The Lecturer Guide provides
a teaching plan and a lesson
plan template. A list of useful
e-resources are provided for
each module, to assist the
lecturer in planning each
lesson.

Shuters Mechanotechnics MECHANOTECHMCS MECHANOTECNlCS

Lecturer Guide provides a teaching
plan and a lesson plan template. s i et

EN WEEK TEACHING PLAN

WEEK (M (T |W [T |[F | MODULE
1 X |X

<

‘Workshop layout. Types of production. Factory Layout Handling of
materials. Students must be able to draw the different diagrams of
layout etc. Issue Exercise 1

1 X | X | Metal protection. Identification of different types of corrosion. Anti-
corrosion tests. Surface preparation. Diagrams of painting methods.
Issue Exercise 2

2 X [X [X Lubrication. Classification of lubricants. Hydrostatic and
hydrodynamic lubrication. List factors that should be considered
when choosing a lubricant.

Bench

Draw and label lubrication devices. Issue Exercise 3

2 X | X | Precision measurement of machine parts. Name and describe the
different items used, sine bars, rollers etc. Solve examples on board.
3 X X Describe the one, two, and three wire methods of measuring threads.

Stor: Cupboard:
orage LUpROArcs Solve examples on the wire methods. Issue Exercise 4

Electrical supply

3 X | X | X | Discuss the advantages and disadvantages of gear drives Draw and
describe all gear terminology, module, circular pitch, addendum,
dedendum etc.

Group Activity: Calculations on simple and compound gear drives. Solve examples
on these drives. Issue exercise 5.1 Epicyclic gears. Discuss the
different applications of epicyclic systems. List advantages and
disadvantages of epicyclic trains. Go to great lengths to explain how
\ the calculations are done. Students find this difficult, so more time,

Using your workshop layout plans from your previous group activity, now draw a 3-D plan of your factory
floor.

CA\E For more information on computerised 3-D layouts, have a look at:
A

l::’i https://www.youtube.com/watch?v=k9ST6S8pGWg and than usual is required
https://www.youtube.com/watch?v=8MeHLOj-0KE \ X |X |X Belt drives. Draw and describe flat belt drives.
\ Crossed belts, calculations and state where used. Explaizy
diameter, velocity ratio, belt length, arc of contact.
1.10 LAYOUT PROCEDURES \ transmitted. Belt tensions. Solve examples on

There are many steps involved in the procedure for planning a workshop or production factory. Some of these
steps are:

\\‘ exercise 5.1
Tl belt drives, advantages

Step 1. Accumulate Basic Data Step 15. Install the Approved Layout
(a) Volume and rate of production. Make detailed plans for installing

(b) Product specification and bill of material. production, service and other centres.
(c) Process sheets including tools, equipment, Install equipment, machinery, work

the method and the product which will be benches, offices, etc.

manufactured.
(d) Flow process charts. Step 14. Get Official Approval of the Final
(e) Standard time to complete each operation, etc. Layout 1

Aﬂ?erthe final plant layout has been E- reso u rces (YO UTU be VI d eos

Step 2. Analyse and Coordinate Basic Data checked, it is generally approved and signed . .
Required in order to find. by the team which checked the final layout. a n d We bsltes) a re p rOVI d ed .

‘The workforce size and type. A final layout accompanies:

e number of work stations required. (a) Product drawings.
of equipment required. (b) Bill of material (parts list)
ad other space requirements. — -

anamachine. 9781485836346 ‘ MECHANOTECHNICS N4 STUDENT TEXTBOOK
9781485836353 ‘ MECHANOTECHNICS N4 LECTURER GUIDE
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Shuters Mechanotechnics N5
builds on the introduction given
in Shuters Mechanotechnics
N4. Students continue to
practise workshop procedures
and processes, and reinforce
the basic principles of
mechanical engineering.

Worked examples throughout
the book shows students

how to apply the theoretical
knowledge to practical
calculations. Progressive
exercises enable students to
practise concepts.

The Lecturers Guide provides
a teaching plan and a lesson
plan template. A list of useful
e-resources (videos and
websites for example) are
provided for each module, as
lesson planning aids.

-«UTIONS EXERCISi

/makes 100 r/min clockwise.

Te

MECHANOTECHNICS

MECHANOTECHNICS .,

5.7 CALCULATIONS
Summary of formulae
Rope speed in m/min = Speed in km/h x 10°
60
Mass rate in tons per minute = Total mass per hour
60
ck rate in trucks per minute = Mass rate per minus
Load per truck

EXAMPLE 1.2

gear train, the arm A carrying carries two gears B and ¢
teshes with gear E and gear C meshes with gear D. The numbés
;30 and 90 respectively. Find the speed and direction of gear C whiin metres = Rope speed

Truck rate
rucks each side=n=_Length
Spacing

T =75 lance mass x g x sin@ (0 is the angle of ir
i 1

Te=30 llance mass x g (For gradient of ]

\ X
=24
Tp =90 sistance for full trucks
. " truck + mass of load) x resistance p
Na=+100

esistance for empty trucks
of truck) x resistance per ton,

e module: s resistance o
T+l=Te+To | Progressive
) Niaton of R opportunities
TR S s S S S -t to revise
e | EeD e calculations.
+1 +43,§33 -23,?;540 +43,‘36:5X20 Worked Examples
veamtee gty | S g with labelled diagrams
Solutions to the Self  — 2 build student
Tests are provided in ¢ confidence and
the Lecturer Guide. support self-study.
9781485838425 MECHANOTECHNICS N5 STUDENT TEXTBOOK
9781485838432 MECHANOTECHNICS N5 LECTURER GUIDE
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MECHANOTECHNICS N6

Shuters Mechanotechnics N6
builds on the introduction given
in Shuters Mechanotechnics
N4 and NS5. Students

continue to practise workshop
procedures and processes, and
reinforce the basic principles of
mechanical engineering.

Worked examples throughout
the book shows students

how to apply the theoretical
knowledge to practical
calculations. Progressive
exercises enable students to
practise concepts.

The Lecturer's Guide contains
guidance for the lecturer,
sample lesson plans and
answers to the activities in the
Student Textbook.

MECHANOTECHNICS § MECHANOTECHNICS

Ch has 3 driving discs and 2 driven discs, i.e. 4 pairs 018,/ modules, which are integrated and packaged into wi\
dules are as follows;
Assuming uniform pressure, calculate the total axial spring load r
transmit 25 kW at 1 575 r/min if the coefficient of friction between

(b) If there are 6 springs, each of stiffness 13 kN/m, and each of the contac
to wear, calculate the maximum power that can be transmitted under theonnet, doors, roof, trims etc.

.2 A cone clutch is designed to transmit 27 kW of power at 1 240 r/min. The clutc omes to mind is that a vehicle is used to cary
outer diameter of 350 mm and the semi-cone angle is 10 °. Assuming the face wid TSt be able to carry people safely, comfo;
coefficient of friction is 0,24, determine the axial force required to transmit the toifon is also to listen to the driver, which hi

r and 120 mm internal diameter.

of engine, gear box, drive axles.

of suspension, steering, brakes, tires and wheels

EXAMPLE 6.14
ase of 2,9 m and its centre of gravity is 7
mm above ground level. The centre of gravity is 1,
s at a constant speed of 90 km/h on a level road and the
and the road is 0,4.

e the minimum distance in which the vehicle can be stopped when;

)  Uniform pressure.

functions, the study of vehicle dyna;
woir of the vehicle under certain dri;
¢.) and to study and verify if the vy

Uniform wear.

nly the front wheels brake.

Only the back wheels brake.

Both the front and back wheels brake.

Find the ratio Nf:Nr when four wheels brake.

e clutch has inner and outer radii of 122 mm and 152,5 mm respectively, wi
the coefficient of friction is 0,25 and the allowable uniform normal pressu

e necessary axial load.
e power that can be transmitted at 1 000 r/min.

slate clutch is to transmit 11,2 kW at 1500 r/min. The inner and out,
,5 mm respectively. The maximum axial spring force is restricted t

culate the necessary number of pairs of surfaces if p = 0,35 (as;

Baseline
learning reviews
develop positive

progression.

1=2,91

* = 1,28 hat will be the necessary axial force ?
v=2§

lutch has 6 pairs of contact surfaces, each havin
. The coeficient of friction between

Exercises test
the application
of knowledge at
different levels.

Worked Examples
support self-study.

9781776288199 ‘ MECHANOTECHNICS N6 STUDENT TEXTBOOK
9781776288205 ‘ MECHANOTECHNICS N6 LECTURER GUIDE
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QUANTITY SURVEYING N4

Shuters Quantity Surveying N4 is written

according to the latest syllabus. Using this QUANTITY
textbook, students will acquire a thorough

grounding in the theory and practice of Quantity SU RVEYI NG
Surveying at an N4 level. Through the use of '
examples and activities, students will be able to : 4 ‘ y
master the skills and knowledge needed at this
level. Resources for the lecturer are available

online to assist with the marking of activities and
lecture preparation.

10 nmscreed onfloors to
receive vimy floor tles.

&
8 ™| Vinyfloor tiles toscreeded
floors.

Figure 6.6b

NL | Onebrickwallin1:3 cement
martar.

i
NL  Half brick wall in 13 cement NE First twosuper dimensions.
y | mota cancelled

BRBBENEE

. . R ERCRn
Real life practical = = =
examples increase iy 1 |
K red to as ‘waste, is also g | | 8
student Comprehengon. description column inside a | 1, «
g | |
| | =1l
| | g
/ 5.2 TAKING OFF g L oE
ol | |
T T T - I,
foop ool e el ST R ol N |
1 IS Nr- " §] g
: As.r&; ﬁ‘ ! [ =2 ﬁ‘
1 5_@ & 2401954 l_ = — |
W= 2| e T =
: =|5- ?/2?232 5P
: iz
1

Example of a Taking off.

ned in Module 1, taking off is the process of measuring for the Bill o
r-off should bear the following points in mind:

Wide range of measurement exercises
broaden learning experience.

date-stamped with the date on which they were r¢

with the overall sizes and noti

d oot an oo

9781485836438 QUANTITY SURVEYING N4 STUDENT TEXTBOOK
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QUANTITY SURVEYING N5

Shuters Quantity Surveying N5 is written

according to the latest syllabus. Using this QUANTITY
textbook, students will acquire a thorough SURVEYING
grounding in the theory and practice of Quantity
Surveying at an N5 level. Through the use of
examples and activities, students will be able to
master the skills and knowledge needed at this
level. Resources for the lecturer are available
online to assist with the marking of activities and
lecture preparation.

ANTITIESASAC

rned in the previous modules, a Bill of Quant
m drawings prepared by architects and structural e
ct, which makes it the most important document in a coi

have seen, each trade has its own bill and the trade bills are
given by The Standard System. The bills together comprise the

owner/employer needs a definite agreed cost before comr Re a |_||fe

reement. . .

situations

o determine the cost of a building the owner obtains the servi .

ho prepares a detailed and itemised list of the componentsre gl e ||n ked to

e building. This list is known as the Bill of Quantities. The pe

1antities is usually the quantity surveyor employed by the ow! the theo ry

ilding contractor has to prepare his own Bill of Quantities fro .

is case, the Bill is prepared by the building contractor’s sur bel ng ta Ught

\ the Bill is complete, the building contractors are invited to price tl
arrive at a total sum.

.6 EXERCIS

/ REQUIRED AN

at is a building contract?

ch contractor has her own prices for the items in the
‘dentical. When a tender is accepted the Bill is par

UILDING CONTRACTS

Describe the difference between a tender and a contrac

Centre line of one brick wall . . .
/ &footing . Give a brief summary of the various types of contracts.
4. Discuss briefly three methods of calling for tenders.

5. What roles are played by the architect and the quantity surv

Certre line of half brick wall in

lining. calling for tenders? Draw on your background knowledge t
221110 Mm(kﬁm)
] 44160 Wean Gith . A large building contracting firm wishes to tender for a larg
Centre line of one-andthalf brick would it set about doing so? Explain the processes and
val- _ the beginning up to the time when the firm wants to start
Y S tender accepted.

\ 43 280 Mean Girth
Centre e cftwobrickwall five types of contract documents.

o MQ(ZQ(Peﬁn‘eﬁer)
Key skills with Solutions, are presented Exercises test the application of

in comprehensive Examples. knowledge at different levels.

9781485838487 QUANTITY SURVEYING N5 STUDENT TEXTBOOK
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Shuters Quantity Surveying N6 is written
according to the latest syllabus. Using this
textbook, students will acquire a thorough
grounding in the theory and practice of Quantity
Surveying at an N6 level. The following areas

are covered: Construction process (including
communication processes); the Theory of
quantity surveying); Measurement as it relates
to plumbing, drainage, basements, etc.; and
Quantities and Costing.

Through the use of examples and activities,
students will be able to master the skills and
knowledge needed at this level. Resources for
the lecturer are available online to assist with the
marking of activities and lecture preparation.

13 x 200 flbre ricdge

38 x 114 mm
tructural timbers

38 X 114 mm
wall plate

76 x 76 mm

(£0 - £'¢ "ON ONIMVIQ)

LOA[0¥d AFS0d0dd NOSNHO[ SAN ® ¥

¥ Plaster & Paint
7S mm B raoln
% /water‘ down pipe
I

<5.@ rein. cancrete

VAV AT ALY N T NG.L.
Hardcore filling Ig e e

o I T
15MPa unrein. concrete

=

TIONX - X
150

Wide range of measurement exercises
broaden learning experience.

J00¥ 9N DONIAFAYNS ALLLAT

QUANTITY
SURVEYING

«Z WORKED EXAMPLES

The worked examples that follow are
foundation column and bases, super-sti
reinforcement.

Worked Example 3.4 - 01
The take-off list for Worked Example 3.4 - 01 could read a
« Site clearance

« Excavation

« Risk of collapse

« Concrete in bases

« Concrete in beams and slabs
« Concrete in columns

o Formwork in bases

o Formwork in columns

o Formwork to slab and beams
 Provisional sums

« Back filling

TCATION:

Worked examples show
how theory is applied.

9781776288137 QUANTITY SURVEYING N6 STUDENT TEXTBOOK
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BUILDING ADMINISTRATION
N4

Shuters Building Administration N4 aims

to introduce students to the building site.

They will learn how to manage and administer
construction sites in a real-world situation, and
will also understand and be able to adhere to the
relevant safety standards and procedures.

BUILDING
ADMINISTRATION

N4

<

SR

MODULEEI6ACON

ofi tasks, and recommend construction

1als are in place when the construction workers are ready tG%
¢ that all workers and visitors on site wear the appropriate personal prote

onitor the performance of the workers under their control to ensure that business 0
achieved

Organise and monitor the work of subcontractors on site
Ensure all works are carried out in line with approved method statements
+  Conduct and amend risk assessments and deliver toolbox talks

«  Ensure site personnel have job relevant training requirements

: ACTIVITY 1 AND QUESTIONS
: Learning activity 1

1
I

Discuss the functions of the following professionals in the building industry:
/ «  Thearchitect
The building inspector

The quantity surveyor

Clear diagrams to
simplify learning.

1. Listall the professional consultants that you have learned about in this module.
2. Name five duties for each consultant given in Question 1.

3. Explain the meaning of ‘professional consultant” in your own words, or according to your
understanding.
Prepare a line diagram to show the relationship between the members of the professional team.

uthority Clerk of works

Building Health and safety . .
Contractor inspector swer the following questions about the clerk of works:

Who does the clerk of works represent?

Who pays/employs the clerk of works?

( \ Name two duties a clerk of works is responsible for carrying out.
May the clerk of works issue any instructions

Sub-contractors Supplier xplain the function of the architect.

y is it necessary to involve professional consultants in a building project?

Why is it necessary for a structural engineer to check the building plans?

Figure 1. Shows the structure of professional consultant in a building project
d P 9 prel . Why is it important for the electrical engineer to work closely with the architect?

1. What is the function of a building inspector?

1.2 CLIENT/OWNER/EMPLOYER ;z Differentiate between the structural engineer and the geotechnical engineer.

What
o el . |
erson or group of people who want to erect or build a struct build ACt I V I tl e S tO te St th e O ry a n d p ra Ctl Ce
¢ and an engineer to make it reality. They work closel hat

1. However, once the contract has bee:

in pre-contract auties, the contract stage and post-Contract auties tor the r
ity surveyor

9781776314034 BUILDING ADMINISTRATION N4 STUDENT TEXTBOOK
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BUILDING ADMINISTRATION
N5

Shuters Building Administration N5 helps the
student to build on the knowledge acquired at
N4 level. They will gain a more comprehensive
understanding of what is involved in the
administration of building projects, with specific
reference to South African Industry standards,
and health and safety requirements.

BUILDING
ADMINISTRATION

Bl
/1 as a slideshow, to hélp n, 1.§MA|NTENANC\|:

s questions that allow the audient

¢ of maintenance of equipment

Presenfing ,ips und ,e‘hniq Ctool that helps to secure reliable and satisfactory production quality,*

tor the environment.

The golden rule before presenting and pitchy
stakeholders is that the entrepreneur knov maintenance is aimed at improving reliability, performance and safety, whils

comprehensive overview of the new ventu gevity. A well maintained plant allows for maximum output and productivity, re

‘ . cos
‘he entrepreneur or entrepreneurial team
\ce managers have a clear outline of th{ maintenance must be planned and executed in the least disruptive manner, and s|

tive visual aids to suoport the oral or 1 a matter of critical importance. The operator checks oil, grease, water, loose nuts, ¢
PP P8 1so checks brakes, lights, fuel, etc.

tation to interested audiences,

‘ar delivering a suce aintenance

thine is withdrawn from its current function, and all worn parts are replaced b
tully equipped workshop. This should be properly planned.

Clear diagrams and photographs
enhance the learning material, and

test modules at the end of each Module help
learners to consolidate their understanding of the
subject content.

t is on site when required

nt chart is used to ensure the plant is always on site when requi
g stage. One copy is sent to the plant supplier (departmeng
sugh the supervisor is agreed upon (e.g. by phong
nd on-site plant maintenance is perfog

9781776316007 | BUILDING ADMINISTRATION N5 STUDENT TEXTBOOK )
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BUILDING ADMINISTRATION
N6

Shuters Building Administration N6 helps the
students to develop their ability to manage
construction sites and to adhere safety
standards and procedures. The more legal
aspects of tendering, contracts and ethics are
explored, as well as safety regulations, work
study and staff motivation and development.

_— O —

Invitation to tender \

Step 3:  Submission of tenders

BUILDING
ADMINISTRATION

avation

sersonal factors.

e rate for excavation = R95/m?
.. Cost =6,72m> x R95 = R638.40

sic motivation: sometimes referred to as 'external motivation', tt
factors outside one's self.

Concrete foundation ple of motivators

The footing = 0,7m x 0,25m / Intrinsic Motivation Extrinsic Motivati(\
olume of concrete foundation =1xwxd Feeling of accomplishment Money \
= 22,32m x o,l - P—
~3.906m® = njoyment romotion
ate for concrete foundation = R1800/m? Knowing you did a good job Awards
". Cost =3,91m? x R1800 = R7038 Personal ethics Recognition

ab \ Self-respect Respect

\ Meeting a goal you set for yourself Meeting a goal set by,

s to influence motivation on site:

The theory covered in the book is
supported by clear explanations,
examples and activities to ensure that
learners master the subject content.

velop loyalty by always being fair.
urage teamwork.

in good working conditions.
communication is a two-way process.

ion by providing job security.

9781779921475 | BUILDING ADMINISTRATION N6 STUDENT TEXTBOOK
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STRENGTH OF MATERIALS
AND STRUCTURES N5

Shuters Strength of Materials and Structures
N5 builds on the knowledge that students have STRENGTH OF MATERIALS
attained from their N4 studies. It provides them
with both theoretical knowledge as well as AND STRUCTURES
practical examples and the chance to apply their vl

knowledge.

The Student

Textbook F= A

contains 1+ a(Le/k)?

extensive le=21L

diagrams,

explanations . ]

and worked p ratio (SR) = Effective length of strut | Ny . or—— 13

examp]es to help Least radius of gyrcﬂion - =
the students
understand the
subject content.
Exercises at
the end of each
Module help
them to apply the

theory learned.

0 we call this a strut and Rankine's theo

H-section (parallel flange
as above.

- EXAM TYPE QUESTION

A strut with both ends fixed has a length ¢
safe working load on the strut is 90 kN.

oduction

hen a deformed structure, such as a spring, stretches, then it s

Definition of strain energy

The Rankine constant is 1/7 500. Use a f:

(a)
(b) The safe load for Euler's equatio

The dimensions of the strut.

(c) The slenderness ratio when the

it.

traight bar of steel 1,5 m long Gradually applied loads

N ion till
Sl s en a load is gradually applied to a bar and the bar undergoe

oe in length, the load moves as the bar deforms and the
done by the load on the bar. Since the effect of thjs
ar, the measure of this work done is called

The Lecturer Guide, in addition to containing the
answers to the exercises, also contains lesson
plans, a teaching plan, e-resources and sample
examination papers to help the lecturer.

9781776314065 ‘ STRENGTH OF MATERIALS AND STRUCTURES N5 STUDENT TEXTBOOK
9781776316625 ‘ STRENGTH OF MATERIALS AND STRUCTURES N5 LECTURER GUIDE
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a type of energy known as strain energy. In many cases, this energy
can be converted into other types of energy, such as kinetic energy.

Strain energy is a type of potential energy that is stored in a structural
member as a result of elastic deformation. The external work done
on such a member when it is deformed from its unstressed state is
transformed into, and considered equal to the strain energy stored in




MATHEMATICS N4

Shuters Mathematics N4 \
will provide students with MATHEMAT'C‘S
the necessary skills needed |
to identify and calculate
mathematical problems

they are likely to encounter

in industry. They will gain

the necessary knowledge to
integrate mathematics into
their various trade subjects,
and provides a foundation for
further studies at N5 and N6
level.

LECTURER,GUIDE

M3L. Bezuidenhout: M:, Bezuidenhout

xercise 6.6 Ginstead of 7, especially in electrical cng
“ Plex number is defincd as a number that consists of TWO parts, a REAL

30 AGINARY part.
2 Imagining imaginary numbers

Think of the number 7 as a number that exists on its own number line. .

Tts number line is perpendicular to the real number line with the Imaginary
- positive axis going upwards.
5
10 o, . . .

2.1 Identify real and imaginary parts of a complex number in
lues into the initial system o
¥ rectangular form
k- A complex number can be expressed in the form a + bi, where a and b are real numbers and 2 = —1. The
y=x+2 cal part of this complex numl imaginary part is 5. Two complex numbers are cqual if, and
if, both their real parts and their imaginary parts are equal. Note that both @ and b are real numbers.
0 Ly 2 3 1 5 1
11 dx

Area =29 % sq

and imaginary parts of cach of the following complex numbers.

Nimber

Real part | Imaginary part |
3 [ 4 |
3

= Progressive
e, write the final answers as: l7 g
i e e Opportunities

ect form to determine the coefficient and answer matrices.

- Dy 1.1 1
. =% y=Fr=gig=7= .
Solutions to the Self prETaTET to revise
H H Note that you could simplify your work by multiplying both equations by 4 before starting the .
Te StS a re p rOVI d e d I n calculations. Verify the answers by substituting the values into the initial system of equations. C a I C U I at I 0 n S .

the Lecturer Guide.

Exercise 1.2

1. Solve the following systems of equations using Cramer’s Rule:
I x+y=7 x+2y=11

12 detdy=1 x4y=3

crhy=3 sr=3 Worked Examples with labelled
o= Jarap=i diagrams build student confidence and
support self-study.

b=2; 0,5a+0,6b=1

s of equations accurate to 3 decin

9781776315512 ‘ MATHEMATICS N4 STUDENT TEXTBOOK
9781776315536 ‘ MATHEMATICS N4 LECTURER GUIDE
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Shuters Mathematics N5 builds on the
foundation created by Mathematics N4, taking
the student into greater depth as they learn to
integrate the mathematical skills and calculations
learned into their specific trade subjects.

The Student Textbook contains
worked examples, plenty of ,
exercises to hone student skills, |
and moves progressively from
basic calculations to those of
greater difficulty.

~

> élir(l)ih <
substituting 0 for /4 and using

. sinf _ . 1—cos
élino N 1 and/or lim 0

-0

Differentiating f(x) = cosx from first principles

First step for differentiating from 1st principles
e work out f(x+h) M.L. Bezuidenhout *'G.B. Scott
e use Compound Angle trig identities f/ _<ntiate each ter

the expansion

éat all y variables ds tuncuois vt A, USIHIE LT CLAILT TULT TUCd Uk

; . dy
2nd, 3rd and 4th steps for differentiating from/ innermost function as —7-.

Ist principles ® Use the product and quotient rules as required.

f(x+h)—fGdf

d
® Solve the equation for %y

1
=z (x+h)2
_4[ 1. h R 3 \Differentiation techniques: Logarithmic differentiation
-5 2x% gx% 16x% When differentiating expressions that are complicated by exponents, with a variab

41 1 A h? h3

=z |x2+ — 4k

Sx+h)—f(x) _ 3 2)(% 8x% 16x%
h h
4h( 1 h h?
—lt
_ 5 2x% Sx% 16x2
h
41 1 h h?
= — [— + —
5 2x17 Sx% 16x%
Ce+h)—f(x) AL \ The Lecturer Guide provides
L s [q ' assistance to the lecturer, and
solutions to all the calculations
the exponent, use the laws of logar and self-test questions.
9781776315550 SHUTERS MATHEMATICS N5 STUDENT BOOK P

9781776315581 | SHUTERS MATHEMATICS N5 LECTURER GUIDE (EBOOK ONLY)
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MATHEMATICS N6

Shuters Mathematics N6 provides a foundation
for many other areas of learning, particularly in
the engineering fields. In this book, the focus is
on understanding the strategies and processes
for solving problems that engineers encounter,
rather than on proofs.

The Student Textbook builds on
the foundation of mathematics
work done at lower levels. It is
aimed at helping students to
deal with the examinations with
confidence.

es with integration prob

trigonometric functions

trigonometric functions raised to powers

ou have already dealt with the integration of tr
ythagorean identities. These identities enable y
e sin? in terms of cos?, and vice versa;

e tan’in terms of sec?, and vice versa; and

cot? in terms of cosec?, and vice versa.
ample 4.1

Find the general solution of tanx% +2y = x - cosec x.

M-L. Bezuidenhout?

manipulating the integrand in this way,
ion can easily be integrated.

Solution

® Divide all terms of the equation by the coefficient of % to get it as close to the sta

Y
x=3
X
25 4 ® The coefficient of y corresponds to P*x ), which we use to construct the integrating
P"x) =2 cot x and integrating factor /(x)= e/ P(x)d
= efZCot x dx
_5 M Ax - 62 -

o Multio all ¢ fiho ol The Lecturer Guide provides
uitiply attterms Otthe st 4qsistance to the lecturer, and
« solutions to all the calculations

' and self-test questions.
. dy .
(smzx)a+2smx\ J

Change the form of the left-hand side, expressing it as the derivative ¢

9781779921246 ‘ SHUTERS MATHEMATICS N6 STUDENT BOOK

d
d—i +2(cotx)y = x cosec xcotx

itor, th

(sinzx)% +2(sin2x)

9781779925343 ‘ SHUTERS MATHEMATICS N6 LECTURER GUIDE (EBOOK ONLY)
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TRAVEL OFFICE

Travel Office Procedures N5 build on the student’s
knowledge of Travel Office Procedures that was gained

at N4 level. They will learn about the financial aspects of

a tourism business, and how to perform basic financial
transaction recording. This book will teach the student how
to understand the various entrepreneurial opportunities

in the tourism industry and the financing relevant to these
businesses.

4llv2o703 ‘7, ‘ m
fiowing totals appearéd in the books of Ashley’s € TRAVEL OFFICE
Bank total in the Cash receipts Journal was R549 632,00 PRQCEDURES

e Bank total in the Cash Payments Journal was R291 476,00
e The Bank balance brought down from July 2020 was R92 53¢
Required:

1. Open the Bank Account in the General Ledger of Ashley’s Odyss V
2. Balance the Bank Account.

0000000000000 00000000000

General Ledger of Ashley’s Ordessy
Balance Sheet Section
Bank
Date Details Folio | Amount ||Date ‘ ’
All Activities
from the Student
N— Example of Credit Sales Invoice TeXt b O O k a re
L vorceNon provided in the
'UMHLANGA 4001
Tel: 031-451 7623 « Fax: 086 2314567 Wo rkboo k, rea dy
To:  LLima " 2 -
ES B \ for students
Qu::.z:ly [ Description Unit Price Amount to com p | ete .
:{illllS]c{l;\us - ‘L(:I"l'—l"l'\{r(i]"[' CE531 1 020,0()5 3 060,00 (bo o kee p i ng
LD forms, petty cash
T and cheques, etc.)
ure  CKhathi 8
Date 7 January 2020 | 9
The following information appears on the credit invoice:
1 Credit sales invoice number
2 Name and address of the travel agency
3 Name and address of the customer
4 Quantity and description of the sale N Otated exam p | es Of
5 Unit price and total amount due from the customer . .
6 Temetyspune a wide variety of travel
7 Signature o: the customer/clliem i n d U St ry d o c u m e ntati O n .
ature of the agent working for th

9781485838357 TRAVEL OFFICE PROCEDURES N5 STUDENT TEXTBOOK
9781776288229 TRAVEL OFFICE PROCEDURES N5 STUDENT WORKBOOK &Q,
9781776288212 TRAVEL OFFICE PROCEDURES N5 LECTURER GUIDE
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TRAVEL OFFICE
PROCEDURES N6

Travel Office Procedures N6 has been designed
to build on the student’s knowledge of Travel Office
Procedures that was gained at N5 level. They will
learn about the legal aspects of travel as well as
how marketing and sales is used in this dynamic
industry. Students will gain a knowledge of human
resources issues in the travel industry, and explore
potential career options available to them.

TRAVEL OFFICE

PROCEDURES

other hand, you may havess
dncentrate on your computer or paperws
nd it difficult, if not impossible, to sit for long pe

al functional capacity is also used for individuals who may
mited mental functioning, or intermittent brain seizure activity.

er a person can follow directions, maintain levels of concentration, o1 LTS M Su p pO I’t
sle in determining your residual functional capacity. .
tools include

1.1.4 Breach of Contract on-page
One party's failure to fulfill any of its contractual obligations is known as a ' Deﬁnltlons

Types of breach of contract include the — { H
various ways an agreement between two K‘ BREACH OF A and Brlght
parties can be broken. A breach can only ; one or more pz /dea |nse rts

occur if a valid contract exists. domothonodl

which expand

FLASHBACK: Elements of a Valid Contract S pec Iﬂ c
Both written and oral contracts are valid if they include all t a S pe Cts
e An offer of value in exchange for goods or services has be

* The offer was accepted by the other party.

e Each party provides consideration or an item of value.
consideration, it constitutes a gift, which is not enf

ACTIVITY 2.2.4

ollowing scenario then answer the questions t

e finance manager, you are asked to calculate the individua
entive travel competition. The sales for the previous year was
10% sales increase to determine an incentives budget, and a profit
increase. Also, they allocate 40% of their profit to incentives programm

n't. Also, refrain troi
e a bad situation worse.

During an emergency, it is their job to ask qus
ill provide them with the information that they neec:

Calculate the increase in sales.

ledge any negative information that might have emergs
ietails on what is being done to remedy the problem or situatio

Calculate the profit earned.

Calculate the budget available for incentive travel.

Media training: how
to deal with media
in a crisis: https://
www.youtube.com/
watch?v=EVujjbGvnal

= .

Calculate the amount, per person, available for incentive travel.

Show all your calculations.

Thereafter, you contact your travel agent partner, with the amount per per
individual budget for each winner of the incentive travel competition as follo

e Promotion: 15%

Transportation: 25%

Global safety council:
dealing with the
media in emergency
situations. https.//
www.youtube.com/
watch?v=POwe-omjq

Accommodation: 35%
Meals: 15%

2lop the media as a partner to serve the public. Reme
elationship based upon understanding and trus

E-resources such as YouTube ‘ Exercises test the application of ‘
videos and websites are provided. knowledge at different levels.

9781776314096 ‘ TRAVEL OFFICE PROCEDURES N6 STUDENT TEXTBOOK |
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TRAVEL

Shuters Travel Services N4 will prepare
students for a career in the tourism industry,
with specific reference to travel. The book will
give students a thorough knowledge of the
terminology and components of the travel
industry in South Africa. They will gain the
necessary knowledge and skills to give effective
passenger service, to advise clients on travel
arrangements, calculate fares and complete
travel documents correctly.

#y their luggage
Service can also collect
Zairport terminal upon arrival
25 their car.

Figure 2.3: Valet parking

helping or doing work for someone. A facility is a place or a piece of equipment

6 There is a difference between a service and a facility. A service is the action of
Y,
A . B that is there to do a particular job. Parking is a facility but valet parking is a service.

Airport desks

Airport desks are the counters at which a passenger can get information. The pictogram Rea |- | Ife

for an information desk is often the letter ‘i". There are information desks for the airport . .

itself and the various airlines that fly from that airport. Staff at the tourist information t t

desks can assist passengers with questions about the airport, as well as provide general s I u a I O n S
information about the city, book accommodation and recommend tours and attractions. | H k d

Most airlines will have a service desk that provides information about the airline as well a re I n e tO

as help with the purchase of tickets.

the theory

https://www.safarinow.com/destinations/tsitsikamma,/
- popularattractions/bloukrans-bridge-bungy.aspx

In which province will you find the Bloukrans Bridge? (2)

Figure 24: Information desk Figure 25 Aline senice desks”. 2)  Na@me one accommodation establishment close to the Bloukrans Bridge where
the couple can stay. Remember, it is their wedding anniversary. Give the name,
r‘—ﬁ contact number and email address of the accommodation. (4 x 1) (4)
£ wrapnias = > c) Name one company that will be able to take the couple bungee jumping. Is the
Bwing: E company a producer or a support service? Explain why you say that. (2)
s d) In your role play you have to execute 5 function of a travel consultant (list the
sas and permits functions that you have executed). (5% 1) (5)

Health documentation

n-route to work on Monday morning, Siyabonga was walking past Terrific Travel Agency (TTA).
: travel consultants were handing out pamphlets to everyone, Siyabonga happen to take one.
tour package was called Moroccan Madness and included all the exciting activities and cities a

st can visit in Morocco should they embark on this tour. The most interesting and exciting part
package is that it included discount rates on all entrance fees to all the tourist attractions.

7 the end of this module, you will be able to:

 furnish clients with correct information about the different travel documents and how
to complete the various documents correctly;

* define passports as defined by IATA;

* selectdocuments that could be used instead of a passport from a given list of documents;

« state conditions for issuing joint passports with reference to South African passports; ire the roles of Terrific Travel Agency and Moroccan Madness respectively in
« explain how and where to obtain passports; rel and tourism industry? (2 x2)(4)
* state the validity of South African passports;
* define visas and transit visas as defined by IATA; )rganisation would you belong to if you:
¢ read and interpret visa requirements and validity and state where to obtain visas for g

foreign countries, using the GSA; ned a B&B in Makanda? (1)
«  read and interpret permit regulations published in the GSA; rted a car rental company? (1)
* advise prospective tourists in simulated situations on permits required for specific items R . . . .

when entering foreign countries; anaged an independent travel agency with an office on the main street in
« name the World Health Organisation (WHO) as the organisation responsible for the i small town? (1

standardization of international health certificates; . . :

Had a catering company that provides food for delegates at big conferences? [/

o state the requirements in respect of international health certificates, certificates of

vaccination and validity of certificates of vaccination;

ead and interpret information regarding countries requiring vaccinations when given Mich organisation would you use if you:

racts from a source of information;

. \ ) . )
e regulations regarding the validity of vaccinations in simulated situations; /anted to find out more about what to do in South Africa on holiday?

e organising a cc al com),

Outcomes are clearly described woinvestin - Exercises test the application of
fodeuts  knowledge at different levels.

9781485836568 TRAVEL SERVICES N4 STUDENT TEXTBOOK
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Shuters Catering Theory and Practical N4
will empower students with the ability to
discuss theoretical concepts in catering, and
also to apply the theory and skills learned in the
classroom to the preparation of suitable and
applicable dishes. Students will master all the
basic theory as given in the subject outcomes,
and then apply the theory to practical recipes
given in the book.

e all dry ingredients together.
ix the dry ingredients in a bowl, add the milk and yolks.
Fold in the egg whites.

. Put about 5ml of butter in a pan that is on medium heat, when golden brow
‘bubbling’ turn around until cooked.

Recipes and
instructions
are included
in the book.

. When cooked put one side.

. Crumpets can be served warm or at room temperature.

icken and Vegetable Stir fry

Notes

CATERING THEORY
AND PRACTICAL N4

CATERING
THEORY AND
PRACTICAL

e Lifting hot items from a frier such as eggs or hambut,

on your cuts perfecting your julienne.
uld be added if you would prefer.

instructions the recipe sets out and cut accordingly.

ponsibilities are.

at no kitchen in industry is exactly the sa

Scale

A cooking scale is used to weigh products of any kind in gram
kilograms. A more modern approach in industry is to have ev
weighed as it assists with standardisation.

Use:
* Used for weighing grams or kilograms.

er from kitchen to kitchen and will vary based on men
f staff and kitchen layout.

/ Definition

Mixing bowls

Bowils of varying sizes. Usually, stainless steel or glass.
Use:

* Used for mixing ingredients.

* Can bhe used for storage if tightly wrapped.

/ Commonly referred to as starter section. French term: garde-manger section.’
Section where stoves, friers and ovens are. Meat, vegetables, fish and sauce
are made in these parts of the kitchen.

n Sections of kitchen that are temperature controlled or where there is no
cooking equipment. The starter and pastry sections are part of the cold
kitchen.

section Pastry/dessert section. Part of cold kitchen.
hef Main chef in charge of the kitchen. Mainly responsible for everything from

staff to food cost. In very large establishments they might have both a head
and executive chef.

Colunder
Perforated bow! with handles.

Use:

* Used for straining rice or pasta.

Most establishments only have a head chef who performs all the duties an /
executive chef would as stated above.

Usually, second in command. Communicates with chef de partie as to
standards and makes sure standards are upheld.

f with experience. These chefs are usually in charge of their &/

Definitions for terms in each module
are given and explained.

9781776314058

Conical Strainer
Or china cap, body is made from metal also perforated.

Use:

e (Can be used to strain stock of larger pieces of bone,
vegetables(mirepoix) or impurities.

Extensive use of photographs

enhances the learning experience.

CATERING THEORY AND PRACTICAL N4 STUDENT TEXTBOOK
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Shuters Computer COMPUTER
Progamming NC(V)4 has been PROGRAMMING

written by subject experts, in
line with the new syllabus for
Computer Programming NC(V)
Level 4. The book uses examples -
and activities to teach how to
design user-friendly, computer-
based solutions that meet the
needs of end users. Students
learn how the role of Computer
Programming interacts with
the broader IT environment.
Accessible language and
relevant examples make this
book easy to use.

The Lecturer Guide provides The Lecturer Guide has FREE online digital resources,

extensive material to assist including Extra Activities and Past Exam papers.
with lecture preparation and

presentation, and includes useful
electronic resources.

COMPUTER

LESSON PLAN
Information Technology and C&
To help your understanding, read this blog which explains obje b d S Computer Programming, Level 4
“:\E concepts in simple English. < How fo ... Create a navbhar and menu DATES: (5 days)
A To create the navbar and menu, do the following:

https://blog.usejournal.com/object-oriented-programming-co
english-3db22065d7d0 Step 1: Write the HTML needed
a. To create a navbar, we’ll create a list element. Each list item in thgss. 2. Explain the basic principles of an object. 3. Describe an abstract data type

xplain the

s
e s . " 4. Identify and diffes
Each link will point to a different page on the website. nd em;w,m" ¥  Explain the

sramming DATE ¢

sriented concepts

To understand what an object in object-oriented programming is, let’s look at a fe
objects: One of the list items must open a menu when clicked. To do this we crej

. X " " " lifferences between object oriented and procedural
contains <a> elements. We assign the value of “dropdown” to this <di\ J L

the <div> points to an element on the same page. The links could just as "
a different webpage on your website. Study the HTML used for the navbapes
col

* A computer game (for example a racing game) would include objects such as chai
and car objects.

* Whenever you create a Windows Form application in Visual Studio, you use objects

o . . <header>
and text boxes to build a graphical user interface (GUI). <PISTHSE 55 REEHESawEe/H1>: L T— T
o Likewise, an email application (like Hotmail or Gmail) would consist of many email "‘-’V: i Ltify objects and classes. 3. Implement a class/classes in a solution to a
ul>
Today <!--This <ul> contains the contents of the navba
<1li><a href="Home.html">Home</a></1i>
Makro <1li><a href="About.html">About us</a></1i>
Your Favourite Catalogue - Now Gone Digital! 4 0902 <1i class="dropdown'>
This email not displaying correctly? View it online RYOBI 5.5 KVA Petrol Key St... <!--This <1i> will act as a dropdown menu

<span>Services v</span>

° Makro <diy class="menu_content™
You Don't Want To Miss These HOT Deals! § TODAY ONLY! 08:13 <a href= *#UIDesign’>UI Design</a>
This email not displaying correctly? View it online This is just a selection of th... <o hrefs*ieb'sHeb Development</e>

KEY QUESTIONS

ttributes; | 1. Explain the basic principles of a class.

2. Explain the basic principles of an object.

g <a href='#Mobile'>Mobile App Devel

Bing .
o Is it a front runner? N </div> {mutators
Bing keeps you updated on the biggest horse race! Download the Bj </13>
</ul> \APPROPRIATE SOURCES STUDENT/LEARNING
Yesterday </hc:é:::’ 2nd Teaching Material) 1. Additional starter activity for LO
| " 2. Exercises 1.1-1.8
) OReilly el SEictire 5.49 Sten 1 for creating the ment shas et

E-resources such as Expanded examples Lecturer Guide - Weekly
YouTube videos and reinforce the Year Plan and Lesson
websites are provided. learning experience. Plans per week.

9781485832546 COMPUTER PROGRAMMING NC(V)4 STUDENT TEXTBOOK
9781485834212 COMPUTER PROGRAMMING NC(V)4 LECTURER GUIDE
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DATA COMMUNICATION

AND NETWORKING NC(V)4

The Shuters Data Communication and Networking

NC(V)4 Student Textbook has been written according
to the latest NC(V) Level 4 syllabus. This textbook
provides students with the content and the context
of computer networking (both simple and complex)
and how to design and install local area computer
networks. Through relevant examples, activities and
case studies, students will build up their knowledge
and skills to achieve the outcomes of the syllabus.

Lecturer resources are available as a download from
the Shuters website.

installation, it is a good idea to bui
samate the completion date and compare it witl
“p to manage what the client and users expect to happen in

ining of the resources will help to manage the costs. Note that the qui
done, the more it will most probably cost. You need to balance the cost a
ces if you drag the installation process out. Planning needs to start well in adva

disruption to the users

One way to ensure that the installation is timed to minimise disruption to the 1"~
do the installation over a weekend. The benefit of doing this is that user are r
and that can speed up the process.

How to ... ensure that the installation is scheduled to minimise \

Step-by-
step worked
examples.

Theinstallation can be divided into phases and completed in certain sections t¢
disruption.

How to ... ensure that a risk analysis identifies the tasks whic.
vulnerable to standard risks

Every network installation faces risks that could present threats to its success,
is defined as the probability of an event taking place and the consequences ¢
happening.

Risk management.fasmputer networks as the trée<¢9 Wrong. Once you knoy

then evalua#that are more easily manageable. ider strategies
those 5 o deal wi
4%

fissessment 5

entire network depends on a central hub and a failure of the cen

Class Test
ole network. 1

a short description of each.

element correctly.

network

https://www.youtube.com/watch?v=4ZaTa_JQM_E

essment 6

sessesseeseaseiinisetsttititatasessntsetascasccsscsssh Home Assignment

Revision Adt ity 23 2 LAN switching techniques

1. Read the statement and tick the box True or False.

c) | The use of a bus configuration in a network layout makes it cost | Trus
\, | effective as it runs with a single cable.
The bus configuration is also known as line topology.

Aicaduantama nf tha hite ranfioiiratinn ic that if uan haua lnte

E-resources such as
YouTube videos and
websites are provided.

Unit 4.4 Virtual local area networks (VLAN

Regular Assessments
and Activities
improve retention.

S e DATA
COMMUNICATION
EQEINETWORKING

NC(V)

...... € are two main types of Wide Area

* Peer-to-Peer (P2P) networks, and

* Virtual Private Networks (VPN).

. List the three types of transmission methods found in a local-&

: 2. Choose one of the three transmission methods you listed above ant
flow chart showing the layout of this method. Remember to use arro\ Unit 11.1: Wide area computer networks

A wide area network (WAN) is a data communications networl
=ographic area and often uses transmission facilities provided i
ephone companies. WAN technologies function at the lower thre

............................... del:

the physical layer,
he data link layer, and

he network layer.

our own time, research and find one example of a LAN switching scenarid
ario, answer the following questions:

—|

: True |Fal

E a) | The advantage of ring configuration is that a failure of one node can | True | Faj Identify the type of transmission method in this LAN and justify your answ ‘ L A wide area network (WAN) is a telecommunicaj
< take the entire network out of operation. Identify the type of LAN switching used in this scenario and justify your a "=—"7 extends over a Ia_rge geographlca! area for the

: | b) | The advantage of using a bus configuration in smaller networks is that | True . Identify and explain one advantage of this switching type. computer networking. The Internet is the best-knoy

. it is a simple layout where all the devices are connected to a single 3 . . o

H bl / 4. |dentify and explain one disadvantage of this switching type. 4

o can'e. Wide area networks are used to connect LANs and other types

and computers in one location can communicate with users,
Organisations, including business, education and governme,
relay data to staff, students, clients, buyers, and suppliers,
This type of communication allows a business to effectj;

Terminology
expanded in
Definition boxes.

9781485832539 STUDENT TEXTBOOK

DATA COMMUNICATION AND NETWORKING NC(V)4
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Shuters Systems Analysis
and Design NC(V)3 has been
written according to the latest
syllabus.

The Student Book, written in
clear, accessible language,
provides a first introduction
to organisation systems,
information systems and how
systems are linked together.
Through examples, case
studies and activities, the
students become familiar with
the complexities of this area
of study, and develop critical
thinking and problem solving
skills.

The Lecturer Guide provides
extensive material to assist
lecture preparation and

presentation, together with
useful electronic resources.

ed to a specific project. In
inistrative expenses. These are paid for by
at proportion, if any, must be allocated to a particular

t be paid whether or not there is production, like rent and insura

ow much is actually produced, like raw materials and packaging.

Steps to areate a Cost Benefit Analysis

5.3.4 Explain and illustrate the process of Cost Benefit Analysis (CBA).

| Example 5.6-A Create a Cost Benefit Analysis with Excel

: A new system will cost R100 000 to implement. The estimated benefits are R40 000 perys;'r, and hat kind of control systems do you think would be required by a big
: the operating costs are R10 000 per year for 4 years. Create a Cost Benefit Analysis.

! Start with the following basic table:
&

I A B C D El F G

1

SYSTEMS ANALYSIS

AND DESIGN NC(V

3

The Lecturer Guide has FREE online
digital resources, including Extra
Activities and Past exam papers.

Aation Technology and Computer Science SUBJECT: Systen\

0 you have control or security systems on your phone or computer? Wh

Bongi’s Burgers? What are the differences?

|s in organisations 2 30
levels of users as part of enterprise system
.......................................... S ERE Ve T e

Description Year 0 Year 1 Year 2 Year 3 Year y True or False

Annual Benefits
Development Costs
nnual Costs

Thefirst step in strategic planning is to determine where the firm/

Tacticaldecisions are how middleor senior manager:

directives into performance management decisions.

“Nenefit/(Cost)

Worked examples
expand Subject

Outcomes.
y

Activities reinforced in
comprehensive end-
of-chapter Quizzes.

cati
accoss 3
smoreden!
IT, business support and control systems ﬁ
HA pt of Enterprise computing
lanning and strategy
Figure 3.4.5 How Management Controls and IS Management Controls S
systems planning time frames

ividual Activity 3.4-1 Consider Control Systems

Duration \
Pages Class Home Group Pioneer I/F

ision-making IT‘/?

L~ \What control systems do you think your college has in place? Into which calint levels of users as part of enterprise system

and management use information
=

e

/ KEY VOCABULARY £

ntto the firm, and its long-term  Tactical planning identifies and allocates the tasks re;
strategic objectives with the designated resources

jc goals and tactical directioninto Accountability Responsibility for your own resu
produced by the people who report to you

n employee can make decisions without  Autenomy Authority to make decisions i

Over 100 Lesson
Plans in the

Lecturer Guide. |
y

9780796075499 ‘ SYSTEMS ANALYSIS & DESIGN NC(V)3 STUDENT TEXTBOOK

9781485834182 ‘ SYSTEMS ANALYSIS & DESIGN NC(V)3 LECTURER GUIDE
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Shuters Systems Analysis
and Design NC(V)4 has been
written according to the

latest syllabus. Based on the
knowledge acquired in Level 3,
this Student Textbook expands
further into the subject. Clear,
accessible language and up-to-
date examples help students to
master the subject content: how
to conduct a systems analysis,
and to design information
systems. Using examples,

case studies and activities, the
students develop their critical
thinking and problem solving
skills.

The Lecturer Guide provides extensive
material to assist lecture preparation
and presentation, together with useful
electronic resources.

Aifica was governed moses,
«'mine of R5 000 per instance. It was also"
ad to sue someone else if they felt their copyright hae

fies Bill, when enacted, will treat piracy as theft.

Explain how the computer industry supports the concept of equal Fsent
opportunity. v

@ il 25l

1.5.1 How the computer industry supporis the concept of equal opportunity |

Early in January 2004, the Broad-based Black Economic Empowerment Act (53 of 2003) was sigy

by the President and published in the Government Gazette (25899).

Its preamble says:

WHEREAS under apartheid race was used to control access to South Africa’s
productive resources and access to skills;

WHEREAS South Africa’s economy still excludes the vast majority of its people from

«“accounts of the College.

SYSTEMS
'S

\
~ 9
i o
£y

JISTORP 2 =8
AN R

ou

The Lecturer Guide has FREE online
digital resources, including Extra
Activities and Past exam papers.

edaldbdse tridirton
<re is one example. Another examplé's

LESSON PLAN: WEEK C-5

mation Technology and Computer Science SUBJECT: Systems Anaiy

STUDENT DATABASE

thering techniques for computer systems development Date:
Database ‘ [\\m documents for computer system development
AL
v an systems
/ different techniques and tools used for documentin
Table (File) a 8
s (22 South Road A
r [31412hAve | N Lhtion of the Structured development technique
i 5244 Ext 6 1
2 1
B ot comething, wiha ] 1 792156 __|Frik Shabangu |5 Arcadia Court -
¥ someuing v = | , Duration Theory P’
o \ /> 22SouthRoad <~ Pages Class Home GroupPioneer I/F Lore T(
/ 1
U documents 0
Fbyl c n imeric, / 5
Character \ Chaeey S <« Blre documen it 3
\ — ous source documents could be used as part of the analysis and data 3
50 of bits (8 or fewer for / o
haraciers) Byte . 1010011
\ L racteristics of the data and relationships between data items
digit, either 0 or 1 \Bit/ P es involved as part of the traditional (or structured) analysis and 0
allest amount of informaton that | f—> ] <= A
stored. \

nts (or descriptions) towards the identification of entities, attributes and

Figure 6.1.1 The hierarchy of data in a database and its components.

ownership of productive assets and the possession of advanced skills; {s used in businesses 0 || 60
WHEREAS South Africa’s economy performs below its potential because of the J‘ How Reluilonul Duiubuses WOI'I( SRR ERCRRIEILS
level of income earned and generated by the majority of its people; {2-A: Evaluating origins of source 0
AND WHEREAS, unless further steps are taken to increase the effective parti 441 Discuss the concept, components and origins of 2
“the majority of South Africans in the economy, the stability and prosps ! y KEY VOCABULARY
amy in the future may be undermined to the detriment of all S«
e of -~~~ mal # - " **=h a

Subject outcomes
identified and
expanded

Diagrams simplify
complex learning
exercises.

Over 100 Lesson
Plans in the
Lecturer Guide.

9781485832522 SYSTEMS ANALYSIS & DESIGN NC(V)4 STUDENT TEXTBOOK
9781485834199 SYSTEMS ANALYSIS & DESIGN NC(V)4 LECTURER GUIDE
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EXAMINATION PAPER: NOVEMBER

Question 1:

111 Producton Statement or the year ended 3 August 2017

Orvectcosts

112 Factory overhead cost

32460

nsuonce

121 | Ovec molerils cos pa ot

122 | Reasons for e dference in e drect moterils cos po it
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Neyyevg™
T Review of Nervous Conditions. mm;ﬂﬂ
jou (osk £ 39e by Tsitsi Dangaremsbga
noves v abe charcers |
ey | Thi "eoming-of-age’ story explores two
important themes: being black in a divided "+~
o ty (12608 Zivababwe), and being a woran |
e "4 |_in a male-dominated society.

Young Tamba works on her parents’ farw and
dreams about going to sehool like her brother

who lives with their uncle at the wmission. When
her brother dics, Tami is sent in bis place, to

i oot be educated even though she is fust a girt %
e esch ety
lesns - ths st At the mission, Tambu shares a room with her
Sy bt gkt ™1~ cousin, Nyasha and the gils teach each other
s with too many detal. wiang lessons. Nyasha has grown up in England,
wher girls have more freedom, and she refuses
€0 go back to the traditional Shora way of
unquestioning obedience to her father. Tambu
is outwardly obedient to her uncle, but she
strugges on th insde with Nyasha's i ideas
and.the clash of belef systems. *
1 really enjoyed this book. I felt very strongly |
about the unfairness of the women’s situatiors.
OF all the characters in the book, | identfied
e TN | with Tamabu the west. | adwired ber drive to
G “hecome educated, and | syrapathised with her

struggle to adapt to two different cultures.

 would vecommend this beautifully -woritten book
for teenagers, especially girls.

Ot U e s co
| A review shoukd be 120-150 words:

Writing and Presenting

-\

The rstparsgragh.
mentions tuo mportant
themes and the seting.

GETTHIS!

Pages from ACE IT! Grade 10, 11, 12 ENGLISH

Reading for information

‘Wikipedia), lesfletsgiving advice, and news reports.

Informative writing has the ollowing features:

Ittries o give:an objective (neutral) view ofthe facts.
Nocmorive or figurative la

Clear, simple sentences and grammar.

Short paragraphs and short sentences.

Speific facts and figures - eg.dates, numbers, percentages.
Deinitions of unfamilir and technical words.

“The example below isfrom » Geography textbook:

Melting ice in the Arctic «—

Every summer, sea ice around the edge of the Arctic Ocean
melts. By September, a large area of ocean close to the land
has ient

Specic e and dotes

the last 30 years, +—
this area has grown, and the area of sea stil covered in e~
s Mos decined by about 30 per cent (sge photo A). 4
photosadmp

foreideceand  The smallest area of ice ever recorded was in 2012 If this
eanple. trend continues, it is possible that, wiithin decades, the Arctic
Ocean could be totaly free ofice.

\ Sea ice is disappearing as a result of rising temperatures.
\ Over the past 50 years temperatures in the Arctc have risen
\ faster than temperatures anywhere else on the planet (see
Ymap B). i not only sea ce that melts: on the land, glaciers <— 1
(moving rivers of ice) have been melting t0o. o

Ice and snow teflect much of the sun's heat back into space,
helping to keep the Earth cool. This-is called the albedo
effect. The problem with melting'ice in the Arctic is that it

Unfamar o tchvial words
defnd.

be that Arctic temperatures wil rise even more.

and more is absorbed by the land and sea. The result could vy The wrierdescbes
" tepudlemwithout

<ommentng ot oc
epresiog any feings o

VOCABULARY AND STOCK PHRASES USED IN BURSARY ADVERTS

A
forms lettes,certfct e
“The proces of submiting (comple sending in) your application application
eally y applcation - you usully have o get this from the bursry
v m ther we
=
Obligation:
2 y decide
1 offr yous bursery:

Reading a flyer for a tertiary institution

Varsity Collgs e below sing the AIDA (ttntion,interst, desire, acion) forml.

Attention

Interest

Desire.

“Action

| Graph:y=b*;y=a.b*+q

the table: in points to plot.

Plot thesc points and join them.
P ! 1q=0,th ¥
« 1> 0, the graph lies above the asymprote.

 1a<0the graph lies below the asymprote.

10551 the graph i increasing.

 10<h< 1 the graph is decreasing.
= Exponential graphs do not have axes of symmetry.

Quick check after drawing: 1fa>0, 5> 1: Z

Ma>0.0<b<t: N

Iln(().b)l:_\
Ila<o.l)<b<l:7

EXAMPLE:
1. Draw the graphs of:
afu =2

e i) =2

bog@ =241
2% £.ome) =-1.() +2
Wiite down the following:

a. Domain of fx) and k(x)

b. Range of §(x) ; (x) and mix)

. Equations of the asymprotes of () and k(x)
d. Intercepis on the axes of i) and k(x).

« k)= (3)"

ANSWER
Loa. fo =20
Asympy =0

2
A
'
o1

2 4 l 2 x
1
2

d.kin = (3)'-3
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Pages from ACE IT! Grade 10, 11, 12 MATHEMATICS J

Nature of roots
Aline and a curve intersect in 3 ways:

No

ersection - roots unreal

coungie-31ct i N/

Consider the quadratic function fix) = ax’ + bx + ¢ and the x-axis.

eisa tang

Ha<o|a>0
2 real uncqual rooss
4>0[q<0

cqual ovis
b oo 9=

P

nreal roos
4<0[9>0
c<0/e>0

g

e

mple

In the diagram PQ Il RS.

11 Prove APQT Il ASRT

12 Hence show that PQRT = QT.SR

13 Hitis funther given that QT = ST
show that QT = PE.RT

Solution

1.1 In APQTand ASRT

PQIIRS alt<s.
PQIIRS alt <5
3. fi=t vert.opp. <'s
ZAPQT Il ASRT ARA
12 APQT Il ASRT Proved above
_or
“PQRT = QTSR from cross-multiplcation)
13 w;g 1l ASRT Proved above
ero
ST
QT.ST=PT.RT Given QT =ST
QT.QT = PT.RT
QT = PT.RT

In the diagram below, PQCB is a cydlic quadrilateral.
Chords BP and CQ are produced 1© meet at A such that AQ = BC.

Prove AQ = AB.PQ.

wtry
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Life Sciences Mathematics

Agriculture

9780796059291 TOP CLASS ACCOUNTING DICTIONARY GR 10-12

9781485828235 TOP CLASS AGRICULTURE DICTIONARY GR 10 -12

9781485828242 TOP CLASS GEOGRAPHY DICTIONARY GR 10-12

9781775880790 TOP CLASS LIFE SCIENCES DICTIONARY GR 10-12
9781775880752 TOP CLASS MATHEMATICS DICTIONARY GR 10-12

9781775880776 TOP CLASS PHYSICAL SCIENCES DICTIONARY GR 10-12

: L. ]

contractually bound to one another
ina commercial or professional

‘guarantee of income when one s no
Ionger capable of working. A minimum

hared

P

on capitals,bonuses and drawings. Sce

See alsasinventory

is known as the system of perpetual

-

ACCOUNTING

lay-hy) It efers o type of material
which is unstable o heat,
heavy soil Sex Sanc A commonly

herbicide P Sroies (hur-bee-
1

hectare (ha) Mewure
Cucnsmons Ametic unit, 10 000

feer) Half of a sphe

AGRICULTURE

Shuters Top Class Dictionaries

* Guidelines explaining how to use the

dictionar ot .
y- The spread of scores is known as energy levels re fllod. The principle Example of the aurora borsals
dispersion. Example: Figure A shows i ion of water
. d d p scoreswhih v s g =) e e
Covers all words and concepts B e T
as required by the current CAPS R | W R SR | R
s e ki) i Princgl average (simple) Mecuanics

curriculum for Grades 10, 11 and 12.

Unean Serrisment The area served by
acentral pace providing services 1o
the surrounding area. The sphere of

Spit Haue Along narrow ridge of

squatter settlements Ruma.

GEOGRAPHY

P <

. Aloclled | bronchiole
Partners’ eamings Partners salary | Pension fund deduction (pen-shu heat increment A Sros The specialised Ronas ventltion. o Avenass (bronik-eeole)Thin branch
bonus + s tosustain P o S Sements (Seealor - niation) of abronchus with no cartlage rings
an animal incidental with nutrient ave one predominant funcion.
remaining profis. an affordable lfestyle in old age,a ::gmim B o ninpl o s brsting e s that i tothealveall
Partnership It originaly called work o digestion Base and the main function i securiy. h egionts bronchitis ,
o whoare heat labile Smucrss Marns (hest sphere of influence Rur. o Lo

breathing system e Processts in

bronchus L Procsses i Puwrs
a0 Ananans. (bronk-

used term to describe various fine- y — theirblood
textured soils because of high dravwbar on the type of services offered (low el I
pullwhenploughing onderv igh order) from the lungs,and the sets of musces

cartlagerings. (See Figure 24)
(Seealso: reathing system)

inacontract. Secale artersip amountcamedbyeach partner 100 Killing plans,epecially weeds. pebblsor sand which s ned o the Bronze Age. Dnersy, Crance avo
agreement heprnersserageeqaty T A71aces 2 S G Aot L 14 phemels b .
Partnership agreement A or hedging fau Leouecs Too spot height Geocawsmica Saus \ about 3300 BCE to about 1 300 BCE
. pirtoer 100 toreluce o it il ikt | 0 o Tecamicues Refers o the helght st when copper and s alloy called bronze
e T T reducig he impact of fture changes | herbivore A Snes An il &% B
fing. amongstothers the name, lcurent i eg vend) = alar ?

abjective, capital contributions, [ Ll heifer Awus. Swors (heffulr) A food. An animal tht ats plas. theexact heigh attht pant. squall line Cuware avo Wesmnen Feesls

durstion of the partnership and how | Periodic inventory  Physial Youngcow up o the e t gives il | e Aline of thunderstorms that may brow ridge Dnvessr, Canc ano

) W atthe toits i calf extend ver hundreds of ilometres ‘Contmunr A aied aresofthe sull

end. ) hemisphere Acs (hemmi. (See alo: line thunderstorm)

f half). The equator ividesthe crth w0 Unaan Sermewenr Shanty towns cliege
alo: partership Perpetual inventory system Al o o halves. on the outskits o towns o in buffr it
PAYE Payasy for esale must hemoglobin Au Sruss (ee- 2ones; temporary housing with no o
ncreases proportional to grosscarings. | be accounted or. When merchandise o gloh-bin) The oxygen-carrying, servicesprovided. Often corupled by B -~

s is bought, red pigmented protein of the red hereditary B Gaeres (he-redd- ‘people who have lftthe ural aeas i Faure 24 o poman resting rem

Epayable trading corpuscles. it-arry) Something that s passed on ‘SPUF GEOGRAPHICAL SKILLS AND. search of jobs n the cies e

: . paye e o osld g s S (e x Tecwmiaues Alarge plece of and (See also:informal setiement) broad spectrum antibiotic Drversry, e
on income i excess of R 60 000 per stock decrases. Thus the trading to ‘) Copious loss of blood throvigh protruding between two adjacent river v o Contivurr An antblotic cwioe
annam. pdated. This joeding heredity B Gewrcs (he-reddi- valleys of mesnders. Contoursabvays | Stable The Awosevese Sinking Y-

Payback period The length of time hepatitis Av s (hepp-a-ty- tee) The passing on of characteristics ‘bacterla. Figure 25 A hominin skt i
bkpetod elegnatine | L o . puntdoras it o S
et Seealsor inventory the nflammation ofthe iver (el valley) ic)

2
e 112

LIFE SCIENCES

Example: IfA = {1;2: 3 4] and
B= {5: 6 7: ), then the sets A and

Bare disjoint since there are no
‘common elements between them.
See also crpty et

Example: I the accompanying.

direction from the nitial position to
ition. Exampl

Ul chargesatract ova srctbr

Aufbau principle Mares &

**4;‘:**

*

*

—

the following formula for the line. h ihlis) Y q
+ Concepts explained in accessible R T, ‘;%“*"“’
|anguage. co:mn-m-ofl«-ndxmwﬂwiy» bor Wm xv‘e.mqe:c(evlerzfinn:f:unus
« Pronunciation for difficult words. i | pe— AR
« Cross-references the words and T e el
topics. L arad -

MATHEMATICS — PHYSICAL SCIENCES
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2A - THE SENTENCE 3 - THE PARAGRAPH

WORD ORDER THE TOPIC SENTENCE
In some languages, the order in which words occur in a sentence is unimportant, and (a) We have scen that words have no grammatical function until they are used in a
does not affect meani ng. In English, words in a sentence have meaning because of their sentence. Thus the sentence can be defined as the unit of language.

position and their order. Change the position or the order and you change the meanmg,
(b) In the same way, the paragraph s the unit of thought in a piece of writing. Every
sentence in a paragraph must relate to the main thought or topic of the paragraph: it

is the unit of thought

“The boy kicked the tall man’ does not have the same meaning as “The tall man kicked

the boy” which is different from ‘The man kicked the tall boy’. ‘Kicked tall the man the

boy’ has no meaning

The normal word order in English is (¢) Obviously it will help the reader of your compositions if somewhere in cach
paragraph you state what its central thought is. This statement of the theme of the

paragraph s called the topic sentence. It may come anywhere in the paragraph but

‘more often than not is the opening sentence

Predicate

—_——
Subject  Verb  Object

(a) The subject is a noun, pronoun or noun phrase (see page 40) about which a statement
is bei ng made
eg. My diary has a golden lock.
‘The boy with the Rottweiler caught the burglar.

Note — The topic sentence in each of the above paragraphs has been printed in italics

A i b k (b) The verb has been dealt with under ‘Parts of Speech” (pages 6-11).
rererence oo (c) The object is t he name given to the noun or pronou n to whom (or which) the action TYPES OF PARAGRAPH
of the verb was being done:
' oF sch o °I s e The donkey ate the carrot There are THREE types of paragraph
The prisoncr denied the charge (@) Loose
d ll A loose paragraph is where the topic sentence is placed at the beginning. Having
and colleges The object is of TWO kinds: clearly stated the main thought at the beginning, the writer can consider examples

or explanations in the rest of the paragraph.

(i) direct object, when t he action of the verb directly affects a person or thing: e (1 af T Do S e chove

A reference book for schools and colleges. g o
Topics include: the word, word groups B
and the sentence, the paragraph and = fueesiincien

LR ating ol special uses of language.

fen it is reached it can be readily understood and

Non-finite verbs
Non-finite verbs do not have subject, number or tense. S H UT E RS

They do not stand alone in a sentence. You get different

ENGLISH QUICK HELP

« Infinitives

« Participles: past participles and present participles. Th iS ba Sic E ngl is h Ia ngu age

SHUTERS

English

= 3 Here is a summary of these verbs: manual exp|a|n5:
ulC e Infinitive Past Participle Present Participle
. giatse w 3 . Always starts with | Regular verbs: Base word + ° G ra m m a r,
7Xes dis & v to simple past tense | continuous form:
e IS ki Tespect = An infinitive must | form: add -ed; | -ing * Sentences
oI 1] G ¥ S Ao ’
= fiformation about nouns and Pro have a finite verb | Irregular verbs: A present
Pro H pY S in front of it in new form participle needs ° i
Aras g:;eﬁﬁi:ii; ‘;EU‘” order to make These verbs follow | an auxiliary P un Ct ua tl on I
R P an one - sense: auxiliary verbs verb in order to . .
Verb describes action Iwant to walk. | such ashad, has, | make sense in 3 * Literary terms: words to talk
faes have, was, were sentence: .
I had walked to |/ am walking about poetry, stories and
the office. towards you. |
I have bought you
a present. p ays’
to walk walked walking ° Spe”[ng rUleS,
to bark barked barking .
i i being « Ways to improve your
to become became becoming

present they do not belong in any tense. For example: / was
studying when you phoned. (It took place in the past, but
uses a present participle: studying.)

Q Notepad: Even though the participles are called past and Vo Ca b u | a ry-

42
SHUTERS
Percentages
A percentage is a fraction out of 100. We only write the MATH s Q U I c K H E L P
Lynette Tiaden numerator, folloz\éved by a percer;tage symbol: %. . . .
For example: {5 = 23%and 155 = 7% This basic Mathematics manual
SHUTERS Method to convert percentages to common fractions p rovi d eS:

For example: 84%

1. The digits before the % sign are the numerator of the . A dictiona ry Of mathematical

fraction. The denominator is always 100.

Maths 84% = 2% terms,

° 2. Simplify the fraction. . .
QUICk Help M i Clear explanations of

Method to convert common fractions to percentages m eth O d S a n d fo rm u |a e'
3 i i
For example: 35 + Strategies for solving

1. Find the number that you must multiply by the

denominator to make it 100. problems.

20 x 5=100

2. Findanequivalentfractionforz%with100as UseS plaln, Slmple EngllSh and

the denominator. Multiply the numerator and

denominator by 5 examples. Use it when learning

3x5 15

20 = 205 = 700 for a test or exam or doing

3. Write only the numerator and a percentage symbol.

2 = 15% homework.

9780796003300 | ENGLISH GRAMMAR
9781485829683 | SHUTERS ENGLISH QUICK HELP
9781485832157 | SHUTERS MATHS QUICK HELP
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ESSAY WRITING

THE WRITE STYLE

MOKGWA WA GO KWALA

IZINDLELA ZOKUBHALA IMIBHALO

YOKUXHUMANA

A hands-on reference tool and teaching aid aimed at
structuring the most common writing tasks required in schools
and in the business world.

Each genré has: Model text; Genré-specific criteria; Language

and structural requirements; Evaluation summaries.

B

i STRUCTURE (Cont) FRIENDLY LETTER (Cont) LANGUAGE (Cont)

‘ First paragraph Thank you so much for your extremely generous  Informality is shown with
gives background gift of five hundred rand. It was such a wonderful  contractions:
and reason for surprise to see you and Uncle Jacob last Sunday  You're
| writing: when | was visiling Mum and Dad, and I was SO personal pronouns indicate
 To give thanks for  glad you could both join us for my birthday lunch.  ¢jose relationship between
the generous gift  You're looking younger and younger every year,  correspondents:
‘ and it is difficult to believe you're turning eighty in I; you; your; my
| a few days time.
Expansion on It was such fun spending my birthday money Use of colloquial expressions
:m?&:ﬁﬁﬂg: from you. After a hard week at work, my friends :’m infznm'ﬂgl';’n:‘;esome
3 and | went shopping at the mall on Salturday. un; snugglys j
‘ ST Your money allowed me to buy a beautiful inenks .
maroon jersey, which | had been admiring at Use of simple past tense to
‘ Truworths for a long time. | have already worn ~ "ocount evens:
) ) 5 went; had; allowed; have
it, and it's as soft and snuggly as it looks. The worn; was spent, was
‘ rest of_ the money was spent on a delicious meal ¢, o exclamation mark
at Spritzas. It really was an awesome moring.  shows informality
‘ Thanks so much!
\
General news | look forward to seeing you both over the Use of humour emphasises
and reference to Christmas period. Please do try to come to the  informality: )
m’"‘c’:&"s kcn':sv:edge beach with us, as this will be the last time we'll :o"s'l“i:::‘r’:,:;ﬁ‘:"“ ‘r?:("
relationship: all be together as a family, since Spha and hsl'year! s
Uncle Jacob; the Londi are leaving for their long-awaited travels
| Christmas period;  at the beginning of January - | only hope they
the beach; together | don't get lost, after what happened last year!
as a family.
Concluding Once again, thank you so much for your
paragraphis brief  generosity.
and relates back to
‘ reason for writing:
‘ Thank you
‘ Informal salutation.  Lots of love
Lots of love Happiness
No surname is
included where
the relationship is
close.
 Happiness
EVALUATION:

indicated by the use of h , contr.
salutation, and greeting are present and correctly laid out. The letter consists of
more than three paragraphs.

and coll

The criteria for this genre have been met. The tone is relaxed and informal, as

The address,

ENEN

i

]

BENNNENNEN

.

9780796042262 THE WRITE STYLE

9780796038616

Style: Setswana)

MOKGWA WA GO KWALA (The Write

9780796043313 YOKUXHUMANA

IZINDLELA ZOKUBHALA IMIBHALO

(The write Style: IsiZulu)
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(@Shuters Academy

EMPOWERING TOP CLASS TEACHERS

The Shuters Academy was established in 2016 in
response to the increasing need for quality Continuous
Professional Teacher Development. We are an
accredited training provider and our accreditation
allows us to conduct either in-person or online
training, depending on our client’s needs.

« ETDP SETA Accreditation number — ETDPS010941
e SACE Provider number — PR 12058

The Shuters Academy is able to provide training in all
nine provinces across South Africa. Teachers can earn
SACE Continuous Professional Teacher Development
points for all our training. We have in excess of 55
learning programmes/workshops available, which

are delivered by well-qualified and experienced
trainers/facilitators. All learning material is provided to
participants during our training.

Our training focuses on most school subjects

and covers teaching, learning and assessment

methodology as well as effective classroom practice.
! We also have training programmes/workshops that
- focus on school and classroom management.

. Besides training, the Shuters Academy also offers
-~ General Education Project Management in the
following areas:

* Needs and impact analysis

 Strategic planning

» Learner support programmes

« Teacher mentoring and coaching e

 Individualised training programmes according to

identified needs

The following are our ETDP SETA accredited learning
programmes that are offered as both in-person or
online programmes:
» Conduct Outcomes-Based Assessment: Unit
Standard — 115753 Level 5 (15 Credits)
¢ Conduct Moderation of Outcomes-Based
Assessment: Unit Standard — 115759 Level 6 (10
Credits)
+ Facilitate Learning Using a Variety of Given
Methodologies: Unit Standard — 117871 Level 5
(10 Credits)

For more information regarding our training offering
please contact:
Vickesh Thandray — (vickesh@shuters.com).
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Sydney Nguma
Dimakatso Makhurane
Themba Msimanga
Khanyo Cele
Dimakatso Makhurane
Dimakatso Makhurane
Colette van der Merwe
Phemelo Maiphehlo
Colette van der Merwe
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