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Module 1
Introduction to management

After completing this module, the student will be able to:

1.1.1 Define the term management;
1.1.2 Describe the (4) four major categories of organisational resources and offer and 
  explanation of each;
1.1.3 Demonstrate why managers are important to companies by referring to their 
  tasks;
1.1.4 Argue the different skills needed by a manager, indicating the reasons why a 
  combination of the three is a necessary;
1.1.5 Name and explain the different characteristics of manager;
1.2.1 Discuss the primary responsibility of the different levels of managers and explain 
  how it varies between these different levels of management;
1.2.2 Briefly differentiate between the functional responsibilities of a manager;
1.3 Explain the concept management environment;
1.3.1 Describe the different managerial internal environments and stakeholder’s and 
  demonstrate why it is very important for a manager to be aware of what is 
  happening in these environments;
1.3.2 Name and describe the different external environments and demonstrate why it is 
  very important for a manager to be aware of what is happening in these 
  environments;
1.4 Select one indirect external environment and determine the influence of it on your 
  proposed business plan.

After completing this module, the student will be able to:
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 Activity 1.1                                                                                                               SB page 6

1. Study the job advertisement in the student guide and answer the following questions:
 1.1 Identify at least two examples of each type of skill (two examples of technical skills, 
  human skills and conceptual skills) required by the Hotel Hygiene Manager.

  Technical skills: Work out improvement plans and assists area managers in
    implementing action plans.
    Assists management with streamlining food production and 
    serving areas/cycles to reduce hygiene and food safety hazards.

  Human skills: Conduct meetings with the Outlet Chefs and the Outlet 
    Management teams on hygiene-related matters.
    Report to the F&B manager (communicate).
    Teamwork (work together with e.g. head chef, kitchen staff, etc.

	 	 Conceptual	skills:		 Write	specific	and	accurate	hygiene	specifications	and	
    standards policies and procedures on personal hygiene. 
    Establish together with the Head Chef Hygiene, policies and 
    procedures for the entire food preparation area.
    Coordinate with Kitchen Steward in developing standard 
    cleaning and disinfecting procedure.
    Fully implement and maintain the HACCP system into the 
    F&B operation.

 * Students can add more answers from the advertisement under technical skills and 
        conceptual skills.

 1.2 What would you say is the main task of the Hotel Hygiene Manager?

  To maintain high standards of Hygiene in accordance with the Hotel’s standards and 
	 	 financial	goals.

 1.3 Give an example from the advertisement where the following functions will be 
  demonstrated by the Hotel Hygiene Manager:
  1.3.1 Planning
  1.3.2 Leadership.
 
   Planning: Takes food samples and coordinates random checking of food 
    hygiene standards.
    Conducts scheduled operational review, audits on hygiene and 
	 	 	 	 documents	all	findings.	Works	out	improvement	plans	and	assists	
    area managers in implementing action plans.
   Leadership:  Assists Management in streamlining food production and serving 
    areas/cycles to reduce hygiene and food safety hazards.
    Maintains Hygiene manuals for all areas of the food preparation 
    and updates and revises them as dictated by law and management.
    Checks and monitors hygiene and food safety standard in all areas 
    and makes recommendations to the concerned management staff.
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 Activity 1.2                                                                                                             SB page 12

Class group discussion

The lecturer of the class will choose three businesses and discuss how these businesses can 
improve on their customer service experience. They will give practical examples of what the 
businesses can do to enhance their customer service e.g. more interaction on social media 
pages, provide easier ways for customers to get in contact or to place an order, etc.

• The lecturer of the class must choose three businesses and discuss how these businesses 
can improve on their customer service experience.

• Practical examples of what the businesses can do to enhance their customer service 
include:

 – more interaction on social media pages e.g. Instagram, Facebook, etc.
 – providing easier ways for customers to get in contact or to place an order 
  e.g. via Instagram, Facebook, e-mail, online website, etc.

 Activity 1.3                                                                                                             SB page 14

Students work in groups of 3 or 4. 

Below are the methods that can be used by businesses to compete effectively. 
1. Firstly, rate the methods from 1-6 according to which you feel is most important to you 

when deciding to buy a product.
2. As a group, discuss the various individual answers and the reason why each person’s answer 

will differ.

Methods of competing Your choice

Advertising promotion

Improvement of product/service

Price

Customer services and warranties

Substitute goods and services

Product differentiation

Answers may differ depending on the type of product that is selected. Price could be 
important if one is looking to buy a small car, but for a luxury car, price is less important. 
The	quality	of	the	product	is	much	more	important.
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 Activity 1.4                                                                                                             SB page 14

1. Give two examples of substitute products for each of the following products:

     1.1                            1.2                                     1.3                                         1.4               
 

 
 Omo hand-                           Spekko rice                      Aquafresh toothpaste            Vida e Caffè 

washing powder                                                                                                                     coffee

	 Students	are	encouraged	to	make	use	of	the	Internet	to	find	substitute	products	for	the	
following:

 Washing powder: a bar of soap can be used; 
  it can be a substitute for shampoo to wash a boat; etc.
	 White	rice:	 Cauliflower	rice,	brown	rice,	quinoa,	etc.	
 Toothpaste: Baking soda, sea salt, etc.
 Coffee: Tea, herbal teas, decaf coffee, etc.

2. As a class group discussion, can you think of any product(s) or services in South Africa 
that does not have any competition? Discuss whether that is a good or a bad thing to not 
have any competition.

 Students can give their own examples here. Examples of products/services without any 
competition in South Africa is Eskom (electricity provider) and MultiChoice (DStv).

	 They	might	argue	that	DStv’s	got	competition	in	the	form	of	Showmax	and	Netflix	but	
DStv does not have any competition for their sports channels – and that is why many 
people have DStv.

 More competition would mean:
 • better service as they all compete for the same customers
 • competition forces lower prices in order to stay competitive (without competition, 
	 	 businesses	would	price	products/services	as	they	see	fit,	and	the	customer	would	have	
  no choice of buying somewhere else).

 Activity 1.5                                                                                                             SB page 15

Identify a business and list three opportunities and three threats that might develop due to 
government intervention/legislation.

Students’ own work.
Government	influences	could	include	government	the	following:	
Opportunities:
• support for small businesses
• BEE legislation
• relief support during Covid-19
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Threats:
• tariffs on imported goods and employment legislation
• increased tax on certain products (e.g. sugar tax)
• increased electricity rates, increased fuel prices, etc.
• lockdown bans during Covid-19 (cigarettes and alcohol/restaurant industry)

 Activity 1.6                                                                                                             SB page 17

List at least two businesses that had to either make major changes or that closed down due to 
the economic challenges brought on by the Covid-19 pandemic.

Student’s answers will differ. Many examples from local communities can be included. A few 
examples are:
• Greyhound bus services closed after 37 years in South Africa
• Edcon Group (Edgars, Jet, etc.) struggling and sold to Retailability
• Many Media 24 publications (e.g. Runner’s World. Men’s Health, Women’s Health)
• Caxton Magazines (e.g. Your Family, Woman & Home, Rooi Rose, etc.) Some of these 

magazines made a return at the end of 2021.
• World-renowned restaurant in Cape Town, The Kitchen, closed its doors.
• Many restaurants/bars/coffee shops

READ: Share the following article with the class on how nearly 1 000 businesses closed in the 
first	half	of	2021.	The	article	also	gives	interesting	statistics	on	which	industries	were	most	
affected.

Nearly 1,000 businesses closures in South Africa in the 
first half of 2021 – these are the industries most affected
The latest data from Statistics South Africa shows that close to 1,000 businesses have 
been liquidated in the first half of 2021.

Liquidation refers to the winding-up of the affairs of a company or close corporation 
when liabilities exceed assets and it can be resolved by voluntary action or by an order 
of the court.

The group recorded 997 liquidations of companies and close corporations between 
January and June 2021, up from 763 businesses over the same period last year.

On a more positive note, Stats SA’s data shows a downward trend in the liquidation 
numbers – though they remain at elevated levels.

The total number of liquidations decreased by 1.5% year-on-year in June 2021, Stats SA 
noted, with the liquidations of companies decreasing by 12 cases, while liquidations of 
close corporations increased by 10 cases during this period.

However, the total number of liquidations increased by 46.2% in the second quarter of 
2021 compared with the second quarter of 2020, and an increase of 30.7% was recorded 
in the first six months of 2021 compared with the first six months of 2020.

Over 2,000 liquidations were recorded by the end of 2020.

Across industries, the finance, insurance, real estate and business services sector 
was the hardest hit, accounting for 32% of all liquidations to date. This is the same for 
monthly data, with 44 liquidations in this sector recorded in June.
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The second hardest hit is the trade, catering and accommodation sector, which has had 
a particularly difficult time – first with the almost complete shut down during much of 
2020, and again during higher levels of Covid-19 lockdown in 2021.

Table 1 – Total liquidations according to industry (number) 

Industry
January – June 

2021 June 2020 May 2021 June 2021

C V Total C V Total C V Total C V Total
1. Agriculture, hunting, forestry 

and fi shing 1 8 9 0 0 0 1 1 2 0 0 0

2. Mining and quarrying 0 5 5 0 1 1 0 1 1 0 2 2
3. Manufacturing 1 43 44 0 9 9 0 9 9 0 5 5
4. Electricity, gas and water 3 3 6 0 1 1 0 0 0 2 0 2
5. Construction 4 32 36 1 3 4 1 6 7 1 2 3
6. Trade, catering and 

accommodation 22 195 217 4 24 28 2 40 42 4 26 30

7. Transport, storage, 
communication 3 22 25 0 2 2 0 7 7 0 3 3

8. Financing, insurance, real 
estate, business services 31 291 322 2 30 32 9 50 59 3 41 44

9. Community, social, personal 
services 5 67 72 0 7 7 1 13 14 0 14 14

10. Unclassifi ed 25 236 261 5 45 50 6 44 50 2 27 29
Total number of liquidations 95 902 997 12 122 134 20 171 191 12 120 132

Stats SA’s findings align with the messages coming out of business groups over the last 
month, which paint a picture of distress and urgency among small businesses and large 
companies alike.

This has been exacerbated by the recent four-week level 4 lockdown, which only eased 
this week.

The tighter lockdown conditions – implemented to slow down the spread of the 
extremely contagious delta variant of Covid-19 during the country’s third wave – hit the 
hospitality industry particularly hard, forcing many to close.

The Restaurant Association pointed to thousands of restaurants closing their doors 
permanently over the last year as a direct result of restrictions on alcohol sales and 
normal trade – while hotels, resorts and lodges have also had to repeatedly suspend 
trade in line with changing lockdown conditions.

Lockdown pressures were pushed even further in July by civil unrest, which saw riots, 
looting, and arson cause billions of rands’ in damage to businesses in KwaZulu-Natal and 
Gauteng. The impact of this will likely be tallied by Stats SA in the coming months.

President Cyril Ramaphosa announced on Sunday (25 July) that plans are in place to 
assist businesses caught up in the unrest, and those SMMEs that have been affected by 
the Covid-19 pandemic.

These include wage support via the UIF for employees who have not been able to draw 
an income due to the riots, as well as for SMMEs in industries impacted by lockdown.

Tax deferments of PAYE taxes for a period of three months are also on the cards, while 
the payment of excise taxes by the alcohol sector will also be deferred for a period of 
three months, to ease the burden on the sector as it recovers, the president said.

Source: futman.pub/BusinessClosures
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READ: The following article lists businesses that struggled or failed to survived because of 
the lockdown: 

These SA businesses have not survived lockdown – 
including popular restaurants and stores

Prada has closed its only South African store during lockdown.

• The coronavirus crisis may have dealt the final blow to some of SA’s best-known 
companies.

• Several filed for bankruptcy protection during lockdown, including Edcon, 
Comair and Phumelela Gaming & Leisure.

• Many restaurants and bars have permanently closed their doors. 

The coronavirus pandemic has caused misery in thousands of businesses in South 
Africa. Already, many have had to close their doors amid the turmoil.

Others have filed for bankruptcy protection, and may yet recover. 

Among them may be some well-known names, which have been around for decades:
Edcon

Photo: Nellie Brand-Jonker

Clothing retailers across the world have had a torrid time. Discretionary spending on 
clothing has tanked amid large-scale layoffs, and consumers – stuck in sweatpants and 
pyjamas during lockdown – are also not in the market for big-ticket wardrobe items. 
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In the US, large store chains like J. Crew, Neiman Marcus and JC Penney have filed for 
bankruptcy over recent weeks.

The massively indebted Edcon, owner of Edgars and Jet, was in a battle for survival 
even before the coronavirus crisis. But the national lockdown, which initially banned 
clothing sales, may have dealt the company a lethal blow.

In a teary presentation in March, CEO Grant Pattison told suppliers that Edcon can’t 
settle its bills – and that it may not be possible for the company to re-open after the 
lockdown. Soon after, Edcon filed for bankruptcy.

According to a new deal, Retailability, which owns the Legit chain of stores, will buy the 
most profitable Edgars stores - the rest will be closed. An announcement of a similar 
agreement for Jet is expected within a week.

Comair

Atmosphere Communications

The owner of kulula.com (and local operator of British Airways in SA) also filed 
for bankruptcy protection during lockdown. Across the world, other airlines found 
themselves in the same position, including Flybe (UK), Trans States Airlines and 
Compass Airlines (US), Virgin Australia as well as Avianca in Colombia. SAA has been in 
business rescue since December.

Comair’s business rescue practitioners warned that the airline requires a “substantial” 
cash injection and that it can only survive if it sells half its planes. Under the most 
enthusiastic scenario, it won’t take to the skies before November.

Media24 publications
Media24 has closed a number of print publications, and restructured others as the 
pandemic wreaked havoc on advertising income.

“Even with a return to pre-Covid-19 economic levels, the impact of the pandemic on 
our print media operations will be unrecoverable. Sadly, we have no choice but to 
restructure our business now to curtail the losses in our print portfolio and allow us to 
focus on keeping the retained titles sustainable and in print for as long as possible,” says 
Ishmet Davidson, CEO of Media24.
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The newspapers Sunday  Sun and Son op Sondag will be closed, as well as the Eastern 
Cape edition of Son. The physical editions of Volksblad and Die Burger Oos-Kaap will 
disappear, and they will be published as weekday digital editions only. Four community 
newspapers in KwaZulu-Natal (Amanzimtoti Fever, East Griqualand Fever, Hillcrest 
Fever and Maritzburg Fever) will be closed and six others will be consolidated under 
three brands. The magazines Move!, as well as Men’s Health, Women’s Health, Bicycling, 
Runner’s World will be closed.

Associated Media

Associated Media Publishing, which published Cosmopolitan, House & Leisure, Good 
Housekeeping and Women on Wheels, shut down last month, blaming the “devastating” 
impact of Covid-19. The company was launched in 1982 by magazine doyenne Jane 
Raphaely.

Caxton magazines
More magazine casualties could include titles like Bona, Country Life, Essentials, Food 
& Home, Garden & Home, People, Rooi Rose, Vrouekeur, Woman & Home and Your 
Family after their publisher Caxton and CTP Publishers & Printers announced that it 
is “withdrawing” from magazine publishing. Buyers for these titles are sought – failing 
which, they will be closed.

Phumelela Gaming & Leisure

Photo: Phumelela



10

N5 Entrepreneurship and Business Management | Lecturer Guide

Founded in 1997 and based at the Turffontein racecourse in Johannesburg, the 
company is SA’s biggest horse racing business. It operates four racecourses, more than 
200 tote outlets and online sites, as well as a telephone-betting centre. It also owns 
Betting World, which has nearly 70 retail outlets and an online platform.

It filed for business rescue during lockdown, but thanks to R100 million in emergency 
funding from the Oppenheimer family, it may still be stabilised.

Pretoria Society of Advocates
Commonly known as the Pretoria Bar, the lockdown has worsened its financial situation. 
It is owed millions by its members, and may apply for liquidation.

Prada in South Africa

Prada’s store in Sandton City. (Photo: Prada)

The Italian luxury group Prada shut its only store in South Africa during lockdown. The 
Sandton City store – covering an area of 800 square metres and designed by architect 
Roberto Baciocchi – opened its doors five years ago.

Time Freight
The courier company – which is part of The Laser Group – is no longer operational after 
the lockdown brought its business to a halt.

Restaurants and bars
While sit-down meals are now allowed in restaurants after a months-long ban, alcohol 
sales with meals still out of bounds, starving many restaurants of much-needed income.
Many restaurants and bars did not have the financial resources to survive the long 
lockdown.

Wendy Alberts, CEO of the Restaurant Association of South Africa (RASA), told 
Business Insider that “dozens of restaurants” are going out of business every day.
Among the most prominent is The Kitchen in Cape Town, where former US first lady 
Michelle Obama famously had lunch in 2013. Launched in 2009 by chef Karen Dudley, it 
announced last week that it would close its doors.
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Karen Dudley in The Kitchen. (Photo: The Kitchen)

Popular Melville restaurant Pablo Eggs Go Bar has also announced that it has closed 
down. “It’s been a wonderful four years on that magical corner but in these uncertain 
times we have decided to consolidate our financial exposure and we simply lack the 
financial needs to reopen,” its owners said in an Instagram post.

The Myoga restaurant, launched in 2007 in the grounds of The Vineyard hotel in 
Cape Town, has also closed. “Having weathered two recessions, a water crisis and now 
Covid-19, it is time to close Myoga’s doors and look to the future,” says owner Mike 
Bassett.  “The way we live, including the experience of eating beautiful food, together, is 
forever changed. We need to make sure that where we can affect it, that change is for the 
better.”

The legendary Joburg bar in Long Street, Cape Town has also called it quits after more 
than two decades, and the Kalk Bay Theatre & Restaurant did not survive lockdown.

Flight Centre’s Cruiseabout 
Flight Centre, South Africa’s largest travel company, will close 40% of its stores and 
shut its cruising holiday Cruiseabout brand, with its customers and bookings to be 
transferred to the rest of the business.

Hout Bay’s Mariner’s Wharf
The harbourfront centre, which opened in 1984 and houses several shops and 
restaurants, “has taken the extremely difficult decision to cease trading until the 
economy recovers”. Employees have been retrenched.

Bishop Bavin school 
The prestigious private Bedfordview school has shut its doors, allegedly due to a 
financial crisis, News24 reported. According to a Gauteng Department of Education 
spokesperson, many independent schools are experiencing financial difficulties as some 
parents are not paying fees as expected amid the lockdown, and widespread loss of jobs.

The Gadget Shop
The company, which sold a wide range of “gifts, gadgets, gizmos or items of wonder” 
online and from 11 stores, closed down last month.



12

N5 Entrepreneurship and Business Management | Lecturer Guide

Rebel Tech
The online tech hardware retailer has also closed its doors. The Johannesburg-based 
company was founded in 2008. “Unfortunately, due to the Covid-19 situation and its 
subsequent challenges, the cards that were dealt were too much for Rebel Tech to 
overcome,” the company said.
Source: futman.pub/BusinessesShutDown

 Activity 1.7                                                                                                             SB page 18

As a class, discuss the consequences a business can face if it does not take the social and 
cultural environment of a business into account. Google examples of where it has happened to 
businesses in the past.

Student’s answers will differ. There are countless examples on the Internet of businesses that 
failed or made mistakes regarding the cultural/social environment of the market they operate 
in.

Here are some examples that can be discussed:
•	 Coca	Cola	when	they	first	entered	the	Chinese	market.	They	wanted	to	use	a	name	

similar to the original name but it had a total different meaning in Chinese which did not 
work.

•	 Heineken	displayed	the	flags	of	all	participants	on	some	of	their	bottles	during	the	1994	
FIFA	Soccer	World	Cup	including	that	of	Saudi	Arabia.	The	country’s	flag	shows	a	verse	
from	the	Quran,	Islam’s	holy	book.	The	Quran	forbids	the	use	of	alcohol,	so	thousands	of	
Muslims registered complaints with the brewer for displaying the verse.

 A similar mistake happened again in 2018 when a local German brewery, The Eichbaum 
brewery, did almost the same.

 Activity 1.8                                                                                                            SB page 20

Visit https://www.checkers.co.za and make a list of all the social media platforms as well 
as technological innovations they make use of in order to reach consumers and create 
convenience.

Social media platforms used by Checkers include Twitter, Facebook, Instagram, YouTube.

 Business Plan Task                                                                                          SB page 20

Select one external environment and determine the influence of it on your proposed business 
plan.

To be included in the student’s business plan.
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 Activity 1.9                                                                                                            SB page 20

1.  Business functions
 Any business needs to perform four different functions to achieve its objectives. The 

business is normally organised according to these functions. What are these? (Hint: your 
business plan was also organised according to these four categories.)

Function

1. Finance

2. Marketing

3.  Production (operations)

4. Personnel

2.  Functions of a manager
 A manager (entrepreneur) needs to perform four different functions in order to manage 

the business the business well.  Name them.

Function

1. Leading

2. Planning

3.  Organising

4. Control

3.  Business environments
 Simon owns his own taxi. Explain how the four direct external environments can influence 

his business.

Function

1. Customers: People who use his service could use other taxis.

2. Suppliers

3.  Competitors: They could take away his customers by offering a better service.

4. Government: Regulations on transport routes

4.  Which indirect external environments could influence his taxi business? Choose two and 
give a reason for each.

Function

1. Economy: If the economy declines, people will lose their jobs, which could mean that fewer people 
will use transport.

2. Technology: New vehicles are more fuel-efficient, which will save on petrol costs.



14

N5 Entrepreneurship and Business Management | Lecturer Guide

 Revision questions                                                                                           SB page 21

1. Define management.
 Management is the process of directing all the resources and efforts of a business towards 
opportunities	to	generate	profit.	This	takes	place	by	planning	and	organising,	and	by	
applying leadership and control.

2. List five characteristics of successful managers.
 Leadership, clear communication, listening skills, empathy, collaboration, organised, 
being	able	to	delegate.	(any	five)

3. Briefly differentiate between the four functional responsibilities of managers. 

 Finance
 Refers to the bookkeeping and accounting of the business, providing timely information 

to managers regarding debtors, creditors, etc. Helps managers plan effectively, determine 
profitability	and	direct	operations	of	the	business.

 Marketing
 Marketing focuses on the marketing mix, planning and executing the conception, pricing, 

promotion and distribution of ideas, goods and services that satisfy customer needs.

 Production (Operations)
	 Production	or	operations	management	may	be	defined	as	managing	the	resources	
required	(raw	materials,	equipment,	etc.)	to	produce	the	products	or	services	provided	by	
a business.

 Personnel
 Personnel or Human Resources management deals with all people, workers and 

management in the business (recruitment, selection, training and development, etc.).

4. Describe the four types of organisational resources.

 Human resources: 
 Human resources include managing all personnel (workers) including all supervisors.

 Financial resources: 
	 Financial	resources	include	managing	all	capital,	loans,	investments	and	the	cash	flow	of	

the business.

 Physical resources: 
	 Physical	resources	includes	all	buildings,	assets,	equipment	and	machinery	as	well	as	stock.

 Technological resources: 
 Technological resources include all production processes, information technology (IT) 

infrastructure (e.g. physical computer hardware as well as applications), patents, etc.
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5. Describe the different skills needed by a manager and why it is a necessity.

 Technical skills
 Technical skills refer to the ability not to only be able to operate machinery, production 
tools	and	software	but	to	also	be	able	to	use	certain	techniques	to	boost	sales	and	reach	
certain	sales	targets,	to	come	up	with	new	products/services	and	to	use	certain	techniques	
to market these products/services to customers.

 Human skills
 Human skills involve your ability to work with people. It includes the ability to 

communicate well, motivate workers, be able to delegate responsibilities and understand 
other people.

 Conceptual skills
	 This	refers	to	an	ability	to	apply	or	adapt	existing	methods,	techniques,	designs,	problems	

and ideas to create a better alternative. Creativity and problem-solving skills are 
characteristics of a manager with good conceptual skills.

6. How important in your opinion was the technological environment to Audi? Briefly 
motivate your answer.

 Students’ own opinion. Technological environment played a huge role in the success of 
Audi’s customer experience rating.

 During the lockdown, businesses had no choice but to embrace and improve their 
digital communication technologies and that’s exactly what Audi did. As mentioned in 
the article, results showed that overall customer experience was better when customers 
engaged with apps and websites, rather than with people over the phone or in-store.

 Overall, customers prefer digital communication rather than human interaction.

 People have become so comfortable with digital communication, businesses that does not 
embrace this will fall short.

 *  The lecturer can ask students to share their opinion with the class and debate the 
technological environment.
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Module 2
Personal management

After completing this module, the student will be able to:

2.1  Explain the concept personal management;
 2.1.1 Explain the difference between management and leadership;
2.2 Explain the concept personal management; 
 2.2.1 Name and describe what causes habits and how habits can be changed;
 2.2.2 Describe the concept of self-management;
  a. Describe the term pro-activity and explain advantages of pro-activeness for 
   the person and therefore for the business;
  b. List the important aspects of such mission statement and list the criteria 
   for compiling a mission statement for a business;
  c. Discuss the four quadrants of urgency and importance and explain the 
   effect of these on aspects such as time management, compile a 
   questionnaire to determine their own effectiveness;
  d. Explain the concept and have a brief understanding of how to arrive at a 
   win/win situation;
  e. Discuss the importance of the point of view of other people, why it is most 
   likely to differ from their own and the advantages of this;
  f. Explain the concept;
  g. Name these factors and give practical examples of how these factors can 
   contribute towards effectiveness in business;
2.3 Explain the concept personal planning;
 2.3.1 Explain and identify personal roles and describe an effective planning system;
 2.3.2 Obtain a mark for this task which will contribute to the practical mark for the 
  semester;
2.4 Describe the concept motivation of work-force;
 2.4.1 Name the means of practically motivating workers and briefly explain each 
  aspect in a practical way;
 2.4.2 Explain why you should motivate your work-force and how you would go about 
  implementing this;
2.5 Explain the concept teamwork;
 2.5.1 Explain the importance of team-building exercises and be able to list a few 
  methods;
 2.5.2 Demonstrate the importance of recognising the effects of group dynamics in 
  your business.

After completing this module, the student will be able to:
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 Activity 2.1                                                                                                            SB page 28

1.  What potential risk does this issue introduce to patients?
 A patient might need a lung machine, but there might not be one available (as the 

hospital thought they had 12 but in actual fact there are only 10 available). Worst case is 
that it might even cost a patient’s life. 

2.  What financial implications does it have for the hospital?
 The hospital’s been paying insurance on 12 machines when they should only be paying for 

10. The hospital’s been wasting money, paying for something which they do not even own 
(or own anymore). 

3.  Who was best performing a management role and who is the better leader in this scenario?
	 Students’	own	answer.	It	is	very	clear	from	the	case	study	that	the	financial	officer	was	

performing a management role (doing things right) as well as the leadership role (doing 
the right thing by informing their supervisor). 

 Case Study                                                                                                            SB page 28

Greta Thunberg

1. Why, in your opinion, is it important for a leader to show bravery and courage? 
 Each Students’ own opinion on why bravery and courage are important leadership 
qualities.

2. What is climate change?
	 Students	can	make	use	of	the	Internet	to	find	the	correct	answer.

 Climate change is a change in global or regional climate patterns, in particular a change 
apparent from the mid to late 20th century onwards and attributed largely to the 
increased levels of atmospheric carbon dioxide produced by the use of fossil fuels (Oxford 
dictionary).

3. What can we all do to play our part in combatting climate change?
 We can all contribute and play our part in combatting climate change.

	 Students	can	Google	answers	as	to	how	everyone	can	help	fight	climate	change.	
	 Here	are	some	sites	with	suggestions	on	how	we	all	can	help	fight	climate	change:	
 futman.pub/How2StopGlobalWarming 
 futman.pub/9ThingsUCanDoAboutClimateChange
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 Activity 2.2                                                                                                            SB page 31

1. Make a list of a few habits that really trouble you and that you would like to change.
 Students’ own work. Ask students to identify bad habits they are struggling with and 

apply the elements to them. The smoking example at the top of page 5 serves as a 
guideline.

2. Differentiate between the three elements of habits in each of these habits and write it 
down.

3. What is your plan of action to get rid of these habits?
	 (Questions	2	&	3)	Ask	students	to	apply	the	elements	to	their	specific	habits.	They	must	
write	down	their	habits	and	determine	their	own	specific	action	plan	to	deal	with	each	
habit.

 Activity 2.3                                                                                                            SB page 33

1. Make a list of at least five things that really upsets you or affects your life in a negative way. 
It can be people, an event, a happening or anything that you feel is just not fair!

2. Allocate one key word from the reactive column to each of these items that you listed.
3. It is now compulsory to add one key word from the proactive column to this very same list.
4. List one emotion that you felt when you wrote the proactive key words next to each item 

on your list.
5. Did this in any way change the way you looked at your problems? Write your answer next 

to each item on your list.

Students should use the table at the top of page 33 and apply that to the list of things that 
negatively affects one’s life.

 Activity 2.4                                                                                                            SB page 34

Develop your own mission statement. Keep in mind that your statement will be unique and 
your own. Don’t focus on your circumstances because these will change; you are going to 
change them. Focus on aspects (guiding lights) that will guide you through all the obstacles 
(rocks) that might attempt to affect you in your work.

Students’ own work.

 Activity 2.5                                                                                                            SB page 35

Identify the different roles that you are fulfilling at the moment. Try to limit them to seven 
roles. Write down your own roles and the actions that you might need to take to implement 
these roles.

Students’ own work. They should use the two columns on page 35 to write down their roles 
and	the	actions	they	need	to	take	to	fulfil	those	roles.
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 Activity 2.6                                                                                                            SB page 37

Complete the management evaluation at the end of the module to determine your importance 
orientation.

Students	complete	the	questionnaire	on	pages	49-52.

How	to	complete	the	questionnaire
1. First read the statement on the left, and then the statement on the right.
2. If the statement on the left accurately describes you, circle 1.
3. If the statement on the right accurately describes you, circle 5.
4. If neither describes you accurately and you feel you are more or less in the middle of the 

two statements, circle 3.
5. 2 or 4 suggest you are leaning towards one of the two statements.
6.	 Work	your	way	through	all	the	questions	by	following	the	above	guidelines.
7. Once done, add up the scores for each section and write the answer at the bottom of each 

section in the space provided.
8. Transfer these section scores to the last table, Effective quadrant II time managers.
9. Section 1 scores are written in the total column, for example, if you scored 8m, 
 write 8 next to Keep their values clearly in mind.

How to interpret the answers
1. The maximum score for a student is 20 (20/20).
2. Students who get 20 for Statement 1 are keeping their values in mind all the time, so it is a 

strength.
3. The minimum score for a student is 4 (4/20), which suggests that the student is not 

keeping values in mind and will have to work at it as it is a potential weakness.
4. Suggestion: Convert the various scores to percentages, for example, 20/20 = 100% 
 or 4/20 = 20%.
5.	 The	scores	provide	a	profile	of	how	the	students	see	their	relative	strengths	or	weaknesses	
in	each	of	the	key	quadrant	II	management	areas.

 Activity 2.7                                                                                                            SB page 37

Take a moment to reflect on the activities you are planning on completing today. Place each 
activity into one of the four quadrants. What does the answer reveal about your priorities?

Students	complete	this	exercise	by	placing	their	daily	activities	in	the	relevant	quadrant	in	
Figure 2.7 on page 36. It will give them a good idea whether they have their priorities right.
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 Activity 2.8                                                                                                            SB page 37

Refer to the story on page 37.

1. How did you feel after reading this story?
 One realises that you have to live every day of your life to the fullest. Life is not a dress 

rehearsal!

2. Which of the ’habits’ that have already been discussed are raised here? Motivate your choice 
or choices.

 Personal motivation 
	 Quality	of	work

 Activity 2.9                                                                                                            SB page 38

Refer to the story on page 38.

1. In which quadrant does the poor man’s outlook on life fall?
	 Quality	of	life

2. What does it tell you about how the poor man measures his own personal success?
 Students’ own answers.
 He measures his personal success not by money but by being able to provide for his family 
and	spending	quality	time	with	his	family/friends.

 Activity 2.10                                                                                                         SB page 39

Refer to the article about the Durban unrests on page 39.

1. What type of situation presented itself in Durban (win/lose, lose/win or lose/lose)?
 Lose/lose

2. Motivate your answer in Question 1.
 Students’ own answers.
 No one gained anything by the protests in Durban. In fact, more people lost even more 

(houses in informal settlements, shops, etc.) and it caused a shortage of food for everyone. 
It weakened the Rand, which leads to higher prices for everyone. It caused job losses for 
thousands of people, in a country where we already have the highest employment rate in 
our history.

3. President Rhamaphosa refers to the community defenders, working together with security 
forces. What habit was displayed by these ordinary citizens? Motivate your answer.

  Synergy (teamwork). Students’ own motivation.

 People from the community got together and defended themselves and their families/
communities, properties and businesses. They literally put their lives on the line for 
others. They were proactive in planning and creating neighbourhood watch groups, 
working together with the police and defence force.
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 Business Plan Task                                                                                          SB page 49

1. Complete the questionnaire to determine your urgent/important orientation.
This already had to be completed during an earlier exercise in the textbook. If not 
completed, students need to complete this now. 

2. Identify different private and business roles. Give at least five examples of each.
 Each student’s answer will differ.

3. Complete a weekly plan schedule of your daily activities for the upcoming week, taking 
into consideration your own mission statement and roles.

 Students to complete a personal weekly plan schedule of their daily activities for the 
upcoming week.

 Activity 2.11                                                                                                          SB page 55

Below is a list of factors that can be used to motivate employees. State to which group theory 
(or more than one group) each item belongs, e.g. an increase in salary = working conditions.

1. Giving employees flexible schedules in order to be able to spend more time with family.
 Working conditions (Hertzberg) as well as Maslow’s Social level (family)

2. A thank you for a job well done.
 Working conditions (Hertzberg) as well as Maslow’s Esteem level (recognition).

3. Providing feedback on the work of employees while an employee is busy completing a task/
project.

 Working conditions (Hertzberg) as well as Maslow’s Esteem level (attention).

4. A paid days leave for a job well done.
 Working conditions (Hertzberg) as well as Maslow’s Esteem level (recognition).

5. Profit sharing.
 Working conditions (Hertzberg) as well as Maslow’s Esteem level (recognition).

6. Providing employees with access to a life coach.
 Maslow’s self-actualisation

7. Performance bonus.
 Maslow’s Security level (earning money, having a secure job) as well as Esteem level 

(earning recognition).
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 Activity 2.12                                                                                                          SB page 56

We all know someone who is very unhappy and unmotivated in their work. And the opposite 
is also true – we all know someone who is extremely happy in their work and very motivated.

Make a comparison between the two and explain the reasons for why the one person is 
extremely unmotivated and the other person very motivated. What are the companies they are 
working for doing differently?

*The lecturer can afterwards use some of the answers to have a class discussion around the 
subject of motivating a workforce.

Students’ answers will differ. It will be interesting to get students to share their answers with 
the class.

 Activity 2.13                                                                                                          SB page 58

Work in groups of 3 to 4.

1. The habits of effective self-management – the last three habits discussed (other point of 
view, synergy and personal motivation) plays a huge role in efficient teamwork.

 List two benefits per habit for how each one can contribute to teamwork and write it 
down.

	 Benefits	of:
 Other point of view: effective communication; better results can be achieved 
 Synergy: a lot more can be achieved by working together; leads to more creativity; it 

motivates the people.
 Personal motivation: if you’re happy within yourself, you’ll interact successfully with 
others;	you’ll	positively	influence	others.

2. Compare the answers of each group in the class and make a combined list of benefits.
Groups	share	their	answers	with	the	class.	Make	a	combined	list	of	all	benefits.

3. Which of these three habits helped you most with this group activity?
Each Students’ own answer.

 Revision questions                                                                                           SB page 61

1. Habits consist of three elements. Name the three elements.
 Knowledge 
 Skill
 Desire
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2. To prioritise or to put first things first means that you must decide between what is 
 _________________________________ and what is _________________________________
 urgent; important.

3. The seventh habit, personal motivation, consists of four important areas you must attend 
to. Name them.

 Physical 
 Mental 
 Spiritual
 Social-emotional

4. Management is about doing things right, while leadership is about doing ______________.
 the right things.

5. Plan Tumi’s week using a weekly planner.
 Students can draw up their own weekly planner (as the one used earlier in the module).

 Tips when completing the weekly planner:
 • Students need to work in the time in Tumi’s schedule to get her husband a gift before 
  Tuesday, attend her son’s match on Tuesday as well as be early enough to get ready and 
  still make it to restaurant by 19:00 on Tuesday.
 • The IT issue is urgent, so it’s advisable to sort that out on Monday asap. She needs to 
	 	 somewhere	find	the	time	to	prepare	for	the	IT	meeting,	so	planning	will	have	to	
  happen either over the weekend or Monday morning early.

6. Discuss the importance of motivating your workforce.
	 Motivating	the	workforce	has	the	following	benefits:

 • Less absenteeism
  Motivated employees tend to be less absent from work.

 • Retention of staff (low levels of staff turnover)
  Motivated employees are less likely to seek other employment therefore recruitment 
  costs stay low and less money is spent on training.

 • Improved performance
  Motivated employees are more organised, they are more focused and work harder, 
  arrives on time for work, etc.

 • Increased productivity levels
  This goes hand in hand with improved performance. As motivated employees generally 
  work harder, output levels of the business may also rise.

 • Better relationship between employer/manager and employee
  Happy employees means there is a good relationship between employer/manager and 
	 	 employee.	This	means	fewer	disputes	and	conflict.

 • Better customer service and customer satisfaction
  Motivated employees take pride in their work and will put more effort into making 
	 	 sure	products	are	of	a	high	quality	and	standard.	This	will	lead	to	greater	customer	
  satisfaction. This counts for the service industry as well.
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7.  Are the persons pictured here managers or leaders? Explain your answer.

 

 Nelson Mandela, Mother Theresa and Elon Musk are all leaders. They all had/have goals 
and ideals they wanted/want to accomplish. They wanted to do the right thing, always. 
And that is leadership. They all had/have the support from millions of people all over the 
world that wanted for what they fought for.

8. 8.1 Good habits mean positive behaviour and ultimately lead to success. What three 
  elements does a habit consist of?
  Knowledge 
  Skill
  Desire

 8.2 All three elements need to be present in order to change an existing habit or create a 
  new habit. Take some time to reflect on your own personality and write down two 
  positive habits and two negative habits.
  Students’ own work.

9. Arno started his own fudge business, selling handmade fudge and marshmallows online. 
He employs eight other staff members.

 Divide in groups of three to four people. Create a team building event for him and his 
employees. Include detail such as the event type, how long the event will last, and what 
activity (activities) it includes.

 Afterwards, each group can share their event idea with the rest of the class.

 Group work. Each group can share their event plan with the class. Students must be 
creative	and	can	make	use	of	the	Internet	to	come	up	with	unique	team	building	ideas.

10. What steps are important to follow in order to ensure teamwork success?
 Teamwork relies heavily on the following steps to ensure success:
 1.  Determining the goals
 2.  Determining roles
 3.  Working out action plans
 4.  Policy or values
 5.  Considering everybody
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11. When operating in a group, identify the role you think you will play in relation to group 
dynamics and motivate your answer.

 Each Students’ own answer.

12. Choose the right answer from the words in brackets in the following statements:

 12.1 Teamwork requires a clear understanding of (individual/group) goals.
  group

 12.2 Attending a soccer match is an example of a daily (priority/appointment).
  appointment

 12.3 (Leadership/Management) is about doing things right.
  Management

 12.4 It is (impossible/possible) to change a habit.
  possible

 12.5 Knowledge, skills and desire are elements of (habits/management).
  habits

13. Greg owns a beach bar/restaurant operating in a large coastal town along the West Coast. 
The restaurant is especially busy over weekends throughout the year as well as holiday 
periods and summer time. He employs 20 staff members (managers, waiters, bar men and 
kitchen staff).

 13.1 Define the term group dynamics.
  It refers to the different roles people take on, the processes followed and the 
  interaction between people when working in a group.

 13.2 Explain the impact of group dynamics on the employees of the restaurant, especially 
  during their peak times.
  Group dynamics are of utmost importance during peak times. In order for 
  processes to run smoothly, the employees need to all know their roles and work 
  together in achieving success.

  Have you ever been to a restaurant where everyone knows exactly what they must 
	 	 do,	there	is	a	whole	vibe	and	contagious	energy	amongst	the	staff?	That	is	excellent	
  group dynamics.

	 	 For	example:	Open	communication,	try	to	minimise/resolve	conflicts.	Help	one	
  another where they can (take an order on behalf of a colleague or clear a colleague’s 
  table), and make sure that procedures are being adhered to properly.

  There are traits that some individuals could display that would impede the group’s 
  progress especially during peak times, such as criticising one another, stubbornly 
  sticking to their own way of doing things, etc.

	 	 If	the	employees	work	well	together,	it	will	definitely	lead	to	better	business/profit/
  increased productivity for the owner. The opposite is also true.



Module 3
Ethics and social responsibility in businesses

After completing this module, the student will be able to:

3.1 Define and explain the concepts ethics and social responsibilities;
3.2 3.2.1 Name and describe the different levels of ethical standard and explain the 
  benefits of moral management;
3.3 3.3.1 Name and briefly explain the various ethical tests for judging behaviour;
 3.3.2 Describe implementing and maintaining ethical principles in businesses;
3.4 3.4.1 Explain the nature of social responsibilities with reference to the profit-
  centred, regulation-imposed and investment-earned approaches;
 3.4.2 Discuss how businesses can put social responsibilities into practice with 
  reference to the prescribed items;
3.5  Evaluate a business’s social responsibility programme according to the criteria.

After completing this module, the student will be able to:
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 Activity 3.1                                                                                                            SB page 65

Work in groups of 3 or 4. 

List three more desirable ethical practices by businesses that you can think of (not listed 
above).

The groups can discuss and share their answers with the class.

Possible answers include:
• Environmental awareness
• Corporate transparency
• Data protection of customers, employees, etc.
• Appropriate compensation of employees
• Paying suppliers on time
• Honesty always
• Social responsibility

 Activity 3.2                                                                                                            SB page 66

1. List activities of how you can contribute towards society including the environment. Some 
of you might already be involved with social responsibility efforts.

 Students’ own answers.

2. What social responsibility effort/s are your tertiary institution supporting?
	 Students	to	find	out	from	their	college	what	social	responsibility	efforts	they	are	currently	

supporting/involved in.

 Activity 3.3                                                                                                            SB page 66

Write down key words that describe social responsibility.
Students’ own answers. 

Possible words can be:
sustainability, environmental awareness, green, bio-friendly, philanthropy, human rights, 
bio-degradable. 

Students can add more to this list.

 Activity 3.4                                                                                                            SB page 69

Refer to the case study about Jabu, the salesperson, on page 69.

Students should debate this in class.
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 Case Study                                                                                                            SB page 70

Group discussion
Refer to the case study about the unethical behaviour of some restaurants during lockdown.

Students should debate this in class.

 Case Study                                                                                                            SB page 71

Group discussion
Refer to the case study about the PPE Tender Corruption.

Questions:
1. Why, in your opinion, is this unethical behaviour?
2. South Africans are frustrated and angry at all the corruption taking place within our own 

government and the unethical behaviour by senior officials. Between 2014 and 2019 South 
Africa lost R1.5 trillion in corruption. What is your view on this and how can corruption 
be stopped?

 Students should debate this in class and talk about what they feel can be possible 
solutions to the corruption problems in South Africa.

 Activity 3.5                                                                                                            SB page 73

Match the description in column A with the right principle in column B.

A B

1.  Would I be comfortable to explain this decision on television in front of an 
audience?

A.  Utilitarian principle

2.  Is this something I would be fine with if done to me? B.  Professional ethics

3.  Will most stakeholders benefit by the decision? C.  Television/family test

4.  A decision by management that all employees must wear a uniform that 
they have to pay for themselves.

D.  The golden rule

1. C
2. D
3. A
4. B
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 Activity 3.6                                                                                                           SB page 80

Work in groups of 3 or 4.

Discuss the following question: 
Why is a social responsibility programme necessary for a business?

Each group discusses why they feel a social responsibility programme is important for every 
business. Groups can share their opinions and answers afterwards with the class.

 Business Plan Task                                                                                          SB page 82

Evaluate the social responsibility programme of a business you are familiar with according to 
the four areas we discussed in this section. This task will contribute towards your practical 
mark for the semester.

Students complete this task as part of their practical mark for the semester.

 Revision questions                                                                                           SB page 82

1. Define the term ethics in your own words.
Students	define	the	term	ethics	in	their	own	words.

 Ethics refer to moral principles or a set of values held by an individual or group.

2. Why, in your opinion, is it vital for businesses to have social responsibility programmes in 
place? Give at least two reasons.
Students give their own opinion. Possible answers could include:

 • to give back to the community
 • to attract better resources (by giving back, a business creates a culture that other 
  people feel they want to be part of and actually work for such a company).

3. What are the three different views on social responsibility? Briefly summarise each view in 
your own words.

	 •	 Profit-centred
	 	 A	popular	belief	is	that	a	business’s	only	social	responsibility	is	to	make	a	profit	–	to	use	
	 	 its	resources	and	engage	in	activities	designed	to	increase	its	profits.

 • Regulation-imposed
  A second view is the regulation-imposed view. It claims that the only way to ensure 
  that companies act in a socially responsible manner is through government regulation.

 • Investment view
	 	 The	third	approach	is	the	benefit	view.	The	belief	is	that	long-term	benefits	that	a	
  business will receive from a social responsibility programme outweigh the costs 
  incurred.
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4. Towards whom does a business have a social responsibility? Name the four groups.
 Employees Customers Environment Community

5. List two people (it can be any sport star, celebrity, actor, businessperson, leader, etc.) that 
have a social responsibility programme they support or have set up themselves. Give a brief 
description of the social responsibility programme they support.

 Students must make use of the Internet to search for examples. There are hundreds of 
examples of well-known people supporting social responsibility programmes.

6. List three benefits of moral management.
 Any three of the following:

 • Lead by example
  Ethical behaviour starts right at the top with the leaders. It is important for the 
  business owner to lead by example and conduct himself ethically by being honest, fair 
  and respectful towards others and to have integrity.

 • Respect
  Businesses must show respect towards their customers, towards the environment and 
  employees.

 • Integrity
  A business should have integrity, meaning it should be reliable and truthful. Their 
  word is their word. No empty promises or lies to a customer or their employees.

 • Loyalty
  A company should conduct itself in such a way that it is seen as trustworthy. An 
  employee should be loyal towards the brand he is representing, and the business must 
  be loyal towards their customers.

 • Honesty
  A business should conduct its operations in an honest manner e.g. pay their taxes, 
  adhere to laws and regulations, be honest with customer and employees.

	 •	 Equality
  Everyone within the organisation as well as outside of the organisation (suppliers, 
	 	 customers	etc.)	should	be	treated	equally	despite	their	race,	gender	or	religion.

 • Fairness
  Treat all employees, suppliers and customers fair, no bias.

7. What are the three questions you should ask yourself when facing an ethical decision?
	 Is	it	legal?
	 Is	it	fair	to	all	stakeholders	(all	people	involved	or	that	would	be	affected	by	the	decision)?	
Will	it	make	me	proud?

8. List at least two examples (not mentioned in this module) of businesses looking after and 
giving back to the environment.

 Students give their own answers. Students can share their answers with the class.
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Module 4
Implementation of planning 

in your business plan

After completing this module, the student will be able to:

4.  Name and explain the components of planning;
 4.1 Write a mission statement indicating what their business is with reference to who 
  their customers are, their needs and how customer needs are satisfied;
  4.1.1 Name the characteristics and explain why a mission statement is 
   important to a business;
  4.1.2 Design long-term objectives towards the implementation of their business 
   plans, taking note of the prescribed items;
 4.2  Understand that although by compiling their business plan they have already 
  completed their business level planning; they must adapt their business plans; 
  4.2.1 Define the finance function; give examples of the types of financial 
   information that a manager needs to manage a business effectively; 
   explain how finance function can be of assistance to plan effectively, direct 
   operations and solve problems;
  4.2.2 Define the marketing function; explain the essence of marketing planning 
   by referring to marketing objectives, target markets, the marketing mix and 
   action plans;
  4.2.3 Define the production of functions; explain the essence of operations 
   management by referring to periodical aspects, selection of products, 
   processes and equipment, designing and updating of these continual 
   aspects: controlling, production levels, scheduling, purchasing, inventory 
   management and quality assurance;
  4.2.4 Define the personnel function, name the different aspects that should 
   form part of a business personnel plan including: future labour needs, 
   recruitment strategies, selection processes, training and development, 
   compensation policy and performance appraisal;
  4.2.5 Obtain a mark for this task which will contribute to the practical mark for 
   the semester;

After completing this module, the student will be able to:
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 4.3  Explain the concept of managerial decision-making;
  4.3.1 Describe and develop a clear understanding of the different decisions that 
   a manager makes;
  4.3.2 Explain each term and indicate the circumstances in which a specific 
   decision is likely to occur;
  4.3.3 Describe and recognise the four personal characteristics that influence 
   a manager’s decision-making style;
 4.4  Name and explain the seven steps of the problem-solving model and apply 
  it to real-world problem (it can be done via an assignment);
 4.5 Understand the different techniques and apply them in practical situations.
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 Activity 4.1                                                                                                            SB page 86

Read the following statements and state which component of planning it is referring to:

1. All actions are limited by this component.
 Policies

2. This component may be long-term or short-term and even specific or general.
 Objectives

3. This component is expressed in numerical terms.
 Budgets

4. This component basically shows the fundamental aims of the business.
 Mission statement

5. Even methods and rules are a part of these components of planning.
 Procedures

 Activity 4.2                                                                                                           SB page 87

PayPal’s mission statement reads as follows:
“To build the web’s most convenient, secure, cost-effective payment solution.”

Consider the characteristics of a mission statement and rate Pay Pal’s mission statement 
accordingly.

• It’s short and to the point.
• It is realistic and achievable.
•	 It’s	unique	and	memorable.
• It’s relevant to today’s time – most payments happening via the web.
• It could be adapted to future changes (when technology or payment options might 

change).
•	 It	is	definitely	targeted	at	its	target	audience	which	understands	the	importance	of	secure	

web-based payments and the convenience thereof.

 Activity 4.3                                                                                                           SB page 88

Identify five businesses in your area or town and write down their mission statements.
Each Students’ own work.
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 Activity 4.4                                                                                                           SB page 88

(LO 4.1 in the syllabus)
Write a mission statement for your business (refer to your business plan). Your mission 
statement should indicate who your customers are, their needs and how customer needs will 
be satisfied. 

Remember to keep your employees in mind when writing a mission statement for your 
business.

Each Students’ own work. Students need to formulate a mission statement for their business 
and include it in their business plan.

 Business Plan Task                                                                                          SB page 89

Develop and set out long-term objectives for your business. When setting your objectives, 
take into account the characteristics of objectives as discussed above.

Each Students’ own work. They need to formulate long-term objectives for their business 
and include it in their business plan.

* Students must keep the characteristics of long-term objectives in mind when formulating 
objecti ves.

 Business Plan Task                                                                                          SB page 92

Adapt your business plan by making sure your mission statement and long-term objectives are
complete.

 Activity 4.5                                                                                                           SB page 95

Identify your own decision-making style amongst the ones listed above (the styles were 
described in their most extreme form to highlight the differences).

Each Students’ own work.
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 Activity 4.6                                                                                                           SB page 97

What do you see in the pictures below?

1.                                                        2.                                                              3.

Students can share their answers with the rest of the class. Why do some of us see different 
things	in	the	pictures	above?

1. Some people might see an apple stump or a man and woman facing each other; or both 
images.

2. Some people might see the face of a duck facing left; or the head of a rabbit facing right 
or both images.

3. Some people might see a young girl or an old woman or both images.

 Activity 4.7                                                                                                           SB page 98

Use the following statement and apply the reverse method:

Restaurants prepare and serve food and people pay for the food.

1. What is the opposite of this statement?
 Restaurants do not prepare and serve food and people do not pay for the food.

2. What new businesses could arise from the opposite statement?
 Students to come up with their own ideas. A possible idea is a catering service, e.g. 

catering service at a big sporting event such as the Cape Epic Cycle Tour, preparing food 
for the participants.

 Activity 4.8                                                                                                           SB page 98

Work in groups of 6 or 7. 

The most challenging problems South Africa is facing at the moment are:
• state corruption
• crime
• violence against women and children
• very poor service delivery
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• highest unemployment rate ever
• housing
• poor service delivery.

Choose one of the topics and brainstorm at least five solutions for your chosen topic.

* Note to lecturer: set a time limit of at least 30-40 minutes for groups to brainstorm solutions.

Each group to choose on topic and brainstorm the challenge in the set time limit. Get the 
groups	to	give	feedback	on	what	five	solutions	they	formulated.

 Activity 4.9                                                                                                         SB page 100

Fraction the following subjects:
1. Newspapers
2. Restaurant meals
3. Advertising with pamphlets

Students’ own work.

 Activity 4.10                                                                                                       SB page 100

Use one of more of the methods to come up with possible solutions to the following problem:

Problem: Many informal houses receive an electrical board with one plug on it. This limits the 
use of electricity, especially when something such as a hot water cylinder is used. What now?

Students	can	choose	which	method	(s)	to	use	to	find	possible	solutions	to	the	problem.

* The lecturer can decide whether this can be a group activity in order to brainstorm 
possible solutions.
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 Activity 4.11                                                                                                        SB page 100

Use the Yellow Pages, telephone directory, personal visits, newspapers (Classifieds), etc. to
identify and evaluate the suppliers of one of the products you need for your business. Use the
following worksheet.

Worksheet

Product Supplier Price Delivery Quality Quantity

Students’ own answers. 

 Revision questions                                                                                         SB page 101

1. Which problem solving technique is the most widely used?
Brainstorming

2. Mason Lethaba owns three skippy waste removal bins. He is not sure whether he should 
invest in buying a fourth skippy bin. Explain the steps he should following in the decision-
making process in order to reach a decision. Give practical examples related to his 
problem.

	 STEP	1:	Diagnose	and	define	the	apparent	problem.
 Determine the origin or cause. Divide problem into sub-problems. Decide which part 

must be solved.

 STEP 2: Gather and analyse information about the problem.
	 Ask	the	questions;	what,	who,	when	and	why?	Refer	to	similar	problems	and	solutions	in	

the past. Distinguish between causes and symptoms.

 STEP 3: Put the real problem in writing.
 This helps to see the problem in perspective and to formulate it objectively.

 STEP 4: Establish decision-making criteria.
 Determine criteria to evaluate possible solutions. Business policy must be consulted.

 STEP 5: Develop alternative solutions.
 Problems can be solved in more than one way. Use creativity methods to generate 
 alternatives.
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 STEP 6: Determine possible results.
 Determine effectiveness and results of alternatives.

 STEP 7: Anticipate new problems that might surface, given your decision.
 Decide/Take action Take your decision.

 STEP 8: Make follow-up decisions.
 Implementation sometimes needs guidance and may reveal new problem areas. If you 

takea decision, you are accountable for the outcome. Follow up to ensure its success.

3. List the four types of personal influences that can effect decision-making.
 • Impulsive 
 • Over-cautious 
 • Ego-defensive 
 • Intelligence

4. Define the term ’mission statement’.
 A short, written declaration of a company’s aims and values. A mission statement 

normally remains the same over the years of the existence of a company.

5. Name the characteristics of a mission statement.
 It	must	be	short,	realistic,	unique,	relevant,	create	an	expectation,	be	adaptable,	be	

targeted and memorable.

6. When setting long-term objectives, what aspects should be kept in mind? Explain each 
aspect briefly.

 Long-term objectives need to be:

	 •	 Specific
	 	 Is	the	objectives	specific?	Objectives	need	to	be	clear,	well	defined	and	precise.	The	end	
  goal should be clear.

 • Measurable
  Will you know whether you are moving in the right direction and how much progress 
	 	 been	made	at	certain	intervals?	It	is	easier	to	measure	something	if	you	put	a	value	to	it.

 • Achievable
  Objectives must be realistic and achievable within the time period provided. 
  Unachievable objectives will demotivate employees.

 • Written
  All objectives should be clearly set out in writing in order to avoid any 
  misunderstandings regarding an objective.

 • Comprehensive
  An objective should be set with current conditions in mind, as well as existing 
  objectives and goals within a business.
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 • Coordinated
  Objectives should create unity amongst all employees and coordinate the various 
  efforts across the different departments. This will ensure teamwork in achieving 
  objectives.

 • Prioritised
	 	 Objectives	need	to	be	prioritised	according	to	importance.	This	will	ensure	adequate	
  time and resources are allocated to each objective.

 • Time bound
  Regular review dates of an objective should be set (to measure progress) as well as an 
  end date in order to know by when the objective must be achieved. It is important that 
  all objectives have a due date attached to it.

 • Flexible
  An objective must be able to change and adapt with the times, especially during 
  unforeseen circumstances. Objectives need to be reviewed on a regular basis in order to 
  make sure it is still relevant.

 • Accepted
  In order for all parties involved to be motivated in achieving objectives, all 
	 	 departments	need	to	first	agree	and	accept	the	objectives.

7. What are the four functions that forms part of the Planning function within a business?
 Finance, Marketing, Production and Personnel.

8. Evaluate the following mission statement of Adidas:

 ’The Adidas Group strives to be the global leader in the sporting goods industry with brands built on 
a passion for sports and a sporting lifestyle.’

 The Adidas mission statement:
 • sets out its long-term goals/vision that are realistic
 • creates an expectation with the customer/target audience (everyone wants to buy 
  from the global leader in the sporting goods industry)
 • is aimed at its targeted audience
 • is short and memorable
 • is relevant
 • is timeless; even with changing environments and circumstances, the mission 
  statement is adaptable.
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Module 5
Revising, presenting and evaluating 

the business plan

After completing this module, the student will be able to:

5.1 Compile the documentation as per prescribed items; 
5.2 Adapt their business plans to a format that is presentable;
5.3 Present the business plan for a practical mark;
5.4  Have the business plan evaluated according to the evaluation forms with the 
  emphasis on the managerial components.

After completing this module, the student will be able to:
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Students need to ensure their business plans are up to date and that all necessary 
documentation has been completed and added to the existing business plan from EBM N4. 
In the Student Book, refer students to the checklist in Module 5 (page 106) to make sure their 
business plans are complete.



Module 6
Organising the business

After completing this module, the student will be able to:

6.1. Define the concept organising;
 6.1.1 Name and explain these terms and indicate both their advantages and 
  disadvantages; 
6.2 Explain the importance of forming an organisational structure;
 6.2.1  Name and describe the different types of organisational structures;
 6.2.2 List and explain briefly the different forms of departmentation;
 6.2.3 Mark obtained in this task will be used to contribute to the practical mark for 
  the semester;
6.3 Describe the content delegation;
 6.3.1 Define these concepts and indicate the difference to the prescribed items; 
 6.3.2 Name and explain the different concepts of power; describe the different 
  types of power (the implications of subordinate power are of specific 
  significance);
 6.3.3 Describe the process of delegation and explain the steps in delegation; name 
  the advantages and disadvantages of delegation;  
 6.3.4 Name and explain the environment for effective delegation; describe the 
  importance of the condition the method of delegation and the influence 
  delegation; 
6.4 Task:
 Identify the pitfalls of delegation and indicate how they can be avoided.

After completing this module, the student will be able to:
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 Activity 6.1                                                                                                          SB page 112

Distinguish between the following jobs and state whether each job is either specialised or 
generalised. Provide a reason for your answer.

Position General Specialist Reason

Receptionist X Responsible for all administrative tasks and duties

Pilot X Very specialised training required

Actuary X Specialised job which requires specific training

Copywriter X Handles all aspects of media and print copy

Underwater welder X Specialised job

 Case Study                                                                                                          SB page 114

Refer to the article in the Student Book: SAPS has ossified to become a brittle, untrusted 
bureaucracy – revitalisation of its top-down leadership is long overdue.

1. What is meant by ’ossify’?
To	be	rigid;	inflexible;	no	development	happening.

2. What is a bureaucratic organisation?
A very complex organisational structure with multiple layers of systems and processes. 
Mostly your government organisations. A very tight chain of command is enforced.

3. List at least two disadvantages of a bureaucratic organisational structure (from the article).
	 Students	can	make	use	of	the	Internet	to	find	more	answers.	Disadvantages	include:
 •   Slow decision-making (as there are so many layers of processes and systems)
	 •			Lack	of	flexibility	leads	to	inefficiency
 •   Lack of productivity
 •   Actions are mostly dictated by money/expenditures

4. What is your opinion on police leadership in South Africa?
Students’ own opinion.

 Business Plan Task                                                                                         SB page 119

Design and draw an organisational structure for your chosen business. Clearly state which 
form of departmentation your business will make use of and explain why you have chosen this 
particular form.
Each student must design and draw an organisational structure for their chosen business and 
include it in their business plan.
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 Activity 6.2                                                                                                          SB page 119

Work in groups of 3 or 4.

Study the different logos of well-known businesses and decide which forms of 
departmentation they use. Give reasons why your group decided a particular company would 
be using a specific form of departmentation.

Let each group decide and motivate their answers. They can get more information on each 
company’s website.

For example, FNB is organised according to territory. Each geographical area has their own 
branch	with	its	own	branch	manager	and	regional	manager	responsible	for	that	specific	
territory.

 Activity 6.3                                                                                                          SB page 120

Refer to the following article or read the article in the Student Book:
futman.pub/KimJongunSpeech

1. Who are the two parties involved in this power struggle?
 North Korea and the USA

2. Can you explain why there is a power struggle?
	 Students	can	make	use	of	the	Internet	to	find	more	information	to	answer	this	question.	

In short, the power struggle is due to North Korea developing long-range missiles 
capable of striking targets thousands of miles away, possibly as far away as the USA 
and threatening to strike the United States and South Korea with nuclear weapons and 
conventional forces.

 Tension between the two countries date back to the times of the Korean War.
 (Wikipedia)

3. Do some research on the Internet and explain which ’powers’ in your opinion the two 
parties possess.

 Students’ own answer. It’s important that students do some research and gain background  
knowledge on this international matter.

	 The	US	definitely	possess	legitimate	power	whereas	North	Korea	possesses	coercive	
power.	Both	countries	possess	collective	power.	The	US	also	possesses	financial	power	
which	North	Korea	does	not	have	as	strong	financial	power.
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 Activity 6.4                                                                                                          SB page 123

Refer to the article on Serena Williams in the Student Book.

1. Name at least three different types of power that Serena Williams possesses.
 Students’ own answer.
 Positional power (legitimate and reward) as well as charismatic power, expert power and 
financial	power.

2. What, in your opinion, makes her such a remarkable athlete and businesswoman?
 Each Students’ own opinion.

 Activity 6.5                                                                                                          SB page 125

Refer to the article about Scopa in the Student Book. 

SCOPA BLASTS EVASIVE OFFICIALS
1.  Who is Scopa and what is their role in our democracy? To find the answers, do an Internet 

search.
 Scopa is parliament’s Standing Committee on Public Accounts and is responsible for 

ensuring that parliamentary committees do their work.

2.  The Chairperson of Scopa is not part of the ruling party and for a very specific reason.
 What is that reason?
 The committees consist mostly of ANC members because they have a majority in 

government. If the chairperson is an ANC member, they might not be strict with the 
committees, which means that the work does not get done.

3.  Scopa’s is task to attend to one of the three phases of delegation. Which phase is it?
 Accountability

4.  Who is then performing the other two phases?
 The departments that report to the committee should perform the other two phases.

5.  The article suggests that something went wrong during the delegation process. Explain 
what went wrong.

 The departments did not accept responsibility for their role in the process.

6.  Give your own example of a recent situation where problems occurred due to a lack of 
understanding of the delegation process.

 Students’ own work.
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 Business Plan Task                                                                                         SB page 127

1. Use any incident where a task was delegated to someone and it went wrong.
 Students’ own work.

2. Identify the pitfalls (disadvantages) of delegation and indicate how they can be avoided.
 Students’ own work.

* This task will contribute towards the practical mark for the semester.

 Revision questions                                                                                         SB page 128

1. Power, based on your ability to influence others because of your superior knowledge, is 
known as:

 A. expert power

2. Delegation means:
 A. to entrust someone else with the responsibility

3. Decisions about the daily activities of the business are known as:
 A. Operational decisions

4. West Coast Aluminium and Steel specialises in fitting aluminium framed doors and 
windows. Draw up an organisational structure for this business, explaining where a new 
sales representative will fit in.

 Below is an example of an organisational structure:

Manager

Finance Marketing

Sales

Secretary

Operation
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5. True or False
 5.1 As an enterprise becomes more socially responsible, it must give up its economic goals.
  False

 5.2 Job enrichment involves added responsibilities and decision-making powers.
  True

 5.3 Dealing with Aids is the responsibility of the authorities(government) only.
  False

6. Sima is starting her own coffee shop in a well known mall in Durban. Which form of 
departmentation would you suggest to her to help organise her business more effectively? 
Give reasons for your answer.

 Time. Restaurants that are open for breakfast, lunch and dinner would use time 
departmentation. Managers and staff would work shifts.

7. What are the steps in the delegation process?
 Assign tasks or duties (responsibilities) 
 Granting authority
 Creating an obligation

8. List three advantages and three disadvantages of delegation.
 Any three of the following:
 Advantages of delegation:
 • It saves time as a manager can rather focus on higher level tasks.
 • There is increased productivity as more tasks are being completed.
 • It creates the opportunity for others to learn and develop skills.
 • It creates trust between colleagues.
 • There is improved communication amongst workers.

 Any three of the following:
 Disadvantages of delegation:
	 •	 Possible	miscommunication/conflict	between	workers
 • Lack of skills by subordinate to complete the task
 • There is always the risk of an inferior result of a task completed by a delegatee (e.g. due 
	 	 to	lack	of	skills,	lack	of	confidence,	lack	of	authority,	etc.).

9. The owner of Medupi’s Bar and Restaurant in Tembisa has a management problem. He 
wants clarity on who reports to whom in his business. He gave you a list of the names and 
positions of all the people that work for him. He requests you to order them according to 
the different levels of management.

 Arrange each title and name according to its management level:
 9.1 Bar Manager Jordan Ntsele
 9.2 Secretary/bookkeeper Ursula January
 9.3 Assistant bar manager Shaun Gray
 9.4 Head chef Jean Mendez
 9.5 Chefs John Gumede
 9.6 Restaurant Manager Lynne Serdyn
 9.7 Bar lady Ellen Steyn
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 9.8 Waiter Kenneth Nonyana
 9.9 Proprietor Medupi Norman
 9.10 Cleaner Evelyn Carelse

 Answer: Arrangement of the management level from 1 to 5 with 5 being the top level.

Bar manager 3

Secretary/bookkeeper 2

Assistant bar manager 2

Head chef 3

Chefs 1

Restaurant manager 4

Bar lady 1

Waiters 1

Proprietor (owner) 5

Cleaner 1

10. What is the organisational structure that is a combination of departmentalisation and the 
flat organisational structure called?

 Matrix organisational structure

11. True or false?
 11.1 The organisational structure in a business is a formal arrangement of jobs.
  True

 11.2 Position is a source of power.
  True

 11.3 Authority grants the right to get others to act.
  True

 11.4 As an enterprise becomes more socially responsible it must give up its economic 
  goals.
  False

12. Fill in the missing words.
 12.1 Power is based on your ability to INFLUENCE others because of your superior 
  knowledge.

 12.2 There are two sources of PERSONAL power namely EXPERT and charismatic 
  power.
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13. Answer the following questions:

 13.1 Describe the difference between job specialisation and a job generalisation.
  Job generalisation implies that the worker is given a wide range and variety of tasks 
  to perform. Examples of people in a business with generalised jobs are small 
  business managers, supervisors, general workers and secretaries.
 
  Job specialisation limits the number of different tasks a particular worker performs. 
  Examples of specialised jobs include technicians and computer specialists. These 
	 	 positions	require	higher	salaries,	so	a	business	cannot	afford	these	workers	spending	
  time on activities that could be done by someone else.

 13.2 Name two advantages of both.
  Generalisation
  Challenge for each worker 
  No monotonous routine 
  Replacement is possible

	 	 Specification	
  Development of expertise 
  Increased productivity 
	 	 Improved	quality

 13.3 Name three types of power.
  Power of position 
  Personal power 
  Subordinate power

 13.4 Define delegation.
  Delegation is the process whereby a manager assigns authority and responsibility to 
	 	 subordinates	to	perform	a	specific	task.

 13.5 Name five suggestions for effective delegation.
  Determine objectives. 
	 	 Grant	sufficient	authority.	
  Select delegatee carefully.
  Establish necessary controls. 
  Be a coach and not a player.
  Keep some important tasks for yourself.
	 	 (any	five)



Module 7
Staffing the business

After completing this module, the student will be able to:

7.1 Explain the concept staffing; 
 7.1.1 Describe the importance of staffing for a business;
7.2 Explain the importance of human resource planning;
 7.2.1 Describe and apply the prescribed items as managerial tools in selecting 
  suitable employees; 
 7.2.2 Name the procedure and briefly discuss such steps; compile a sample 
  questionnaire which forms part of the business plan and which must 
  business plan;
7.3 Explain the concepts job design;
 7.3.1 Name and describe the factors to be taken into account during job design; 
 7.3.2 Describe the concept and explain its benefits to the business;
 7.3.3 Explain the concept and its consequence in designing a job; 
7.4 Explain the concept job description;
 7.4.1 Name and describe the importance of job description for a business; 
 7.4.2 Name and explain the components of job description with reference to the 
  prescribed items; 
 7.4.3 Write a job description for one employee according to your business plan. 
  Update your business plan;
7.5 7.5.1 Explain the importance of training and development of employees; 
 7.5.2 Name and describe the possible content of the development programme and 
  explain its importance;
7.6 Describe the need for performance appraisals; 
 7.6.1 Create the objectives to indicate what is expected of workers; explain both the 
  positive aspects and criticism of this process;
7.7 Explain the importance of the concept compensation;
 7.7.1 Discuss the concept and explain the application thereof; compile a salary 
  package for an employee for the proposed business plan with reference to the 
  prescribed items; 

After completing this module, the student will be able to:
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7.8 Describe the concept labour relations and its importance; 
 7.8.1 Discuss the nature of the trade unions, determine which trade unions and 
  active in their specific industry;
 7.8.2 Explain the role of the industrial council and the effects of its decisions;  
  explain what a recognition agreement is and possible actions when  
  confronted with labour disputes;
 7.8.3 Explain the different types of labour legislation applicable to their proposed  
  business plan; briefly explain the essence of these pieces of legislation; 
7.9  List the criteria of acceptability for a specific position in their business. These  
 criteria can be used during evaluation of applicants. Compile a list of legislation 
 applicable to their type of the business and describe the possible cost aspect of this.
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 Activity 7.1                                                                                                          SB page 141

Draw up a detailed CV (resumé) for yourself.

Students to draw up a detailed CV for themselves. It can be added to their business plan.

 Activity 7.2                                                                                                          SB page 141

What advice or tips would you give to a friend going for a job interview? 
Give at least five tips.

Possible tips include:
• Conduct research on the employer, hiring manager, job opportunity.
•	 Review	common	interview	questions	and	prepare	responses.
• Dress for success.
• Arrive on time for the interview and prepared for success.
•	 Make	good	first	impressions	to	everyone	you	encounter.
•	 Be	authentic,	upbeat,	focused,	confident,	candid	and	concise.
• Remember body language and avoid bad habits.
•	 Ask	insightful	questions.
• Sell yourself throughout and then close the deal.
• Thank interviewer(s) in person, by e-mail and postal mail.

 Activity 7.3                                                                                                          SB page 141

Find a job advertisement online and complete the following:

1. Write a job description for the position given the guideline for a job description.
 Students	should	find	an	advert	in	newspaper	or	on	the	internet.

2. Describe the steps you will follow during the selection process.
 •   Applications (screening of applications)
 •   Initial interview
 •   Psychological tests
 •   Employment Interview
 •   Approval by supervisor
 •   Induction or orientation

3. Design a short induction programme to introduce the Newley appointed employee to 
 the business. What are the important aspects of the business that this person should 
 know about?
 This depends on the job, but should include introduction of the new employee to their 

tasks, superiors, work group and the business as a whole.

4. If you are the new employee, what would you expect from your employer on your first day?
 Students’ own answer. Answer could include e.g. the employer should welcome you, 

introduce you to the staff you will work with,give you an overview of all aspects of the 
business, explain the basic working conditions, etc.
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 Activity 7.4                                                                                                         SB page 142

Debate the following:

Should businesses have detailed job descriptions or just a general outline of an employee’s 
responsibilities? Provide a detailed motivation, giving consideration to the following:
1. Worker exploitation
2. Employers who need employees to multi-task
3. Trade union viewpoint
4. Motivation.

Make	sure	in	this	group	discussion	that	students	address	all	four	issues	that	could	influence	
the decision. This could include the aspects below.
• If the employee does not get a detailed job description, the employer could give him 

or her work to do that is not normally part of such a position. This could lead to 
exploitation.

• If the job description is very detailed, the employee could refuse to do anything that is not 
in the job description.

 Business Plan Task                                                                                        SB page 144

Write a job description for one employee according to your business plan.

*This task will contribute towards your practical mark for the semester.

Students’ own work. To be included in each student’s business plan.

 Activity 7.5                                                                                                          SB page 149

Create a list of performance appraisal questions for one of your employees (according to your 
business plan). Think carefully about the different types of questions that you will need to ask. 
You can choose any position for the performance appraisal within your business.

Each	Students’	own	work.	Possible	questions	are:
•	 During	the	last	quarter,	which	accomplishments	are	you	most	proud	of?
•	 Which	goals	did	you	meet?
•	 Which	goals	did	you	not	meet	and	why?
•	 What	motivates	you	to	get	your	job	done?
•	 What	working	conditions	can	be	changed	to	increase	your	productivity?
•	 What	changes	would	you	like	to	see	at	work?
•	 Any	feedback/suggestions	from	your	side?
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 Activity 7.6                                                                                                          SB page 149

Class group work

Carry out a performance appraisal interview in class. Role-play in class a scenario of a good 
and a bad performance appraisal interview.

Use the guidelines below for the role-play.

Preparation
1.	 Schedule	an	appointment	time	sufficient	for	both	the	supervisor	and	employee.
2. Provide a private environment to keep interruptions to a minimum.
3. Review pertinent employee information, including personnel records, performance and 

or project status reports, and position descriptions.
4. Decide what is to be accomplished in the interview. Avoid ambiguity to (1) clarify the 
chosen	performance	criteria,	(2)	carefully	measure	the	reasons	for	giving	specific	ratings,	
and (3) determine which areas of improvement are needed.

5. Consider the employee’s point of view. Anticipate what their reaction to the discussion 
might be, remembering that each employee is different and each may react differently in 
an interview.

6. To begin the discussion satisfactorily, have an opening statement carefully prepared, such 
as "We are here to discuss your performance for the 2021–2022 rating period)."

7. Maintain a positive attitude. At the time of the interview, if the supervisor is upset or 
angry, the interview should be delayed to a more appropriate time.

8. Have the necessary forms or information ready to present at the proper time. Searching 
for such information during an interview is distracting. Preparedness: Have information 
ready to present to avoid distractions (such as searching for information).

Beginning the interview
The supervisor’s introductory remarks often sets the tone of the entire interview. For 
that reason, it would be advantageous for the supervisor to create a friendly, constructive 
atmosphere at the outset.
1. The supervisor should be natural. The approach should be friendly, courteous, and 

professional.
2. They should put the employee at ease and establish a rapport. This can be done with a 

pleasant greeting and a friendly statement that is of interest to the employee and which 
would prompt a reply.

3. The supervisor should explain the purpose of the interview and how they will be 
appraised to the employee. The employee should have a clear understanding of the 
criteria used for determining the rating.

Discussion of the appraisal
This is the crux of the process. The supervisor should be prepared to face various reactions 
from the employee. Most employees are doing a satisfactory job and are happy to know 
where they stand and how they can improve job performance.

However, dealing with employees who are poorly performing or who are skeptical of the 
ratings	is	more	difficult.	The	following	guidelines	may	be	useful	for	the	supervisor	in	dealing	
with either situation.
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1. The supervisor should compliment the employee without going to extremes. Failure to 
recognise	good	performance	could	cause	a	’What’s	the	use?’	attitude.	However,	overdoing	
the	compliments	will	raise	questions	about	the	supervisor’s	sincerity	and	abilities.

2. Constructive criticism. If pointing out a weakness, offer the employee a constructive 
means to correct it.

3.	 Clarify	the	reasons	why	the	rating	was	given.	Cite	specific	examples	of	performance.	
Deal with facts and avoid generalities.

4. Ensure the employee understands what is expected of him or her.
5.	 Ask	questions	and	listen.	Allow	the	employee	to	express	reactions	to	the	evaluation.	This	

can result in discovering the underlying causes for marginal performance. This process 
should not be a one-way dialogue, but a meaningful conversation.

6. Do not interrupt, but make sure the discussion is not side-tracked by irrelevant topics.
7. Ask the employee for suggestions on how job performance can be improved. Use this 

opportunity to guide employees towards improvement.
8. Keep the appraisal job-centred. Avoid discussion about personality shortcomings, unless 

they adversely affect departmental operations or the employee’s performance.
9.  Maintain objectivity. Do not display anger or hostility, regardless of any hostile remarks 

the employee may make. Remain calm and professional.
10. If the employee gets angry, listen. Do not expect to convince the employee of anything 

while he or she is angry.
11. Allow the employee their self-respect. Nothing is gained by proving the employee wrong, 

being sarcastic, overbearing or unduly stern.
12.	 Develop	and	cultivate	the	employee’s	commitment	on	specific	steps	for	improvement	

and any follow-up activity. This commitment should be documented.

Closing the interview
1. Summarise the discussion and the employee’s plan(s) for improvement.
2. Schedule a follow-up interview, if necessary.
3. End the interview on a positive, constructive note.

 Activity 7.7                                                                                                          SB page 153

1. In which areas of a business can trade unions have an input?
 They organise relations between employees and employers. They promote the interests of 

the workers they represent.

2. Refer back to Activity 6.2 dealing with departmentation of well-known businesses on page 
117. For each of these companies find out which trade unions are active in that industry.

 Students	to	make	use	of	the	Internet	to	find	out	which	trade	unions	are	active	in	these	
specific	industries.
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 Activity 7.8                                                                                                          SB page 156

Visit the CCMA website and try to find answers to the following questions:

1. How long should the CCMA take to resolve a dispute?
 Section 138 (7) provides that an arbitration award must be issued within fourteen days of 

the conclusion of the proceedings. The director could extend this period on good cause 
shown.

2. What is the time frame to refer arbitration to the CCMA?
 If you have a labour problem, it is very important that you take steps immediately. In 

the case of an unfair dismissal dispute, you have only 30 days from the date on which the 
dispute arose to open a case, if the case is an unfair labour practice, you have only 90 days 
and, with discrimination cases, you have six months.

3. What is conciliation?
 Conciliation is a process where a commissioner meets with the parties in dispute, and 

explores ways to settle the dispute by agreement. At conciliation a party may appear in 
person or only be represented by a director or employee of that party or any member, 
office	bearer	or	official	of	that	party’s	registered	trade	union	or	registered	employer’s	
organisation. The meeting is conducted in an informal way.

4. What if you are not happy with the outcome?
 When	conciliation	fails,	a	party	could	request	the	CCMA	to	resolve	the	dispute	by	

arbitration. At an arbitration hearing, a commissioner gives both parties an opportunity 
to fully state their cases. The commissioner then makes a decision on the issue in dispute. 
The decision, called the arbitration award, is legally binding on both parties. Attempts 
must generally be made to resolve the dispute through conciliation. If it cannot be 
resolved by conciliation, the parties can go to arbitration or the Labour Court, which 
specifies	which	dispute	goes	to	which	process.

5. What are the main headings of the “Employment contract for small businesses”? 
 (You can download the contract from the website.)
 1. Commencement
 2. Place of work
 3. Job description
 4. Termination of employment (guidelines 1 and 2)
 5. Wage (guidelines 3 and 4)
 6. Hours of work (guidelines 5)
 7. Meal intervals (guideline 6)
 8. Sunday work (guideline 7)
 9. Public holidays (guideline 8)
 10. Annual leave (guideline 9)
 11. Sick leave (guidelines 10)
 12. Maternity leave (guidelines 11)
 13. Family responsibility leave (guideline 12)
 14. Deductions from remuneration (guideline 13)
	 15.	 Other	conditions	of	employment	or	benefits
 16. General
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 Case Study                                                                                                          SB page 158

Read the article on exploitation of workers at security company in the Student Book.

1. Give at least three examples of how workers have been exploited by some of these security 
companies.

 No issuing of payslips
 Failing to pay annual bonuses 
 Underpayment

2. What are the following bodies responsible for (make use of the Internet):
 2.1 PSIRA
  Psira’s objective is to regulate the private security industry and to exercise effective 
  control over the practice of the occupation of security service providers in the public 
  and national interest and in the interest of the private security industry itself.

 2.2 Private Security Pension Fund.
	 	 Came	into	effect	in	2002.	It	offers	a	range	of	benefits	to	members	and	their	families.	
  They ensure employers are compliant and that employees in the security sector are 
	 	 not	denied	the	Provident	Fund	benefits.	They	provide	better	retirement,	disability,	
	 	 death	and	funeral	benefits	to	members.

 Business Plan Task                                                                                         SB page 159

1. List the criteria of acceptability for a specific position within your chosen business. The 
criteria must be used during evaluation of applicants during the selection process.
Students’ own work. To be included in business plan.

2. Compile a list of legislation applicable to your business and describe the possible costs 
involved.
Students	must	do	the	necessary	research	for	their	specific	business	industry.	This	must	be	
included in their business plan.

 Revision questions                                                                                          SB page 159

1. You are asked to oversee this selection process to employ a receptionist. Explain, in a 
practical manner, how you will go about finding the best person for this position. 

 The following aspects of the process must be discussed:
 •   Applications
 •   Initial interview
 •   Tests
 •   The main interview
 •   References.

 Applications
 All applications need to be screened and evaluated according to the criteria set out in the 

job analysis/job description.
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 Initial interview (also referred to as initial screening)
 Applicants that pass the screening stage are invited for a face-to-face or video call 

interview. The initial interview can even be done telephonically. If applicants do not 
comply	with	the	requirements	for	the	position,	they	are	immediately	taken	off	the	
initial shortlist. If they are possible candidates, they will be asked to complete a detailed 
application	form.	Many	businesses	will	only	require	a	detailed	curriculum	vitae	(CV)	from	
applicants.

 Psychological tests
 Selection tests can be done before or after the interview. Depending on the type of job, 

aptitude tests, trade tests/skills tests, personality tests and interest tests can be performed.

 Employment interview
	 This	involves	a	face-to-face	interview	with	the	candidates.	It	is	the	first	physical	

introduction of the applicant to the business and the business must use this opportunity 
to sell itself to the applicant. The same is obviously true for the applicant. Plan which 
type of interview (e.g. structured, unstructured, etc.) would be appropriate – once again it 
depends on the type of job and the type of business.

 Approval by supervisor
 In larger organisations the supervisor or senior of the new employee is invited to sit in 
when	the	interview	takes	place.	The	supervisor	knows	which	qualities	are	needed	to	
perform the job effectively and therefore his or her input can be very valuable when the 
final	selection	takes	place.

 Induction or orientation
 When you have selected a suitable candidate for the vacant post, you must place that 
person	in	a	specific	position	in	your	business.	Induction	or	orientation	is	now	of	the	
utmost importance to make the new employee feel at home in the business. Induction 
in a business is the process through which new employees are introduced to their tasks, 
superiors, work group and the business as a whole.

2. Is this job or receptionist a management position? Motivate.
 No, it’s not at a management level as it is an administrative post that would consist of 

general administrative duties.

3. Is the position of a receptionist a generalised or a specialised position? Motivate your 
answer.

 No, it is a general position. The job is not specialised and consists of general 
administrative duties.

4. Give one word for the following:
 4.1 This document describes what the worker does, responsibilities, duties and working 
  conditions.
  Job description

 4.2 This document describes the scope of a job and how the job must be structured.
  Job analysis
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 4.3 This document describes the human skills and experience required to do a specific 
  job.
	 	 Job	specification

5. Name two pieces of labour legislation that are very important to consider when an 
entrepreneur starts their business. Give a reason for each.

	 •	 The	Basic	Conditions	of	the	Employment	Act	describes	the	minimum	requirements	
  when employing someone.
 • The Labour Relations Act sets out the rights of the employer and employee.

6. Underline the most correct word:
 6.1 Human resource planning involves hiring the right number or people with the 
  (proper/qualified skills).
 6.2 A (selection programme/training programme) consists of aspects such as decision- 
  making skills, job knowledge, knowledge of the business, etc.
 6.3 Collective bargaining takes place when the (CCMA/trade unions) and employers 
  negotiate or settle disputes.

7. You are the owner of the local Spar in your town. You have 50 permanent employees 
working for you.

 7.1 Draw up a development programme for your staff consisting of at least five concepts.
  Each Students’ own work. The development programme should make provision for 
  the following:
  Case studies (scenarios); role playing scenarios; sensitivity training; job knowledge, 
  knowledge about the Spar Group itself.

 7.2 How can job rotation play a role in the development of your staff?
  • The employee will have a better understanding about all the activities that take 
   place within the Spar and how to deal with certain situations.
	 	 •	 Employees	will	also	find	their	work	more	interesting.
  • It will lead to increased productivity.

 7.3 You need to appoint a new baker for the bakery section. Explain how you would go 
  about recruiting this person.
  Students’ own work. The student must apply the theory discussed about the selection 
  process in appointing a baker for the Spar.

  *  Take note that baking is a skill, so a skills test can be applied – have the applicants 
      work in the bakery for a shift.
  *  Applicants must know that special working hours apply as bakers normally already 
      start work at about 04:00 in the morning. This includes shifts over weekends as 
      well.

  In short:
  Advertise the post.
  Draw up shortlist.
  Interview candidates.
	 	 Do	selection	tests	(if	required).	
  Appoint the successful candidate.
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 7.4 Design a salary package for the baker you are going to employ. Take not the baker 
  has to work on weekends and daily shifts already start at 04:00 am (the baker’s shifts 
  end earlier in the afternoon).
  
  Each Students’ own work.

  Example:
  Fixed salary; determine the payment level according to the job analysis and years of 
	 	 experience	of	the	baker;	find	out	what	bakers	in	similar	positions	earn.
	 	 Make	sure	all	aspects	of	The	Basic	Conditions	of	Employment	Act	is	adhered	to.
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Module 8
Controlling your business

After completing this module, the student will be able to:

8.1 Explain the concept controlling;
 8.1.1 Describe how the control function is intended to ensure accomplishment of 
  company objectives;
 8.1.2 Name the characteristics of effective control and evaluate the business plan 
  accordingly;
 8.1.1 Define effective performance and explain the steps in the control process.;
8.2 Explain the concept;
 8.2.1 Explain the pros and cons of firing an employee;
 8.2.2 Define the term budget and determine the different types of budgets 
  necessary for effective planning and control;
 8.2.3 Describe and plan a project using the concept zero-based budgeting;
 8.2.4 Explain and apply the four categories of ratios in order to evaluate a firm’s 
  performance (particularly important since it is a useful tool in the buying of an 
  existing business);
 8.2.5 Explain and apply the term break-even point and calculate the break-even 
  point of the business plan;
 8.2.6 Discuss the importance, cost-effectiveness, dangers, and technical 
  maintenance of these instruments;
 8.2.7 a. Name the different types of inventory and give example;
  b. Briefly outline the aspects of an inventory control policy;
  c. Name the different types of costs and give examples; 
  d. Define the concept and explain its application;
  e. Define the concepts and know the factors that influence safety stock;
 8.2.8 Credit control:
  a. Briefly name and explain the essence of a credit policy with reference to 
   the prescribed items;
  b. Name and explain the costs of credit with reference to the items prescribed; 
8.8 Task
 8.8.1 Use the technique of zero-based budgeting and budget for a specific project. 
 8.8.2 Determine the break-even point of the proposed business plan. It will require 
  research into various aspects of the business.
 8.8.3 Include acquired information in your business plan.

After completing this module, the student will be able to:
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 Business Plan Task                                                                                         SB page 173

Make sure all the necessary budgets are compiled and up to date for your own business.

 Activity 8.1                                                                                                          SB page 184

1. Calculate the break-even point for Leather Case given the information in the module. 
 Use the table below.

Step 1 Selling price of leather case/unit R

Less cost price:

– Material per unit

– Labour per unit

– Manufacturing overhead cost/unit

Subtotal

Gross profit

Step 2 Gross profit% (GP÷SP) (× 100 ÷1) %

Step 3 1. Break-even units =

Fixed costs =

–

–

–

÷ Gross profit/unit

Answer

2. Break-even amount =

Fixed costs ÷

Gross profit%

Answer R

1. Selling price 150,00 
 •  Materials 37,50 
 •  Labour 30,00 (20 × 1,5)
 •  Manufacturing overheads 7,50 (5 × 1,5)

 Sub-total 75,00
	 Gross	profit	 75,00

	 Gross	profit	percentage	 50%	 (GP/SP)	
 Fixed costs R12 750,00
 Break-even R25 500,00
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2. Supposing Leather Case now also decides to make wallets and belts. Calculate:
 2.1   Weighted Average Gross Profit units
 2.2   Weighted Average Gross Profit sales (amount)
 2.3   Weighted Average Gross Profit sales (amount) if the business wants to make R10 000 
    profit per month.

Product Selling Price (SP) Cost Price (CP) Sales per month

Wallets R100 R65 100 x R100 = R1 000

Belts R35 R15 150 x R34 = R5 250

Wallets R150 200 x R150 = R30 000

R45 250

Product CP SP GP Sales (%) GP (%) WAGP (%)

Leather bags R75 R150 R75 66,3 50 33,15

Wallets R65 R100 R35 11,6 35 4,06

Belts R15 R35 R20 22,1 57 12,63

Total 49,81

 Case Study                                                                                                          SB page 191

Students	read	the	article	in	the	Student	Book.	They	then	discuss	the	questions	that	follow	in	
groups of 3 or 4.

Food Shortage Set to Grip South Africa After Rioters Rampage
futman.pub/Riot

1. Why did the riots cause food shortages for the country?
 Warehouses with million Rands worth of stock were burnt to the ground, shop (food and 

appliances) were looted, roads were closed, etc. So not only was there no food left in the 
stores, the stores themselves (fridges, shelves, etc.) were destroyed. On top of that, because 
of the road closures everywhere, food transportation from the farmers and producers 
could also not take place.

2. If you were a business owner, especially in KZN, how would the riots have affected your 
inventory? Refer in your answer to your inventory quantities, reordering of inventory, as 
well as your economic order quantity.

 Each group to formulate their own answer. Groups can afterwards share their answers 
with the class.
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 Activity 8.2                                                                                                          SB page 195

Search the Internet for an example of a credit application form. Adapt the form to suit your 
business.

Students must develop a credit application form and add it to their business plan.

 Business Plan Task                                                                                         SB page 195

1. You need to advertise for a promotional campaign running for your new business. Plan a 
budget for this project making use of the zero-based budgeting method.
The planned budget must be attached to the business plan.

2. Determine the break-even point of your proposed business. This will require research into 
various aspects of your business. Many of these aspects where covered in EBM N4.

 *   Make sure all additional acquired information is included in your business plan.
 *   This activity will form part of the practical mark for the semester.

 Students had to determine the break-even point in EBM N4. Make sure all calculations 
are still valid. If students have not yet calculated the break-even point, they should do so 
now.

 Make sure all calculations stipulating the break-even point are clearly set out in the 
business plan.

 Revision questions                                                                                         SB page 196

1. Choose the correct answer:
 1.1 Costs that stay the same regardless of how much a business manufactures are:
	 	 A	fixed	costs

 1.2 Cost price of a product depends on:
  D. Fixed and variable costs

 1.3 Which one of the following is included in the credit policy of a business:
  C. Credit standards

2. Give one term for the following:
 2.1 A document indicating how profitable a business is expected to be in the next 
  budgeted period.
  Budgeted statement of comprehensive income

 2.2 The most common ratio used to determine short-term liquidity.
  Current ratio

 2.3 When sales = variable + fixed costs
  Break-even point
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3. Complete a ratio analysis of the information appearing in the Student Book.
 3.1 Are the current liabilities of this business covered well enough?
  Yes. Current ratio = R110 000 : R50 000 = 2,2

 3.2 Is the business rewarding the owner well enough for the risks that they took to 
  start the business?
  R68	000/R899	200	=	7,56%.	The	current	bank	rate	is	about	5%–6%.	The	ROI	is	fine.

 3.3 Comment on the net profit percentage of the business.
  R68 000/R1 419 200 x 100 = 4.8%. This is very low.

 3.4 The figure of R1 439 200 in the Statement of Comprehensive Income for 2022 is very 
  important for the business. Why would this business like to know this figure advance? 
  Give two reasons.
  This	is	the	sales	figure.	The	business	will	know	how	much	to	produce	and	can	cut	out	
  unnecessary costs.

 3.5 Since this figure is not available for 2023, what should they do?
  They	should	do	a	forecast	based	on	figures	of	the	past	few	years.

 3.6 What benefits do these financial statements have for a business from a control 
  perspective?
  They show how the business is performing. If business compares this to thebudget, 
  they will see whether they are on track. If they are not, they could make adjustments 
  to sales forecasts, production, marketing, and so on.

 3.7 Tax deductions are included in this business’s Statement of Comprehensive Income. 
  This indicates that the business is a specific legal entity. What legal entity is this 
  business? Motivate your answer.
  Company, because in the Statement of Comprehensive Income it is called a (Pty) Ltd.

4. Draw up a basic Statement of Comprehensive Income for a business of your choice for the 
year ended28 February 20__  given the following information:

 Expenses: Salaries 50 000, Rent R10 000, Electricity R2 000, Petrol R20 000.
 Sales: R150 000

Sales 150 000

Less expenses 82 000

Salaries 50 000

Rent 10 000

Electricity 2 000

Petrol 20 000

Net profit 68 000

 4.1 Why can you not calculate the gross profit for this business?
  There	is	no	cost	of	sales	figure.
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 4.2 The value of the assets of this business is R210 000. Is this business rewarding the 
  owner well enough for the investment?
	 	 Net	profit/total	assets
  = R68 000/R210 000
  = 32.4%

	 	 Yes,	the	return	on	assets	figure	is	high.

 4.3 What is the break-even point for this business?
  The break-even point is R68 000.

5. Briefly explain what aspects are covered by a business’s credit policy.
 •   Credit period – time it takes the customer to pay
 •   Credit standards – rate customers’ credit worthiness
 •   Collection policy – how will outstanding money be collected
 •   Discounts – for customers settling their accounts earlier.

6. Define the following terms:
 6.1 Economic order quantity
  The	economic	order	quantity	is	the	optimal	quantity	level	at	which	a	company	
  operates its inventory levels in order to save on inventory costs, minimising risks as 
	 	 well	as	have	sufficient	inventory	to	cover	sales.

 6.2 Zero-based budgeting.
  The term ’Zero-based budgeting’ refers to a method of budgeting for expenses based 
  on necessity and performance of each item and not due to budget history. Therefore, 
	 	 each	budget	item	needs	to	be	justified	in	order	to	have	funds	allocated.

7. Briefly outline the aspects of an inventory control policy.
 An inventory control policy outlines the following:
 • Types of inventory
 • Which type of policy will be followed:
	 	 –	 Quantities	–	when	orders	will	be	placed	and	for	fixed	quantities
  – Re-order point – should orders rather be placed when certain stock levels are 
   reached
  – How special inventory should be handled
 • Inventory costs
	 •	 Economic	order	quantity	will	be	specified
 • Size of safety stock to be kept in storage

8. Explain the term safety stock and briefly mention the factors affecting safety stock.
	 Safety	stock	refers	to	the	additional	quantity	of	inventory	kept	in	storage	to	prevent	an	

out-of-stock situation.

 Factors affecting safety stock are:
 • uncertainty in demand for the product
 • Probability in delays from suppliers
 • Lead times of suppliers
 • Costs of storage of safety stock



Module 9
Operations management

After completing this module, the student will be able to:

9.1 Explain and name the nature of operational management and give examples;
 9.2.1 Differentiate between products and services;
 9.2.2 Define the different concepts;
 9.2.3 Name and discuss the different aspects that are important concerning 
  facilities;
 9.2.4 Explain the role of technology and its effect on the operations competitive 
  advantage;
 9.3.1 Name and explain the aspects that must be included in the control of 
  operations;
 9.3.2 Explain the key facets of operation control with reference to the prescribed 
  items;
 9.3.3 Identify and name the different variables that should be considered when 
  purchasing;
 9.3.4 Name and explain the types of inventory control and give examples;
9.4 Name and explain the different influences on productivity and give examples of such 
 influences;
9.5 Explain the requirements of a quality control system and name the possible costs of 
 quality control;
9.6  Refer back to their business plan and compile or update their purchasing plan to 
 cover the aspects mentioned that a manager should keep in mind.

After completing this module, the student will be able to:
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 Activity 9.1                                                                                                          SB page 205

Beer producer
During the production process of beer, filling the bottles with beer can handle 300 units 
per hour, while the labelling can handle 150 units per hour. This causes a bottle neck in the 
production line.

What can the producer do to solve this?

The	producer	needs	to	an	additional	labelling	machine	in	order	to	keep	up	with	the	filling	of	
the units.

 Case Study                                                                                                         SB page 205

Refer to the article about Eskom in the Student Book.

Students’ own work.
Most of the information for this research project should be available on the Eskom website. 
Students	should	also	look	in	the	media	for	updates	on	Eskom’s	performance	and	its	influence	
on the economy of South Africa.

 Activity 9.2                                                                                                         SB page 208

Complete the layout (design) for your own business.

If students have already done so in EBM N4, evaluate the layout of any other business. They 
can visit their local supermarket and make notes on the layout of the supermarket.

 Activity 9.3                                                                                                          SB page 212

Identify potential suppliers you need for one of your products in your business. Make use of 
the following table in order to compare potential suppliers.

Product Supplier Price Delivery Quality Quantity
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Students’ own work.
Students identify the suppliers they will need for their business. They then collect as much 
information as possible on these suppliers and complete the table as far as they are able to.
If	using	a	spaza	shop,	for	example,	the	students	can	find	suppliers	for	the	milk,	bread,	sweets,	
etc.

 Activity 9.4                                                                                                          SB page 215

Items purchased from a supplier cost R20 each, and the forecast for next year’s demand is 
1 000 units. If it costs R5 every time an order is placed for more units and the storage costs are 
R4 per unit per year, what quantity should be ordered each time?

1. What is the total ordering cost per year?
 DS/Q
 = 1 000 x 5/50 = R100

2. What is the total storage cost for a year?
 QH/2
 = 50 x 4/2
 = R100

 Activity 9.5                                                                                                          SB page 215

The demand for solar lights is 5 000 per year. The store is open 365 days per year. Every two 
weeks (14 days) an inventory count is made, and a new order is placed. It takes 10 days for the 
lights to be delivered. There are currently 150 lights on hand.

1. How many lights should you order?
 q = d(T + L) – 150 (d =  5 000  = 14)
    = 14(14 + 10) – 150            

365

    = 336 – 150
    = 186

2. Can you explain why the fixed time period requires a larger amount of inventory?
 With	a	fixed	order	quantity,	you	will	only	order	when	a	minimum	level	of	stock	is	
reached.	With	a	fixed	time	period,	orders	are	placed	at	fixed	time	intervals,	irrespective	
of what the stock level is. You may still have enough stock, but the order is triggered by a 
time	period,	not	by	the	stock	quantity.
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 Case Study                                                                                                         SB page 217

Refer to the article on the garment industry in the Student Book. 
1. According to the article, why is the textile industry not competitive?
High	input	costs;	outdated	equipment;	low	productivity

2. What role is government protection playing in this industry and why?
The government protects the industry from cheaper imports. Clothing can be imported 
at much lower prices than clothing that is produced in South Africa because input and 
labour costs are lower in countries such as China.

3. What do capital-intensive and labour-intensive mean?
Capital intensive: Industry relies heavily on machines for production (textiles). 

 Labour intensive: Industry relies heavily on manual labour (clothing industry).

 Case Study                                                                                                         SB page 221

Refer to the article on competitiveness of South Africa in the Student Book.

What effect in your opinion does this have on the competitiveness of South Africa as a 
country?

Students’ own opinions.

South Africa’s competitiveness dropped further in the past two years since the onset of 
Covid-19. Highest unemployment rate ever. Rand depreciated against the dollar value, which 
means everything becomes more expensive. South Africa’s public debt levels are still rising. 
South Africa still has an ongoing electricity supply issue (loadshedding). This will scare off 
international investors.

In comparison to the other countries, South Africa’s economic performance, government 
efficiency	as	well	as	infrastructure	is	a	huge	concern.

 Case Study                                                                                                         SB page 222

Refer to the article on competitive nations in the Student Book. 

1. Explain the terms ’competitiveness’ and ’quality’. Refer in your explanation as to how these 
two terms are related.
Competitiveness: how you perform compared to others (competition)

	 Quality:	how	good	or	effective	your	service	or	product	is	
	 Relationship:	the	better	the	quality,	the	more	competitive	you	are.

2. In your opinion, what role does quality play in a business? Give reasons.
 Students’ own opinions.
	 Quality	is	critical	in	any	business.	It	relates	to	every	aspect	of	the	business,	including	the	

product, customer relations, service and the production process.
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3. What steps can a business take to improve quality?
 Examples include:
 Incentives for staff to improve productivity, service, etc. 
	 Improved	machinery	and	equipment	for	production	
 Investing in training and development of staff

4. According to this report, which sectors are the main detractors?
 Youth unemployment sector; state-owned enterprise sectors; Eskom.

5. What can be done to improve the situation?
 Students’ own opinions.
 Government and labour need to work on long-term agreements. 
 More health care professionals (doctors, nurses) should be employed. 
 Teacher training.

6. Who is Productivity SA?
 Productivity SA is established in terms of section 31 (1) of the Employment Services Act, 

No. 4 of 2014 as a juristic person with a mandate to promote employment growth and 
productivity.

 They:
	 •	 promote	a	culture	of	increased	productivity	in	workplaces	‒	in	ideology	and	practice
 • develop productivity competencies in workforces
 • facilitate and evaluate productivity improvements and their effects on market 
  competitiveness.

 Business Plan Task                                                                                        SB page 223

Refer back to your business plan and compile/update your purchasing plan to cover the 
aspects mentioned which a manager should keep in mind.

*This task will contribute towards your practical mark for the semester.

Student’s own work.

 Revision questions                                                                                         SB page 224

1. The Wine Bar and Restaurant sells 5 000 bottles of wine each year. The particular wine 
costs R120 per bottle. The owner knows it costs R180 each time an order is placed and 
holding costs of the wine are 12.5% of the purchase price.

 It takes three weeks (21 days) for an order to arrive. Weekly demand is 100 bottles (he is 
closed for two weeks per year (14 days).
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 Calculate the following:
 1.1   What is the economic order quantity for the owner to order?
 1.2   At what inventory level should the owner re-order?
 1.3   What is the annual ordering cost for the owner’s business?

 1.1 Q =   2DS
                    H

      =   2 × 5 000 × 180
                               15

      = 346,41 ~ 347

	 	 The	economic	order	quantity	that	the	owner	should	order	is	347	bottles	of	wine.

 1.2 R = dL                   (d = 100 bottles × 
50 weeks 

)  = 14,24 
                                                                          351 days
      = 14 × 21
      = 294 units

  The owner should reorder when there are 294 bottles in the inventory.

 1.3   DS = 5 000 × 180
     Q         347
               = 2 593,66

  The annual ordering cost is R2 593,66.

2. Choose one answer from the following questions.
 2.1 A business’s most important assets are:
  C. Workers

 2.2 The main responsibility for the productivity of a business lies with:
  D. Management

3. Name any four factors that a business manager must remember when selecting a supplier.
 Reliability
 Speed of delivery 
 Price
	 Quality

4. You need to choose a supplier for your business. Give an example of each criterion you 
would use in order to select the best supplier.

 Pricing – how does it compare to those of competitors
	 Transport/Delivery	–	how	efficient	is	the	transport	and	delivery	from	the	supplier	
	 Quality	–	quality	of	the	products	in	comparison	to	other	suppliers
	 Service	–	quality	of	service	provided	by	supplier

5. What steps can the small business owner take in order to avoid bottlenecks within the 
production process?

 1.   Add capacity (machines and people) to those places where bottlenecks occur.
 2.   Use buffer inventories to lessen the inter-relatedness between processes or stages.
 3.   Duplicate the facilities of the bottleneck department.

√

√
D = 5 000 bottles
S = R180
H = 12,5% × R120 = 15
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SECTION A (COMPULSORY) 

QUESTION	1

1.1 Define the following terms:

 1.1.1 Leadership

 1.1.2 Group dynamics

 1.1.3 Social responsibility

 1.1.4 Job description

 1.1.5 Delegation

 1.1.6 Collective bargaining

 1.1.7 Economic order quantity

 1.1.8 Mission statement (8 × 2) (16)

1.2 Define time management and give TWO examples that one could use to manage 
 time better. (3 × 2) (6)

1.3 Explain the difference between management and leadership. (2 × 2) (4)

1.4 Indicate whether the following statements are TRUE or FALSE. 
 Choose the answer and write only ‘true’ or ‘false’ next to the question 
 number (1.4.1–1.4.5) on the attached ANSWER SHEET.

 1.4.1 A factor influencing productivity is raw materials.

 1.4.2 Induction is the process whereby a new employee is introduced to the 
  business, his/her tasks, superior and colleagues.

 1.4.3 Economies of scale refer to a rise in the average cost per unit when larger 
  volumes are produced.

 1.4.4 Liquidity ratios indicated whether a business is able to pay its debts.

 1.4.5 Carrying costs includes transportation costs and cost of procurement. (5 × 2) (10)

1.5 Name THREE kinds of inventory costs. (3 × 2) (6)

1.6 Name the FOUR factors affecting the size of safety stock? (4 × 2) (8)

   [50] 
   TOTAL SECTION A: 50



 79

EXAMINATION PAPER 2
 

TIME:	21⁄2	HOURS	
MARKS: 150

NOTE:
DEPARTMENT OF HIGHER EDUCATION AND TRAINING REPUBLIC OF 
SOUTH AFRICA NATIONAL CERTIFICATE ENTREPRENEURSHIP AND BUSINESS 
MANAGEMENT N5 (Second Paper)

TIME: 21⁄2 HOURS MARKS: 150

If you answer more than the required number of questions, only the required number of 
questions will be marked. All work you do not want to be marked must be clearly crossed out.

INSTRUCTIONS AND INFORMATION

1. Answer only THREE questions.

2. Read ALL the questions carefully.

3. Number the answers according to the numbering system used in this question paper.

4. Marks will NOT be allocated for copying directly from textbooks.

5. Neatness and systematic presentation of facts are required.

6. Write neatly and legibly .

 Examination Papers 



80 

N5 Entrepreneurship and Business Management | Lecturer Guide

QUESTION	1
Read the case study below and answer the questions.

Fine Dining in Khayelitsha
Some business owners in Khayelitsha are working hard at shaping their community.

While some Capetonian restaurants invite you on a journey to Italy or to a beachfront 
in some Californian restaurant, 4-roomed eKasi Restaurant delivers an authentic South 
African Experience. Former MasterChef South Africa contestant Abigail Mbalo-Mokoena 
birthed 4-rooms and pays homage to the 4-roomed family home she grew up in. Abigail 
and her team serve a five-course tasting menu, some that consist of smoked chicken breast 
served alongside grilled vegetables, sausage, charred leeks, house-made BBQ, and chakalaka 
sauce. All this in the renovated driveway of a township home, surrounded by plant aesthetic 
and local art. 

1.1 Explain FOUR ways in which Abigail could contribute towards the social 
 responsibility of her employees? (4 × 2) (8)

1.2 The moral stance of a manager affects his/her ethical management of 
 employees. There are various styles of ethical management. One such style is 
 the ‘moral management style’.

 What would be the benefits of a moral management style for Abigail’s 
 restaurant? Give at least FOUR benefits. (4 × 2) (8)

1.3 Keeping her staff motivated is of utmost importance. What benefits will it 
 hold for Abigail’s business if the staff is motivated? List FOUR benefits. (4 × 2) (8)

1.4 In order to be an effective manager/owner, Abigail needs certain characteristics. 
 List and briefly explain seven characteristics that would make Abigail an 
 effective manager. (7 × 2) (14)

1.5 How can the probability in delays from suppliers affect Abigail’s safety stock? (1 × 2) (2)

1.6 How can the use of new technology benefit Abigail’s business? 
 Use practical examples in your answer referring to Abigail’s business. (5 × 2) (10)
   (50)

QUESTION	2

2.1 Draw up a job description for the head chef at Abigail’s restaurant.  (10 × 1) (10)

2.2 When Abigail started the restaurant, she used a zero-based budgeting 
 approach. What benefits did this offer Abigail? (3 × 2) (6)

2.3 Abigail realises that the success of her business depends on teamwork.
 Advise Abigail on FOUR methods that she could include in a programme 
 to develop teamwork. (4 × 2) (8)



 81

2.4 2.4.1 Formulate a mission statement for Abigail’s restaurant. (2 × 2) (4)

 2.4.2 Why is it important for Abigail to have a mission statement for 
  her business? Describe THREE reasons. (3 × 2) (6)

2.5 List the three types of skills that Abigail must possess as manager and give 
 and example of each. (3 × 2) (6)

2.6 How does the following legislation affect Abigail’s business:

 2.6.1 Labour Relations Act (LRA) (127 of 1998)

 2.6.2 Basic Conditions of Employment Act (BCEA) (75 of 1997)

 2.6.3 Workmens Compensation Act

 2.6.4 Unemployment Insurance Act (UIF) (63 of 2001)

 2.6.5 Income Tax Act (58 of 1962) PAYE (5 × 2) (10)
   (50)

QUESTION	3

3.1 Abigail is faced with a dilemma. She needs to buy a new vehicle for her 
 business but she also needs to employ a full-time manager. She’s got R150 000 
 at her disposal. Help Abigail to make a proper decision by using the steps 
 in the decision making process. (8 × 2) (16)

3.2 Explain to Abigail the difference between participative decision making and 
 decentralised decision making. (2 × 2) (4)

3.3 When Abigail decides to appoint a new manager, explain to her the steps in 
 selecting the best qualified employee (the selection process). (4 × 2) (8)

3.4 Abigail feels that job enlargement plays an important role in the development 
 of her employees. Answer the following questions:

 3.4.1 Define job enlargement. (1 × 2) (2)

 3.4.2 What benefits will job enlargement hold for Abigail’s business? 
  Name FIVE benefits. (5 × 2) (10)

3.5 Abigail’s business contains inventory that warrants special attention. Explain 
 what is meant by this and how Abigail should deal with this type of inventory. (4 × 2) (8)
   (50)

 Examination Papers 
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QUESTION	4
Edward started his own fudge business, selling handmade fudge and marshmallows at The 
Watershed at the V & A Waterfront. He employs eight other staff members. He buys all his 
ingredients from local suppliers. He runs a big business (selling online as well) which caters 
for the tourism industry and he also ships his products to overseas countries.

Refer to the financial statements below and answer the questions. NOTE: Make use of figures 
before tax and show ALL the calculations.

STATEMENT OF COMPREHENSIVE INCOME OF THE FUDGE FACTORY FOR THE YEAR ENDED 
30 NOVEMBER 20XX

Sales R 1 439 200

Cost of sales R    748 200

Gross profit R    691 000

Less:  Selling expenses R    633 000

Overheads R 609 000

Administrative expenses R   24 000

Net income before tax R 58 000

Less tax R 17 200

Net income before tax R 40 800

STATEMENT OF FINANCIAL POSITION OF THE FUDGE FACTORY AS AT 30 NOVEMBER 20XX

Employed capital R 374 000

Owner’s equity

Capital R 333 200

Net profit R   40 800

Long term liabilities R 200 000

R 574 000

Employed of capital
Non-current assets

Land and building R 460 000 R 514 000

Machinery R   54 000

Net current assets R   60 000

Current assets R 110 000

Stock R   10 000

Debtors R   80 000

Cash R   20 000

Less:  current liabilities R   50 000 __________

Creditors R   50 000 R 574 000
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4.1 How well is the business compensating the owner for the risk that she took? 
 HINT: Return on Investment. (6)

4.2 Was it worthwhile to take the risk? Give TWO reasons. (6)

4.3 Does the business have enough cash to pay its debts?
 HINT: ACID test ratio, average collection period (50% of sales are on credit) (12)

4.4 Work out the short-term liquidity position of the business.
 HINT: Current ratio. (6)

4.5 Identify and briefly explain FIVE factors that influences the productivity of 
 Edward’s business. (5 × 2) (10)

4.6 Edward supplies fudge to many retailers and hotels. Many of these customers 
 pay by credit. What is the cost implications for Edward’s business (cost of 
 credit) allowing customers to buy on credit? (5 × 2) (10)
   (50)

   TOTAL: 150

 Examination Papers 
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EXAMINATION PAPER 1
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5. Write the EXAMINATION NUMBER at the top of ALL the ANSWER SHEETS 
(attached).

6. Write neatly and legibly.
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SECTON A (COMPULSORY) 

QUESTION	1

1.1 Define the following terms:
 1.1.1 Leadership
  The ability of an individual to obtain the support and action of people to 
  achieve a common goal.

 1.1.2 Group dynamics
  Refers to the way people in a group interacts with one another. An individual 
  belongs to different groups and hence play different roles in different groups.

 1.1.3 Social responsibility
  The obligation a business (or a person) has towards the community and 
  environment.

 1.1.4 Job description
  A document stipulating the job summary, duties and responsibilities of a worker.

 1.1.5 Delegation
  Delegation refers to the process of handing the authority and responsibility to 
  complete an activity over from one individual to another. The person delegating 
  the task remains accountable for the outcome of the activity.

 1.1.6 Collective bargaining
  Organised group of workers in a particular industry seeking to establish a 
  relationship with management through the process of collective bargaining.

 1.1.7 Economic order quantity
	 	 The	economic	order	quantity	is	the	optimal	quantity	level	at	which	a	company	
  operates its inventory levels in order to save on inventory costs, minimising risks 
	 	 as	well	as	have	sufficient	inventory	to	cover	sales.

 1.1.8 Mission statement
  This includes the purpose of the business as well as what the business wants to 
  achieve. It also indicates the overall values of a business and where it’s headed.
   (8 × 2) (16)

1.2 Define time management and give TWO examples that one could use to manage time 
 better.
 Time management refers to how a manager manages his time by formulating objectives 
 and determining priorities – dealing with important matters before they become 
 urgent.
 •   Drawing up a schedule for various work activities
 •   Ordering stock
   (3 × 2) (6)
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1.3 Explain the difference between management and leadership.
 • Leadership – creating and dealing with issues such as the things that you want to 
  accomplish/doing the right thing.
 • Management – refers to the best way to achieve objectives in the business/
  doing the things right. (2 × 2) (4)

1.4 Indicate whether the following statements are TRUE or FALSE. Choose the answer and 
 write only ‘true’ or ‘false’ next to the question number (1.4.1–1.4.5) on the attached 
 ANSWER SHEET.

 1.4.1 A factor influencing productivity is raw materials. True

 1.4.2 Induction is the process whereby a new employee is introduced to the business, 
  his/her tasks, superior and colleagues.
  True

 1.4.3 Economies of scale refer to a rise in the average cost per unit when larger volumes 
  are produced.
  False

 1.4.4 Liquidity ratios indicated whether a business is able to pay its debts.
  True

 1.4.5 Carrying costs includes transportation costs and cost of procurement.
  False (5 × 2) (10)

1.5 Name THREE kinds of inventory costs. Purchasing costs
 Ordering costs
 Carrying costs (3 × 2) (6)

1.6 Name the FOUR factors affecting the size of safety stock? 
 Uncertainty in demand forecasting
 Delays from suppliers 
 Lead times of suppliers 
 Cost of safety stock (4 × 2) (8)
   [50] 
   TOTAL SECTION A: 50
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QUESTION	1
Read the case study below and answer the questions.

Fine Dining in Khayelitsha
Some business owners in Khayelitsha are working hard at shaping their community.

While some Capetonian restaurants invite you on a journey to Italy or to a beachfront 
in some Californian restaurant, 4-roomed eKasi Restaurant delivers an authentic South 
African Experience. Former MasterChef South Africa contestant Abigail Mbalo-Mokoena 
birthed 4-rooms and pays homage to the 4-roomed family home she grew up in. Abigail 
and her team serve a five-course tasting menu, some that consist of smoked chicken breast 
served alongside grilled vegetables, sausage, charred leeks, house-made BBQ, and chakalaka 
sauce. All this in the renovated driveway of a township home, surrounded by plant aesthetic 
and local art. 

1.1 Explain FOUR ways in which Abigail could contribute towards the social 
 responsibility of her employees? (4 × 2) (8)

 Any four of the following:
 • Always strive to create better working conditions
 • Make sure good interpersonal relationships exists amongst employees
 • Training of employees
	 •	 Providing	education/educational	benefits	to	the	children	of	employees
 • Possible bursaries (for schooling) for the children of employees

1.2 The moral stance of a manager affects his/her ethical management of employees. There 
 are various styles of ethical management. One such style is the ‘moral management style’.

 What would be the benefits of a moral management style for Abigail’s restaurant? 
 Give at least FOUR benefits. (4 × 2) (8)

 Any four of the following:
 • Lead by example
  It is important for Abigail to lead by example and conduct herself ethically by 
  being honest, fair, and respectful towards others and to have integrity.
 • Respect
  A business must show respect – respect towards their customers, towards the 
  environment, towards employees.
 • Integrity
  A business should have integrity, meaning it should be reliable and truthful. No 
  empty promises or lies to a customer or employee.
 • Loyalty
  The business should conduct itself in such a way that it is seen as trustworthy.
 • Honesty
  She must conduct her business operations in an honest manner e.g. pay their taxes, 
  adhere to laws and regulations, be honest with customer and employees.
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	 •	 Equality
  Everyone within the business as well as outside of the business (suppliers, 
	 	 customers	etc.)	should	be	treated	equally	despite	their	race,	gender	or	religion.
 • Fairness
  Treat all employees, suppliers and customers fair, no bias.

1.3 Keeping her staff motivated is of utmost importance. What benefits will it hold for 
 Abigail’s business if the staff is motivated? List FOUR benefits. (4 × 2) (8)

 Any four of the following:
 • Less absenteeism
  Motivated employees tend to be less absent from work.
 • Retention of staff (low levels of staff turnover)
  Motivated employees are less likely to seek other employment therefore recruitment 
  costs stay low and less money is spent on training.
 • Improved performance
  Motivated employees are more organised, they are more focused and work harder, 
  arrives on time for work, etc.
 • Increased productivity levels
  This goes hand in hand with improved performance. As motivated employees 
  generally work harder, output levels of the business may also rise.
 • Better relationship between employer/manager and employee
  Happy employees mean there is a good relationship between employer/manager and 
	 	 employee.	This	means	less	disputes	and	conflict.
 • Better customer service and customer satisfaction
  Motivated employees take pride in their work and will put more effort into 
	 	 making	sure	products	are	of	a	high	quality	and	standard.	This	will	lead	to	greater	
  customer satisfaction. This counts for the service industry as well.

1.4 In order to be an effective manager/owner, Abigail needs certain characteristics. 
 List and briefly explain seven characteristics that would make Abigail an effective 
 manager. (7 × 2) (14)

	 •	 Leadership:	A	manager	requires	the	abilities	to	lead	and	inspire	a	team	in	such	a	
  manner as for them to reach certain performance goals.
 • Clear Communication: Effective and clear communication skills are critical in a 
  management role. Clear communication ensures everyone is on the same page 
  in order to reach certain goals. Effective communication is also key in motivating 
  and supporting team members.
 • Listening skills: Listening skills form part of effective communication. A successful 
  manager need to be able to listen to colleagues in order to establish their needs. 
  Employees feel more valued when listened to.
 • Empathy: Empathy means putting yourself in your workers/employees’ shoes. It is 
	 	 important	to	know	and	understand	how	they	feel	and	what	they	require.
 • Collaboration/teamwork: A great manager needs to know how to foster teamwork 
  and collaboration. In the end, working together as a team will ensure more success. 
  Great teamwork will also ensure happy employees.
 • Organised/time management skills: A manager needs to be skilled at organising 
  tasks, projects and responsibilities as well as organising staff. Effective time 
  management skills go hand in hand with being organised.
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 • Delegation: A manager needs to be able to delegate tasks and responsibilities to 
  employees and entrust them with the responsibility to complete the task. After all, 
  that is why staff was hired – to help with certain functions and responsibilities.

1.5 How can the probability in delays from suppliers affect Abigail’s safety stock? (1 × 2) (2)
 If there are delays from suppliers, Abigail might run out of safety stock, especially fresh 
 ingredients (e.g. salad leaves, vegetables, etc.) as she cannot hold too much fresh 
 ingredients on hand. This will affect the items on her menu, and she might not be 
 able to provide certain menu items to customers. This will create a negative image with 
 customers.

1.6 How can the use of new technology benefit Abigail’s business? 
 Use practical examples in your answer referring to Abigail’s business. (5 × 2) (10)

	 Any	five	of	the	following:
	 •	 More	efficient	and	streamlined	processes	e.g.	automated	ordering	systems	
  logged in the kitchen and linked to the billing system
 • Improved productivity e.g. all waiters have a code that is linked to the tables 
  they’re serving.
 • Marketing and promotion can be done more effectively e.g. social media online
 • It allows for easier, faster and more effective communication within the business 
  as well as with customers e.g. a WhatsApp line, online booking system on the 
  website, etc.
 • A greener environment as less wastage occurs e.g. everything is computerised and 
  less paper is wasted.
	 •	 More	efficient	stock	management	and	ordering	systems	e.g.	as	every	order	is	logged	
  on the system, is can be linked to the inventory system and keep track of inventory 
  levels.
 • The opportunity to develop new, innovative approaches e.g. new ways of reaching 
  new customers via online marketing campaigns, etc.
   (50)

QUESTION	2
2.1 Draw up a job description for the head chef at Abigail’s restaurant.  (10 × 1) (10) 
 Students to draw up a job description containing the following information:
• Job title – Head Chef  (1)
• Short job summary  (2)
• Responsibilities and duties of head chef  (3)
• Whom the head chef reports to as well as what authority the head chef has over 
 employees.  (2)
•	 Which	kitchen	equipment/tools,	etc.	the	head	chef	will	be	exposed	to.	  (1)
• Working conditions.  (1)

2.2 When Abigail started the restaurant, she used a zero-based budgeting approach. 
 What benefits did this offer Abigail? (3 × 2) (6)
	 •	 Budgets	are	more	flexible
 • Budgets are based on performance
 • Because zero based budgets are based on performance, it saves the business 
  money in the long run
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2.3 Abigail realises that the success of her business depends on teamwork.
 Advise Abigail on FOUR methods that she could include in a programme to develop 
 teamwork. (4 × 2) (8)
 • Arranging social events for employees
 • Watching a show/concert/sport match together
 • Competing in fun sporting events/team building events/obstacle courses, etc.
	 •	 Attending	a	workshop	where	everyone	will	benefit.

2.4 2.4.1 Formulate a mission statement for Abigail’s restaurant. (2 × 2) (4)
   Students to formulate a short, descriptive mission statement. 
   E.g. Serving the best plate of food in Khayelitsha while supporting the 
   local community.

 2.4.2 Why is it important for Abigail to have a mission statement for her business? 
   Describe THREE reasons. (3 × 2) (6)

  Any three of the following:
  • Establish identity of her restaurant
	 	 •	 Defines	her	restaurant	and	what	it	stands	for
  • Relevant to business’s stakeholders (Abigail and her employees)
  • Exciting and inspiring

2.5 List the three types of skills that Abigail must possess as manager and give and 
 example of each. (3 × 2) (6)

 Technical skills – e.g. being able to market her restaurant, operate machinery 
 within her kitchen, operate the software tools the business is running on, etc.

 Human skills – e.g. be able to communicate effectively with employees, be able to 
 delegate tasks to employees, etc.

 Conceptual skills – e.g. be able to solve problems that arise and to think creatively.

2.6 How does the following legislation affect Abigail’s business:

 2.6.1 Labour Relations Act (LRA) (127 of 1998)
   The Labour Relations Act provides a framework within which Abigail and her 
   employees can determine the terms and conditions of their relationship with each 
   other through collective bargaining to ensure a peaceful working environment.

 2.6.2 Basic Conditions of Employment Act (BCEA) (75 of 1997)
   Helps Abigail to determine the minimum working hours, annual leave, maternity 
   leave, minimum wage and regulations of sick leave.

 2.6.3 Workmens Compensation Act
   This Act provides for Abigail’s workers or their dependants to be compensated 
   for a loss of income asa result of disability or death caused by an accident in the 
   workplace. It serves as a kind of insurance.
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 2.6.4 Unemployment Insurance Act (UIF) (63 of 2001)
   •   Fund which Abigail and employees contribute to
   •   In the event of the employee being retrenched, she/he can claim for this.

 2.6.5 Income Tax Act (58 of 1962) PAYE
   PAYE (pay as you earn) is the tax Abigail must deduct from the employment 
   income of her employees. It ensures that tax is paid on an ongoing basis while 
   earning an income. (5 × 2) (10)
    (50)

QUESTION	3
3.1 Abigail is faced with a dilemma. She needs to buy a new vehicle for her business but 
 she also needs to employ a full-time manager. She’s got R150 000 at her disposal. 
 Help Abigail to make a proper decision by using the steps in the decision making 
 process. (8 × 2) (16)

	 STEP	1:	Diagnose	and	define	the	apparent	problem
 Determine the origin or cause. Divide problem into sub-problems. Decide which part 
 must be solved.

 STEP 2: Gather and analyse information about the problem
	 Ask	the	questions;	what,	who,	when	and	why?	Refer	to	similar	problems	and	solutions	
 in the past.Distinguish between causes and symptoms.

 STEP 3: Put the real problem in writing
 This helps to see the problem in perspective and to formulate it objectively.

 STEP 4: Establish decision-making criteria
 Determine criteria to evaluate possible solutions.Business policy must be consulted.

 STEP 5: Develop alternative solutions
 Problems can be solved in more than one way. Use creativity methods to generate 
 alternatives.

 STEP 6: Determine possible results
 Determine effectiveness and results of alternatives.

 STEP 7: Anticipate new problems that might surface, given your decision.
 Decide/Take action Take your decision.

 STEP 8: Make follow-up decisions
 Implementation sometimes needs guidance and may reveal new problem areas. If you 
 take a decision, you are accountable for the outcome. Follow up to ensure its success.
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3.2 Explain to Abigail the difference between participative decision making and 
 decentralised decision making. (2 × 2) (4)

 Participative – Involvement of small groups in decision-making process. Make use of 
 all human resource skills available, especially involve those whom such a decision is 
 going to affect and ensure acceptance of such decisions.

 Decentralised – decisions made at the lowest level in the business where employees have 
 the skill and knowledge to make the decision.

3.3 When Abigail decides to appoint a new manager, explain to her the steps in selecting 
 the best qualified employee (the selection process). (4 × 2) (8)

 • Applications (screening of applications)
  Once the job is advertised, people will start applying for the position and this is the 
  start of the selection process. All applications need to be screened and evaluated 
  according to the criteria set out in the job analysis/job description.
 • Initial Interview (also referred to as initial screening)
  Applicants that pass the screening stage are invited for a face-to-face or video call 
  interview. The initial interview can even be done telephonically. If applicants do not 
	 	 comply	with	the	requirements	for	the	position,	they	are	immediately	taken	off	the	
  initial shortlist.
 • Psychological tests
  Selection tests can be done before or after the interview. E.g. aptitude tests, trade 
  tests, personality tests, etc.
 • Employment interview
	 	 It	is	the	first	physical	introduction	of	the	applicant	to	the	business	and	the	business	
  must use this opportunity to sell itself to the applicant. The same isobviously true for 
  the applicant.

3.4 Abigail feels that job enlargement plays an important role in the development of her 
 employees. Answer the following questions:

 3.4.1 Define job enlargement. (1 × 2) (2)
  Job enlargement means increasing the number and variety of tasks of an employee. 
	 	 Additional	tasks	are	similar	in	difficulty	and	responsibility	to	what	the	employee’s	
  main job entails.

 3.4.2 What benefits will job enlargement hold for Abigail’s business? 
  Name FIVE benefits. (5 × 2) (10)

	 	 Any	five	of	the	following:
  • It motivates the workforce as employees are exposed to a wider range of 
   activities and skills.
  • It serves as training as it develops more skills of employees, leading to a wider 
   range of activities being performed within a company.
	 	 •	 Employees	find	their	work	more	challenging	and	interesting	as	repetition/
   boredom is reduced.
  • It leads to increased productivity.
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  • Job satisfaction is more likely from motivated employees who feel challenged in 
   their daily jobs.
  • Happy employees means a lower staff turnover for the business.

3.5 Abigail’s business contains inventory that warrants special attention. Explain what is 
 meant by this and how Abigail should deal with this type of inventory. (4 × 2) (8)
 Some	inventory	requires	special	needs	and	storage.

	 In	Abigail’s	restaurant,	they	work	with	hazardous	products	(e.g.	flammable	products)	
 such as gas stoves, cooking oil as well as alcohol (used in food as well as alcohol served to 
 customers). These items must be stored in a cool and secure place.
   (50)

QUESTION	4
Edward started his own fudge business, selling handmade fudge and marshmallows at The 
Watershed at the V & A Waterfront. He employs eight other staff members. He buys all his 
ingredients from local suppliers. He runs a big business (selling online as well) which caters 
for the tourism industry and he also ships his products to overseas countries.

Refer to the financial statements below and answer the questions. NOTE: Make use of figures 
before tax and show ALL the calculations.

STATEMENT OF COMPREHENSIVE INCOME OF THE FUDGE FACTORY FOR THE YEAR ENDED 
30 NOVEMBER 20XX

Sales R 1 439 200

Cost of sales R    748 200

Gross profit R    691 000

Less:  Selling expenses R    633 000

Overheads R 609 000

Administrative expenses R   24 000

Net income before tax R 58 000

Less tax R 17 200

Net income before tax R 40 800
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STATEMENT OF FINANCIAL POSITION OF THE FUDGE FACTORY AS AT 30 NOVEMBER 20XX

Employed capital R 374 000

Owner’s equity

Capital R 333 200

Net profit R   40 800

Long term liabilities R 200 000

R 574 000

Employed of capital
Non-current assets

Land and building R 460 000 R 514 000

Machinery R   54 000

Net current assets R   60 000

Current assets R 110 000

Stock R   10 000

Debtors R   80 000

Cash R   20 000

Less:  current liabilities R   50 000 __________

Creditors R   50 000 R 574 000

4.1 How well is the business compensating the owner for the risk that she took? 
 HINT: Return on Investment. (6)

 Net income before tax  ×  100
             Total assets

 58 000   ×   100
 574 000        1

 = 10%

4.2 Was it worthwhile to take the risk? Give TWO reasons. (6) 
	 No,	The	business	has	generated	10%	profit.	10%	is	lower	than	what	the	bank	offered.

4.3 Does the business have enough cash to pay its debts?
 HINT: ACID test ratio, average collection period (50% of sales are on credit) (12)

 ACID test ratio

 =    Current assets less stock
                  Current liabilities

 =    110 000 – 10 000
                     50 000

 =   2 : 1
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4.4 Identify and briefly explain FIVE factors that influences the productivity of Edward’s 
 business. (5 × 2) (10)

 1. Employees
  An employee’s productivity rates depend on a variety of factors, which include: level 
  of training motivation of employee (refer to the motivation section), etc.
 2. Management
  Management stays responsible for the productivity of the business. Their ability to 
	 	 ensure	this	depends	on	a	variety	of	factors	such	as	their	management	styles,	specific	
	 	 skills	to	find	better	methods,	relationship	with	trade	unions,	commitment	to	
  excellence and investment intheir employees.
 3. Raw materials
  If raw materials are not always available, it could meanlost production, which again 
  lowers the productivity rate.
 4. Operations
  Business can take many steps to increase the productivity of their operations. The 
  following are only a few suggestions: design proper work methods, evaluate the 
  design of products and services, unnecessary features should be eliminated, etc.
 5. Market conditions
  Market conditions refer to the level of competition in that particular industry. 
  Competition forces businesses to seek new and innovative ways to manufacture or 
  provide a particular service.

4.5 Edward supplies fudge to many retailers and hotels. Many of these customers pay by 
 credit. What is the cost implications for Edward’s business (cost of credit) allowing 
 customers to buy on credit? (5 × 2) (10)

 1. Record keeping
  Allowing credit implies that you must keep a record of all the customers. 
  Costs associatedwith this are e.g. computerised systems, labour costs, etc.
 2. Tied-up capital
  Credit means that part of your working capital is tied up and is not available. 
  Costs associatedwith this are e.g. lost interest.
 3. Bad debts
  The history of granting credit suggests that bad debts are inevitable. The size of bad 
  debts, however, is controllable. The credit policy of the business will have a direct 
  impact on this. Bad debts can lead to heavy lawyer’s fees.
 4. Lost interest
  As mentioned earlier, when allowing customers to buy on credit, the outstanding 
	 	 money	cannot	earn	interest	for	your	business.	Even	worse,	if	you	finance	your	
  business with credit,then it costs you more by paying interest.
 5. Follow-up costs
  Costs in following up customers that are not paying must also be considered
  e.g. telephone call costs, legal costs, etc.
   (50)

   TOTAL: 150
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