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List of Knowledge Modules for which Specifications are included

· 662301000-KM-01, Printing Industry Studies, NQF Level 3, Credits 8
· 662301000-KM-02, General Bookbinding and Print Finishing Technology, NQF Level 2, Credits 2
· 662301000-KM-03, Guillotine Operating Technology, NQF Level 2, Credits 3
· 662301000-KM-04, Folding Machine Operating Technology, NQF Level 2, Credits 3
· 662301000-KM-05, Sewing Machine Operating Technology, NQF Level 2, Credits 3
· 662301000-KM-06, Gathering Machine Operating Technology, NQF Level 2, Credits 3
· 662301000-KM-07, Saddle Stitching Machine Operating Technology, NQF Level 3, Credits 3
· 662301000-KM-08, Adhesive Binding Machine Operating Technology, NQF Level 3, Credits 3
· 662301000-KM-09, Case Making Technology, NQF Level 3, Credits 3
· 662301000-KM-10, Hard Cover Case Binding Technology, NQF Level 4, Credits 3
· 662301000-KM-11, Printing Science, NQF Level 3, Credits 6
· 662301000-KM-12, Quality studies, NQF Level 2, Credits 3
· 662301000-KM-13, Productivity and Economics, NQF Level 3, Credits 9
· 662301000-KM-14, Legal and regulatory requirements, NQF Level 3, Credits 14
· 662301000-KM-15, Supervision and communication studies for Bookbinders, NQF Level 4, Credits 24



1. 662301000-KM-01, Printing Industry Studies, NQF Level 3, Credits 8

1.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner with a basic introduction to the printing industry, business organisations, resources utilised and various Printing and Packaging processes. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 10 days.

The learning will enable learners to demonstrate an understanding of:
· KM-01-KT01: Introduction to the Printing Industry (10%)
· KM-01-KT02: Introduction to the Business Organisation (10%)
· KM-01-KT03: Resources used in the Printing & Packaging Industry (15%)
· KM-01-KT04: Printing substrates (15%)
· KM-01-KT05: Introduction to pre-press (10%)
· KM-01-KT06: Introduction to Printing Processes (10%)
· KM-01-KT07: Introduction to Post Press Operations (10%)
· KM-01-KT08: Introduction to Packaging (10%)
· KM-01-KT09: Information technology in the printing industry (10%)

1.2 Guidelines for Topics
1.2.1. KM-01-KT01: Introduction to the Printing Industry (10%)
Topic elements to be covered include:
· KT0101: History of print
· KT0102: History of printing in South Africa

Internal Assessment Criteria and Weight
· IAC0101: Describe  historical factors relating to the industry and how it has an impact on industry today
· AC0102: Discuss the South African printing industry and the various representative industry bodies 
(Weight 10%)

1.2.2. KM-01-KT02: Introduction to the Business Organisation (10%)
Topic elements to be covered include:
· KT0201: Definitions  
· KT0202: Organisational Structures 
· KT0203: Roles and Responsibilities 
· KT0204: Chain of Authority
· KT0205: Delegation
· KT0206: Accountability

Internal Assessment Criteria and Weight
· IAC0201: Describe a Business Organisation 
· IAC0202: Discuss and illustrate the different types organisational structures 
· IAC0203: Identify the role-players within an organisation
· IAC0204: Discuss the various roles and responsibilities 
· IAC0205: Discuss reporting structures
· IAC0206: Discuss lines of communication 
· IAC0207: Describe and discuss the principles of delegation
· IAC0208: Explain the principles of accountability 
(Weight 10%)

1.2.3. KM-01-KT03: Resources used in the Printing & Packaging Industry (15%)
Topic elements to be covered include:
· KT0301: Cleaning materials and lubricants 
· KT0302: Inks, adhesives and coatings 
· KT0303: Chemicals and solvents
· KT0304: Consumables

Internal Assessment Criteria and Weight
· IAC0301: Identify appropriate cleaning materials for specific jobs
· IAC0302: Identify appropriate lubricants for the maintenance of machines
· IAC0303: List  the various types of inks, adhesives and coatings 
· IAC0304:  List the various chemicals and solvents
· IAC0305: List consumables used
(Weight 15%)

1.2.4. KM-01-KT04: Printing substrates (15%)
Topic elements to be covered include:
· KT0401: Paper and board
· KT0202: Plastic
· KT0203: Metal

Internal Assessment Criteria and Weight
· IAC0401: Identify various types of substrates 
· IAC0402: Discuss substrate specifications, properties and characteristics
· IAC0403: Illustrate and explain printing substrates manufacturing processes
(Weight 15%)

1.2.5. KM-01-KT05: Introduction to pre-press (10%)
Topic elements to be covered include:
· KT0501: Overview of all Pre-press operations
· KT0502: Pre-press work flows
· KT0503: Image carrier preparation

Internal Assessment Criteria and Weight
· IAC0501: Discuss the theory of colour 
· IAC0502: Describe the difference between Red, Green and Blue (RGB) and Cyan, Magenta, Yellow, Key (Black) colour models
· IAC0503: Illustrate and explain the Electromagnetic Spectrum
· IAC0504: Explain the  various Pre-press  terms
· IAC0505: Describe the process of colour separation and selective absorption
· IAC0506: Discuss the difference between line and half tone images
· IAC0507: Identify and describe the process flow of work throughout the pre-press department 
· IAC0508: Discuss how the pre-press department relates to the value chain
· IAC0509: Discuss workflow systems 
· IAC05010: Describe the image carrier preparation methods used for the various printing processes 
(Weight 10%)

1.2.6. KM-01-KT06: Introduction to Printing Processes (10%)
Topic elements to be covered include:
· KT0601: Flexography
· KT0602: Gravure
· KT0603: Lithography
· KT0604: Letterpress
· KT0605: Screen Printing 
· KT0606: Digital Printing 


Internal Assessment Criteria and Weight
· IAC0601: Describe and illustrate the Flexographic/Relief printing process
· IAC0602: Describe and illustrate the Gravure/Intaglio printing process 
· IAC0603: IAC0605: Describe and illustrate the Lithographic/Planographic printing process 
· IAC0604: Describe the Letterpress finishing applications including Embossing, Perforating, Foiling, Numbering and die-cutting
· IAC0605: Describe and illustrate the Screen printing process 
· IAC0606: Describe and illustrate the Digital printing process 
· IAC0607: Explain the factors that will influence what type of printing process will be used for specific applications
· IAC0608: Discuss the advantages and disadvantages of the different printing processes
(Weight 10%)

1.2.7. KM-01-KT07: Introduction to Post-Press Processes (10%)
Topic elements to be covered include:
· KT0701: Bookbinding Processes
· KT0702: Page Layout and Impositions 
· KT0703: Finishing processes 
· KT0704: Despatching and warehousing

Internal Assessment Criteria and Weight
· IAC0701: Identify and describe the various bookbinding processes
· IAC0702: Describe the various types of binding styles
· IAC0703: Describe the various page layouts and impositions   
· IAC0704: Describe the need for different page layouts and impositions 
· IAC0705: Identify and describe the various finishing processes
· IAC0706: Discuss despatching and warehousing
(Weight 10%)

1.2.8. KM-01-KT08: Introduction to Packaging (10%)
Topic elements to be covered include:
· KT0801: Carton Making
· KT0802: Corrugated Board Manufacturing, Printing and Finishing
· KT0803: Paper Bag & Sack Making
· KT0804: Flexible Packaging 
· KT0805: Can and End Making 
· KT0806: Envelope Manufacturing
· KT0807: Stationery Manufacturing 

Internal Assessment Criteria and Weight
· IAC0801: Describe and discuss  the Carton Making processes 
· IAC0802: Describe and discuss  the Corrugated Board Manufacturing processes
· IAC0803: Describe and discuss  the Corrugated Board Printing and Finishing processes
· IAC0804: Describe and discuss  the Bag and Sack Making processes
· IAC0805: Describe and discuss  the Flexible Packaging processes
· IAC0806: Describe and discuss  the Can and End Making processes
· IAC0807: Describe and discuss  the Envelope Manufacturing processes
· IAC0808: Describe and discuss  the Stationery Manufacturing processes
(Weight 10%)
1.2.9. KM-01-KT09: Information technology in the printing industry (10%)
Topic elements to be covered include:
· KT1001: Computer Literacy
· KT1002: Machine interface competency
· KT1003:  Management Information Systems

Internal Assessment Criteria and Weight
· IAC1001: Identify  different Management Information Systems 
· IAC1002:  Discuss the fundamentals of computer hardware and software
· IAC1003: Identify and discuss computer system that controls automated processes
· IAC1004: Discuss the human machine interface (HMI) 
(Weight 10%)

1.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

1.4 Exemptions
· None



2. 662301000-KM-02, General Bookbinding and Print Finishing Technology, NQF Level 2, Credits 2

2.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner with a sound knowledge of the principles and theories of electronics, hydraulics, mechanics and pneumatics used in the Printing & Packaging Industry including Bookbinding and Print Finishing substrate handling methods. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 2 days.

The learning will enable learners to demonstrate an understanding of:
· KM-02-KT01: Principles and theories regarding electronics, hydraulics, mechanics, pneumatics and as relevant in the Printing & Packaging Industry (40%)
· KM-02-KT02: Substrate handling (60%)

2.2 Guidelines for Topics
2.2.1. KM-02-KT01: Principles and theories regarding electronics, hydraulics, mechanics, pneumatics and as relevant in the Printing & Packaging Industry (40%)
Topic elements to be covered include:
· KT0101: Principles and theories of electronics
· KT0102: Principles and theories of hydraulics
· KT0103: Principles and theories of mechanics
· KT0104: Principles and theories of pneumatics

Internal Assessment Criteria and Weight
· IAC0101: Define and discuss the basic principles and theories of electronics and electrical systems used in Bookbinding and Finishing operations 
· IAC0102: Define and discuss the basic principles and theories of hydraulics used in Bookbinding and Finishing operations 
· IAC0103: Define and discuss the basic principles and theories of mechanics used in Bookbinding and Finishing operations 
· IAC0104: Define and discuss the basic principles and theories of pneumatics used in Bookbinding and Finishing operations
 (Weight 40%)

2.2.2. KM-02-KT02: Substrate handling (60%)
Topic elements to be covered include:
· KT0201: Knocking up sheets, sections and covers
· KT0202: Collating, printing  marks and  pagination 
· KT0203: High and low folio laps
· KT0204: Grip and lay edges
· KT0205: Counting methods 
· KT0206: Packing and stacking methods

Internal Assessment Criteria and Weight
· IAC0201: Discuss the reasons, methods and importance of knocking up sheets, sections and products. 
· IAC0202: Describe and discuss pagination and printing marks.
· IAC0203: Identify the various lap openings and their applications.
· IAC0204: Describe and discuss grip and lay edges and their importance.
· IAC0205: List and explain the various counting methods. 
· IAC0206: Describe packing and stacking best practice methods.   
(Weight 60%)

2.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

2.4 Exemptions
· None



3. 662301000-KM-03, Guillotine Operating Technology, NQF Level 2, Credits 3 

3.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of guillotines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-03-KT01: Types and function of guillotines (15%)
· KM-03-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-03-KT03: Troubleshooting and problem solving (40%)
· KM-03-KT04: Maintenance on guillotines (30%)

3.2 Guidelines for Topics
3.2.1. KM-03-KT01: Types and functions of guillotines (15%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Cutting Systems
· KT0103: Cutting Techniques 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of guillotines 
· IAC0102: Discuss safe working practices 
· IAC0103: Explain the various uses and functions of a variety of cutting systems
· IAC0104: Discuss cutting techniques 
 (Weight 15%)

3.2.2. KM-03-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and Parts, 
· KT0202: Functions and their uses
· KT0203: Safe Working Practices 

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including Jogging machines, Pile lifters, Counting machines and Banding/Strapping machines.
· IAC0202: Discuss safe working practices.
· IAC0203: Discuss auxiliary equipment functions.
 (Weight 15%)

3.2.3. KM-03-KT03: Troubleshooting and problem solving (40%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout problems 
· KT0303: Product faults 
· KT0304: Mechanical and Electrical faults 
· KT0305: Auxiliary equipment problems

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Identify and discuss auxiliary equipment faults 
(Weight 40%)

3.2.4. KM-03-KT04: Maintenance on guillotines (30%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment and consumables
· KT0403: Knife change and safe handling procedures
· KT0404: Concepts and theories of lubrication 
· KT0405: Storage of maintenance tools and materials
· KT0406: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools and other equipment 
· IAC0403: Discuss the necessity for knife changing and safe handling techniques.
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of storing and maintaining tools and materials
· IAC0406: Describe the principles and best practice of storing cleaning materials and lubricants  
(Weight 30%)

3.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

3.4 Exemptions
· None



4. 662301000-KM-04, Folding Machine Operating Technology, NQF Level 2, Credits 3 

4.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of folding machines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-04-KT01: Types and function of folding machines (15%)
· KM-04-KT02: Types, functions and uses of auxiliary equipment (25%)
· KM-04-KT03: Troubleshooting and problem solving (30%)
· KM-04-KT04: Maintenance on folding machines (30%)

4.2 Guidelines for Topics
4.2.1. KM-04-KT01: Types and functions of folding machines (15%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Folding Techniques 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of folding machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss folding machine configurations including pharmaceutical folding machines
· IAC0104: Discuss folding schemes
 (Weight 15%)

4.2.2. KM-04-KT02: Types, functions and uses of auxiliary equipment (25%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices

Internal Assessment Criteria and Weight
· IAC0201:  Identify and describe the types and parts of auxiliary equipment including Double gate fold plates, Log stackers, Gluing units, Strapping units, Numbering (ink jet), Double-stream device
· IAC0202: Discuss safe working practices 
· IAC0203: Identify and describe the functions and uses  
·  (Weight 25%)

4.2.3. KM-04-KT03: Troubleshooting and problem solving (30%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout problems 
· KT0303: Product faults 
· KT0304: Mechanical and Electrical faults 
· KT0305: Remote Diagnostics
· KT0306: Auxiliary equipment

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss  various product faults
· IAC0305: Define and discuss  various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 30%)

4.2.4. KM-04-KT04: Maintenance on folding machines (30%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers
· KT0404: Concepts and theories of lubrication 
· KT0406: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 30%)

4.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

4.4 Exemptions
· None



5. 662301000-KM-05, Sewing Machine Operating Technology, NQF Level 2, Credits 3 

5.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of sewing machines, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-05-KT01: Types and function of sewing machines (40%)
· KM-05-KT02: Troubleshooting and problem solving (30%)
· KM-05-KT03: Maintenance on sewing machines (30%)

5.2 Guidelines for Topics
5.2.1. KM-05-KT01: Types and functions of sewing machines (40%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Sewing Techniques 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of sewing machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss sewing techniques 
· IAC0104: Discuss the types and characteristics of sewing thread
 (Weight 40%)

5.2.2. KM-05-KT02: Troubleshooting and problem solving (30%)
Topic elements to be covered include:
· KT0201: Techniques, principles and remedies 
· KT0202: Layout Problems 
· KT0203: Substrate problems 
· KT0204: Mechanical and Electrical problems
· KT0205: Remote Diagnostics

Internal Assessment Criteria and Weight
· IAC0201: Discuss trouble shooting techniques and principles
· IAC0202: Define and list faults and discuss their remedies 
· IAC0203: Define and discuss  layout faults including Size, thickness and 2up
· IAC0204: Define and discuss the various product faults
· IAC0205: Define and discuss the various mechanical and electrical faults
· IAC0206: Discuss the use of Remote diagnostics
 (Weight 30%)

5.2.3. KM-05-KT03: Maintenance on sewing machines (30%)
Topic elements to be covered include:
· KT0301: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0302: Tools, equipment, and consumables and the safe storage thereof
· KT0303: Types and characteristics of suckers, hook needles, punches and loopers
· KT0304: Concepts and theories of lubrication 
· KT0305: Safe disposal and storage of cleaning materials, consumables and lubricants

Internal Assessment Criteria and Weight
· IAC0301: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers, hook needles, punches and loopers
· IAC0304: Discuss the concepts and theories of lubrication
· IAC0305: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0306: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 30%)

5.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

5.4 Exemptions
None



6. 662301000-KM-06, Gathering Machine Operating Technology, NQF Level 2, Credits 3

6.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of gathering machines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-06-KT01: Types and function of gathering machines (35%)
· KM-06-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-06-KT03: Troubleshooting and problem solving (25%)
· KM-06-KT04: Maintenance on gathering machines (25%)

6.2 Guidelines for Topics
6.2.1. KM-06-KT01: Types and functions of Gathering Machines (35%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Gathering and collating 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of gathering machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Explain gathering and collating 
 (Weight 35%)

6.2.2. KM-06-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices.

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including, Log feeders, Log handling equipment, Fold out section feeder unit, Insert units, Delivery units and Palletisers
· IAC0202: Identify and describe the functions and uses  
· IAC0203: Discuss safe working practices 
 (Weight 15%)

6.2.3. KM-06-KT03: Troubleshooting and problem solving (25%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout Problems 
· KT0303: Substrate problems 
· KT0304: Mechanical and Electrical problems
· KT0305: Remote Diagnostics
· KT0306: Auxiliary equipment

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 25%)

6.2.4. KM-06-KT04: Maintenance on gathering machines (25%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers
· KT0404: Concepts and theories of lubrication 
· KT0405: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 25%)

6.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

6.4 Exemptions
None



7. 662301000-KM-07, Saddle Stitching Machine Operating Technology, NQF Level 3, Credits 3 

7.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of saddle stitching machines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-07-KT01: Types and function of saddle stitching machines (35%)
· KM-07-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-07-KT03: Troubleshooting and problem solving (25%)
· KM-07-KT04: Maintenance on saddle stitching machines (25%)

7.2 Guidelines for Topics
7.2.1. KM-07-KT01: Types and functions of saddle stitching machines (35%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Saddle Stitching methods, systems and practices 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of saddle stitching machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss saddle stitching  methods, systems and practices
 (Weight 35%)

7.2.2. KM-07-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices.

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including, Log feeders, Log handling equipment, Insert units, Glue application unit, Delivery units and Palletisers
· IAC0202: Identify and describe the functions and uses  
· IAC0203: Discuss safe working practices 
 (Weight 15%)

7.2.3. KM-07-KT03: Troubleshooting and problem solving (25%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout Problems 
· KT0303: Substrate problems 
· KT0304: Stitching problems 
· KT0305: Mechanical and Electrical problems
· KT0306: Remote Diagnostics
· KT0307: Auxiliary equipment
Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 25%)

7.2.4. KM-07-KT04: Maintenance on saddle stitching machines (25%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers, belts, knives and stitching wire
· KT0404: Concepts and theories of lubrication 
· KT0405: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers, belts, knives and stitching wire
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 25%)

7.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
7.4 Exemptions
None



8. 662301000-KM-08, Adhesive Binding Machine Operating Technology, NQF Level 3, Credits 3 

8.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of adhesive binding machines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-08-KT01: Types and function of adhesive binding machines (35%)
· KM-08-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-08-KT03: Troubleshooting and problem solving (25%)
· KM-08-KT04: Maintenance on adhesive binding machines (25%)

8.2 Guidelines for Topics
8.2.1. KM-08-KT01: Types and functions of adhesive binding machines (35%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Adhesive binding methods, systems and practices 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of adhesive binding machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss adhesive binding  methods, systems and practices 
 (Weight 35%)

8.2.2. KM-08-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices.

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including, Log feeders, Log handling equipment, Glue application systems, Foredge trimming units, Book block feeders, Static block charger, Delivery units and Palletisers
· IAC0202: Identify and describe the functions and uses  
· IAC0203: Discuss safe working practices 
 (Weight 15%)

8.2.3. KM-08-KT03: Troubleshooting and problem solving (25%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout Problems 
· KT0303: Substrate problems 
· KT0304: Adhesive problems 
· KT0305: Mechanical and Electrical problems
· KT0306: Remote Diagnostics
· KT0307: Auxiliary equipment

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 25%)

8.2.4. KM-08-KT04: Maintenance on adhesive binding machines (25%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers, belts, spine preparation units, knives and adhesives
· KT0404: Concepts and theories of lubrication 
· KT0405: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers, belts, spine preparation units, knives and adhesives 
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 25%)

8.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

8.4 Exemptions
None



9. 662301000-KM-09, Case Making Technology, NQF Level 3, Credits 3 

9.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of case making machines, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-09-KT01: Types and function of case making machines (35%)
· KM-09-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-09-KT03: Troubleshooting and problem solving (25%)
· KM-09-KT04: Maintenance on case making machines (25%)

9.2 Guidelines for Topics
9.2.1. KM-09-KT01: Types and functions of Case Making machines (35%)
Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Case making methods, systems and practices 

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of case making machines 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss case making methods, systems and practices
 (Weight 35%)

9.2.2. KM-09-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices.

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including, Board and hollow spine strip in-feed units, board and cloth cutters, foiling and embossing
· IAC0202: Identify and describe the functions and uses  
· IAC0203: Discuss safe working practices 
 (Weight 15%)

9.2.3. KM-09-KT03: Troubleshooting and problem solving (25%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout Problems 
· KT0303: Substrate problems 
· KT0304: Adhesive problems 
· KT0305: Mechanical and Electrical problems
· KT0306: Remote Diagnostics
· KT0307: Auxiliary equipment

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 25%)

9.2.4. KM-09-KT04: Maintenance on Case Making machines (25%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers, belts, knives, slitters and adhesives
· KT0404: Concepts and theories of lubrication 
· KT0405: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers, belts, knives, slitters and adhesives
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
 (Weight 25%)

9.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

9.4 Exemptions
None



10. 662301000-KM-10, Hard Cover Case Binding Technology, NQF Level 4, Credits 3 

10.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the types and functions of a hard cover case binding line, auxiliary equipment, their uses, problem solving and maintenance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-10-KT01: Types and function of hard cover case binding machines (35%)
· KM-10-KT02: Types, functions and uses of auxiliary equipment (15%)
· KM-10-KT03: Troubleshooting and problem solving (25%)
· KM-10-KT04: Maintenance on hard cover case binding machines (25%)

10.2 Guidelines for Topics

10.2.1. KM-10-KT01: Types and functions of hard cover case binding machines (35%)

Topic elements to be covered include:
· KT0101: Parts, functions and safe working practices
· KT0102: Hard cover case binding methods, systems and practices 
· KT0103: Luxury binding methods, systems and practices

Internal Assessment Criteria and Weight
· IAC0101: Identify and describe the parts and functions of a hard cover case binding line 
· IAC0102: Discuss safe working practices 
· IAC0103: Discuss hard cover case binding methods, systems and practices 
· IAC0104: Discuss luxury binding methods, systems and practices
 (Weight 35%)

10.2.2. KM-10-KT02: Types, functions and uses of auxiliary equipment (15%)
Topic elements to be covered include:
· KT0201: Types and parts 
· KT0202: Functions and uses
· KT0203: Safe working practices.

Internal Assessment Criteria and Weight
· IAC0201: Identify and describe the types and parts of auxiliary equipment including, stacking, palletising, dust jacket wrapping, indexing, round cornering, drilling, edge finishing, gilding and edge cornering
· IAC0202: Identify and describe the functions and uses  
· IAC0203: Discuss safe working practices 
(Weight 15%)

10.2.3. KM-10-KT03: Troubleshooting and problem solving (25%)
Topic elements to be covered include:
· KT0301: Techniques, principles and remedies 
· KT0302: Layout Problems 
· KT0303: Substrate problems 
· KT0304: Adhesive problems 
· KT0305: Mechanical and Electrical problems
· KT0306: Remote Diagnostics
· KT0307: Auxiliary equipment

Internal Assessment Criteria and Weight
· IAC0301: Discuss trouble shooting techniques and principles
· IAC0302: Define and list faults and discuss their remedies 
· IAC0303: Define and discuss  layout faults
· IAC0304: Define and discuss the various product faults
· IAC0305: Define and discuss the various mechanical and electrical faults
· IAC0306: Discuss the use of Remote diagnostics
· IAC0307: Identify and discuss auxiliary equipment faults 
 (Weight 25%)

10.2.4. KM-10-KT04: Maintenance on hard cover case binding machines (25%)
Topic elements to be covered include:
· KT0401: Principles and best practices of preventative, routine, restorative and safety related maintenance  
· KT0402: Tools, equipment, consumables and the safe storage thereof
· KT0403: Types and characteristics of suckers, belts, knives and adhesives
· KT0404: Concepts and theories of lubrication 
· KT0405: Safe disposal and storage of cleaning materials and lubricants

Internal Assessment Criteria and Weight
· IAC0401: Discuss the principles and best practice of maintenance 
· IAC0402: Discuss maintenance specific to tools, equipment and consumables
· IAC0403: List and describe the types and characteristics of suckers, belts, knives and adhesives
· IAC0404: Discuss the concepts and theories of lubrication
· IAC0405: Describe the principles and best practice of the safe storage of tools, equipment and consumables 
· IAC0406: Describe the principles and best practice of storing and safe disposal of cleaning materials and lubricants  
(Weight 25%)

10.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff

10.4 Exemptions
None

11. 662301000-KM-11, Printing Science, NQF Level 3, Credits 6

11.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of the science related to inks, adhesives, coatings, substrates and the effects of relative humidity and temperature. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 7 days.

The learning will enable learners to demonstrate an understanding of:
· KM-11-KT01: Inks, adhesives, coatings and solvents (30%)
· KM-11-KT02: Relative humidity and temperature effects on substrates (30%)
· KM-11-KT03: Drying systems and methods (20%)
· KM-11-KT04: Principles and concepts of measurement systems (20%)

11.2 Guidelines for Topics
11.2.1. KM-11-KT01: Inks, Adhesives, Coatings and Solvents (30%)
Topic elements to be covered include:
· KT0101:  Types and properties of inks
· KT0102:  Types and properties of adhesives 
· KT0103:  Types and properties of coatings
· KT0104:  Types and properties of solvents

Internal Assessment Criteria and Weight
· IAC0101: Name and explain the types and properties of inks 
· IAC0102: Name and explain the types and properties of adhesives
· IAC0103: Name and explain the types and properties of coatings 
· IAC0104: Name and explain the types and properties of solvents 
(Weight 30%)

11.2.2. KM-11-KT02: Relative humidity and temperature effects on substrates (30%)
Topic elements to be covered include:
· KT0201: Temperature and relative humidity 
· KT0202: Static electricity 
· KT0203: Substrate acclimatisation
 
Internal Assessment Criteria and Weight
· IAC0201: Discuss temperature and relative humidity and their influence on substrates 
· IAC0202: Discuss the causes and effects of static electricity on substrates
· IAC0203: Describe best practice regarding substrate acclimatisation
(Weight 30%)

11.2.3. KM-11-KT03: Drying systems and methods (30%)
Topic elements to be covered include:
· KT0301: Ink drying systems and methods
· KT0302: Adhesive drying systems and methods
· KT0303: Coating drying systems and methods

Internal Assessment Criteria and Weight
· IAC0301: Define and discuss ink drying systems
· IAC0302: Define and discuss ink drying methods  
· IAC0303: Define and discuss adhesive drying systems
· IAC0304: Identify and describe adhesive drying methods  
· IAC0305: Identify and describe coating  drying systems
· IAC0306: Identify and describe coating drying methods  
(Weight 30%)

11.2.4. KM-11-KT04: Principles and concepts of measurement systems (10%)
Topic elements to be covered include:
· KT0401: Metric measurement theory
· KT0402: Metric paper sizes
· KT0403: Paper grammage
· KT0404 Substrate measurement devices
· KT0405 Substrate mechanical and strength properties
· KT0406 Quality control measurement equipment and systems
Internal Assessment Criteria and Weight
· IAC0401: Define and measurement systems
· IAC0402: Define and measurement methodology  
· IAC0403: Define and discuss paper size systems
· IAC0404: Identify and describe paper size methodology 
· IAC0405: Identify and describe paper grammage systems
· IAC0406: Identify and describe paper grammage methodology 
· IAC0407 Identify and describe the application, calibration and maintenance of micrometers, scales and hydrometers
· IAC0408 Discuss the application and maintenance of burst strength, tear resistance and folding endurance devices
· IAC0409 Contrast and compare different types and applications of quality control measurement equipment and systems 
(Weight 30%)


11.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
11.4 Exemptions
· None



12. 662301000-KM-12, Quality Studies, NQF Level 2, Credits 3

12.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner a sound knowledge of quality management systems and quality assurance. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 3 days.

The learning will enable learners to demonstrate an understanding of:
· KM-12-KT01: Quality Control Systems (40%)
· KM-12-KT02: Quality Assurance Systems (30%)
· KM-12-KT03: Quality Management Systems (30%)

12.1 Guidelines for Topics
12.1.1. KM-12-KT01: Quality Control Systems (40%)
Topic elements to be covered include:
· KT0101: Quality control programs
· KT0102: Quality control systems
· KT0103: Quality control methodologies
· KT0104: Fault management and quality costs
· KT0105: Process capability and process control
· KT0106: Quality control in a book binding and finishing environment
· KT0207: Inspection process management

Internal Assessment Criteria and Weight
· IAC0101: Discuss quality control programs 
· IAC0102: Discuss the various applications of quality control systems
· IAC0103: Explain the difference between quality control programs, systems and assurance methodologies
· IAC0104: Discuss quality standards
· IAC0105: Identify various quality control methodologies
· IAC0406: Discuss quality control and quality cost in relation to book binding and finishing production
· IAC0107: Discuss and explain the various measurement and concepts to monitor quality in a book binding and finishing environment
(Weight 40%)

12.1.1. KM-12-KT02: Quality Assurance Systems (30%)
Topic elements to be covered include:
· KT0201: Quality assurance programs
· KT0202: Quality assurance systems
· KT0203: Quality assurance methodologies
· KT0204: Fault management and quality costs
· KT0205: Process capability and process control
· KT0206: Quality assurance in a book binding and finishing environment
· KT0207: Inspection process management

Internal Assessment Criteria and Weight
· IAC0201: Discuss quality assurance programs 
· IAC0202: Discuss the various applications of quality assurance systems
· IAC0203: Explain the difference between quality programs, systems and assurance methodologies
· IAC0204: Discuss quality assurance standards
· IAC0205: Identify various quality assurance methodologies
· IAC0206: Discuss quality assurance and quality cost in relation to book binding and finishing production
· IAC0207: Discuss and explain the various measurement and concepts to monitor quality in a book binding and finishing environment
(Weight 30%)

12.1.1. KM-12-KT03: Quality Management Systems (30%)
Topic elements to be covered include:
· KT0301: Quality management programs
· KT0302: Quality management systems
· KT0303: Quality management methodologies
· KT0304: Fault management and quality costs
· KT0305: Process capability and process control
· KT0306: Quality management in a book binding and finishing environment
· KT0307: Inspection process management

Internal Assessment Criteria and Weight
· IAC0301: Discuss quality management programs 
· IAC0302: Discuss the various applications of quality management systems
· IAC0303: Explain the difference between quality programs, systems and assurance methodologies
· IAC0304: Discuss quality management standards
· IAC0305: Identify various quality management methodologies
· IAC0306: Discuss quality management and quality cost in relation to book binding and finishing production
· IAC0307: Discuss and explain the various measurement and concepts to monitor quality in a book binding and finishing environment
(Weight 30%)

12.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
12.4 Exemptions
· None



13. 662301000-KM-13, Productivity and Economics, NQF Level 3, Credits 9

13.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to provide the learner with a sound knowledge of the theories and principles of productivity, economics, efficiency, the value chain and Management Information systems. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 11 days.

The learning will enable learners to demonstrate an understanding of:
· KM-13-KT01: Production Resources (20%)
· KM-13-KT02: Economics, productivity and efficiency (40%)
· KM-13-KT03: Value Chain (20%)
· KM-13-KT04: Management Information Systems (MIS) (20%)

13.2 Guidelines for Topics
13.2.1. KM-13-KT01: Production Resources (20%)
Topic elements to be covered include:
· KT0101: Factors of Production
· KT0102: Industry categories 
· KT0103: Waste Efficiencies
· KT0104: Profitability 

Internal Assessment Criteria and Weight
· IAC0101: Identify and differentiate between the factors of production
· IAC0102: Distinguish between the various categories of industries 
· IAC0103: Describe and analyse waste efficiencies 
· IAC0104: Identify and examine profitability 
 (Weight 20%)

13.2.2. KM-13-KT02: Economics, productivity and efficiency (40%)
Topic elements to be covered include:
· KT0201: Work ticket content and interpretation
· KT0202: Estimating
· KT0203: Costing and variance analysis
· KT0204: Productivity and efficiency

Internal Assessment Criteria and Weight
· IAC0201: Interpret and discuss work ticket content
· IAC0202: Discuss and explain the concepts of estimating
· IAC0203: Calculate production resource costs
· IAC0204: Discuss job costing and variance analysis 
· IAC0205: Differentiate between productivity and efficiency
(Weight 40%)

13.2.3. KM-13-KT03: Value Chain (20%)
Topic elements to be covered include:
· KT0301: Production process flow
· KT0302: Interdepartmental relations 
· KT0303: Effects of the Value Chain on quality, productivity and efficiency

Internal Assessment Criteria and Weight
· IAC0301: Identify and describe the production process flow in a printing and finishing environment 
· IAC0302: Explain interdepartmental relations and their effect on productivity and efficiency
· IAC0303: Analyse and interpret the effects of the value chain on quality
· IAC0304: Analyse and interpret the effects of the value chain on productivity
· IAC0305: Analyse and interpret the effects of the value chain on efficiency
(Weight 20%)

13.2.4. KM-13-KT04: Management Information Systems (MIS) (20%)
Topic elements to be covered include:
· KT0401: Theories and principles of MIS
· KT0402: Different levels of Information systems 
· KT0403: MIS and productivity 
· KT0404: MIS and efficiency

Internal Assessment Criteria and Weight
· IAC0401: Discuss the theories and principles of MIS 
· IAC0402: Differentiate between the various levels of information systems 
· IAC0403: Discuss the effect of MIS on productivity
· IAC0404: Discuss the effects of MIS on efficiency
(Weight 20%)

13.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
13.4 Exemptions
· None


14. 662301000-KM-14, Legal and Regulatory Requirements, NQF Level 3, Credits 14

14.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to give the learner an overview of the laws and regulations imposed on the working environment, personal health and environmental best practices within a print and finishing environment. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 17 days.
 
The learning will enable learners to demonstrate an understanding of:
· KM-14-KT01: Basic principles of the Occupational Health and Safety Act (25%)
· KM-14-KT02: Basic principles of and best practice in first aid, firefighting and health and safety (25%)
· KM-14-KT03: Characteristics and functions of Personal health monitoring, Personal Protective Equipment (PPE) and housekeeping (10%)
· KM-14-KT04: HIV / Aids awareness (10%)
· KM-14-KT05: Safe handling and storage of chemicals and materials  (10)
· KM-14-KT06: Waste extraction systems and green practices(10%)
· KM-14-KT07: Environmental risk areas and best green practice (10%)

14.2 Guidelines for Topics
14.2.1. KM-14-KT01: Basic principles of the Occupational Health and Safety Act (25%)
Topic elements to be covered include:
· KT0101: Legislation and regulations for workplace health and safety
· KT0102: Safe working practices 
· KT0103: Incident reporting
· KT0104: Evacuation procedures

Internal Assessment Criteria and Weight
· IAC0101: Describe and explain the application of health and safety legislation and regulations in the workplace 
· IAC0102: Discuss basic safety, health and environmental, quality and risk inspections and compliance  
· IAC0103: Describe best practice concerning incident reporting
· IAC0104: Explain the implications of workplace injuries, their causes and effects 
 (Weight 25%)

14.2.2. KM-14-KT02: Basic principles of and best practice in first aid, firefighting and health and safety (25%)
Topic elements to be covered include:
· KT0201: First aid principles and practice
· KT0202: Fire fighting principles and practice
· KT0203: Health and Safety Representative responsibilities
· KT0204: Committees for first aid, fire fighting and health and safety

Internal Assessment Criteria and Weight
· IAC0201: Discuss first aid principles and practice 
· IAC0202: Discuss firefighting regulations, principles and practices in the workplace
· IAC0203: Describe a health and safety representative’s responsibilities in the workplace
· IAC0204: Discuss the types and functions of committees in first aid
· IAC0205: Discuss the types and functions of committees in fire fighting
· IAC0206: Discuss the types and functions of committees in health and safety
(Weight 25%)

14.2.3. KM-14-KT03: Characteristics and functions of Personal health monitoring, Personal Protective Equipment (PPE) and housekeeping (10%)

Topic elements to be covered include:
· KT0301: Personal Hygiene
· KT0302: Concepts of PPE
· KT0303: Purpose of PPE
· KT0304: Different types of PPE
· KT0305: Conditions and environment for use of PPE
· KT0306:  Housekeeping principles and practice

Internal Assessment Criteria and Weight
· IAC0301: Discuss the importance of personal hygiene
· IAC0302: List the different types of PPE used in a factory environment and discuss how to determine if its fit for use
· IAC0303: Discuss and explain the purpose of safety equipment and procedures
· IAC0304: Identify and describe personal protective clothing and equipment for different situations
· IAC0305: Identify the importance of proper maintenance and storing of PPE
· IAC0306: Define housekeeping
· IAC0307: Describe the different methods of housekeeping
· IAC0308: Describe the consequences of poor housekeeping 

(Weight 10%)

14.2.4. KM-14-KT04: HIV / Aids awareness (10%)
Topic elements to be covered include:
· KT0401: HIV / AIDS
· KT0402: Impact of HIV / AIDS on the working and household environment
· KT0403: Prevention methods 

Internal Assessment Criteria and Weight
· IAC0401: Describe the meaning of HIV / AIDS
· IAC0402: Categorise and explain the impact that HIV / AIDS has on the household environment 
· IAC0403: Categorise and explain the impact that HIV / AIDS has on the working environment 
· IAC0404: Describe the various methods used for the prevention of HIV / AIDS
(Weight 10%)

14.2.5. KM-14-KT05: Safe handling and storage of chemicals and materials  (10%)
Topic elements to be covered include:
· KT0501: Interpreting Material Safety Data Sheets (MSDS) Sheets
· KT0502: Safe handling of chemicals and rags
· KT0503: Safe disposal of chemicals and rags
· KT0504: Disposal and storage of various cleaning materials lubricants 

Internal Assessment Criteria and Weight
· IAC0501: Explain what MSDS sheets are and list the priority items when interpreting them
· IAC0502: Explain the theories and principles for the safe handling and storage of chemicals and rags
· IAC0503: Explain the theories and principles for the safe disposal of chemicals and rags
· IAC0604: Explain the theories and principles for the safe disposal and storage of cleaning materials and lubricants
(Weight 10%)

14.2.6. KM-14-KT06: Waste extraction systems and green practices (10%)
Topic elements to be covered include:
· KT0701: Types and functions of waste extraction systems 
· KT0702: Impact of waste extractions systems on the environment (including green practices)

Internal Assessment Criteria and Weight
· IAC0601: Name and explain the types and functions of waste extraction systems
· IAC0602: Describe the impact that waste extractions systems will have on the environment
· IAC0603: Discuss green practices
(Weight 10%)

14.2.7. KM-14-KT07: Environmental risk areas and best green practice (10%)
Topic elements to be covered include:
· KT0701: Environmental risk areas in the workplace
· KT0702: Environmental best green practice in the workplace

Internal Assessment Criteria and Weight
· IAC0701: Define workplace hazards
· IAC0702: Discuss the concept of risk 
· IAC0703: Discuss the principles of minimising risks
· IAC0704: Explain the best green practice or standard operating procedures within the workplace  
(Weight 10%)

14.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
14.4 Exemptions
· None


15. 662301000-KM-15, Supervision and Communication Studies for Bookbinders, NQF Level 4, Credits 24

15.1 Purpose of the Knowledge Modules
The main focus of the learning in this knowledge module is to equip the learner with a sound knowledge of communication, roles and responsibilities within an organisational structure, discipline, monitoring, reporting, team building, leadership and conflict management. The learning contract time, which is the time that reflects the required duration of enrolment for this module, is at least 30 days.

The learning will enable learners to demonstrate an understanding of:
· KM-15-KT01: Communication Skills (15%)
· KM-15-KT02: Roles and responsibilities of various role players (10%)
· KM-15-KT03: Corrective disciplinary principles and procedures (10%)
· KM-15-KT04: Monitoring and reporting Standard Operating Procedures (SOP) (10%)
· KM-15-KT05: Teamwork and Leadership (10%)
· KM-15-KT06: Performance Management and Development (15%)
· KM-15-KT07: Team building and conflict Management (10%)
· KM-15-KT08: Learner monitoring techniques (10%)
· KM-15-KT09: Production Monitoring (10%)

15.2 Guidelines for Topics
15.2.1. KM-15-KT01: Communication Skills (15%)
Topic elements to be covered include:
· KT0101: Theories and principles of communication 
· KT0102: Different modes of communication 
· KT0103: Delegation and the chain of authority

Internal Assessment Criteria and Weight
· IAC0101: Explain the theories and principles of communication
· IAC0102: Describe and discuss the different modes of communication
· IAC0103: Discuss delegation and the chain of authority
 (Weight 15%)

15.2.2. KM-15-KT02: Roles and responsibilities of various role players (10%)
Topic elements to be covered include:
· KT0201: The role players within a typical organisational structure 
· KT0202: Responsibilities of the role players within a typical organisational structure

Internal Assessment Criteria and Weight
· IAC0201: Assess and discuss of the types of role players within a typical organisational structure
· IAC0202: Assess and discuss the responsibilities of each role player within a typical organisational structure 
(Weight 10%)

15.2.3. KM-15-KT03: Corrective disciplinary principles and procedures (10%)
Topic elements to be covered include:
· KT0301: Disciplinary codes and practices
· KT0302: Corrective discipline
· KT0303: Grievance policies and procedures 

Internal Assessment Criteria and Weight
· IAC0301: Interpret and explain the theories and principles of disciplinary codes and practices 
· IAC0302: Interpret and explain the theories and principles of corrective discipline
· IAC0303: Interpret and explain the theories and principles of grievance policies and procedures 
 (Weight 10%)

15.2.4. KM-15-KT04: Monitoring and reporting Standard Operating Procedures (____%)
Topic elements to be covered include:
· KT0401: Principles of monitoring and reporting
· KT0402: Principles of Standard Operating Procedures (SOP)

Internal Assessment Criteria and Weight
· IAC0401: Explain the principles of monitoring and reporting 
· IAC0402: Define SOP
· IAC0403: Evaluate and discuss the reasons and effects of SOP in the workplace
(Weight 10%)


15.2.5. KM-15-KT05: Teamwork and Leadership (10%)
Topic elements to be covered include:
· KT0501: Roles and responsibilities of team members 
· KT0502: Leadership styles
· KT0503: Motivation

Internal Assessment Criteria and Weight
· IAC0501: Evaluate and discuss the roles and responsibilities of members in a team
· IAC0502: Assess and describe the various types of leadership styles 
· IAC0503: Describe the impact of the leadership styles in the workplace
· IAC0504: Discuss the impact of motivation on teams and the workforce
(Weight 10%)

15.2.6. KM-15-KT06: Performance management and development (15%)
Topic elements to be covered include:
· KT0601: Performance Analyses
· KT0602: Performance Management 
· KT0603: Performance Development 

Internal Assessment Criteria and Weight
· IAC0601: Describe the theories and principles of performance analysis 
· IAC0602: Describe the theories and principles of performance management  
· IAC0603: Describe the theories and principles of performance development 
(Weight 15%)

15.2.7. KM-15-KT07: Team building and conflict management (10%)
Topic elements to be covered include:
· KT0701: Team building concepts
· KT0702: Goal setting, Interpersonal-relationship management, role clarification and problem solving in teams
· KT0703: Types of conflict
· KT0704: Conflict resolution and management 

Internal Assessment Criteria and Weight
· IAC0701: Describe the various concepts around team building
· IAC0702: Explain the theories, principles and processes of setting up and working in teams
· IAC0703: Differentiate between the various types of conflict
· IAC0704: Explain the theories and principles of conflict resolution and management 
(Weight 10%)

15.2.8. KM-15-KT08: Learner mentoring techniques (10%)
Topic elements to be covered include:
· KT0801: Theories and principles of learner mentoring
· KT0802: Impact of learner mentoring in the workplace

Internal Assessment Criteria and Weight
· IAC0801: Describe the theories and principles of leaner mentoring  
· IAC0802: Analyse the impact that learner mentoring will have in  the workplace
(Weight 10%)

15.2.9. KM-15-KT09: Production Monitoring (10%)
Topic elements to be covered include:
· KT0901: Production standards
· KT0902: Production analyses 
· KT0903: Production measurement 
· KT0904: Theories and principles of production monitoring

Internal Assessment Criteria and Weight
· IAC0901: Discuss production standards
· IAC0902: Discuss the theories and principles of production analyses
· IAC0903: Explain the principles of production measurement 
· IAC0904: List and describe the theories and principles of production monitoring
(Weight 10%)

15.3 Provider Programme Accreditation Criteria
Physical Requirements:
· Approved training manuals per learner
· Assessment tools/instruments for formative assessments
· Assessment tools/instruments for internal summative assessments
· Approved facilitator training manual
· Training/facilitation resources
· Accredited training facilities
· An approved learner induction program
· Internet and emailing facilities

Human Resource Requirements:
· Facilitator 
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Examiner
·  Minimum 6 years industry experience relating to bookbinding
·  A NQF 4 or higher qualification in bookbinding
· Internal Moderator
· Registered with the AQP
· Administration co-ordinator
· Administration staff
15.4 Exemptions
· None
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