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	Activity
	Requirements
	Cost
	Responsible Party
	Due Date

	1.
	Dissemination of information and requirements for Learnership Applications and implementation
	· Relevant documents on Learnership Application, implementation, funding, etc circulated to stakeholders. To include priority areas, criteria, implementation guidelines, templates and grants amounts.
· Disseminated via website, THETA distribution list, THETA email disclaimer, i.e. SDF’s, chamber committees, training providers.
	None
	Administrators and the Manager
	21 January 2007

	2.
	Deadline for all Applications
	· Submission of completed application forms 
· Application documents, any additional information requested and specified documents. (as per guidelines)
	None
	Applicant Training Providers & Employers
	No later than 16h00 on 09 March 2007.
No late submissions considered.

	3.
	Receipt of applications 
	· All applications received at THETA reception ONLY

· All applications date stamped on submission

· All applications logged into receipt book and signed for by both Applicant and Receptionist. 
	None
	THETA Receptionist & Applicants
	No later than 16h00 on 09 March 2007.

No late submissions considered.

	
	
	· All applications collected at the end of every day and signed for 

· Applications filed and database created and updated.
	
	Martha Lubasi
	Daily, no late submissions accepted.

	
	Acknowledgement of applications

	· Written acknowledgement of all applications sent to applicants
	
	Martha Lubasi
	Daily, all acknowledgements sent out by no later than 16 March 2007.

	
	Administrative evaluation of applications
	· Checks performed to confirm all applications are complete and all supporting documentation provided

· Admin evaluation checklist completed for each application 
	
	Martha Lubasi
	22 January – 16 March 2007

(evaluations done as applications are received in)

	
	Feedback
	·  Written feedback provided
	
	Martha Lubasi
	16 March 2007

	4.
	Final evaluation of applications
	· All completed applications evaluated.

· Final learner numbers allocated 
	THETA funding
	Chamber Co-ordinators assisted by ETQA, where needed.
	16 March - 05 April 2007

	6.
	Employer site visits
	· For first-time employer participants

· Verification of suitability of workplace for experiential learning (as required by THETA)
	
	Chamber Co-ordinators
	16 March - 05 April 2007

	7.
	Provision of written feedback to employers
	· Results and decisions communicated. 

· Letter of success / regret circulated by no later than 13 April 2007.
	THETA funding
	Minah Matlala
	10–13 April 2007

	8.
	Recruitment, assessment and selection of learners
	· Implementation of recruitment, assessment and selection process by successful applicants.
	None
	Successful applicants

(Employers & Providers)
	16 April – 11 May 2007
(4 weeks)

	9.
	Workplace / employer support
	· Pre-audit site visits 
· Capacity building for new employers
· Support and assistance as required

· (Runs concurrently to recruitments, assessment, selection activities)
	THETA funding
	Chamber Coordinators
	16 April – 11 May 2007

	10.
	Learnership Agreements submitted
	· All Learnership Agreements submitted to THETA, duly signed by all parties
	None
	Employers 

Learners

Providers
	18 May 2007

	
	
	· All agreements received at THETA reception ONLY

· All agreements date stamped on submission

· All agreements logged into receipt book and signed for by both Applicant and Receptionist. 
	None
	THETA Receptionist & Applicants
	No later than 16h00 on 18 May 2007.

No late submissions considered.

	
	
	· All agreements collected at the end of every day and signed for 

· Agreements filed and captured
	
	Martha Lubasi

Mary Maluleka
	Daily

	11.
	Acknowledgement of receipt of Agreements
	· Written acknowledgement of all agreements sent to applicants
	
	Minah Matlala
	Daily, all acknowledgements sent out by no later than 25 May 2007.

	12.
	Learnership Agreements captured
	· All Learnership agreements captured
	None
	Mary Maluleka

Martha Lubasi
	30 May 2007

	13.
	Learnership Induction 
	· Official Learnership Inductions held

· All parties – selected Learners, Training Providers’ representative(s),  Employer representative(s),  & THETA representative to be present
	THETA funding
	Chamber Coordinators
	16 April-31 May 2007

	14.
	Learnership Programme starts
	· Structured workplace and off-the-job training starts in line with submitted implementation / roll-out plans
	None
	Employers

Learners

Providers
	From 01 June, starting no later than 01 July 2007

	15.
	Learnership Programme progresses
	· Implementation support
	THETA funding
	Manager & Coordinators
	From 01 June, starting no later than 01 July 2007 (ongoing)
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