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TOURISM, HOSPITALITY & SPORT
EDUCATION & TRAINING AUTHORITY




38 Homestead Road, Rivonia, 2128

P O Box 1329, Rivonia, 2128

Telephone: 011-803 6010 Facsimile: 011-803 6702 Email: theta@theta.org.za 

 Call Centre: 0860 100 221
     
	Organization
	     

	Date:
	     

	Skills Development Facilitator
	     

	Contact Details:
	     

	Address:
	     


	Site Visit Notification and Confirmation


Dear      
With reference to the above, please be advised that the THETA Skills Development intends conducting a site verification on your organization as an employer implementing skills development.
The purpose of this site visit is:

	Verify skills development implementation for continuous monitoring and auditing purposes
	 FORMCHECKBOX 


	Verify employer information to establish developmental areas
	 FORMCHECKBOX 


	Verify implementation of Skills development as reported on the Annual Training Report
	 FORMCHECKBOX 


	Verify Information to review development progress in accordance with a prior verification
	 FORMCHECKBOX 



A Verification Team comprising of 2 - 3 members will be conducting a site visit for the purposes of validating information outlined in the Workplace Skills Plan and Implementation Report for the __Financial Year__________________.
THETA proposes the following information in respect of planning for the site visit:

	Address
	     

	Date
	     

	Time
	     

	Verification Team Members
	


The following will apply during the verification process:

· The auditors are subjected to a confidentiality agreement regarding any/all information accessed during the site visit.

· The organisation will make all documents requested by the auditing team available.

· The organization will make all personnel available for interviews should the auditing team request for them.

· The auditing team members will treat the verification findings with absolute confidence.

Please be advised that you have the right to appeal against the inclusion of an Audit team member, should you be aware of any conflict of interest in any of the above members in conducting the audit. 

To facilitate the intended site visit, kindly confirm the above and further details outlined hereunder:

· Permission for full entrance of Audit team to organization and requested records

· Evaluation venue, i.e. boardroom / office for document review and discussion

· Parking arrangements

Desk Evaluation Aspects:

All WSPs and Implementation Reports are evaluated in preparation for the site visit prior to the visit.
Site Evaluation Aspects:

The appointed Audit team will evaluate the following aspects on site:

	1.
2 
3 

4 
5 

6 
7 
8 
	Evidence of planning and implementation process
Consultation process between employer and employees
Where applicable interview members of the training committee.

Interview beneficiaries of training interventions

Schedules for training courses

Samples of learning material, including assessment guides, completed assessments and moderations, if training is in house
Learner Support evidence, i.e. progress & feedback reports, learner entries & exits

Where applicable - Learnerships management records, i.e. implementation and learning plans, contract, terminations 


Please notify the Skills Development Department should you require more information on the criteria and process to be verified in preparation of the site visit.
Should you need further assistance in this regard, kindly contact THETA Levies and Grants Coordinator Mrs. Abigail Shabangu at 011 803 6010 or E-mail abigail@theta.org.za.

Yours Sincerely 
Onke Mjo 

Skills Development Manager 

Tel: (011) 803 6010

Fax: (011) 803 6702 

Email onke@theta.org.za
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