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1. Skills Development Facilitators

1.1. What is a Skills Development Facilitator?

The Skills Development Facilitator (SDF) is responsible for the development and planning of an organisation’s skills development strategy for a specific period.  This will include the development and implementation of an annual Workplace Skills Plan and the submission of an annual training report. 
He or she also serves as a resource to the employer with regard to the criteria required for accreditation of courses, skills programmes and learnership development. 
1.2. What are the functions of a Skills Development Facilitator?

The SDF is responsible for: 
· assisting the employer to become registered as a member-employer with THETA;
· conducting the organisations skills audit, skills needs analysis and advising on appropriate training interventions to address those gaps; 
· assisting the employer and employees with the development of a Workplace Skills Plan (WSP);

· submitting the WSP to THETA;

· advising the employer on the implementation of the WSP;

· assisting the employer with the drafting of an annual training report against the approved WSP;

· advising the employer on THETA’s quality assurance requirements; and

· serving as a contact person between the employer and THETA. 
1.3. Who can be appointed as a Skills Development Facilitator?

A Skills Development Facilitator (SDF) can be 
· an employee; or 

· a formally contracted, external person; or 

· a person who is jointly employed by a number of other employers to assess the skills development needs of the group of employers and employees concerned. 

1.4. What criteria should be used to appoint a Skills Development Facilitator?

When selecting an SDF, employers should include any trainer, employee or union representative/s or advisory committee in the process.  The following criteria and competences should be considered when selecting an SDF: 
· A good understanding of the National Qualifications Framework (NQF);

· the capability to conduct a training needs analysis and develop the organisation's Workplace Skills Plan for submission to THETA; 
· the capability to compile reports to THETA on the organisation’s implementation of its Workplace Skills Plan; 

· if the organisation has not achieved accreditation by THETA, the capability to prepare, submit and steer the company's Application for Accreditation as a Training and Development Site OR to manage the contracting out of training and development to accredited providers; and 
· the capability to advise on and monitor implementation of the WSP, including training delivery, assessment and quality assurance as required by THETA accreditation. 
1.5. How can employers ensure the competence of a Skills Development Facilitator?

Four unit standards were developed under the auspices of the Standards Generating Body for Occupation-Directed Education, Training and Development Practitioners to equip SDFs to perform their functions.  These unit standards will eventually be registered with SAQA to form a qualification.

1.6. What can employers gain by appointing and using a Skills Development Facilitator?

Apart from the value added by a competent person attending to skills development needs in the organisation, employers who pay the Skills Levy, and make the relevant applications, can qualify for up to 70% of the value of their levies paid, in grants.  
2. Workplace Skills Plans 

A Workplace Skills Plan is a plan – approved by THETA – that outlines the training and development for an organisation for one year. There is a prescribed format for the Plan which is available on the THETA website at Http://www.theta.org.za.  

A Workplace Skills Plan (WSP) requires information on, amongst other things:
· the number of people trained in the organisation by job type and race;

· the organisation’s strategic priorities for skills development;

· the training and education needed to ensure the development of the business and employees;

· details of the education and training needed to achieve these priorities  -  including proposed training interventions, estimated costs, specific job types and whether interventions will be conducted by external training providers or the organisations themselves;

· information regarding employment equity in the organisation; 

2.1. Purpose of the Workplace Skills Plan

Workplace Skills Plans can impact positively on a number of areas within an organisation:
· management and employees start to discuss skills in the workplace;

· gaps and shortfalls in skills required are identified and positive ways of addressing them are devised;

· the organisation uncovers talents and skills they did not know they had; and

· management shares the organisation’s goals with employees, who are then better able to understand them and commit to the process of achieving them.

Apart from these benefits, the Implementation Grant - which is a percentage of the levy paid by organisations to THETA - will be paid to organisations who show that they have implemented plans identified in their Workplace Skills Plan.
2.2. Compiling a Workplace Skills Plan

The Skills Development Facilitator is formally responsible for submitting the Workplace Skills Plan to THETA – and plays a major role in its compilation.  

When compiling a Workplace Skills Plan, an organisation should 

· consider their goals and priorities for the year for which the WSP is being drafted and plan training to address these;

· refer to their business plan;

· incorporate information obtained from any career pathing exercises or processes in which individual training needs are identified; and

· refer to their Employment Equity Plan,  as many of the information fields are the same. 

2.3. Implementing and reporting on the Workplace Skills Plan

Organisations should keep records of all the training, activities, assessment and/or development initiatives implemented according to the WSP in preparation for preparing implementation report(s) for the reporting period 1 April to 31 March each year.  Organisations may submit either one or two implementation reports each year, depending on whether they would like to receive one full payment or two half payments of the grant allocated for this (45% of their levy paid).

The Skills Development Facilitator must prepare these reports, listing all the interventions implemented according to the WSP.  Documents listed which must accompany the report are listed in the Guidelines on the website and include,  eg attendance registers and copies of invoices from providers.

THETA will measure the achievements identified in the report(s) against the priorities outlined in the WSP, with a view to paying the employer this grant if they have implemented the Plan sufficiently.
3. Workplace Training Committee
It is a legislated requirement ito the various skills development legislation – refer Skills Development Regulations (R571) - that employers of 50 or more staff constitute a Workplace Training Committee representing both employer and employee interests. 
 
This forum must include members that represent owners/management and labour/employees/union interests.  
 
The committee is to meet regularly to collectively determine training priorities, agree on skills gaps, subsequent interventions to be undertaken, etc. Many large employers combine the functions and objectives of an EE Committee and a Training Committee as the issues discussed overlap considerably and this arrangement makes it more practicable for employers by minimising time away from work for participating members. 
 
THETA required, in the 2004-2005 WSP submissions period, copies of minutes taken at these meetings as evidence that such a committee exists and has been consulted on these issues.
 
Suggestions

· Ensure that a Workplace Training Committee is properly constituted to adequately represent the interests of both management and labour
· Ensure the Committee members are capacitated on the role, function and objectives of the forum.
· Ensure the Committee meets regularly to deliberate relevant issues and make decisions on all skills development issues
· Keep detailed minutes of all meetings held
· Keep signed copies of attendance registers from said meetings on file  
3.1. The role of an SDF in constituting a Training Committee
A very important function of the SDF is to co-ordinate the establishment of a Training Committee for the enterprise or company. Employers with more than 50 employees must establish an in-company forum for consultation with regard to skills development. Where a workplace is unionised, trade unions or management structures could fulfil this function. It is important that workplace consultative structures be consulted in the appointment of a Skills Development Facilitator.
3.2. Functions of the Training Committee
· Develop a Training Policy
· Ensure that the development and implementation of the Workplace Skills Plan is aligned to the strategic Mission and Vision of the company 
· To keep the envisaged training and development of employees in the company abreast with the long-term transformation objectives of the company. 
· Ensure that the Workplace Skills Plan is aligned to the Employment Equity Plan and Business Plan of a company. 
· Establish training priorities for the company based on its short and long term needs. 
· Aligning training to the Sector Skills Plan, learnerships, career pathways, accredited national qualifications, etc. 
· Support the SDF in communicating the completed Workplace Skills Plan to other employees in the company. 
· Monitor the implementation of the Workplace Skills Plan. 
· Periodic revision of the Workplace Skills Plan is required. This will in most cases be carried out in conjunction with the Training Committee. 
· Compiling the annual Training Implementation Report
4. Mandatory Grant Forms
Forms can be downloaded from the THETA Website: www.theta.org.za
4.1. Documents necessary for the completion of your Workplace Skills Plan

· The company Business Plan

· Any other priorities set

· The Employment Equity Plan

· A completed Skills Audit and / or Training Needs Analysis

· Details of staff earmarked for progression

· Details of employee career paths

· Copies of all EMP201 forms for the period in question (remittance advices submitted to SARS on a monthly basis)

5. Record Keeping Systems
It is advisable to develop a system for record keeping, for purposes of skills audits, monitoring, implementation reports and the companies’ records and database.

Examples of information to be recorded

· Records of all training interventions implemented should be kept and recorded (copies of invoices, signed attendance registers etc.).

· All assessments completed and Declarations of Competence, as submitted. (information may also be verified against information held for learners in the THETA database)

· All training committee meeting records. (agenda’s, minutes of meetings held, attendance registers)

· The WSP and Implementation Reports for reference and review purposes.

· Some of the copies required in the submission of the Implementation report.

6. Validation of Workplace Skills Plans
Once the Workplace Skills Plan (WSP) has been completed and submitted to THETA, the plan will be reviewed for approval.
6.1. Administrative Validation

The first validation is completed by THETA’s Levies & Grants Administrators. The objective is to determine that the plan is submitted complete and that all information requested has been received. 

6.1.1. Typical problem areas

· Employers with 50 or more employees submit the ‘wrong’ WSP template i.e. the one designed for employers with less than 50 employees

· Section A, Organisation Details (Page 3)
· External SDF details are completed where a contact person from within the organisation should be given

· Banking Details (Page 4)

· Not complete / omitted 

· Employer Details (Page 4)

· SIC (Standard Industry Classification) Code left blank

· ‘Number of Employees as at 01 April’ - Number specified contradicts with total cited in the Employment Profile in Section B, Page 1

· Total Payroll omitted or cited as monthly figure

· Authorisation, Section B, page 6

· Emailed through without signatures (must be faxed or delivered with signatures complete)

· The owner/operator or members of management sign on behalf of employer and workforce (Training Committee) representatives.

6.2. Final Validation

Thereafter, the relevant Chamber Co-ordinator does a detailed validation of the plan focussing on specific interventions, cross-referencing data given on accredited courses and determining the nature, extent and perceived value of the interventions to employees and the organisation, by sub-sector.  

A developmental approach is always taken, and every effort is made during the administrative and final validations, to assist employers to qualify for the grant. 

Once approved, the information is captured by THETA onto its database system and the employer organisation will automatically qualify to receive the portion of the Workplace Skills planning grant.

When a plan is rejected, the SDF will be informed through correspondence and the rationale stated. Areas that need correction and/or amendment are pointed out to the SDF. The SDF is then given time to make the necessary amendments and requested to resubmit the WSP. 
If the plan is subsequently approved, the information is captured by THETA and the employer organisation will automatically qualify to receive the portion of the Workplace Skills Plan grant.

6.2.1. Typical problem areas

· Section A, Strategic Skills Development Priorities
· Employers cite the names of specific training courses and interventions

· THETA requires information on broad priorities e.g. Management & Leadership Development, Improve Customer Service Levels, Information Technology, Employee Wellness, etc. 

· Priorities cited should link to the following page where specific courses names or interventions should be listed as having been planned to address the priorities cited on the previous page. 

· Section A, Level of Planned Education & Training, ‘Unit Standard Based Training Interventions’

· Due to errors in Priorities’ often left blank or submitted incomplete.

· General problem areas

· Training Committee’s not properly constituted (i.e. represent owner/management interests only), or do not exist at all.
· Processes used to develop the plan and its link to Employment Equity left blank.

· In a limited number of cases, training is planned for middle to senior level employees only. I.e. Large numbers of Labourers & Elementary Workers are not cited as beneficiaries of training at all, and all training planned appears to benefit only those employees at ‘higher’ levels.

· Some external / consultant SDF’s acting on behalf of multiple employers submit very similar WSP’s for their entire client base. (raises questions about level of planning and consultation that takes place)  

6.3. Deadlines and Payments
15% of the Skills Development Levy is paid for the successful completion of the Workplace Skills Plan.  The payment for the WSP will be made in December of the same year. The WSP must be received by the 31st of July 2005.

7. Levies and Grants Cycle 2004 /2005









PAYMENTS
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This cycle is currently coming to an end.  THETA is on the final leg of this cycle and is thus awaiting Annual Implementation Reports which will be paid in July as indicated in the diagram.

8. Levies and Grants Cycle 2005 / 2006
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This cycle for the new financial year.  THETA is currently in the process of receiving Workplace Skills Plans which must be submitted online, via the THETA website, using the Seta Management System (SMS) software available. 

Admissions must be submitted by the 31st of July 2005 and will be paid out in December 2005.

9. Implementation Report Grant  

· Total: 45% of Skills Levies paid

· The Workplace Skills Plan must have been received and approved by THETA for employers to access an Implementation Grant.

· To qualify for an Implementation grant, Implementation Reports must be submitted to THETA for approval, accompanied by the required proof of training
9.1. Payment Cycle - Interim Implementation Report & Workplace Skills Plan

Based on the levies received from April 2005 to October 2005

Option1 is for organisations that choose to submit an interim report
	Option 1
	Deadline For Submission
	Paid On
	Percentage Paid

	Workplace Skills Plan
	30 July 2005

(2005 / 2006)
	December 2005
	15%

	Interim Implementation Report
	31 October 2005 
	December 2005
	45% 


Interim Implementation Report
· The interim report for the 6-month period starting 1st April 2005 to 30 September 2005. 

· Should be handed in by the 31of October 2005. 

· On approval by THETA this would entitle the levy payer to 45% of the levies received by THETA.  

· The Interim Implementation grant payment will be paid out in December 2005.

Note

· If the interim report is not received by due date, only Workplace Skills grant will be paid to an employer in December 2005.  

· An Annual Report must be submitted for payment in July of the following year.
9.2. Payment Cycle - Annual Implementation Report
This option is for organisations choosing to submit only the annual implementation report
	Option 2
	Deadline For Submission
	Paid On
	Percentage Paid

	Workplace Skills Plan
	31 July 2005

(2005/ 2006)
	July 2005 
	15%

	Annual Implementation Report
	30 April 2005

(2005 / 2006)
	July 2006
	45%


Annual Implementation Report

· An Annual Implementation Report for the period 1st April 2005 to the 31 March 2006 

· Should be handed in by the 30April 2006. 

· Approval by THETA will entitle the levy payer to 45% of levies paid.

· The grant payment will be in July 2006.

Note - The following information and documents must accompany the implementation report

· Attendance registers

· Copies of invoices from providers

· Proof of service payment by employer to service provider

· Details of employee career paths

· Should training priorities change from the original plan, kindly submit the rationale and process that informed the decision to change

NOTE

· Unit Standard achievements linked to registered National Qualifications and provided by Accredited Training providers will be verified from the THETA database
· The report should reflect that a minimum of 60% of planned training has occurred.

10. Qualifying For Grants

In addition to complying with all of the above, employers must ensure they are registered with THETA, 

their Skills Development levies are being paid to SETA 25 and that all levy payments must be up to

date.

Please submit remittance advices / proof of payment of Skills Development Levies for the 6 or 12 month levy period.  This will assist THETA in ensuring that grants are paid timeously and accurately. 

Upon receipt of this information, THETA undertakes to compare its records with that of the employer to identify discrepancies that may exist and attempt to resolve these with SARS.

11. Discretionary Grants
Discretionary grants for the year 01 April 2004 – 31 March 2005 have been allocated to the following interventions:

· Implementation of Adult Basic Education and Training

· Chamber initiatives in the respective sub sectors
11.1. How will employers know about the initiatives?

Chamber Initiatives will be published on the THETA Website in the Chamber Committees Section.

11.2. When will this information be available?

31 January 2005

11.3. Where can I access the Discretionary Grant Application form?

THETA Website – www.theta.org.za

Ms. Bernita Sithole, THETA Levies and Grants Administrator
Tel: 011 803 6010 / Fax: 011 803 6702 

Email: bernita@theta.org.za
11.4. When will Discretionary Grant submissions be due?
Submission 
30 May 2005

Payment 
31 July 2005
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