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	Activity
	Requirements
	Responsible Party
	Due Date

	1.
	Application Window Opens 
	Call for the Expression of Interest
	THETA
	28 October 2007

	2.
	Relevant Documents made Available on THETA website 
www.theta.org.za 
	· Application Forms

· Evaluation Criteria

· Grant Allocation

· Learnership Application Process

· List of Available Learnerships

· List of Accredited Training Providers

· Scarce and Critical Skills Report

· Tax Rebates information

· Sector Skills Plan

· SIC Codes 
	THETA
	30 October 2007

	3.
	Deadline for all Applications
	· Submission of completed application forms 
· Application documents, any additional information requested and specified documents. (as per guidelines)
	Applicant Training Providers & Employers
	31 January 2008



	5.
	Receipt of applications 
	· All applications received at THETA reception ONLY

· All applications date stamped on receipt
· All applications logged into receipt book and signed for by both Applicant and Receptionist. 
	THETA Receptionist & Applicants
	From 28 October 2007 to 31st January 2008



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

· Applications filed and database created and updated.
	THETA
	Daily 

	
	Acknowledgement of applications

	· Written acknowledgement of all applications sent to applicants
	THETA
	Daily, all acknowledgements sent out by no later than 15 February 2008.

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

· Admin evaluation checklist completed for each application 
	THETA
	01 February – 15 February 2008

(evaluations done as applications are received in)

	
	Departmental Meeting 
	·  Presentation of Applications and Allocations for Evaluations 
	THETA
	 18 Feb 2008

	6.
	Desktop evaluation of applications
	· All completed applications evaluated.

· Final learner numbers allocated 
	THETA
	19 February -29 February 2008

	7.
	Employer site visits
	· For first-time employer participants

· Verification of suitability of workplace (as required by THETA)
	THETA
	03 March – 7th March 2008

	8.
	Departmental Meeting
	· Final Allocation and Presentation
	THETA
	10TH March 2008

	9.
	Provision of written feedback to employers
	· Results and decisions communicated. 

· Letter of success / regret circulated 
	THETA
	11 March – 13 March 2008

	10
	Recruitment, assessment and selection of learners
	· Implementation of recruitment, assessment and selection process by successful applicants.
	Successful applicants

(Employers & Providers)
	11 May- 31 March  2008



	11
	Induction
	· Pre-audit site visits 
· Capacity building for new employers
· Support and assistance as required


	THETA
	11 March – 30 April  2008

	12
	Learnership Agreements submitted
	· Reminders send for Learnership Agreements submission.
	Employers 

Providers 
	01st April  2008

	
	
	· All Learnership Agreements submitted to THETA, duly signed by all parties
	Employers 

Learners

Providers
	15th May 2008 through Courier or Registered Post

	
	
	· 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. 
· Agreements filed and captured
	THETA Receptionist & Applicants
	No later than 16h00 on 15 May 2008



	13
	Acknowledgement of receipt of Agreements
	· Written acknowledgement of all agreements sent to applicants
	THETA
	Acknowledgements sent out by no later than 25 May 2008.

	14
	Learnership Agreements captured
	· All Learnership agreements captured
	THETA

	30 May 2007

	15
	Learnership Programme starts
	· Structured workplace and off-the-job training starts in line with submitted implementation / roll-out plans
	Employers

Learners

Providers
	Starting not later than 31 June 2008
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