


[image: image1.png]theta

TOURISM, HOSPITALITY & SPORT
EDUCATION & TRAINING AUTHORITY




GUIDELINES FOR 2004 / 2005

The Skills Development Facilitator (SDF)

The Skills Development Facilitator is critical to the successful implementation of the Skills Development strategy. The SDF is also the link between the employer organisation and the Sector Education and Training Authority, (THETA).

Employer organizations liable for the payment of skills development levy, are encouraged to identify a person who will be responsible for the development and implementation of skills development in their respective organizations.

NOTE

An SDF may work for the organisation or may be contracted in this function.



The Functions of the Skills Development Facilitator:

· Facilitates the development of the Workplace Skills Plans (WSP) in consultation with the employer and employees.

· Submit the WSP to the respective Sector Education and Training Authority (SETA) 

· Advise the employer on the implementation of the Workplace Skills Plan.

· Compile the implementation report of the Workplace Skills Plan.

· Provide advice to employer when selecting and implementing National Qualifications that are registered on the NQF as set out in the SETA requirements.

What must the SDF know and understand:

· All legislation pertaining to the Skills Development Strategy and workplaces. (Basic Conditions of Employment Act, Labour Relations Act, Skills Development Act, Skills Development Levies Act, South African Qualifications Authority Act, Employment Equity Act, etc.)

· Read and understand the Sector Skills Plan of the sector operating in.

· Understand the National Skills Development Strategy

· Labour Market policies

· The sector that the SDF is operating in.

· Occupational Classification of the sector operating in.

· SETA functions 

· Understand Outcomes based form of developing WSP in line with the objectives of the National Qualifications Framework.

· The ability to provide advice and support for Learnership implementation.

· Able to conduct skills needs analysis.

· Understand the priorities of the company working with in the context of skills training.

· Should understand the value, culture and vision of the organizations working for / with.

· The ability to monitor the implementation of training and development interventions and related assessment against your Workplace Skills Plan

· The ability to assist and provide advice regarding accreditation requirements for the SETA

· Understand quality assurance principles and requirements

· The ability to identify appropriate skills development interventions for implementation of the Workplace Skills Plan.

· The ability to communicate, negotiate and gain commitment to Workplace Skills planning and implementation. 

MANDATORY GRANT FORMS
Forms can be downloaded from the THETA Website: www.theta.org.za
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)

Training Committee

Organisations who employ more than 50 people, shall establish a training committee or similar forum.

The purpose of this committee is to provide a means of employee consultation with regards training and/ or development (i.e. what is needed, who will benefit etc.).  

Representation at this committee shall include management, employees (or their nominated representatives) and unions (if the environment is unionised).

Record keeping systems

It is advisable to develop a system for record keeping, for purposes of Audits, monitoring, implementation report and the companies’ records and database.

All training interventions implemented are kept and recorded (copies of invoices, attendance registers etc.).

All assessments completed (information may also be verified against information held for learners in the THETA database)

All training committee meetings record.

The WSP and Implementation Reports for references and review purposes.

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

Workplace Skills Plans

Once the Workplace Skills Plan (WSP) has been completed and submitted to THETA, the plan will be reviewed.  If the plan (WSP) is approved, the information is captured by THETA and the employer organisation will automatically qualify to receive the portion of the Workplace Skills planning grant.

When a is plan is rejected, the SDF is informed through correspondence and the rational is 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 then approved, the information is captured by THETA and the employer organisation will automatically qualify to receive the portion of the Workplace Skills Plan grant.

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 30th of July 2004.

THE WORKPLACE SKILLS PLAN = 15% OF SKILLS DEVELOPMENT LEVY

LEVIES AND GRANTS CYCLE 2003 /2004










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.

LEVIES AND GRANTS CYCLE 2004 /2005










PAYMENTS
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This is the new cycle.  THETA is currently in the process of receiving Workplace Skills Plans which must be submitted by the 30th of July 2004 and will be paid out in December 2004.

IMPLEMENTATION REPORT GRANT  = 45% OF LEVY PAID 


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

· Implementation Report to be submitted to THETA.

PAYMENT CYCLE :  Interim Implementation Report

Option1 is for organisations that choose to submit an interim report.  



OPTION 1
Deadline for submission
Paid on
Percentage paid






Annual Implementation Report
30 April 2004

(2003/ 2004)
July 2004
30% 






Workplace Skills Plan
30th July 2004

(2004 / 2005)
December 2004
15%



Interim Implementation Report
31 October 2004 
December 2004
15% 



Annual Implementation Report
30 April 2005

(2004 / 2005)
July 2005
30%

Interim Implementation Report

· The interim report for the 6-month period starting 1st April 2004 to 30th September 2004. 

· Should be handed in by the 31stof October 2004. 

· On approval by THETA this would entitle the levy payer to 15 % of the levies received by THETA.  

· The Interim implementation report grant payment will be paid out in December 2004.

· If the interim report is not received by due date, no grant will be paid to an employer in December 2004.  

· An Annual Report must be submitted for payment in July of the following year.



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

Annual Implementation Report
30th April 2004

(2003 / 2004)
July 2004
45%

Workplace Skills Plan
30th July 2004

(2004 / 2005)
December 2004 
15%



Interim Implementation Report
No submission
_
_



Annual Implementation Report
30th April 2005

(2004 / 2005)
July 2005
45%

Annual Implementation Report

· An Annual Implementation Report for the period 1st April 2004 to the 31st March 2005. 

· Should be handed in by the 30th April 2005. 

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

· The grant payment will be in July 2005.

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:

· National Qualifications unit achievements will be verified from the THETA database, and are registered with the THETA ETQA. 

· The report should reflect that a minimum of 60% of planned training has occurred.

NB:
To qualify for grants, employers must be registered with THETA and levy payments must be up to date.

· Please submit remittance advice’s / 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.

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.

How will employers know about the initiatives?

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

When will this information be available?

30 July 2004

Where will the SDF get the Discretionary Grant Application form?

THETA Website

THETA Levies and Grants Administrator – bernita@theta.org.za
WHEN?

30 July 2004
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