Skills Development Facilitator
manual.

NellyPerman- Deloitte Page 1 3/31/2008



Introduction:

The system has been designed to assist SDF’s in capturing WSP and ATR forms on
the system.

The manual will addresses capturing required forms on the Seta Management
System.

The manual will also be updated on a regular basis as and when the system is
enhanced.

The SDF will also have support from the THETA Skills Advisors and/or Theta’s IT
consultant.

Benefits of the system

The system eliminates SDF’s from filling in information manually and sending the
forms to THETA. This will also eliminate delays that the Seta has with the SDF in
terms of required information on the forms and the receivable date of the WSP and
ATR forms.

Forms will also be improved and changed on a early basis, depending on
requirements given to the SETA by the Department of Labour.
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1. Reqistration of the SDF on the system:

The SDF will go to THETA Seta’s website: www.theta.org.za.
Go to Stakeholder Logon which is situated on the top right hand corner.

|g, http: /fwww. theta.org. zaf v| 2%

Welcome to Theta ]_l - B g - [

—

SMME Providers & Programmes Assessors, Moderators B Verifiers Register with us
The Tourism, Hospitality & Sport Education & Training Authority

Graduate Development Programme

In the execution of its mandzats, THETA is providing cpportunitizs to
unemployed graduztes and students (FET/HET lezrners) to gain work
experience in varicus skills areas, Read more..

Click here to download Guidelines & Critsria
Click here te download Zpplication Farm — Employers
Click here te download Reporting Template
Click hers te download Applicaticn Form — Training Providers
[ 2008.02.08 ]

FIFA Preliminary Draw

THETA trains 2010 LOC Velunteers for the FIFA Preliminary Diraw on
Sunday 25 Movember 2007,

Click here for mers informatien,
[2007.11.22 ]

Fitbesa  ompawm

SSomaiss WEBCMT

v

The user will then be introduced to the Seta Management System home page.
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http://www.theta.org.za/

|

Logon ta: | Skillz - Current Year |

Change Password

Fegizter az a Skill: Development Facilitator
Log an iszuesenhancement Here

Provider Accreditation

This site iz best viewed in Micrazoft Intemnet Explorer B.0 with a Screen
Resolution of 1024x 768

If it’s your first time on the system and you have never used the system, you will be
required to capture your details on the system.

#

Reqizter as a
Skillz Development

You will click on the following icon Faciltator . This icon directs you to a form that
will require your personal details.

The form will require your personal details like your name, surname, ID number,
address etc. See figure 1.1 below.

The system will direct you through the forms that you will need to complete.

The second page of the form requires the user to specify which organisations will be
linked to the SDF.
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Reaqi ion of Skills Devel t Facilitator
Please refer to Annesures of Regulation 103 ta the Skills Develapment Act
[Act Mo, 97 of 1938)

Perzonal Details:

Sumname First Name Initials Title:

[For statistical purposes only)

1D Murnby
UmBer Gender Population Group Dizabled

v v |
Highest Level of Education

Current Occupation

Experience relevant to Skill: Development Facilitator

Experience

Duration of total experience in years

Cell Phone Mumber e.g. 082 555 5555
Telephane Mumber e.g. [011) 555 5555
Contact Details
Fax Nurnber e.g. [011) 555 5555
E-Mail Address
City

Figure 1.1

The form also asks the user to add in their usernames and passwords onto the form.
Please not that this does not mean that you have access onto the system yet.

This is because the Administrator at THETA will have to go through your details and
approve registration and or reject. Workflow is later discussed in the document.

Upon completion of the document a confirmation letter is generated for the user.
Please note that an employer letter stating that you are the SDF will be requested by
the Theta before approving your access on the system.

Registration of Skillz Development Facilitator
Please refer to Annexsures of Regulation 103 to the Skills Development Act

ﬂi‘é}fa [t No. 97 of 1399)

ESUSATION b TRAIIE AUTYDRTE

SDF registration was successful ...

Details:

SOF Mame: Mz, Melly Perman

1D Mumber: 8208130807086

Gender: Female

Population Group: African

Usemame: Demot Plaase stare your usemname and password in a safe place,
Passward: theta a3 pou will be required to use them when you logon to the spstem.
SETA: THETA

The user will then have a choice to copy the above document or cancel registration
and or Register an organisation.
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Print = Cancel Regizter an Organization

figure 1.3

To link yourself to an organisation you will be required to know the companies SDL
number. This acts a security measure with the concept that if an SDF knows his or
her companies SDL number, they are really working for that company. This does not
mean that you will get access to the system, just by providing the SDL number.

Reagi ion of Skills D Facilitator
Flease refer to Annesures of Regulation 103 to the Skills Developrent Act
[Act No. 97 of 1538)

Instructions:
1. &dd an organization to the list by entering the organizations S0OL Mumber and select the ADD button.
2. %'ou may remave any organisation fram the list by selecting the REMOVE ican.

3. Once you have finished adding all the arganizations to your SDF profile, click the FINISHED buttan.

gister one or more organisations

Add

# Organization Name SDL Number Registration Status Option:

There are na arganizations linked to wour profile.

MEIER
Mote: A pending lagin status indicated that the SETA needs to accept pour
registration before you are granted access to an oiganisations workplace skills plan,
Figure 1.4

To link to a company the user will select the Register an Organisation icon
demonstrated on figure 1.3. This will take you to the screen demonstrated in figure
1.4. The user will capture the SDL number of the company they will be submitting
WSP and ATR forms for, in the “register one or more organisations block.”

Added on this screen are instructions that will assist you in adding an organisation.

Once done you will select the “Finished button.”

Process after reqistration:
Once the online registration has been completed, the SDF is required to submit a

letter of appointment to the SSP Advisor. The letter of appointment should contain
the newly appointed SDF contact details and I.D. no and confirmation that they
have been appointed by the Organisation as the SDF. This letter should be signed
by either/or the M.D, Finance Director & Human Resource Director. Once this letter
has been received, the SDF registration will be approved and an automated
confirmation email message will be sent to the SDF. The SDF will now be able to
access the system.

Accessing the system:
The SDF will go onto the Seta Management system and with the username and

password that the SDF has created they will then capture it on the below figure.
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Ilzermame : |DH‘G1 |
Paszword : | |
Loganta: Skillz - Current vear W
IEnt5r|| Change Pazzword |
Figure 1.5

The SDF will select the Skills current year in the “Logon To” dropdown.

Once the SDF accesses the system they will be introduced to the following screen:
This screen is called the Skills Development Facilitator Dashboard.

Tourism,Hospitality & Sport Education & Training Authority Tuesday, March 04]
i e
SKILLS DEVELOPMENT FACILITATOR DASHEDARD
NELLY PERMAN 1 April 2007 - 31 March 2008 |%

TOOLS

1 Fieqgister or Femove an Employer.

2 Edit Skills Developrment Facilitator details.

‘Waorkplace Skillz Flans far the Year 2007 [Please click on an organisation below to access their workplace skills plan]

Organisation Mame SOL Mumber  Access Plan Grant Diue Date Imp Grant Due Date

Test Oig L030303030  Accepted Pending E/430/2007 Pending E/430/2008
Figure 1.6

Explanation of screen icons:

Home icon

&2 The change role icon- this is for people that have more than one role on the
system. It will not be a used for SDF’s as they normally have one role on the
system.

&

Log-off icon.
Help icon.

Reports icon- this functionality is not set-up for the SDF’s to use at the moment.
1 April 2007 - 31 March 2008 |»

Change

This portion of the screen- the SDF can select past years
to view the organisations that they were linked to. The user will select the WSP year
and will then select the change icon.
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WEP Year o1 April 2006 - 31 March 2007

Planning
14

T

'

'

'

'

'
_________________________ P

'

'

'

'

'

'

'

'

1 Planning
[ 0 Implemertation

Implementation

Plan:'uing Implemérrtation
* Pleaze note that thiz graph only dizplaps Accepted 'wWSP's and ATR's
The graph displays the accepted WSP’s and ATR’s that are under your name as the
SDF.

| a1 N S 1 S Y I A e T i
‘Workplace Skillz Plans for the Year 2007 [Please click on an orgamization below to access their workplace skills plan)

Organization M ame SOL Mumber  Access Flan Grant Due Date Imp Grant Due Date
Erample diss LOO0a0 1 Pending Mia M ¥R M At

Here the SDF will be able to see which organisations they are linked to. Which
organisations they have access to and the status of their WSP and ATR forms on the
system. Please note that as an SDF you may have more than one company that you
are linked to and that you may have access to. This screen will also display the
companies that are linked.

To access an organisation, select the organisation name.

Workplace Skills Planz for the Year 2007 [Please click on an organization below to access their workplace skills plan)
Organization Hame SDL Mumber  Access Plan Grant Due Date Imp Grant [iue Date
Test Organization LO00000000 — Approwved Cuery 10452007 Created B/30/2008

The approved status under the Access column gives the SDF access to the system.

Once the user has accessed the organisations database, this is the screen they will

see.

T ourism,Hospitality & Sport Education & Training Authority Tuesday, March 04/
@ e®

Crganisation InFUI Crg Contacts I SDF | ‘W3P Plan & Report I Training Cummitteel Grants & Levies | Assorciate SDF I EMP 201 I

Thiz organization iz registered with an unknown SETA.

DEPARTMENT OF LABOUR DATA Lzr&:i:[?:i;“[l;;?[i:\amy & Spoit Education & Training

Organisation Mame: Test Oig |‘eat arg

Organization Hegistration No: I:l

SDL Number: L030903030 L030909090

Possible SDL Number: l:l

Phone Number: [ lea o sasasss

Fax Number: [ leq(mnsasasss

Postal Address: Unknown [Unknown |
Unknown |Ur|an-:;n |
Unknown |Ur|anwn |
Unknown Gauteng v
Unknown 121

Physical Address: Unknown |Un|‘nc-;,-ﬂ |
Unknown |Llr|l.nc-.‘;n |
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Figure 1.7

Organisation Information Tab:
The first tab on the database is the Organisation info tab.

This screen is split into two. The left hand side gives you the information that THETA
downloads from the Department of Labour. The left hand side of the screen displays
the information called the THETA Data.

The Department of Labour data does not allow for any alterations to be done. If the
SDF notices that the information on this screen is incorrect they have to contact
Department of Labour, for them to update the organisations information on their
system.

THETA Data- side of the system, this allows the SDF to edit and capture
information. Please note that the Seta relies on the input of this information for the
most recent and updated info. This page is a mandatory page and the system will
not allow the user to access WSP and ATR forms.

Once the SDF has updated the information on the organisation information tab, the
SDF must indicate confirmation of details. By selecting the tick box.

Confirrn D etailz

*To link organisations- the process is that the SDF will need to contact the Seta
Administrators to do so.*

Org Contacts:

Drganisation InFUI Crrg Contacts I SDF I W3P Plan & Report I Training Committee I Grants & Levies I Associate SDF I EhP 201 I

ORGANISATION CONTACTS: TEST ORG - LOS0309090

If you t the isation as a Itant [ext Il SDF. it is compulsory to gpecify your direct report / the relevant person who is responsible for the HR /
ETD
function and a full-time of the isation. C I SDF s may not gpecify their contact details in this form.

Add contact person:

Title: A4 Fhone No: Postal Address:

Sumame: Fax Moz

First name: Cell Mo: City:

Initials: E-tail: Pravince: v
Designation: Postal Code:

Enter
Flease ensure that you specify a fullime employes az an organization contact if the SOF iz a consultant acting for the employer.

# Title Surmname  First name Initials  Designation Phone Ho FaxMHo CellNo E-Mail Posztal Address Options
1. D F-lbmal S DFMKADFHAK SOMF | sdifnakdfhka, JINTY@THETAORG.Z4 M X
2 M Ludick Jackie 1 1 1 1 1 ddayat@diss.co.za 1 ﬁ >
1 .
]
Gauteng
11
Figure 1.8

This screen is for SDF’s to capture people that could be a point of contact, for the
THETA Administrators. The Seta usually advice that the user captures the
organisations CEO, CFO, HR managers etc. This is for incase the Seta would like to
communicate with them. The SDF can capture as many people as they would like.

THE SDF TAB:
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On this screen the user will be able to see his registration form. The SDF can edit
and update their information on this page.

Qrganisation InFo] Ory Cortacts ] SDF

SDF Type: SOF

Parsonal Detailz:

TEST ORG
L090303090

SKILLS DEVELOPMENT FACILITATOR

] WSP Plan & Report ] Training Committee] Grarts & Levies ] Associabe SDF ] EMP 201 ]

Surname First Name Initials Title
Perman Melly MM Ms. |
[For statistical purpozes only]
1D Murnby
Hmer Gender Fopulation Group Dizabled
Invalid South African 1D Number
8208130801088 Female |+ African v i
Highest Level af Education Demo
Current Occupation Demo
Experience relevant to Skillz Development Facilitator
Ezperience
Diuration of total experience in years 0

Cell Phone Mumber (00000000 eq (182 555 BRES

Telephone Mumber 000000000 e.g. [011] 555 5555
Contact Details

Far Nurnber 0000000000 e.qg. [011] 555 5555

© hd il AdArmnn S

WSP Plan and Report tab:
Crganisation InFo] Cry Cortacts ] SDF ] WSP Plan & Report ] Training Committee] Grarts & Levies ] Associabe SDF ] EMP 201 ]
Create a new Workplace Skill: Plar: _
WORKPLACE SKILLS PLAN(S)
Year \_/
TEST ORG - L090909090 theta
- Interim - Discretionary
Workplace i Planning Grant Grant Implementation Grant Grant )
# Skillzs Plan Linked Options EbPrint Options
Year Status  Due Date A°%Pted g Sratus | Due Date Actepted Stalus

Date Date
1. 3‘1‘?\4";'[02'2%02 Mo | Pending| 30/12/1233 Incomplete Pending| 30/12/1399 Pending WSP Repott| | [ IMP Report
2 ;fﬁ;fﬁg%ug Mo | Pending| 3041241835 Incomplete Pending| 3041241359 Pending WSP Aeport| [ IMP Repart
3 3‘1’:49;'[02'2230 o No | Quey 30/08/2003 Incamplete Pending| 31/03/2004 Pending WSF Repott| | [ IMP Report
4 3‘1‘?\4";'[02'202‘505 No | Quew  30/09/2004 Incomplete Query | 30/06/2005 Pending WSP Repot| | [ 1MP Report | BTR Repot

i 5 " . . LTR Feport
5| 42005 Mo Pending 30/08/2005 Mi&  Pending 30/06/2008 Pendng  [Select] | [WSP Repot
# Skills Year Linked Grant Status Due Date A ted Impl Planning Grant Print Report Options
Date Grant

6 12l 2006 - 31 March 2007 Mo Pending 30/06/2006 [s=lect 05108 [zelectosin7 ] [ et ][ DTRReport |
7 1Apil 2007 - 31 March 2008 No Pending 30/06/2007 [select a7 [selecto7ing |

Figure 1.9

lllustrated in figure 1.9 is the screen that the SDF will get once they access the WSP
Plan and Report screen.
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Skills Year Linked Grant Status Due Date Accepted Implementation Planning Gr

Date Grant
006 - 31 March 2007 No Pending 30/09/2006 [select 8
007 - 31 March 2008 Mo Pending 30/06/2007 [electo7in
008 - 31 March 2003 Mo Pending 31/07/2008 [select 8

This section of the system is only active when there are new forms for the SDF to fill

Create a new Workplace Skillz Plan:

Tear
in.

The Print option: to print the forms that you have completed the user will click on

Print Heport Options
Print .
the con.

Accessing the forms:
To view complete the Implementation Grant forms, select the icons that are

displayed under the heading Implementation Grants. These are displayed by
Select 0506

financial year. E.g.:

Once the SDF has selected the financial year that they are looking to work on this is
the user will be shown the following screen:

TEST ORG - LOS0903090 WORKPLACE SKILLS PLAN AND IMPLEMENTATION
GRANT FORMS
1 Apiil 2008 - 31 March 2009

Customizse

Select the Customisze buttan to customize pour organizations Skill Priorities, Occupational Categories and Job Titles.

Planning Grant:- [&n approved SOF iz required before this status may be changed)  Status: | Pending w

# Farm Description Due Date Sel
1 a4 Emplayment Summary /72008 el
2 211 Broad-based E conomic Empowerment Compliance 31./7/2008 @
3 B2 Emplayees per Provicial profile /742008 Sel
4 B3 Educational Profile — 1 April 2008 3147/2008 Sel
5o Planned Beneficiaries of Training 31472008 el
B |c2 Planned Trairing - Unemployed 31/7/2008 el
7 C3 Planned ABET Training 34742008 Sel
g C4 Annual Skills Priorities from 1 April 2008 — 31 March 2003 34742008 Sel
9 s Scarce and Criical Skill 314742008 el

etionary Grant:- [#n approved planning grant iz required before t

Figure 2.0

To access the different forms the SDF will select the “select” icon per form.

The system will prompt you to complete and confirm all your Company details and
contact details before you can access the forms.
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Please note that the forms might change per year. Information requested
in the forms as well might change per year. This is dependant on the

requests from the department of Labour.

To view and complete the Planning Grant forms: the user will, select the icons that
are displayed under the heading Implementation Grants. These are displayed by

financial year. E.g.:

Select 06707

Once the SDF has selected the financial year that they are looking to work on this is
the user will be shown the following screen:

Customise

Select the Customige buttan to customize your organizations Skill Priorities, Occupational Categories and Job Titles.

Planning Grant:-

#
1.

stionary Grant:-

#d
11
B2
B3
c1
c2
3
c4
s

Farm

[An approved SDF iz required before this status may be changed]  Status:

Description

Emplayment Summary

Broad-baszed Economic Empowerment Compliance
Emplayees per Provicial profile

E ducational Profile — 1 April 2008

Planned Beneficiaries of Training

Planned Training - Unemployed

Planned ABET Training

Annual Skills Priarities from 1 Apiil 2008 — 31 March 2009

Scarce and Critical Skills

Due Date Sel
/742008 el
31/7/2008 [sel
/742008 Sel
/742008 Sel
/742008 [Gel
31472008 [Gel
314742008 Sel
/742008 Sel
/742008 Sel

[An approved planning grant is required before t

Please note that the forms might change per year. Information requested
in the forms as well might change per year. This is dependant on the

requests from the department of Labour.

Training Committee tab:

This tab the SDF will capture the details of its companies training committee.
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Crganisation InFUl Ory Contacts l SDF l ‘W3P Plan & Report: I Training Cummitteel Grants & Levies I Associate SDF I EhP 201 I

TRAINING COMMITTEE: TEST ORG - L090303030

Add training committee member:

Title: w Designation: Far Mo =

Surnarne; Fhone Mo: = E-Mait =

First name:

Initials: “Year Nat zpplicable » Ernployer Representative / Emplopes Representative:  Emploper: ® Employze: ( = Optional | Enter
# Title Sumame First name Initials Designation Phone No Year Employer/Employee Fax Ho E-Mail Options
1. Ms Dayanand | Sadhna S Tester 011 333 3333 | 2006/2007 | Employer 0113333333 | sdayanand@idi.co.za 5 >

Grants and Levies tab:

Jrganisation Infa ] | Org Contacts || soF | ['wsP Plan &Report || Training Committee || Grants & Levies || associate s0F || EmP 201 |
Test Org - LOS0305030 Grants & Levies
Fi 15 S y  Grants and Levies

(/] ®
Pleaze select a Levy Year from the comba box below.
“Wears avalable :

1 April 2007 - 31 March 2008 %

Figure 2.1

This screen allows the SDF to view their financial statement Summary and or their
Grants and Levies.

To view the financial statement summary, the SDF will select the
Financial Statement Summary

® _radio button and then select the respective financial

year.
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Drganisation InFoI Crry Contacts I SDF I WSP Plan & Repart I Training Cornmitbee I Grants & Levies I Associate SDF I ERP 201 l

Test Org
1 April 2007 - 31 March 2008 Fi ial 5 S y
SDL No :  L030303030 Urknown Unknawv
Unknovn Unknow
Urknown Unknawv
Unknovan Unknow
Phone:
Fax:
Sort by: Sort by:
@ Date @® Department of Labour D ate
O Year O Year
@] Description order
Grants Summary Levies Summary
Date Description Year Amount | Receipt Date (SARS] Scheme Year Stakeholder levy calculated [100%
0.00
LEVIES TOTAL 0.0
GRANTS TOTAL 0.00

Print Copy to Word document

Figure 2.2

Figure 2.2 displays what the SDF will be able to see. The SDF also has a choice to
either print the page or copy to a word document.

Grants and Levies

®

select the radio button and then

To view the Grant and Levies
select the respective financial year.

ourism Hospitality & Sport Education & Training Authority Tuesday. March 04|
B éE
Crrganisation Info] Org Contacts I SDF I WSP Plan & Report I Training Cormmiktes I Grarts & Levies I Associate SDF I EMP 201 I
Test Org
1 Apiil 2007 - 31 March 2008 Grant Allocation Statement
7 SDL LO30303090 Unkrow Unknown
7, Mo : Unknown Unknown
,'\)} Unknown Unknawn
Unknow Unknown
theta .
s e Phone:
Fax:
Sort by:
O Date
&) Grant type
Date Description Amount
0.00
EMPLOYER TOTAL 0.00
Print Levies

figure 2.3.

Figure 2.3 displays the grants that the company has received, the date grants
received, the description and the amount.

NellyPerman- Deloitte Page 14 3/31/2008



The SDF can then either Print the page, or view the Levies and Benefits by selecting
the icons at the bottom of the screen.

If the SDF selects the Levies, icon the system will display the following screen.

Tourism,Hospitality & Sport Education & Training Authority Tuesday, March 04,
P& ®
Organisation Info || Org Cortacts || sOF || ws Plan & Report || Training Committee || Grants & Levies || AssodatesoF || EmPam |
Test Org
1 April 2007 - 31 March 2008 Levy Statement
5DL LO30303030 Unknawn Unknown
/ No: Urknawn Unknown
\j Unknown Unknown
; } ta Urknawin Unkmowvin
et e Phone:
Fax:

Levies Received:

SARS
Total ledger
. A Stakeholder P .
Hzg?;m Hec?;ved levy calt’:‘uslaFlion by L ey ¥ D Li yp Admin Interest Penalty m[?:grh
(SARS]  THETA ""’['1"6"']‘2]9” (20z) THETA (50%) (20%) (10z) (80%) (802) intemal
(B0%) office use
anly.]
Legend:
Receipt date Date of payment to SARS
Received by THETA Date the money was received by THE TA fram the Departrent of Labour
Stakeholder levy calculated [100%) The sum of the lewy received by THETA + NSF calculation + interest + penalty
HSF calculation [20%) Levy amaunt calculated as transferred to the Mational Skills Fund by SARS [20% of total levy), done to balance pour actual payment made with
the money received by THETA.
Total received by THETA [80%) Lewvy amount received by THETA [B0% of total lewy]

Figure 2.4

Figure 2.4 displays the levy information and a breakdown of the funds that they
received from the organisation.
This screen also has a print option.

The Associate SDF tab:

This tab displays SDF’'s whom have once registered to be that specific organisations
SDF on the system. This will display the previous SDF’s status on the system and
also their status in terms of the access they have on the system. The last column

displays as well the SDF role.

Drganisation InFoI Oy Contacts I SDF I WSP Plan & Repart I Training Cormrmitkes | Grants & Levies I Associabe SDF I EMP 201 I

@ A iate a Skills Devel t Facilitator
to Test Org - LOS0909090.

</
_Theta

Regizter a new Secondary SOF

SDF Audit Trails
Skills Development Facilitatar Cortact Murber SDF Status E-bd il Link Status SDF Role ?EIE??:.;D
Perman, Mely 000000000 Accepted nperman{@dtss.co.za Accepted  |W SOF v r
Ludick. Jacqueline Accepted mdayai@dtzs co.za 2 SOF v r
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Please note that only one SDF can access the system. This means that
there can only one active SDF per organisation.
The role contract SDF has limited view un-like the main SDF.

Forms for the year 2008.

The below forms relate to the WSP forms only.

A4 | Employment summary
All | Broad-based Economic Empowerment Compliance
B2 | Employees per Provincial profile
B3 | Educational Profile
C1 | Planned Beneficiaries of Training
C2 | Planned training- Unemployed
C3 | Planned ABET training
C4 | Annual Skills Priorities form 1 April 2008- 31 March 2009
C5 | Scarce and Critical Skills

Please note that all forms are OFO aligned, this means that you will need to specify
the Occupational group and the Job title.

Employment summary

This form requires the user to capture all the employees per the occupational Group
and the Job title.
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Back to WSP

Humber of employees

DOccupational Group
Job Title

AFRICAN
M F

Add

MNumber of employees
Occupational Group

Managers

Grand Total
Grand Total [M + F)

Planning Grant
Employment Summary

COLOURED
D M F

Job Title

Sales / Marketing Manager - 131102

TEST ORG - LOS0309090
1 April 2008 - 31 March 2009

Clerical & Administratiy

Data Entry Operator

INDIAN
M F D
0 0 0
AFRICAN COLOURED |
F D M F D M
4 1] ] 0 1} il
4 o 1] 0 1] o 1]

Broad-based Economic Empowerment Compliance

The user will be requested to complete that BEE Compliance sheet.

Fleaze indicate the follawing

1. Total Annual Pagroll

2. Planned skillz development expenditure [or estimate] far the curent financial pear R

3

of payroll spend on skill: development [incl. Skills Development levy) on all Accredited Training

k4
4. % of skill: development budget spent on black emplopees

5. Mumber of leamerships as a % of total emplovees

EE I

E. Mumber of black learmers as a %of total leamers
Definitions
Filaok peqpieis as defined in the Broad-based Black Economic Empowerment &ct no. 53 of 2003, save that it is limited to S4 citizens. Black people are Africans, Coloureds and Indians who

Skt Devatynment Spancielers to investment in skills development initiatives through both external training providers and the quantifiable costs of accredited internal training programmes. |-

¥ agonasfyi iefers to leamerships as defined in the Skill: Development Act. Mo, 97 of 1988, amended in 2003,

Emplovees per Provincial profile

You will be expected to complete the staff distribution per province and the number

of branches.
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Back to WSP Planning Grant TEST ORG - L0O90909090
Mational Provincial Profile - 1 April 2008 1 Apiil 2008 - 31 March 2009

Provincial Breakdown:-

Province Humber of Employees Humber of Branct
Eastern Cape 0
Free State 0
Gauteng ]
FawaZulu-N atal 0
M pumalanga 0
Morthern Cape ]
Limpopo 0
Morth twest 0
‘western Cape ]
Total o

Educational Profile
These forms look at the different educational levels the user is required to enter a
number per description or for the relevant descriptions.

Deszcription Humber of Employees

Abet Level 1 . 1]
Abet Level 2 0
Abet Level 3 0
Abet Level 4 0
NOF 1,23 0
NOF 3.4.5 0
NOF E.7.8 0
Total o
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Planned Beneficiaries of Training

This form follows the same methodology as the Employment summary forms.

TEST ORG - LD30903090

Planning Grant
1 April 2008 - 31 March 2009

=
EZEEELE Planned Beneficiaries of Training

Humber of employees
Occupational Group Clerical & Administre

Job Title TypistiData Capiuref
AFRICAN COLOURED
M F D H F D H
o 0 0 0 0 0 0
Add
Mumber of employees
AFRICAN CC
Dccupational Group Job Title
M F D L}

Clerical & Administiative workers Tupist/Data Capturer - 532101 2 1] i} i}

2 0 0 0

Grand Total
Grand Total (M + F)

Planned training- Unemployed

This form follows the same methodology as the Employment summary forms

Organisation InFn] Ory Contacts ] Link Crganisation ] SDF ] WSP Plan & Report ] Training Cnmmittee] Grants & Levies ] Associate SDF ] Assessmerﬁs] EMP 201 ]

TEST ORG - LO90303030

Planning Grant
1 April 2008 - 31 March 2009

Back to WSP s
ackiod Planned Training - Unemployed

MHumber of employees
Occupational Group Community & Persor

Job Title Bar attendant

AFRICAN
L} F
o 0

COLOURED
D M F D M

0 0 0

Add

Planned ABET training
This form will display all Abet levels and the SDF will specify the numbers of learners

that need to be trained.

Back to WSP

Planned ABET Training
ABET Level

ABET Lewel 1
ABET Lewvel 2
ABET Lewel 3
ABET Lewvel 4

Total

Enter

Planned ABET Training
1 April 2008 - 31 March 2009

Total number to be trained
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Annual Skills Priorities form 1 April 2008- 31 March 2009

These forms the user is requested to

complete the skills priorities for the financial

year and enter the figures per NQF level.

Back to WSP

t iz compulzory to zpecify the comect South Afri Qualificati Auth

Planning Grant
Annual Skills Priorities
1 April 2008 - 31 March 2009

ity (SAQA] Identity number if an education or training priority is SAQA registered. Uszers can ve

www.saga.org.za < Registered Qualifications and Unit Standards.

Skills Priority Client Service

9|

Education and Training Priority

General 2
Up to and incl. Level 1

0 0

Scarce and Critical Skills

Beneficiaries of Training per NOF Level

3 4 5

The form requires the SDF to complete all vacancies that are difficult to fill.

Back to WSP

List existing vacancies that you are having difficulty in filling.

Planning Grant
List of Yacancies that are difficult to fill
1 April 2008 - 31 March 2009

Dccupational Group

Job Title
Number of ¥acancies

Humh

of P ial V.

NGF Level
Degree of scarcity
Province

Is this reflected in pour EE Plan? Yes {0 Mo 0

Comments

Annual Training Report

| || | =
£ <

The below forms relate to the WSP forms only

D1 | Number of actual beneficiaries of training

D2 | Number of beneficiaries who completed the training interventions

D3 | Total number of beneficiaries who completed ABET programmes

D4 | Variance report

NellyPerman- Deloitte
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D5 | Strategic skills priorities

D6 | Learning Programmes

E | General comments

Number of actual beneficiaries of training

This forms methodology is as the Employment summary report.

Implementation Grant _
Back o WP Number of actual beneficiares o 1 Aprl 2007 - 31 March 2008
training P

Humber of employees

Occupational Group

Senior officialz and

Senior Managers

Job Title
AFRICAN COLOURED
| F D M F D |
0 0 o o o 0 0
Add
Number of employees
AFRICAN
Occupational Group Job Title
M F D M
Senior officials and Managers / owner managers tiddle Managers - 2 0 1]
2 0 1}

Grand Total
Grand Total [M + F)

Number of beneficiaries who completed the training interventions

This form will require specifying the training interventions per occupational category
and Job title. The SDF will also need to specify the level of the intervention i.e. was
the intervention an intermediate level or higher level; this form will need a

classification per age group.

ANNUAL TRAINING REPORT
Back to WsP Report on Beneficiaries of Training 1 LEﬁJZUDI?TP3IiDag?Eﬂ%%%B
Delivered

Note: Kindly complete this form in order to record the beneficiaries to whom biaining was actually delivered.

Mumber of beneficiaries who completed the training interventions
Occupational Group
Type of learning programme

Entiy level

Number to be

. Intermidiate level
trained at

Advanced Level

- _ _ Number to be trained at _
Dccupational Class Job Title Learning Pi = Total| Dptions
Entry Level | Intermediate Level | Advanced Level
Professionals Human Resources Professianals test 2 1 1 4 Edit
Delete
Total 2 1 1 4

Total number of beneficiaries who completed ABET programmes

This form will display all Abet levels and the SDF will specify the numbers of learners

that have been trained.
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Actual ABET Training

Back to WSP 1 April 2007 - 31 March 2008

Actual ABET Training

ABET Level Total number trained

ABET Level1 6
ABET Level 2 7
ABET Level 3 8
ABET Level 4 9
Total 30

Variance report

Implementation Grant
Back to WSP Yariance Report TEST DRG - LOS0903030
1 April 2007 - 31 March 2008

Reason other than the reasons above: Humber of aff d employ Dptions
4000 Enter
Characters left
# | Reazon Mumber of affected employ Dptions
1. | Budgetary Constiaints 3 Enter
2. | Cashflow 0 Enter
]
g5
£ g 3. | Operational requirements 0 Enter
o
=)=
4. | Provider availabilty Q1 inadequacy 0 Enter
5. | Restiucturing 0 Enter
o« 2] B test 23| Edt  Dele
=1
£2
-
WYariance Report Total 26

This form requires the user to complete the form stating their variance and the
number of employers that are affected.

The SDF is able to state any other reasons that are not given by the Seta.

Strateaqic skills Priorities

The SDF is able to specify the total amount spent on the Skills Priorities for the
previous financial year.
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Strategic Skill Priority

Total Training Spend

Client Service

Emplayes Developrient

Infarmation Technalogy

Leqgizlative Compliance

Management and Leadership

Support and Administrative Skills

Technical Skill:

Total

Enter

Learning Programmes

Back to WSP

Learning Programmes for the Year ending 31 March 2008

Critical Strategic Skills Priority linked to
Type of Learning Programme
Mo. of learners planned

Mo. of learners completed

Add

Implementation Grant
Learning Programmes
1 April 2007 - 31 March 2008

w

¥ || More Info

TEST ORG - L0OS0909090

This form requires the SDF to specify the Critical skills and to specify the Type of
learning programmes. The SDF will need to specify the number of learners planned
and the number of learners completed.

General Comments

Back to WSP

ANNUAL TRAINING REPORT
General Comments

TEST ORG - LO90903030
1 April 2007 - 31 March 2008

General Comments

test te=t and 1 more test

Characters Left

Enter

The SDF is required to add any comments, this is in terms of any aspect of the WSP
and ATR forms and the SDF is required to add the form number where the comment

refers to.
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NOTES
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