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ABOUT THE ANNUAL TRAINING REPORT
The Workplace Skills Plan (WSP) and the Annual Training Report (ATR) are central to the establishment of a demand-led skills development system, which is responsive to the economic and social needs of South Africa. The ATR allows employers to monitor the achievement of skills priorities and skills development objectives as outlined in the WSP. Where there are differences between the WSP and the ATR, the ATR provides employers and Skills Development Facilitator’s (SDFs) with an opportunity to analyse reasons for non-completion of planned training. The ATR will be used by Fasset, the Sector Education and Training Authority (Seta) for Finance, Accounting, Management Consulting and Other Financial Services:
· to identify imbalances in the supply of, and demand for, skilled labour in the sector,
· to assist government in the development and review of the National Skills Development Strategy (NSDS),
· in the assessment of training capacity and training investment so as to ensure the sound allocation of resources, and
· in the disbursement of levy funds, to eligible employers, through the Levy Grant System.
CONFIDENTIALITY
Fasset recognises the need for absolute discretion with respect to information requested in the WSP and the ATR. Employers have the assurance that all information that is received will be treated with the strictest confidence. Information received in the grant applications will be aggregated for the purposes of the Sector Skills Plan (SSP), research and strategic directives.
GRANT AMOUNT
The ATR is fixed as a percentage of levies paid by an employer. An employer who makes an application on time and in the proper manner will receive 45% of the total of levies paid in 2004/5 financial year. The deadline for submission of the ATR has been extended to 30 June 2005 from 31 May 2005. Employers who have submitted and received approval for the Interim Training Report (ITR) in November 2004 are entitled, after approval of the application, to the remaining 50% of the 45% ATR grant (50% would already have been paid out in respect of the ITR).
ATR CRITERIA FOR ACCEPTANCE
The following criteria apply to the ATR grant application:
· The organisation is registered with Fasset and the levy contributions are up-to-date.
· The organisation has been approved, and is eligible for the WSP grant. This includes the registration of a Skills Development Facilitator (SDF) and the approval of a WSP.
· The ATR has been completed correctly and submitted in Fasset’s required format.
· The ATR is signed off in accordance with Fasset requirements.
· The application must reach Fasset by close of business on 30 June 2005.
· The ATR must first be approved by Fasset before any grant payments are made.
· Grant payments will be made at the end of September 2005, or according to the Fasset grant disbursement schedule (available on website).
· An employer who makes an application on time and in the proper format will be paid 50% of a maximum of levies received at the time of grant payment (i.e. legislated as 45% of total levies paid over to the Seta, 15% would have been paid for the WSP).
The following is to be noted:
· Include your SDL number on each page of the grant application.
· Please ensure that each page of the grant application form is signed by the SDF and the relevant Authorised Signatory. Names may not be typed in this space: names must be hand written in full. Kindly ensure that all sections fully completed.
· If a section or page is not applicable to your organisation, please clearly mark that section not applicable (NA) and draw a line through the section.
· Please retain a copy of this grant application for your own record.
· Requests for extension of the grant deadline must be addressed to Fasset in writing, using the correct form (available on the Fasset website), before or on the deadline date of grant application deadline date of 30 June 2005.
· This application form must be used in conjunction with the comprehensive ATR Guidelines document which is available on the Fasset website.
SECTIONS OF THE FORM
The ATR application form is in the following order:
· Particulars about the organisation
· B1: Education and Training Interventions Delivered (1 April 2004 - 31 March 2005)
· B2: Report on Training Provided to Beneficiaries (1 April 2004 - 31 March 2005)
· B3: Employed Workers in Structured Programmes Leading Towards NQF 1 (ABET) (1 April 2004 - 31 March 2005)
· B4: Report on Education and Training Interventions Provided (1 April 2004 - 31 March 2005)
· B5: Variance Report (1 April 2004 - 31 March 2005)
· B6: Training Spend Report (1 April 2004 - 31 March 2005)
· B7: Development and Consultative Process (1 April 2004 - 31 March 2005)
· B8: Training Committee
· B9: Staff Turnover
· B10: Confirmation of Accuracy
· B11: Banking Details
· Schedule 1: Criteria for Appointing Skills Development Facilitators and Consultants.
· Schedule 2: Definitions of Occupational Groups
ASSISTANCE IN COMPLETING THE FORM
Should you require assistance in completing this form contact Fasset:
Phone: (011) 476-8570 | Fax: (011) 476-5756
Call Centre: 086 101 0001
Web site: http://www.fasset.org.za

PARTICULARS ABOUT THE ORGANISATION
This table relates to the name of the organisation, the SDL number of the organisation/s, and details of establishments linked to the ‘main’ SDL number. In these circumstances, Fasset will consider requests from employers to 'link' SDL numbers. The relevant form for linking requests is available on the Fasset website.
The designated SDL number is referred to as the Parent SDL (normally the main SDL number, or the SDL number that the employer wishes to retain as the main number in the future). SDL numbers that are linked to the Parent SDL are referred to as Child SDL numbers. In this section of the application form, SDL numbers of the Parent and Child SDL must be quoted and specified. The information about the main and linked establishments enables the Seta to facilitate the correct grant payment against levies received from more than one establishment. Please refer to the Fasset website for more information in this regard.
Provision is also made for the date of submission. Please fill in the date the application form was submitted to the Seta.
B1
EDUCATION AND TRAINING INTERVENTIONS DELIVERED (1 APRIL 2004 – 31 MARCH 2005)
This table relates to the training planned in section A5 of the WSP for the period 1 April 2004 to 31 March 2005 and refers to training undertaken during this period.
The skills priorities that have been identified in the Finance, Accounting, Management Consulting and Other Financial Services Sector for planning training in the WSP grant were:
1. Information Technology (e.g. software package training, MS Office Suite, network engineers, IT support services, hardware training, internet based solutions training).
2. Management and Leadership (e.g. supervisor training, emotional intelligence, MBA, teamwork skills training, diversity management training).
3. Client Service (e.g. call centre training, key account management, front office and reception duty training, telephone etiquette).
4. Specialist Financial (e.g. GAAP Update, Income Tax Update, credit control).
5. Support & Administrative Skills (e.g. payroll administration, transactions processing).
You may have included additional skills priorities in your WSP. Please report against these. If you have developed additional skills priorities subsequent to the submission of the WSP, please report against these. Do not feel restricted to the priorities listed above; include other priorities to suit the needs of your own organisation. For example, if your organisation has a skills priority to train staff in courses related to the skills priority of Research, please specify this. If you have determined that Life Skills (time management, Adult Basic Education and Training (ABET), AIDS Awareness etc…) is a skills priority in your organisation, please indicate this. Add as much detail as you deem necessary.
This table requires that you enter the number of education and training interventions attended per skills priority. Do not enter the number of beneficiaries that received training. For example, if 7 employees attended a Management Course, this course would be counted once towards the education/training intervention in the skills priority Management and Leadership. Should you organisation have trained 7 employees in Accounting I, and 12 employees in Accounting III, these courses would be counted twice towards the training/education intervention in the skills priority Specialist Financial. An example is provided in the table in this section.
You may report against interventions that include the following methods of learning delivery:

· Computer-based media of instruction
· Conferences 
· CPE seminars
· Diplomas by sector-specific centres (e.g. professional bodies)
· Distance education programmes, incl. web-based training
· Guest lectures
· In-house courses
· Internships (structured)
· Mentoring schemes
· On-the-job training schemes
· Learnerships
· Private external training provider courses
· Short courses
· Trainee and introductory programmes, e.g. rob rotation
· Universities, technikons or private providers courses
· Workshops

Please indicate whether the education and training intervention has been registered with the South African Qualifications Authority (SAQA) and where applicable, provide the SAQA ID number. The National Qualifications Framework is divided into eight bands and levels. These levels serve as guidelines only. The final alignment of existing education and training interventions may differ. Should you require more information, please contact Fasset.
	BAND
	LEVEL
	EDUCATION & TRAINING INTERVENTION

	GET
General education and training
	1
	ABET Level 4/ Grade 9
National certificates

	FET
Further education and training
	2
	National certificates

	
	3
	

	
	4
	

	HET
Higher education and training
	5
	National diplomas 
National certificates

	
	6
	National first degrees 
Higher diplomas

	
	7
	Professional qualifications 
Honours degrees

	
	8
	Post-doctoral research degrees 
Doctorates 
Masters degrees

	Unknown
	
	If you do not know at what level to estimate the education or training.



The contents are used for explanatory purposes only.
	Skills Priority
#
	Education and Training Intervention Delivered
(corresponding to Skills Priority)
	Level of education and training – Number of education/training interventions (NQF Levels)
	
	
	

	
	
	General
Up to and incl. Level 1
	Further
	Higher
	Unknown
	SAQA Registered?

	
	
	
	2
	3
	4
	5
	6
	7
	8
	
	Yes/
No
	If yes, provide SAQA ID number

	#2
	Management and Leadership
· Diversity management training (in-house)
	
	
	
	
	
	
	
	
	1
	No
	

	#3
	Client Service
· Call centre training (short course)
	
	
	
	
	
	
	
	
	1
	No
	

	#4
	Specialist Financial
· Income Tax Update (SAICA)
· Commercial and Financial Accountant (CFA): Public Practice (learnership code: 01/Q000008/00/480/6)
· Chartered Management Accountant (CIMA) (learnership code: 01/Q010012/00/930/7)
	
	
	
	
	
	1
	2
	
	
	Yes
	TAX 2934
TAX 4785
20391

	#6
	Life Skills
· ABET (private provider)
· Time Management (workshop)
	
	1
	
	
	
	
	
	
	1
	Yes
	ABET4326
ABET4589

	#7
	Human Resources
· Industrial Relations (Diploma at External Provider)
	
	
	
	
	1
	
	
	
	
	No
	


B2
REPORT ON TRAINING PROVIDED TO BENEFICIARIES (1 APRIL 2004 – 31 MARCH 2005)
This table corresponds to section A6 of the WSP for the period 1 April 2004 to 31 March 2005. It indicates how many people were trained in the organisation during the course of the year. The table identifies those beneficiaries who participated in the learning interventions described in section B1. Please indicate the number of beneficiaries (including their profile) who received training and NOT the number of programmes run during the year. Each person who has received training must be counted once only. Please note that trainee accounting and auditing clerks fall into the Technicians & Associated Professionals category.
	FIELD
	EXPLANATION

	Occupational Group
	This has been broken down into broad categories along SOC Codes. It is recommended that you use the document appearing in Schedule 2. 

	African M/F/D
	This is the total number of Africans currently employed in your organisation in the broad occupational categories (SOC codes) split along population group, gender and disabled demarcations.

	Coloured M/F/D
	This is the total number of Coloureds currently employed in your organisation in the broad occupational categories (SOC codes) split along population group, gender and disabled demarcations.

	Indian/Asian M/F/D
	This is the total number of Indians/Asians currently employed in your organisation in the broad occupational categories (SOC codes) split along population group, gender and disabled demarcations.

	White M/F/D
	This is the total number of Whites currently employed in your organisation in the broad occupational categories (SOC codes) split along population group, gender and disabled demarcations.

	Total M/F/D
	This is the total number of male, female and disabled persons employed in your organisation in the broad occupational categories (SOC codes).

	Total
	Please ensure that the totals in the columns match.


For purposes of completing the disabled column, disabled persons are in the first instance categorised along race and gender lines and then again as disabled. Please note that the table below describes 7 Africans employed that include 2 disabled persons. The Employment Equity Act of 1998 defines people with disabilities as ‘people who have a long term or recurring physical or mental impairment that substantially limits their prospects of entry into or advancement in employment’. Physical impairments include hearing and visual impairments, paralysis, amputations and problems with internal organs. Mental impairment includes clinically defined mental and emotional illnesses and learning disabilities.
	African
	Coloured
	Indian/Asian
	White
	Total

	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D

	4
	3
	2
	
	
	
	
	
	
	
	
	
	4
	3
	2


B3
EMPLOYED WORKERS IN STRUCTURED PROGRAMMES LEADING TOWARDS NQF 1 (ABET) (1 APRIL 2004 – 31 MARCH 
                    2005)
Please indicate the number of employees listed in the occupational profile who have embarked on NQF level 1 structured learning programmes. Structured learning is any learning reported in the WSP, or embarked upon thereafter for various reasons. The number of participants and their completion of the training should be broken down by gender and population group. The total column is the sum of all participants or completions, including disabled persons. The latter should also be listed separately in the last two columns. If training is not based on SAQA registered unit standards, the equivalent of an NQF level should be included. Adult Basic Education and Training (‘ABET’) is defined as an education and training intervention towards the attainment of Grade 9/Std 7/Form 2/NQF level 1/ABET level 4 (registered on the NQF). Examples of such interventions include, literacy and numeracy programmes.
	BAND
	NQF
	EDUCATION AND TRAINING INTERVENTION

	GET
General education and training
	1
	Qualification Unknown/None/No schooling

	
	
	Grade 0

	
	
	Grade 1/Sub A

	
	
	Grade 2/Sub B

	
	
	Grade 3/Std 1/ABET 1

	
	
	Grade 4/Std 2

	
	
	Grade 5/Std 3/ABET 2

	
	
	Grade 6/Std 4

	
	
	Grade 7/Std 5/ABET 3

	
	
	Grade 8/Std 6/Form 1

	
	
	Grade 9/Std 7/Form 2/ABET 4


B4
REPORT ON EDUCATION AND TRAINING INTERVENTIONS PROVIDED (1 APRIL 2004 – 31 MARCH 2005)
This table corresponds to section A7 of the WSP for the period 1 April 2004 to 31 March 2005: it indicates how much training was conducted in the organisation during the year. Please list the education and training interventions e.g. GAAP Update, and link these to skills priorities e.g. #4 Specialist Financial, and beneficiaries of that education and training interventions. You must capture the number of programmes run during the year by the number of beneficiaries. Employees may complete more than one training intervention: they may also complete the same intervention more than once. Double-counting of beneficiaries of training is permitted in this section. Compare this report back to the WSP to determine the difference (variance) between training planned and training implemented. If completing this form electronically, please add rows to the table as per education and training Intervention. Trainee accounting and auditing clerks fall into the Technicians & Associated Professionals category. 
	FIELD
	EXPLANATION

	Skills Priority
	These are listed for you above. However, if you have other strategic priorities that fall outside the scope of what is identified, please list them 

	Education and Training Intervention
	This should be drawn from section A7 of your WSP and aligned to the Skills Priority. e.g. #4 Specialist Financial

	Status
	Please refer back to your WSP and determine whether training planned was implemented according to the training planned. Please include additional training undertaken not planned for in the WSP.


For example, the following employees were trained in 2004/5 (compare this back to your intended training in your WSP and note the skills priority area).
· 2 Partners on a Income Tax Update (1 A/M, 1 W/F/D) (Legislators, Senior Officials, Managers & Owner Managers)
· 5 Accountants on a Practice Management course (2 A/M, 1 C/F/D, 1 W/M, 1 W/F) (Professionals)
· 2 Stockbrokers on a Certified Financial Analyst (CFA) Course (1 A/F, 1 C/M) (Professionals)
· 6 Secretaries on a MS Outlook Basic (1 A/M, 4 A/F, 1 W/F) (Clerks & Administrative Workers)
· 1 Cleaner on an ABET (1 C/F) – entered as a new skills priority # 6 ABET Adult Basic Education and Training (Labourers & Elementary Occupations)
	
	
	
	
	Number of beneficiaries per population group

	
	
	
	
	African
	Coloured
	Indian/Asian
	White
	Total

	Occupational Group
	Skills Priority #
	Education and Training Intervention
	Status
	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D

	Legislators, Senior Officials, Managers & Owner Managers
	#4
	Income Tax Update
	Planned as per WSP
	1
	
	
	
	
	
	
	
	
	
	
	
	1
	
	

	
	
	
	Completed
	1
	
	
	
	
	
	
	
	
	
	1
	1
	1
	1
	1

	Professionals
	#2
	Practice Management
	Planned as per WSP
	2
	
	
	1
	1
	
	
	
	
	2
	1
	
	5
	2
	

	
	
	
	Completed
	2
	
	
	
	1
	
	
	
	
	1
	1
	
	3
	2
	

	
	#4
	Certified Financial Analyst
	Planned as per WSP
	1
	
	
	1
	
	
	
	
	
	
	
	
	2
	
	

	
	
	
	Completed
	1
	
	
	1
	
	
	
	
	
	
	
	
	2
	
	

	Clerks & Administrative Workers
	#1
	MS Outlook Basic
	Planned as per WSP
	1
	5
	
	
	
	
	
	
	
	
	2
	
	1
	7
	

	
	
	
	Completed
	1
	4
	
	
	
	
	
	
	
	
	1
	
	1
	5
	

	Labourers & Elementary Occupations
	#6
	ABET
	Planned as per WSP
	
	1
	
	
	1
	
	
	
	
	
	
	
	
	1
	

	
	
	
	Completed
	
	1
	
	
	
	
	
	
	
	
	
	
	
	1
	


B5
VARIANCE REPORT
This table aligns the training planned in section A6 of the WSP for the period 1 April 2004 to 31 March 2005 with training undertaken over the course of the year. The ATR reports against what you aimed to achieve in the WSP. The report only needs to be completed with respect to planned training targets that are not being met. In order to better assist the sector to achieve skills development targets and objectives, Fasset will monitor the difference/variance between training planned and training implemented.
A number of reasons for variance have been suggested. Please feel free to add additional reasons in the space provided. When completing this table, please include only those employees who did not receive training. For example, you may have intended to send 15 employees on an Income Tax Update course, but due to restructuring only 12 employees participated in the intervention. When reporting this on the table, you would enter 3 (variance between 15 intended to be trained and 12 actually trained) in the block corresponding to the reason ‘Restructuring’. 
Possible reasons for a variance between the WSP and the ATR are:
· Restructuring
This may include mergers, acquisitions, downsizing, work re-organisation, etc
· Provider availability or inadequacy
The training provider may not have been available for required training, or the providers available were deemed inadequate, etc …
· Budgetary constraints
The budget for education and training may have been reduced hence limiting the education and training opportunities available to learners
· Operational requirements
Constraints or additional requirements: The strategic focus of the organisation may have shifted, or new technology introduced, for example, which may have placed extra demands of education and training, or for that matter fewer demands.
· Course duration exceeds training period of 1 April 2004 to 31 March 2005
Should the training course run over the training period specified, for example, a BCom course may extend over a 3-year period.
If applicable, provide additional reasons. 
B6
TRAINING SPEND REPORT
You are required to report on the actual expenditure on skills development, as well as the percentage split of training expenditure between the strategic skills priorities. You will be required to use the information provided in B4. By aggregating training interventions into skills priority areas, it is possible to calculate the total cost of these interventions, and the total spend on training.
A whole range of cost factors may arise, whether accomplished in-house or contracted out to an external consultant or provider both public and private. These cost factors could include:
· development of curriculum and learning programmes
· development of learning materials, books, notes, copyright/licensing fees
· train the trainers, payment of lecturers, facilitators and permanent training staff
· costs of running or hire of training facilities
· costs of conducting seminars, workshops, lectures, etc.
· tuition fees or course fees, registration/accreditation/examination costs
· bursaries, accommodation/per diem/travel reimbursements/relocation costs to learners
· company skills audits/training needs analysis, and costs of monitoring, reporting, evaluation of company of training interventions
· these costs include VAT.
The total amount of expenditure does not include:
· the salaries paid to learners, for the time these learners spent on education and training
· lost person work-days (leave for learners) and temporary replacement staff costs (or wages of learners)
· fixed building or equipment costs (which are not to be amortised)
B7
DEVELOPMENT AND CONSULTATIVE PROCESS
1. What process was used to develop the report on the ATR?
Please tick the appropriate box on the form. Some options have been provided. You may provide additional explanations. For example, you may consult with your employees on their training implementation via a staff meeting process, or as part of your performance appraisal system. Some evidence of this process of inclusion may be included, such as the committee meeting minutes.
2. Did the ATR assist in achieving the organisation’s Employment Equity Plan goals?
Please tick the appropriate box on the form. Some options have been provided, however, you may provide your own description.
The comments may include how the skills development strategy contributed to the attainment of employment equity goals, and how the planning processes may be aligned and holistic.
3. Did the Skills Development Committee review the ATR (if applicable)? If not, what arrangements were made to ensure that worker representatives had an opportunity to comment on the report?
It is incumbent on the SDF to ensure that all levels of the organisation are represented in the Skills Development Committee. It is important that employees are consulted about the person designated as the SDF, the WSP and the report on the ATR. It is recommended that organisations with more than 50 employees establish a Training or Skills Development Committee. This committee should reflect employee interests from all occupational categories.
4. Do you have difficulty planning employment equity and affirmative action in your organisation? Please describe your aims and challenges, if applicable, in this regard.
The reasons may differ from organisation to organisation. For example, implementing Employment Equity may be far easier to achieve in a Call Centre environment in terms of appointing the disabled, than may be the case in a consulting environment where the consultant may need to be mobile.
5. Please identify the areas in which you have experienced skills gaps.
Skills gaps occur when the deficiencies in the skills of your current staff inhibit optimal functioning. For example, IT may have changed the way in which work is traditionally done. Some of the workforce for example, may lack the requisite IT skills.
6. If you have identified more than one skills gap, clearly indicate possible reasons for each skills gap as the reasons for skills gaps may differ.
Skills gaps may occur for a number of reasons and the reasons for particular skills gaps may differ from one another. For example, skills needs may have changed: these may not have been addressed by training. Alternatively, there may be a shortage of skills as a result of a skills flight (emigration), access to a particular sector may have been difficult in the past: as a result, insufficient numbers of individuals may have been trained for a particular discipline.
	B8
TRAINING COMMITTEE


It is recommended that organisations that employ 50 or more employees establish a Training/Skills Development Committee. This committee should reflect the interests of employees from all occupational categories. Sufficiently representative trade unions should be invited to participate.
	FIELD
	EXPLANATION

	Title
	Please enter information as requested.

	Surname
	

	Initials
	

	Representation/Designation
	The committee member’s designation (i.e. employer/employee) and their job title or occupational group, for example Professional: Human Resources Manager.

	Method of Appointment to Committee
	This refers to the method/process whereby committee member was appointed to the committee. For example, by management, through union channels, by other committee structures (such as Employment Equity), by a staff association, by employer appointment, by voting process etc …

	Contact Number
	Optional

	e-mail address
	Optional


	B9
STAFF TURNOVER


This section of the form provides information about the number of employees on 1 April 2004 and the number of employees on 31 March 2005. The difference between the two totals reflects how many employees have left the organisation (however this figure may be greater than the difference between the two totals, especially if staff have joined and left the organisation within the same year). For example, a Call Centre may have 50 posts for Call Centre operators at any moment in time. Staff turnover may be very high in this industry, so the actual number of people who have joined and left the organisation may exceed 50 people in total).
	B10
CONFIRMATION OF ACCURACY


This section of the form requires details pertaining to the SDF appointed to the organisation applying for a grant and the Authorised Signatory. If the SDF is not registered with Fasset, please ensure that the correct documentation is completed and submitted. This needs to be done before the ATR application form can be approved.
The functions to be performed by a SDF are to:
· assist the employer and employees to develop the WSP
· advise the employer and employees on the implementation of the WSP
· assist the employer to draft the annual report on the implementation of the WSP
· advise the employer of any quality standards set by the Seta
· act as a contact person between the employer and the Seta, and
· serve as a resource with regard to all aspects of skills development in the organisation.
If a SDF leaves the organisation, or ceases to perform this function, the employer should designate another SDF. Fasset needs to be informed of such a development. The change of SDF form is available on Fasset’s website (www.fasset.org.za).
This authorisation section of B10 indicates that consultation has occurred between the employer and employees through the Skills Development Committee/Training Committee, if applicable. This form serves as proof of training undertaken and certifies the accuracy of the ATR. 
Fasset reserves the right to independently verify information. Fasset may call for evidence of training undertaken. Employers should ensure that training records are retained. They should also ensure that levy payments to the Commissioner of the South African Revenue Services are up-to-date. 
Where applicable, the authorised signatory and the SDF take responsibility for the ATR on behalf of each form for each subsidiary in the group. This Authorised Signatory person may include a CEO, Managing Director, Managing Partner, Financial Director, etc … The Authorised Signatory and the SDF signatory are responsible for authenticating the content of the document: they represent the organisation in this verification process. The responsibility for the correctness of this document rests with the employer. 
Fasset must receive the signed document. The SDL number must be indicated on each page of the grant application and each page must be initialed by the SDF and the authorised signatory.
	B11
BANKING DETAILS


Only complete this section if your banking details have changed since the last grant submission. Organisations completing a consolidated grant submission must complete a separate organisation and banking details form for each SDL number where banking details differ.
In order to confirm the banking details provided at least one of the following is required:
· Copy of company cheque
· Original cancelled cheque
· Letter from the bank confirming banking details
Employers must provide Fasset with the full name (first name and surname), job title, identity number and signature (including date of signature) of the person confirming the banking details and authorising payment to the banking details provided. This person must be authorised to bind the organisation.
	SCHEDULE 1: CRITERIA FOR APPOINTING SKILLS DEVELOPMENT FACILITATORS & CONSULTATION


1. Appointment of Skills Development Facilitator
(1) Every employer must appoint an employee or any other person who is formally contracted to the employer as a Skills Development Facilitator.
(2) Employees with fewer than 50 employees or with a sales turnover less than that specified in Schedule 4 to the Employment Equity Act, 1998 (Act 55 of 1998) may jointly appoint a Skills Development Facilitator.
(3) The employer must submit to the Seta the name and contact details of the person who is to serve as Skills Development Facilitator for the financial year on or before 1 April of each year.
(4) If the Skills Development Facilitator leaves the employer’s service, the employer must forthwith:
(a) appoint a new Skills Development Facilitator; and
(b) submit the name and contact details of the new facilitator to the Seta
(5) A Seta may publish criteria for the appointment of Skills Development Facilitators.
2. Functions to be performed by the Skills Development Facilitator
(1) The functions of a Skills Development Facilitator are to:
a. assist the employer and employees to develop a Workplace Skills Plan which complies with the requirements of the Seta;
b. submit the Workplace Skills Plan to the relevant Seta;
c. advise the employer on the implementation of the Workplace Skills Plan;
d. assist the employer to draft an annual training report on the implementation of the Workplace Skills Plan which complies with the Setas requirements;
e. advise the employer on the quality assurance requirements set by the Seta;
f. act as a contact person between the employer and the sector Seta; and
g. serve as a resource with regard to all aspects of skills development.
(2) The employer must provide the Skills Development Facilitator with the resources, facilities and training necessary to perform the functions set out in sub-item (1).
3. Consultation with employees
(1) An employer with more than 50 employees must take reasonable steps to consult and attempt to reach agreement on the appointment of a Skills Development Facilitator, the Workplace Skills Plan and the report on the implementation of the Workplace Skills Plan:
(a) with a representative trade union representing members at the workplace and its employees or representatives nominated by them; or
(b) if no representative trade union represents members at the workplace, with its employees or representatives nominated by them.
(2) The employees or their nominated representative with whom an employer consults in terms of sub-item (1), taken as a whole, must reflect the interests of employees from across all occupational categories and levels of the employer’s workforce.
(3) Sub-items (1) and (2) do not apply if an employer and a registered trade union have concluded a collective agreement in terms of section 86(1) of the Labour Relations Act, conferring joint decision-making on a workplace forum in respect of the matters contemplated by sub-item (1).
	SCHEDULE 2: DEFINITIONS OF OCCUPATIONAL GROUPS


Legislators, Senior Officials, Managers & Owner Managers (Major Group 1)
Legislators, senior officials and managers who determine, formulate, plan, direct or advise on government policies, as well as those of special-interest organisations, formulate laws, public rules and regulations, represent governments and act on their behalf, oversee the interpretation and implementation of government policies and legislation, or plan, direct, and coordinate the policies and activities of enterprises or organisations, or their internal departments or sections. Supervision of other workers may be included.
In some instances where specific professional, technical or operational skills and knowledge may be required of workers at legislative, administrative or managerial level, it may be difficult to decide whether a particular job belongs in this or another major group. In such cases, additional information on the main tasks of the job in question is essential. If the main tasks require the operational application of specific professional knowledge or a particular technical skill, then the job belongs in a different major group. If, however, professional knowledge or technical skill serves only as a basis for legislative, administrative or managerial tasks, then the job belongs in this major group. For example, if one of the main tasks is to allocate research and development funds on the basis of financial knowledge, then the job belongs in this major group.
Examples include: Executive Managers (CEO, Country Managing Partner), Senior Managers (Managing Director, Senior Partner, Partner, Senior Manager), Middle Managers Manager.
Professionals (Major Group 2)
People who possess a high level of professional knowledge and experience in a field of physical and life sciences or the social sciences and humanities. Professionals increase the existing stock of knowledge, apply scientific or artistic concepts and theories, teach about the foregoing in a systematic manner, or engage in any combination of these three activities. 
Tasks performed by professionals usually include: conducting analysis and research, and developing concepts, theories and operational methods, and advising on or applying existing knowledge related to physical sciences including mathematics, engineering and technology, and to life sciences including the medical profession, as well as to social sciences and humanities; teaching the theory and practice of one or more disciplines at different educational levels; teaching and educating handicapped persons; providing various business, legal and social services; creating and performing works of art; providing spiritual guidance; preparing scientific papers and reports. Supervision of other workers may be included. Depending on the specific tasks and degree of responsibility in executing them, as well as on the national educational and training requirements, it might be appropriate to classify some of the occupations that are identified here into Major Group 3, Technicians and Associate Professionals. Such like cases are to be found in particular among teaching occupations, nursing occupations and social services occupations.
Examples include: Financial and Accounting Professionals, Information Management and Analysis Professionals, Human Resources Professionals, Legal Professionals, Operations Management Professionals and Economists, Sales and Marketing Professionals, Computer Programmers, IT Technicians, Accountants, Payroll Manager, Teaching Professionals, Management Consultants, Attorneys.
Technicians & Associated Professionals (Major Group 3)
People who possess technical knowledge and experience in a field of the physical and life sciences or the social sciences and humanities. Technicians and associate professionals perform mostly technical and related tasks connected with research and the application of scientific or artistic concepts and operational methods, and government or business regulations, and teach at certain educational levels.
Tasks performed by technicians and associate professionals usually include: undertaking and carrying out technical work connected with research and the application of concepts and operational methods in the fields of physical sciences including engineering and technology, life sciences including the medical profession, and social sciences and humanities. Tasks also include: teaching children at primary and pre primary levels; teaching and educating handicapped persons; initiating and carrying out various technical services related to trade, finance, administration, including administration of a number of government laws and regulations, and to social work; providing artistic and sports entertainment; executing some religious tasks. Supervision of other workers may be included. Technicians and associate professionals may receive guidance from senior government officials, Managers or Professionals. It should be noted that, depending on the specific tasks and degree of responsibility in executing them, as well as on the national educational and training requirements, it might be appropriate to classify some of the occupations that are identified here into Major Group 2, Professionals. Examples are to be found in particular among teaching occupations, nursing occupations and social services occupations.
Examples include: Associate Accounting and Financial Professionals, Associate Financial and Accounting Professionals, Associate Information Management and Analysis Professionals, Associate Human Resources, Associate Legal Professionals, Associate Operations Management Professionals and Economists, Associate Sales and Marketing Professionals , Associate Engineering and Technology Professionals, Articled Clerks, Trainee Account/Audit clerks.
Clerks & Administrative Workers (Major Group 4)
Clerks record, organise, store, compute and retrieve information related to the work in question, and perform a number of clerical duties especially in connection with money-handling operations, travel arrangements, requests for information, and appointments.
Tasks performed by clerks usually include: stenography, typing, and operating word processors and other office machines; entering data into computers; carrying out secretarial duties; recording and computing numerical data; keeping records relating to stocks, production and transport; keeping records relating to passenger and freight transport; carrying out clerical duties in libraries; filing documents; carrying out duties in connection with mail services; preparing and checking material for printing; writing on behalf of illiterate persons; performing money-handling operations; dealing with travel arrangements; supplying information requested by clients and making appointments; operating a telephone switchboard. Supervision of other workers may be included.
Examples include: Bookkeepers, Data Capture Clerks, Accounts Clerks, Tax clerks, Secretarial staff and typists, Receptionists, Cashiers/Tellers, Switchboard Operators, Administrative Assistants, Administrative Clerks, Filing Clerks, Post room Clerks, Printing Assistants.
Service & Sales Workers (Major Group 5)
Service workers and shop and market sales workers provide personal and protective services related to travel, housekeeping, catering, personal care, or protection against fire and unlawful acts, or they pose as models for artistic creation and display, or demonstrate and sell goods in wholesale or retail shops and similar establishments, as well as at stalls and on markets.
Tasks performed by service workers and shop and market sales workers usually include: organisation and provision of services during travel; housekeeping; preparation and serving of food and beverages; child care; rudimentary nursing and related care at homes or in institutions; personal care, such as hairdressing or beauty treatment; companionship; astrology and fortune-telling; embalming; funeral arrangements; protection of individuals and property against fire and unlawful acts and enforcement of law and order; posing as models for advertising, artistic creation and display of goods; selling goods in wholesale or retail establishments, as well as at stalls and on markets; demonstrating goods to potential customers. Supervision of other workers may be included.
Examples include: Service Workers, Shop and Market Sales workers, Delivery Workers, Cleaning Workers, Security Worker, Technical and Maintenance workers, Shop Attendants, ‘Tea ladies’, Retail Sales Workers.
Skilled Agricultural & Fishery Workers (Major Group 6)
Skilled agricultural and fishery workers grow and harvest field or tree and shrub crops, gather wild fruits and plants, breed, tend or hunt animals, produce a variety of animal husbandry products, cultivate, conserve and exploit forests, breed or catch fish and cultivate or gather other forms of aquatic life in order to provide food, shelter and income for themselves and their households.
Tasks performed by skilled agricultural and fishery workers usually include: preparing the soil; sowing, planting, spraying, fertilising and harvesting field crops; growing fruit and other tree and shrub crops; growing garden vegetables and horticultural products; gathering wild fruits and plants; breeding, raising, tending or hunting animals mainly to obtain meat, milk, hair, fur, skin, sericultural, apiarian or other products; cultivating, conserving and exploiting forests; breeding or catching fish; cultivating or gathering other forms of aquatic life; storing and carrying out some basic processing of their produce; selling their products to purchasers, marketing organisations or at markets. Supervision of other workers may be included.
Examples include: Farmers, Crop Growers, Fishermen, Horticulturists, Forestry Workers etc.
Skilled Workers, Craft & Related Trades (Major Group 7)
Craft and related workers apply their specific knowledge and skills in the fields of mining and construction, form metal, erect metal structures, set machine tools, or make, fit, maintain and repair machinery, equipment or tools, carry out printing work as well as produce or process foodstuffs, textiles, or wooden, metal and other articles, including handicraft goods.
The work is carried out by hand and by hand-powered and other tools which are used to reduce the amount of physical effort and time required for specific tasks, as well as to improve the quality of the products, The tasks call for an understanding of all stages of the production process, the materials and tools used, and the nature and purpose of the final product. 
Tasks performed by craft and related trades workers usually include: extracting and working solid minerals; constructing, maintaining and repairing buildings and other structures; casting, welding and shaping metal; installing and erecting heavy metal structures, tackle and related equipment; making machinery, tools, equipment, and other metal articles; setting for operators, or setting and operating various machine tools; fitting, maintaining and repairing industrial machinery, including engines and vehicles, as wells as electrical and electronic instruments and other equipment; making precision instruments, jewellery, household and other precious-metal articles, pottery, glass and related products; producing handicrafts; executing printing work; producing and processing foodstuffs and various articles made of wood, textiles, leather and related materials. Supervision of other workers may be included.
Examples include: Miners, Ore Processors, Bricklayers, Carpenters, Plumbers, Electricians, Painters, Aircraft Mechanics, Welders, Glass-Makers, Fitter And Turners, Boiler Makers, Clothes and Shoemakers, Locksmiths etc.
Plant & Machine Operators & Assemblers (Major Group 8)
Plant and machine operators and assemblers operate and monitor industrial and agricultural machinery and equipment on the spot or by remote control, drive and operate trains, motor vehicles and mobile machinery and equipment, or assemble products from component parts according to strict specifications and procedures.
The work mainly calls for experience with and an understanding of industrial and agricultural machinery and equipment as well as an ability to cope with machine-paced operations and to adapt to technological innovations. 
Tasks performed by plant and machine operators and assemblers usually include: operating and monitoring mining or other industrial machinery and equipment for processing metal, minerals, glass, ceramics, wood, paper, or chemicals, as well as operating and monitoring water-treating or electrical-power-generating installations, and related plant; operating and monitoring machinery and equipment used to produce articles made of metal, minerals, chemicals, rubber, plastics, wood, paper, textiles, fur, or leather, and which process foodstuffs and related products operating printing and bookbinding machines; driving and operating trains and motor vehicles; driving, operating and monitoring mobile industrial and agricultural machinery and equipment; assembling products from component parts according to strict specifications and procedures. Supervision of other workers may be included.
Examples include: Lathe Operators, Railway Signallers, Production Supervisors, Motor Mechanics, Mine Drills Operators, Assembly Line Workers etc.
Labourers & Elementary Occupations (Major Group 9)
People who perform mostly simple and routine tasks, involving the use of hand-tools and in some cases considerable physical effort, and generally only limited personal initiative and judgment.
Tasks performed by workers in elementary occupations usually include: selling goods in streets and public places, or from door to door; providing various street services; cleaning, washing, pressing; taking care of apartment houses, hotels, offices and other buildings; washing windows and other glass surfaces of buildings; delivering messages or goods; carrying luggage; doorkeeping and property watching; stocking vending machines or reading and emptying meters; collecting garbage; sweeping streets and similar places; performing various simple farming, fishing, hunting or trapping tasks performing simple tasks connected with mining, construction and manufacturing including product-sorting and simple hand-assembling of components; packing by hand; freight handling; pedalling or hand-guiding vehicles to transport passengers and goods; driving animal-drawn vehicles or machinery. Supervision of other workers may be included.
Examples include: News Vendors, Tinkers, Charworkers, Sweepers, Garbage Collectors, Kitchen Workers, Farm-Hands, Door-To-Door And Telephone Sales Persons, Construction Workers, Quarry Workers, Security Guards, Caretakers etc.
