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WORKPLACE SKILLS PLAN & IMPLEMENTATION REPORTS POLICY AND GUIDELINES

Enquiries: Skills Planning Department
Physical Address: 4th Floor, Forum 2, Braampark, 33 Hoofd Street, Braamfontein 

Postal Address: P.O. Box 31276 BRAAMFONTEIN 2017
Telephone: (011) 712 0600/1

Fax: (011) 339-1166
Email: nellyk@fieta.org.za
Website: www.fieta.org.za
The Workplace Skills Plan and Implementation Report Approval Guidelines

Purpose of the Workplace Skills Plan and Implementation Report

The Workplace Skills Plan (WSP) is the summary of an organisational process that is designed to assess and respond to the training needs of an organisation. The WSP is a training plan for an organisation spanning over a year, (skills year: April to March). The organisation engages in strategic planning to determine its own direction and profit-making systems (strategic plan). 

The WSP is then used to support the strategic plan by skilling staff to meet with the challenges posed by the strategic plan and the direction the company is moving. 

At its core, this plan requires an understanding of the number of employees in the organisation, a statement of the manner in which employees are deployed in order to undertake the responsibilities of the organisation, and documentation of the type of training interventions that are required by these employees in order to enhance their performance and prepare them for career advancement. The consultative process and the capacity of the organisation to deliver on the training proposed are important aspects of the Workplace Skills Planning process.

A WSP is therefore a statement of a company’s commitment to develop its people so that the company’s performance and productivity can be enhanced.

The Legislative Framework

In compliance with the Skills Development Levies Act No. 9 of 1999, employers who are registered PAYE contributors, or whose remuneration for employees exceeds R500 000 per annum, should contribute 1% of the total payroll towards the Skills Development Levy. The funding regulations specify that employers who are up-to-date with their levy payments can claim back a portion of their levy as a grant from their SETA, in this case, FIETA. Such claims can only be made if the organisation appoints a Skills Development Facilitator, and if the organisation submits a Workplace Skills Plan to the FIETA by 30 June each year. 
Upon submission of the WSP, the organisation is entitled to claim 50% of their levies paid and upon submission of the Implementation Report and for that WSP,  can be claimed as a grant. Only organisations that submit WSPs are eligible to submit Implementation Reports. 

An Implementation Report is a report to FIETA by a company showing how much of the WSP  has been implemented and how much was not. The company has to implement the training plan submitted to FIETA with very little or no deviations. A company has to explain in writing or as part of the report, why they did not implement their plan. 

WSP Approval Guidelines
	Information Required
	Description

	Section A

Administrative & Organisational Details

Information on Skills Development Facilitator (SDF)


	Requires basic administrative information for processing and payment, and for following up on any technical or administrative issues, which may arise. 

1. Make sure the banking details are correct

2. Make sure SDF details are correct 

	Section B

Employment profile of your organisation


	Requires information on the staffing structure of the organisation

1. Make sure seasonal staff are included



	Section C

Planning / Planned Training


	This section requires information on the scope and nature of training that the organisation plans to deliver to its employees.

1. Is planned training listed according to occupational groups?



	Availability of Service Providers


	This section requires information on the availability of Service Providers for the training planned for delivery in the WSP

For our info; are the providers accredited? 



	Areas of skills shortages


	This section seeks to solicit information on skills gaps and skills shortages. This is to ensure that there are skills development initiatives planned, to address skills gaps which exist.



	Training priorities
	This section seeks to establish the priorities of the organisation, upon which training is being proposed



	Section D

Process & Authorisation


	This section is the signatory page for parties to endorse the WSP, indicating their approval of the process and support of the plan proposed in the WSP submission.

Companies 1 – 49

- Signature of owner or someone representing  

   Owner or and management (not an SDF)

Companies 50 +

· Must have a Training Committee representing both Labour / Management

· Signature of Owner / Management

· Signature of Labour Representative
No signatures or training committee, no grant




Implementation Report Approval Guidelines

	Information Required
	Description

	Section A

Organisational and Training Budget Details
	1. Total Annual Payroll (Paid to SARS) in Rands

2. Total amount and % spent on training

These details must be reflected

	Section B

Provision of education and training
	1. Is the company using accredited providers, (only  

    SETAs do accreditation of providers)

	Section C

Training implemented


	This section requires information on the scope and nature of training that the organisation has delivered to its employees.

1. The title of the course must be reflected

2. The beneficiary group of the course must be reflected 

3. The race and gender of the beneficiary must be reflected
4. The total amounts spent (internally/externally) must be reflected
5. Have they spent at least an equivalent of 1% of their total payroll
These details must be reflected

	Section D

Structured training for employees below NQF1


	This section requires information on the scope and nature of training that the organisation plans to deliver to the employees who are below NQF1

How many employees have completed this training?



	Section E

Process & Authorisation


	This section is the signatory page for parties to endorse the Implementation Report, indicating their approval of the process and support of the implementation resulting in this report. 

Companies 1 – 49

- Signature of owner or someone representing  

   Owner or and management (not an SDF)

Companies 50 +

· Must have a Training Committee representing both Labour / Management

· Signature of Owner / Management

· Signature of Labour Representative
No signatures or training committee, no grant



