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Learnership Implementation Guide 

 
 

Foreword: 
  
“Learnerships” has been the buzzword in education and training for the past couple of years, 
and 2003 is FIETA’s  year of delivery as far as learnerships are concerned. A total of fifty five 
learnerships for the Forest Industries Sector were identified and of these, we are proud to 
announce, at time of this Learnership Guideline Manual going to print, twenty four have been 
unconditionally registered with the Department of Labour, eight are in the final stages of 
registration, and the balance will probably be registered by the end of July this year. 
 
The FIETA ETQA is embarking on a campaign to fast track the implementation of learnerships 
by meeting with all categories of stakeholders and has produced this manual for you the 
stakeholder, to join and assist us in this worthwhile campaign. 
 
We hope that this manual will give you an insight into the issues you will need to consider 
before embarking upon a learnership and entering into a learnership agreement. You are 
invited by FIETA to assist you every step of the way with advice and guidance. It is our job to 
make the learnership road as smooth as possible for you. Each time a learnership is 
implemented, it will be a learning experience for every stakeholder concerned. 
 
There may not always be all the best facilities and resources to implement the ideal process, 
but provided all learnership principles are adhered to and your legal and contractual obligations 
are met, your learnership initiative will succeed. 
 
Good luck 
 
Al Jackson 
ETQA HoD 
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1. INTRODUCTION 
 

One of the major challenges facing South Africa is the achievement of improved living 
standards for the majority of the population, increased productivity levels and a higher 
competitiveness level on the world markets. To this end, the Skills Development Act 
promulgated in 1998 introduced new training systems to redress the past. This system 
places special emphasis which enables the formerly disadvantaged to participate more 
positively in the countries economic activities. 
 
The Learner-ship Training System is one of the core features of the Skills Development 
legislation, intended to overcome the historic division between theoretical education and 
practical skills training. The Learner-ship system will make education and training more 
accessible to people in formal employment, in pre- employment as well as specific 
target groups. 
 
The Forest Industries Education and Training Authority, through it’s four chambers, 
namely Forestry, Furniture, Pulp and Paper and Wood Products, in conjunction with the 
FIETA Sector Skills Plan, has identified and developed appropriate Learnerships that 
will culminate in the relevant qualifications within the sector and give access to 
education and training to a far broader cross section of the sector population. 

 
 
2. LEGISLATION 
 

The three major pieces of legislation driving the development of education and skills 
Nationally are the: 

 
- Skills Development Act 
- The Skills Development Levies Act 
- The South African Qualifications Authority Act 

 
This legislation makes provision for the promotion and development of Education and 
Training Quality Assurance institutions ( ETQA’s) and Sector Education and Training 
Authorities, (SETA’s) of which FIETA is one, for both educational and vocational 
upliftment.    

 
Legislation stipulates that a learner-ship must consist of both workplace experiential 
learning as well as academic components and must culminate in a specific qualification 
registered on the National Qualifications Framework – a National Qualification 
Certificate as contemplated by the SAQA Act. 

 
A learner-ship provides a learning experience within a contractual relationship between 
three parties: 

 
- The learner 
- The training provider 
- The employer 

 



 
 
 

 
This makes it necessary for the learner to be employed by the employer for the duration 
of the learner-ship contract. 

 
In accordance with regulations contained in Government Gazette no. 7043, a learner-
ship must be registered by the SETA with the Department of Labour in order for 
employers to qualify for grant disbursements pertaining to learnerships. 

 
As learnerships are designed, developed and registered, learner-ship contracts may be 
signed between the three parties and registered with FIETA.  

 
 
3. IMPLEMENTING LEARNERSHIPS IN THE FOREST INDUSTRIES SECTOR 
 

FIETA, in response to the skills development legislation, the National Skills 
Development Strategy goals, and those of the four chambers targets, as reflected in the 
FIETA Sector Skills Plan, is fully committed in it’s role to implement learner-ship 
initiatives. In the implementation of learner-ships, the Sector recognises the need for 
careful selection and design of the learner-ships in order to realistically add value to the 
sector in terms of skills development, optimal use of available funds, and maximum 
contribution to the National Skills Development Strategy. With this in mind FIETA has 
taken a consultative approach and works closely with all stakeholders and subject 
experts in the design and implementation as part of it’s strategic planning to ensure that: 

 
- Potential benefits within each chamber of the sector are realised 
- General administration, monitoring and reporting is efficient and effective 
- Sector equity aims are addressed 
- Donor or internal funding, as well as the human resource are optimally utilised to 

ensure maximum returns for the sector. 
 

Learnerships will be implemented in the following manner: 
 

- Initially, all learner-ships will be formalised but managed and monitored as pilots and 
will commence as the learnerships are registered and learner-ship agreements have 
been entered into 

- All learner-ships initiated, will be monitored in accordance with the ETQA procedures 
and quality management requirements. 

- Conversion of current apprenticeship agreements to learner-ship agreements will be 
facilitated by the FIETA ETQA 

- Internal and external incentives for the implementation of learner-ships will be made 
known to all stakeholders 

- Internal incentives will be revised annually through chamber consultation 
- Learner-ship strategy, policy, processes and procedures will be revised as and when 

necessary in light of evaluation of monitoring results as learnerships progress 
- All registered learner-ships shall become public domain 
- All learner-ships, in order to commence, will have to meet all ETQA accreditation 

requirements and quality management considerations 
 
 
 
 



 
 
 

 
4. FIETA’s ROLE 
 

FIETA’s role is to ensure that all requirements of legislation are adhered to and carried 
out in the spirit of the relevant acts to enhance and promote the sector business 
competitiveness in it’s aim of growth, development and employment opportunities for 
more and more citizens. 

 
 

This may be achieved by: 
 

 - Participation and facilitation of the development in respect of identification, design 
and implementation of learner-ships 

 - Providing guidance on development of sector strategy and policy 
 - Developing and implementing administrative processes and efficient procedures 
 - Providing support for all stakeholders party to learner-ship agreements 
 - Providing or facilitating all necessary quality assurance services 
 - Monitoring and open communication with the sector to ensure that the relevance of 

the learner-ship is not contested 
 - Working closely with the FIETA Skills Development Department to ensure that 

results are in line with envisaged goals of the Sector Skills Plan 
 - Declining the registration of learner-ship agreements that do not meet the agreed 

ETQA requirements 
 - Deregistering learner-ship agreements in instances where ETQA requirements 

cannot be met on a sustainable basis 
 - Providing incentives to employers, providers and learners for the implementation of 

learnerships 
 - Promoting the concept and implementation of learner-ships through various 

channels of communication 
 
 
5. NON-COMPLIANCE WITH POLICY AND ETQA CONSIDERATIONS 
 

In the event of non-compliance by any party to learner-ship agreements or any ETQA 
provision, this ETQA through its relevant chamber committee will attempt to resolve any 
difficulties in a conciliatory manner. 

 
In the event of difficulties or problems that cannot be resolved through reasonable 
consultation, the FIETA ETQA and relevant Chamber Committee reserves the right to 
censure non-compliance with this policy by enforcing the word of rule of all or any one of 
the following processes: 

 
- Termination and deregistration of learner-ship agreements 
- Exclusion of and replacement of employer or provider to new agreement 
- Review of accreditation and appropriate adjustment of status 
- Withdrawal of funds if applicable 
- Reclamation of funds, incentives or discretionary grants disbursed for 

learnerships 
- Any means by provision in law 

 
 



 
 
 

 
6. DISPUTE RESOLUTION PROCEDURE 
 

a) DISPUTES BETWEEN THE LEARNER AND EMPLOYER 
 

These may arise during the learner-ship period and will be dealt with in the 
context of the relevant contracts of employment, which in turn are subject to the 
provisos of the relevant labour laws. These disputes are in general subject to the 
employer/labour recognition agreements and are presented to the CCMA for 
resolution. 

 
 
 

b) DISPUTES BETWEEN THE LEARNER AND PROVIDER 
 

These disputes fall within the jurisdiction of the FIETA ETQA and the relevant 
internal procedures will be followed. The ETQA dispute procedures are 
formulated subject to the provisions of the relevant SAQA Act, which allows for 
disputes to be referred to SAQA should resolution fail at this level. 

 
 
7. ACCOUNTABILITY 
 

Once approved by the FIETA Authority, the implementation and administration of this 
policy becomes the direct responsibility of the ETQA Head of Department, the Learner-
ship Manager and the Provider Accreditation manager. 

 
Any modification to this policy will only be deemed valid once approved by the FIETA 
Authority and having been modified by way of relevant QMS review procedures. 

 
 
 
ETQA REQUIREMENTS FOR LEARNERSHIPS IN THE FOREST INDUSTRIES 
SECTOR 

 
 

1. INTRODUCTION 
 

The FIETA ETQA will manage and ensure quality by way of a de-centralised quality 
assurance system which is a pro- active working partnership with its relevant 
stakeholders, rather than an ‘autocratic big stick re-active approach’ that involves 
constant inspection type policing. Much of this pro-active approach is written into the 
FIETA Accreditation Policy, which in itself, is a policy of de-centralised quality assurance 
that stipulates conditions for all provider categories who are likely to participate in the 
delivery of learnerships. In both the Accreditation and Learner-ship policies the QMS 
also provides for what are probably the only two re-active components of the system, 
which are the periodic audits of accreditation to determine provider status and the 
respective dispute and complaints procedures. 

 
 
 



 
 
 

 
2. THE REGISTRATION OF SECTOR LEARNERSHIPS WITH DoL 
 

All Learner-ships to be registered by this ETQA with the Department of Labour must be 
submitted on the standard Learnership Registration Form, as per the format set out 
by The Department of Labour, with the inclusion of the FIETA logo. 

 
This format deals with all aspects such as: 

 
- Motivation for proposed learnership 
- Labour market needs 
- Specific arrangements related to the learnership.ie, duration, distribution of 

workplace experience and formal tuition involved, intended population and entry 
requirements in respect of learnerships. 

-  Co-operation and partnerships- location and model of delivery- who conducts 
assessment 

 
 

- Efficiency and sustainability 
- Learnership committees 
- Demonstration of requirements for providing the learnerships 
- Financial assistance and incentives from FIETA 

 
The registration of learnership agreements with FIETA: 
 
The form for learnership agreements between Employer, Providers and Learners must be the 
FIETA customised version of the agreement document provided by the Department of Labour, 
and the FIETA ETQA procedures for registration must be followed. 
 
 
4. FINANCIAL ASSISTANCE AND INCENTIVES FROM FIETA ETQA 
 

Each learnership entered into must adhere to the relevant ETQA documents that will be 
signed by the relevant parties to the learnership, that stipulates the QA requirements on 
which the FIETA ETQA will grant or refuse requests for assistance or incentives in 
respect of the learnership. 

 
 
5. OUTLINE OF ETQA QUALITY MANAGEMENT PLAN 
 

Before the commencement of any learnership the following quality assurance 
components must be understood and agreed upon by all respective participants.  

 
- Where a FIETA accredited provider, party to a learnership is an in-house 

provider, that provider will be principally accountable for the quality assurance of 
the learnership. 

- Where the provider has been accredited by an ETQA other than FIETA, a 
memorandum of understanding will be entered into between that ETQA and this 
ETQA, and both will be jointly responsible for the quality assurance of the 
learnership.  

 



 
 
 

 
6. ACCREDITATION AND REGISTRATION OF PROVIDERS 
 

The FIETA Accreditation Policy and Procedures will apply to any provider party to a 
learnership. 

 
- Providers providing training and education only 
- Providers providing assessment only 
- Providers providing training and assessment 
- In-house providers: - providing training and employment 
- Internal verifiers 
- Moderators  

 
FIETA will have a matrix of all providers in the categories above, detailing which 
learnerships they are registered to participate in, their location and availability. This will 
serve as proof of accreditation status and registration with this ETQA. 

 
Appropriate and effective learning programmes are considered in the granting of 
accreditation, and as learning programmes are not public domain, unless otherwise 
arranged, each provider will be responsible for the provision of its own learning 
programmes and materials. 

 
The FIETA ETQA will reserve the right to review its terms of accreditation or registration 
in terms of specific qualifications, for any of the provider categories for the delivery of 
learnerships, with a sufficient grace period being agreed upon by that provider and the  
ETQA. 

 
 
7. QUALITY ASSURANCE REPRESENTATIVE 
 

In line with FIETA’s de-centralised policy, for every learnership, the following 
representatives will be appointed and will be accountable for the full learnership 
process: 
 
- Provider organisations management (registered internal verifier) 
- Employer organisations management (registered internal verifier) 
- Moderator (external verifier) 

 
The duties of these representatives is to monitor and report to the ETQA on the quality 
of the learnership processes and procedures being carried out by both providers and 
employers. 

 
 
8. SERVICE LEVEL AGREEMENTS 
 

In order to achieve proper integration of the formal training component and the 
workplace component of the learnerships, where the provider is not the in-house 
provider, lead provider or lead employer, a service level agreement must be included to 
effect proper co-operation between the provider and employer. 

 
 



 
 
 

 
9. LEARNER SUPPORT 
 

Accredited providers must provide evidence of appropriate learner support services 
essential to the delivery of learnerships. These should include the following: 

 
- A prescribed channel and procedure must be available to learners who may 

experience problems with the learnership. This may be in the form of an 
ombudsman, HR manager or suitably appointed person or persons. 

- A manager or designated administrators to attend to aspects involving learner 
funding, contractual and legal aspects of the learnership, critical decision making 
and overseeing the co-ordination of the learnership. 

-  All learners and RPL candidates must have access to suitable and adequate 
support, advice and preparation time prior to undertaking assessment. 

 
The mentor should obviously be qualified and possess at least, the same level of skills, 
which the learner is to achieve. 
   
Mentorship should be ongoing throughout the learnership and should be more intense 
as the learner embarks on new working aspects in the workplace. Mentorship support in 
respect of the learnership, should be provided in the following forms: 

 
- Induction level – support to new learners beginning with skills development 
- Demonstration – exposure to expert practice in the workplace 
- Progression – from performing simple skills to more complex skills 
- Job rotation – from repetitive tasks to a range of related tasks sequenced in the 

process 
- Problem solving – dealing with uncertainty and challenges in the learnership 
- General support – giving personal as well as technical support 
- Group support – sharing, comparing and working together as a team in the 

workplace and on projects. 
 
 
10. ASSESSMENT OF LEARNERS 
 

Each learnership will provide for both formative and summative assessment detailing 
the methodology of the assessment. A plan for integrated assessment will also be set 
out to ensure assessing of the learners abilities to integrate different competencies and  
integrate other learning with work experience. 

 
On entry to a learnership, provision is made for the recognition of prior learning 
assessment (RPL). The learner is assessed against the relevant unit standards and is 
awarded credits accordingly. This eliminates unnecessary repetition training and 
therefore, the time frame of the learnership is thus reduced proportionate to the 
recognised competences of the learner. 

 
- Assessment will be conducted by assessors registered with the ETQA through 

the given procedures and criteria. 
- Trainers and mentors will not be permitted to assess their learners for the award 

of credits. 



 
 
 

- In some instances, the FIETA ETQA may develop and adopt assessment tools 
for use by accredited providers and registered assessors. 

- To maintain integrity, this ETQA has provided an assessment policy and 
procedures to ensure that assessment is accessible, transparent, fair and 
credible, and that the quality of the process and its outcomes will be implemented 
and maintained. 

- Depending upon the complexity and nature of the learning to be assessed, 
assessments may be done by an individual assessor, more than one assessor, 
or by a panel of assessors. 

- In cases where the possibility exists, that fairness and reliability of the process 
may be strengthened, the learner may request the presence of a witness 

 
 
11. MODERATION 
 

This is the process of ensuring that assessments are conducted according to agreed 
practices and are fair, reliable and valid. A moderator usually checks the work of several 
assessors to ensure consistency. 

 
- Moderation is the responsibility of the ETQA department, who will determine from 

time to time the percent of assessments that will be moderated. This will depend 
on the nature of any specific learnership. 

- Moderation will be conducted by suitably appointed individuals, or moderator 
bodies registered with FIETA, through the prescribed procedures and criteria. 

- Registered assessors may also be used to moderate across different companies 
that are accredited as assessment centres. 

 
 
12. VERIFICATION 
 

Verification is the process by which the recommendations about the award of credits or 
qualifications to learners is verified, and is a function of the ETQA to verify the claims of 
assessors that assessment has been conducted according to the prescribed 
procedures. 

 
 
13. VALIDATION 
 

This the overall, broader process of the ETQA to ensure that the assessments of 
learners are in line with unit standards and qualifications registered on the NQF, and 
that consistency is maintained over time and across different contexts.  

 
 
14. RECORD KEEPING AND REPORTING 
 

Record keeping and reporting are considerations in the awarding of accreditation to 
providers, and therefore a system of record keeping and reporting, in respect of 
learnerships will be in place.  

 
 
 



 
 
 

 
 
15. QUALITY AUDITS 
 

FIETA is required by legislation in the performance of its ETQA function to monitor the 
performance quality of accredited providers. This aspect is taken care of in the 
Accreditation Policy, and in addition, there will be a self- audit system with a prescribed 
set of headings, according to which, providers will report annually and will be 
accountable for internal validation of their reports. 
 
A quality implementation plan must be submitted with the learnership agreement and 
standard employment contract signed by parties entering into a learnership. The 
standard employment contract must contain the minimum terms stipulated in legislation,  
as well as any additional terms that may be stipulated by FIETA. 

 
The learnership agreement must accompany the application to register a learnership 
and the obligations of all parties must be clearly stipulated. The following suspensive 
conditions must also be clearly stipulated: 

 
- If the FIETA ETQA deems an agreement not to be in the best interest of all 

parties to the agreement, it may decline or withhold registration. 
- If the application is not submitted in the prescribed format the ETQA may 

withhold registration 
- The ETQA may de-register a learnership agreement in accordance with the 

regulatory conditions and ETQA procedures for de-registration. 
- FIETA at its discretion, may terminate or withhold approval to terminate a 

learnership agreement as recommended by either the employer or provider. 
- FIETA may grant or refuse requests fro an employer for withholding a learner 

from attending scheduled training at the relevant training provider as set out in 
the learnership agreement or employment contract. 

- FIETA reserves the right to enforce or cause to be enforced the right and 
obligations of either the learner, employer or provider party to the learnership 
agreement in accordance to the Skills Development Act. Act 97 of 1998. 
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WHY LEARNERSHIPS? 
 
A learnership is designed by an industry, to satisfy the needs identified by both employers and 
labour representatives in that Industry to fill either ‘real’ or ‘probable’ gaps in labour supply 
within the industry. 
 

♦ ‘Real Needs’ are identified as a shortage of trained and skilled staff in existing job 
categories. 

♦ ‘Probable Needs’ are identified as those ‘skilled staff’ requirements which will become 
important in the future as a result of businesses expanding, or their operating methods 
changing. External local and international comparisons can also give-rise to the 
identification of ‘Probable Needs’. 

 
1. WHAT IS A LEARNERSHIP? 
 

A learnership is a structured programme, of necessary training and essential practice, 
designed to take place over the period of one year. It is structured in that it combines 
elements of education and training, with working experience. At the end of the learnership, 
learners have the opportunity of being assessed and certificated as competent, at a level 
comparable with people working on a full-time and permanent basis in an Industry.  

 
A learnership is a fixed-term agreement between employer and learner (employee) and is 
possibly the only fixed-term agreement that does not give rise to any expectation of 
ongoing employment at the end of the learnership in the case of Section 18.2 Learners 
(unemployed or pre-employed). 

 
The principle benefit of a learnership is that the employer has the benefit of receiving a 
Learnership Grant from the Forest Industries SETA, which will cover part or all of the costs 
of on-the-job training and education, any external training and education, assessments and 
also, where the learner is a new employee and not an existing employee, a Wage Subsidy. 
 
The reason that an industry would be prepared to fund a learnership in a particular 
company is that where this type of development occurs, the entire industry benefits from a 
skills level upliftment and also pre-qualified pools of skilled people (determined by industry 
demand) become available for employment in jobs for which they have been trained in, and 
assessed as competent, for. 
 
The design of a learnership 
 
Industry stakeholders (employers and employees) work within the framework of a 
Standards Generating Body (SGB) to identify all possible competencies and outcomes 
associated with a particular job. All possible expectations from an employee are mapped 
into a Qualifications Framework, which forms the backbone of a learnership.  
 
In the design of a learnership, industry and job experts meet and agree on how expertise 
and competency should be recognised in the workplace and what elements of on-the-job 
teaching and coaching might be required to fully develop the competencies of the learner. 
These elements are captured into an instrument known as a Portfolio of Evidence. 



 
 
 

Completing the Portfolio of Evidence through a process of Performance Management, on-
the-job, will result in the employers responsibility for the learner (employee) being fulfilled. 
 
The design of a learnership is specific with regard to directing what on-the-job training will 
be required directly from a Teamleader, Supervisor or Line Manager. It is also specific in 
directing what essential education is required from external Training Providers. 

 
2. BENEFITS AND COSTS FOR EMPLOYERS 

 
Benefits of skilled people: 

 
- They are more likely to do the correct thing the first time; 
- They make fewer mistakes because they know what they are doing; 
- They are more likely to get the best out of the machines they use because they are able 

to exploit the potential of equipment in ways that people without skills cannot.  This is 
true whether the machine is a lathe or a multi million rand continuous process control 
consol; 

- They tend to work more independently, needing less supervision and are more likely to 
find solutions to problems that present themselves in the normal working day; 

- They are more likely to experiment and find smarter rather than harder ways of working; 
- They are more motivated because they see the point, and know why what they are 

doing is important to the overall business.  They also appreciate that the cost of getting 
things wrong will put orders in jeopardy and hence impact on their employment security. 

- Aids factor. 

Intangible benefits: 

- If you as an employer are seen to value the skills people already have and assist them 
to get more skills, they are less likely to leave for other jobs. 

- If you enter into learning contracts with unemployed people, then you will be contributing 
to building up the skills pool for yourself and others.  It will become less difficult to recruit 
the skills you need when you need them. 

 
Costs: 
 
Before counting the costs of training, remember that there are real costs to not training.  If 
you simply try and recruit skilled people, locally or abroad, you will be competing with other 
employers who are trying to do the same.  One consequence is that you are likely to pay a 
premium to attract these sought after workers.  If employers don’t train, then these premium 
costs will rise over time and your wage bill will do the same. 
 
But it is true that there are costs associated with training. A person in training is not as 
productive as a fully qualified person, they are more likely to make mistakes, there are fees 
for externally provided training and inevitable costs in having an in-house training function. 

 
There are also costs involved in mentoring and supervising learners and managing the 
training process. These costs mount, but like research and development, they are a 
necessary investment. 
 
There is also financial assistance to help you.  This takes two principle forms: 
 



 
 
 

a) Cash grants from the Forest Industries SETA and 
b) Tax incentives. 
 
Forest Industries SETA must check whether or not there are enough funds for the 
learnership grant before they make a definite commitment.  Leadership grants are 
“discretionary” for this reason.  So check with your SETA before committing yourself by 
signing a learnership agreement.  You can, of course, continue with the learnership even if 
there is no grant paid – but no doubt you would like to take this into account when making 
the decision on whether or not to proceed. 
 
a) How do you apply for a learnership (SETA) grant? 

 
1. Any intent to be an employer in a learnership can be communicated to the Learnership 

Manager in the Forest Industries SETA by phone, fax, e-mail, etc.,  indicating the 
company and membership details, the learnership title, the number of learners you are 
prepared to employ and the name(s) of the Teamleader, Supervisor or First-Line 
Manager to whom the learner would report. 

 
2. The Learnership Manager is responsible for pre-qualifying your application and 

obtaining any outstanding information from you. Thereafter the Learnership Manager is 
responsible for officially lodging your application on the FIETA Management Information 
System. 

 
3. The application is then forwarded to the ETQA section who are responsible for 

contacting you to qualify your workplace in terms of the criteria set-out in the 
Learnership design, i.e. have you got the necessary equipment etc ? 

 
4. If you have not submitted a Workplace Skills Plan to the FIETA, the Skills Planning 

Manager is responsible for assisting you to complete a plan. If you have submitted such 
plans, the Skills Planning Manager will ensure that the learnership intent is reflected in 
your plan. 

 
5. Finally, the Learnership Manager is responsible either directly or indirectly through an 

Industry Body, for ensuring that the actual “Contracting Activities” between Employer, 
Learner and Provider occurs. 

 
6. It is the Learnership Manager’s responsibility to network you with an accredited Training 

Provider if you have no internal access to such provision.  
 

b) How do you apply for a tax incentive? 
 

1. In addition to claiming learnership grants from your SETA, you can also claim a tax 
incentive when you register a learnership agreement with your SETA.  Only learnership 
agreements that are formally registered with your SETA will qualify – as SARS will 
check with the SETA before approving the claim. 

 
2. You will have two opportunities to claim, one at the beginning of the learnership and one 

at the successful conclusion of the learnership. 
 

3. As long as the apprenticeship system remains in place the same claims can be made 
for apprenticeships. 



 
 
 

 
4. To claim the tax exemption employers must provide SARS with the following 

information: 
 

• The name of the SETA with which the learnership agreement is registered. 
• The tile and code of the learnership allocated by the Department of Labour. 
• The full names and ID numbers of the learners that are involved. 
• Proof that the employer has complied with all the requirements of the Skills 

Development Levies Act, 1999. 
 
5. SARS is in the process of developing a form that should be completed by employers 

claiming the deduction for an allowance for a learnership.  This should be attached to 
the relevant return of income.  The form will provide for a declaration that the employer 
has complied with the Skills Development Levies Act and it will not be necessary for an 
employer to attach any further proof in this regard. 

 
6. Where an employer has a number of learnership agreements it is not necessary to 

complete a form for each one.  It will be sufficient to compile a schedule for all the 
registered learnerships, provided that all of the information requested in the SARS form 
is included.  The schedule must be signed by the employer with a declaration that the 
provisions of the Skills Development Levies Act have been complied with. 

 
7. New deductions are not permissible if the employer who is party to a learnership 

agreement changes and only one deduction is allowable for a learner in a learnership in 
any one year. 

 
8. If a deduction has been allowed and the learnership terminates (other than because of 

the death of the learner), any deduction that was allowed will be recouped for tax 
purposes. 

 
3. WHAT WILL HAPPEN DURING THE LEARNERSHIP? 
 
A skills programme is a description of a work application relating to a particular job. The 
learnership is broken up into a number of logical stand-alone skills programmes. The average 
learnership might comprise between five-to-ten separate skills programmes. Together they 
comprise one year’s worth of rotations and experiences in the workplace, designed to entrench 
competency and evidence application.  
 
The team leader, supervisor or first-line manager is responsible for ensuring that a learner is 
rotated through the required number of skills programmes i.e. practices and learns each 
component of the job. 
 
For the applications of a skill in the workplace the team leader, supervisor or first-line manager 
is required to ensure that the checklists and on-the-job assessments are completed and signed 
off. These assessment activities become evidence of the competency of the learner and are 
referred to by the SETA as “Portfolios of Evidence”. 
 
At the end of the learnership, there is one final assessment designed to integrate the evidence 
to make a statement about the learner in terms of the objectives of the entire learnership. 
Standardised assessment guides will be available to all providers and employers to ensure a 
high level of consistency in assessment practice nationwide. 



 
 
 

 
Assessment records are nothing other than tools for effective Performance Management i.e. 
they allow a team leader, supervisor or first-line manager to measure a person against the 
standards and outcomes identified by the Industry as important factors in a job, and to provide 
both positive and remediative feedback for improvement and enhanced productivity. 

 
The process : 

  
1. As each assessment is completed and signed off, it must be submitted to the relevant 

contact person at the training provider. 
 
2. The training provider will then review the evidence and provide feedback to the team 

leader, supervisor or first-line manager 
 
3. If feedback is positive, the next assessment must be applied.  
 
4. If feedback requires remediation, the assessment must either be re-done or the sections 

re-done as specified by the training provider. 
 

5. On receipt of the final integrative assessment, the training provider will assign an 
assessor to formally begin what the SETA refers to as the Summative Assessment 
Process.  

 
6. This will take place primarily at the assessment centre, but may sometimes require 

workplace involvement as well. 
 

7. At the end of the Summative Assessment Process, the training provider will notify the 
team leader, supervisor or first-line manager of the result of the Assessment Process 
and whether a recommendation is to be made for certification.   

 
8. If not, the training provider will notify the team leader, supervisor or first-line manager of 

the components required for remediation prior to repeating the Summative Assessment 
Process. 

 
Please note that during the learnership the FIETA Quality Assurance Department will 
conduct site visits and review material changing hands between the learner, the team 
leader, supervisor or first-line manager and the training provider to ensure a strong Quality 
Assurance hand on the process. 
 

4. WHAT WILL HAPPEN IF SOMETHING GOES WRONG DURING THE COURSE OF THE 
LEARNERSHIP? 

 
The FIETA will ensure that team leaders, supervisors and first-line managers have access 
to a hotline to deal with issues which cause concern either in the employment relationship 
or with specific reference to aspects of the learnership. They will also ensure that where 
necessary, face-to-face meetings with experts will take place to resolve the issues. 

 
Learners will have access to the Forest Industries ETQA Head of Department, employed to 
deal with all issues of concern to the learner 
 



 
 
 

Any contractual issues, such as applications for cancellation of the learnership, transfer of 
learners between employers, applications for withdrawal as an employer, etc, will be dealt 
with in the first instance by the Learnership Manager. Any issues not resolved at this level 
will be referred to the relevant FIETA Chamber Learnership Committee. 
 

5. HOW WILL PAYMENT OF THE LEARNERSHIP GRANTS BE MADE? 
 

Grants will be paid as learners achieve credits on the NQF, whether through achievement 
of unit standards during the course of the learnership or as part of an initial Recognition of 
Prior Learning (RPL) process.  
Grants will be per credit achieved, the sum paid per credit depending upon the priority 
attached to the leanership by the FIETA.  
Detailed procedure to be added when agreed. 
 

6. IMPLEMENTING THE LEARNERSHIP 
 

To ensure that implementation is as efficient and effective as possible, you will probably 
need to establish a committee that will take overall responsibility for the learnership. The 
committee will be involved in both the planning and implementation of the learnership.  The 
Training Committee established for the Workplace Skills Plan may also fulfil this role. 
 
Planning 

 
You will need to: 
 
♦ Establish identify the roles, functions and responsibilities of committee members; 
♦ Identify other important role-players, e.g. mentors, assessors, coaches, lecturers; 
♦ Outline the training needs of all the role-players to enhance their capacity to participate 

effectively in implementing learnership. 
 

Implementing 
 

You will need to: 
 
♦ Conduct staff development and training; 
♦ Align or develop learning materials; 
♦ Develop assessment policies and procedures; 
♦ Prepare organisational and administrative systems to accommodate new learners; 
♦ Sign (employment) contracts; 
♦ Sign learnership agreements. 

 
It is likely that many of the structures, systems, policies and procedures will already be in 
place. There is no need to reinvent the wheel; simply allow for adjustment or alignment to fit 
in with new legislation and standards. 
 
In addition, the purpose of the project team should also be to: 

 
♦ Facilitate planning, preparation and implementation of the learnership; 
♦ Ensure the credibility and legitimacy of the learnership; 



 
 
 

♦ Promote the learnership to gain support from all stakeholders both within the workplace 
and in the wider community; 

♦ Create an environment where all parties are committed to the learnership by sharing 
information, communicating and consulting with stakeholders; 

♦ Access and manage resources for the learnerships; 
♦ Monitor the progress of the learnership and evaluate its impact over time. 
 

7. LEARNERSHIP AGREEMENTS 
 
 A Learnership Agreement is a legally binding document that sets out the rights and duties 

of employers, providers and learners. It offers protection to the parties and those they 
represent, and ensures that each party to the agreement complies with their end of the 
bargain. 

Rights of learners, employers and providers in terms of a learnership agreement 
(Your rights/duties are shown in blue) 

 
Learner 
 

Employer Training Provider 

Has the right to: 
• Be educated and 

trained; 
• Have access to 

resources to receive 
training; 

• Have performance 
assessed and have 
access to the 
assessment results; 

• Receive a certificate 
on completing the 
learnership; 

• Raise grievances in 
writing with the SETA 
concerning any 
shortcomings in the 
training. 

Has the right to require 
the learner to: 
• Perform duties in 

terms of the 
agreement; 

• Comply with the 
rules and 
regulations 
concerning the 
employer’s business 
concern. 

Has the right to have: 
• Access to the 

learner’s books, 
learning material and 
to the workplace if 
required. 

 



 
 
 

Duties of learners, employers and training providers 
 
Learner 
 

Employer Training Provider 

The learner must: 
• Work for the 

employer; 
• Be available for and 

participate in all 
learning and work 
required: 

• Comply with 
workplace policies 
and procedures; 

• Complete any time 
sheets or any written 
assessment tools to 
record relevant work 
experience; and 

• Attend all study 
periods and 
theoretical learning 
sessions with the 
provider. 

The employer must: 
• Provide learners 

with appropriate 
training and 
facilities at the work 
and with adequate 
supervision; 

• Release learners 
during working 
hours for off-the-job 
education and 
training; 

• Pay learners the 
agreed allowance 
for both on-the-job 
and approved off-
the-job training; 

• Conduct on-the-job 
assessment or 
cause it to be 
conducted; 

• Keep up-to-date 
records of the 
learning and 
periodically discuss 
progress with 
learners; 

• Comply with the 
Skills Development 
Act (1998) and all 
related legislation. 

The training provider 
must: 
• Provide education 

and training in terms 
of the agreement; 

• Provide the learner 
with support as 
required; 

• Record, monitor and 
retain details of 
training provided to 
the learner; 

• Conduct off-the-job 
assessment or cause 
it to be conducted; 

• Provide reports to the 
employer on the 
learner’s 
performance. 

• Provide reports to the 
Seta on the learners 
progress. 

 
 
8. LEARNER RECRUITMENT & SELECTION 
 

Individual employers should decide how many workers they are willing to release to 
participate in a learnership. Employers should also decide on the number of learners they 
are willing to accommodate in their organisations as either employed, pre-employed or as 
unemployed worker. Ideally, these numbers should be based on the targets set in the 
workplace skills plan. 

 
It is likely that training providers would wish to participate in the recruitment and selection 
process. 



 
 
 

You will need to: 
 
♦ Identify the number of learners that could participate in the learnership from your 

workplace. 
♦ Identify the total number of learners that can be accommodated at your workplace, 

including unemployed or pre-employed workers. 
♦ Establish selection criteria by determining entry-level requirements, including a 

Recognition of Prior Learning (RPL) process. 
♦ Develop learner recruitment strategies for employed, pre-employed and unemployed 

workers. 
♦ Establish systems and procedures to screen, pre-select, interview candidates and 

inform of outcome. 
♦ Specify the learner allowance (for pre/unemployed learners). 
♦ Sign a learnership agreement with each successful candidate. 
♦ Sign an employment contract with candidates not already employed stipulating the 

terms and conditions of employment. 
 
9. SELECTING TRAINING PROVIDERS 
 

In addition to education and training offered by government institutions, such as technikons 
and technical colleges, there is a wide range of private companies involved in education 
and training services. 

 
In order to ensure that providers can deliver and evaluate learning programmes that 
culminate in specified registered standards and qualifications, the employer should insist on 
seeing evidence that the provider is accredited to deliver those standards and 
qualifications. The FIETA can assist employers in identifying appropriate training providers. 
 

10. ESTABLISHING THE SUITABILITY OF THE WORKPLACE 
 

Any employer wishing to participate in a learnership in the Forestry Industries sector will be 
expected to demonstrate their suitability to do so by complying with the requirements for 
accreditation as a training provider as laid down in the FIETA ETQA Accreditation Policy. 
 
The broad guidelines for accreditation are listed here; further advice and guidance can be 
obtained from the Learnership Manager or the Provider Accreditation Manager at FIETA 
(see p 30 for contact details.) 
 
Organisational issues 
 
To provide an ongoing education and training service of consistent worth, the organisation 
needs to satisfy the FIETA ETQA that they achieve certain basic requisites.  
 
1. Track record: 

Indicators of a good track record include:- 
• Credibility amongst peer provider organisations 
• Length and scope of operation in the same field 
• Successful results in the relevant fields 
• Client recommendations 



 
 
 

2. Finances: 

A sound financial status is a critical criterion for accreditation.  
Some indicators of a sound financial status are:- 

• Audited accounts 
• Interim balance sheets 
• Monthly cash flow statements 
• General financial / monthly reports 

3. Records / Admin 

An organisation has to be able to keep accurate record of the progress of its learners, 
and be able to communicate all relevant information in this regard to the FIETA ETQA. 
Reports produced should contain the following information:- 

• Number of trainees under training 
• Number of trainees completed training over a given period 
• Number of trainees assessed as competent / not competent / withdrawn 
• Unit standard titles or qualification titles trained 
• Duration of training 
• Biographical data on trainees (I.D. number etc.) 
• Comparative analyses (period to period, course to course etc.) 
• Instructor / trainer / assessor details 
• Trainer / trainee ratios etc. 

4. Facilities: 

Obviously, different types of training require different types of facilities so it is impossible 
to detail exactly what facilities are necessary to make the delivery of training successful 
in specific situations, but general requirements should include:- 

• Adequate space 
• Meet necessary health and safety requirements 
• Correct lighting and ventilation 
• Low noise levels 
• Relevant protective clothing and equipment 
• Relevant training aids 
• Relevant materials for practical training 
• Suitable machinery or equipment for demonstration and work skill practice 

 
Training 

 
To obtain valid measurable results from training entails taking numerous differing 
approaches dependent on the unique circumstances surrounding the desired learning. 
There are certain principles which must form part of any training programme for it to be 
successful. It is these basic principles which form the criteria for accreditation in this 
section. 
 
1. Learning-Centered Education: 

This places the focus of education on learning and the real needs of the learners. These 
needs derive from the requirements of the skills marketplace and the responsibilities of 
citizenship. There are increasing demands on employees to become knowledge 



 
 
 

workers and problem solvers, in keeping up with changes and requirements of the 
marketplace. A learning-centered organisation needs to fully understand and translate 
marketplace and citizenship requirements into appropriate curricula and developmental 
experiences 
Key characteristics of learning-centered education are:- 

 
• Setting high developmental expectations and standards for all learners. 
• Understanding that learners may learn in different ways and at different rates. 

Also, learner rates and styles may differ over time and may vary depending on 
subject matter. Learning may be influenced by support, guidance and climate 
factors that contribute to or impede learning. Thus, the learning-centered 
organisation needs to maintain constant search for alternative ways to enhance 
learning. The organisation needs to develop actionable information on individual 
students that bears upon their learning. 

• Providing a primary emphasis on active learning. This may require a wide range 
of techniques, materials, and experiences to engage learners interest. 

• Using formative assessment to measure progress against key, relevant unit 
standards and norms regarding underpinning knowledge and what the learner 
should be able to do. 

• Assisting learners and families to use self-assessment to chart progress and to 
clarify goals and gaps. 

•  
2. Course design: 

Course design can vary from being very generic to extremely personalized yet certain 
basic factors can be extracted as success criteria essential to the success of the course. 
Such criteria include the following:- 

• Clear and measurable outcomes and objectives. 
• User friendly design in terms of language and presentation. 
• Design must be appropriate to target population 
• Appropriate and reliable assessment 
• Acceptable course structure including exit levels 
 

3. Trainer competence: 

Much of the success of a training programme depends on the qualifications and skills of 
the trainer. Trainer skills cover a wide spectrum and are virtually impossible to 
generalise on. The following is a list of only the most generic of these skills deemed 
essential to training success. 

 
• Ability to communicate to target population 
• Ability to use specified training aids 
• A thorough understanding of course material and the standards the training is to 

achieve 
• A recognised trainer skills (ETD Practitioner) qualification including facets such 

as, preparation, admin, RPL assessment etc. 
• Relevant experience and competency in area to be trained 
 
 



 
 
 

4. Training effectiveness: 

The true measure of the worth of any training is the effectiveness with which it achieves 
what it has set out to. The following four criteria weigh heavily in any application for 
accreditation. 

a. Selection: 
Unless the right person is selected for the right training and is properly briefed as to 
the responsibilities, it is doubtful whether training will succeed. Simply pushing 
persons through courses cannot be defined as worthwhile training. Grouping of 
trainees is an important consideration in specific circumstances, but a situation 
where willing payers are lumped together on a ‘first come first served basis’ is not 
considered in the best interest of effective training. 

b. Attainment of objectives: 
Organisational issues and the training process followed are important factors, but in 
the final analysis, it is the attainment of course objectives and standards that really 
determine the success of the training. There are however, a number of qualifiers to 
the statement. 
 

• The success must not be a one off chance 
• It must not be at the expense of any other facet of the operation 
• It must be long term, not fleeting 
• It should not have any negative side-effects on learners 
• It should strengthen the base for learning 

c. Results management: 
It is widely accepted that if you can’t measure it you can’t manage it. The ETQA 
believes that the results of all training can and must be quantified in terms of:- 

• Costs of training 
• Benefits to the trainee 
• Benefits to organisation 
• Benefits to the industry or field as a whole 

 
Therefore any honest attempt at the measurement of the training will weigh heavily 
in the decision on accreditation. 

d. Follow-up: 
Training is not simply what goes on in the classroom or the training environment. To 
be successful the key element is ensuring that the learning is implemented back in 
the workplace with the desired results. It is therefore the responsibility of the 
provider, in conjunction with the learner and the organisation to have mechanisms in 
place for assessment and monitoring of this aspect. The FIETA ETQA will have a 
flexible approach to follow-up and will be interested to learn from the different 
approaches of those providers seeking accreditation. 

5. Assessment: 

The ETQA will follow two approaches to the registration of assessors. 
• Accredited providers will register assessors for specific unit standards or 

qualifications, and 



 
 
 

• where organisations are not seeking accreditation as providers, the ETQA will 
register assessors directly. 

 
In both cases the criteria for the registration of assessors will be the same as set out by 
the accreditation policy.  
 

Management systems 
 

In addition to the criteria laid down by the FIETA ETQA, any organisation wishing to 
effectively participate in a learnership will probably have to establish or adapt organisational 
management systems to ensure effective learning in the workplace. Employers should 
ensure that the following are in place: 
 
♦ administrative systems to facilitate an environment conducive to effective 

implementation of the learnership. E.g.: 
 

o policies and procedures; 
o a workplace skills plan; 
o a business plan which sets out the employer’s goals relating to education and 

training; 
o learnership agreements; 
o reporting and communication systems and procedures; 
o record-keeping systems. 

 
♦ Human resources such as supervisors, coaches, mentors, skills development 

facilitators. Make sure that their roles and responsibilities have been identified and 
clarified. Training for staff involved in the learnership may also have to be planned, e.g.: 

 
o Provide for training of ETD practitioners; 
o Incorporate ETD practitioner standards into the job descriptions for trainers, 

coaches and mentors; 
o Work towards registering ETD practitioners with the ETDP SETA; 
o Provide coaches and mentors with the necessary training; 
o Ensure that assessors are trained and confident in their responsibilities. 
 

Other requirements include, for example: 
 

o Human resource policies are developed, aligned or adapted to accommodate 
pre/unemployed learners; 

o Recruitment, selection and appointment policies are aligned to accommodate 
pre/unemployed learners; 

o Employment contracts have been developed for pre/unemployed learners; 
o Workers and staff at the workplace have been informed and encouraged to 

provide support for the learners. 
 

♦ Physical resources to ensure effective learning. For example: 
 

o Suitable policies are in place for the management, maintenance and upgrading of 
facilities, resources and materials; 

o Premises tat take into account health and safety standards at the workplace; 



 
 
 

o Access of learners is organised to tools, equipment, buildings and 
telecommunication links where required, and any other facilities e.g. canteen, 
childcare, healthcare etc.; 

o Uniforms and protective clothing for learners are supplied in required. 
 

♦ Financial resources to facilitate effective education and training by ensuring, for 
example: 

 
o A thorough breakdown of the costs of the learnership; 
o Costs of learnership implementation are budgeted for; 
o Claimable grants are applied for from the SETA; 
o Payment of learner allowances is accommodated in the payroll system. 

 
11. DEVELOPING OR ALIGNING LEARNING MATERIALS 
 

A learning programme is defined as a set of structured opportunities for learning, through 
which a learner could become competent. The credit split specified for a learnership is a 
minimum of 30% and a maximum of 70% of the required credits obtained through applied 
competence at work. It is quite conceivable therefore that a learnership requires a learner 
to spend considerably more time at the workplace than at the learning institution.  

 
To ensure value is added to the learnership, in terms of the time spent on the job, 
education and training has to be structured into manageable chunks of learning or 
subjects. 
 
Learning materials are the concrete products that are the result of learning programme and 
course design activities. A learning programme consists of any learning material and/or 
aids in any medium or combination of media. Once the work experience component of the 
learning programme has been established, learning materials can be developed and 
designed or aligned. Existing materials may just need to be aligned to NQF requirements. 
 
To achieve this, preparations have to be made to: 
 
♦ Identify structured work-experience components for the specific workplace; 
♦ Ensure that instructional components of the learning programme are aligned to the 

needs of the workplace; 
♦ Confirm the manageable chunks of learning (topics/modules) that can be offered at your 

(or another) workplace; 
♦ Schedule work experience and instructional learning in ways that minimise disruptions 

at both the workplace and learning institution. 
♦ Select and develop methods of delivery at the workplace, for example role-plays, self-

study, exercises, coaching, simulations etc. 
♦ Develop, adapt or align materials that: 

 Clearly lay out objectives and learning outcomes 
 Indicate study time (notional hours per section of the material) 
 Promote active teaching and learning and engage learners intellectually and 

practically 
 Encourage learner responsibility for learning  
 Utilise adult education approaches to learning and teaching. 

 



 
 
 

It is also important to make sure that the learning opportunities allow for each aspect of 
a typical learning cycle as outlined below: 

 

 

 

The Kolb Learning Cycle 
 
To summarise, the learning programme should: 
 

♦ Be planned, coherent and integrated 
♦ Be value-adding 
♦ Build contextually on learners’ existing frame of reference 
♦ Be learner-centred 
♦ Be experiential and outcomes orientated 
♦ Develop attitudes of critical inquiry and powers of analysis 
♦ Prepare learners for continued learning in a world of technological and cultural change. 
 

12. ASSESSMENT 
 

As already mentioned, up to 70% of the learning programme can consist of structured work 
experience. The employer must assess learners in accordance with the stipulated 
assessment criteria that indicate the required level of performance for each outcome. 

 
It is essential that assessors have the capacity to conduct assessment effectively. In order 
to prepare for assessment employers in collaboration with providers should:  
(see over) 

Have an experience 

Think/Reflect 

Draw conclusions 

Decide what to do next time and 
experiment with the plan 



 
 
 

 

Identify, appoint and 
train workplace assessors Source the relevant 

assessment guides 

Draw up an assessment 
plan that describes the 

different forms of 
assessment that will take 

place 

Determine when and 
how often assessment 
will take place in the 

workplace 

Prepare to communicate 
the assessment policies 

and procedures to 
learners 

Explain the rights and 
obligations of learners 

and assessors in 
relation to assessment 

Discuss progress 
regularly with learners 



 
 
 

13. THE STRUCTURED WORK EXPERIENCE 
 

The workplace experience is meant to be outside the safety of the classroom in a real-world 
context. Learners will be required to adapt and re-contextualise their learning to function 
successfully in complex and unpredictable circumstances. The learning at this stage is very 
important for the building of the elements of competence and the capacity for life long 
learning and self-improvement. 

 
To ensure that the learner is in a position to make the most of their work experience, it is 
essential that they undergo a comprehensive induction process at the commencement of 
the learnership. This should include: 

 

Organisational and job factors 
 
♦ overview of organisation, structure, environment, standards and philosophy 
♦ overview of policy and procedures, organisational roles and department functions 
♦ safety and emergency measures, first aid facilities, fire drills, stock room maintenance 

etc 
♦ terms and conditions of employment 

Personal factors 
 

♦ remuneration, leave, medical aid, parking, canteen, employee rights, grievance and 
disciplinary issues, etc. 

♦ function required of the individual, job descriptions 
♦ code of conduct at workplace and provider 
♦ rules and regulation: telephone, stationery, lunches etc 



 
 
 

 

Group integration factors 
♦ formal and informal aspects of work (e.g. everyone is on first name basis in the 

workplace) 
♦ the culture and values of the organisation 
♦ life skills, learning about work, business etiquette. 

Learnership factors 
♦ Ensure that the learnership agreement is signed by all parties involved. 
♦ Explain the concept of outcomes-based learning, the use of standards and the nature of 

assessment. 
♦ Ensure that learners understand what their obligations are, what they are reasonably 

entitled to expect and what the rights and obligations of the other parties to the 
agreement are. 

♦ Explain how the learning programme will work (how the learning will be scheduled). 
♦ Discuss the assessment process: what will be required in terms of assessment and 

competence? The learner’s role and the assessor’s role. What will happen if the person 
is assessed as not yet competent – can they be trained again, when and assessed 
when – after what period? What is the appeal process? 

♦ Discuss the practicalities such as accommodation, transport, allowances 
♦ Discuss issues around the reintegration into the workplace 
♦ Introduce the learner to all the staff members who will be responsible for their welfare. 

Inform them of who will mentor the learner and what kinds of mentoring will be provided. 
Explain that the mentoring at first will be more intensive and supportive and that it will 
lessen as the learner becomes more self-sufficient. 

♦ Ensure that the learner receives the necessary equipment, books, learning materials. 
♦ Ensure that learners who are to receive an allowance, do actually get their money. 
♦ Counsel workers who are on the learnership about the temporary sacrifices they may 

need to make during the programme. 
♦ Clarify the period of the learnership, explain the maximum period and define when the 

contract will end. 
 
 
In addition, you will need to: 
 

♦ Draw up the workplace timetable – rotation schedule, indicating the nature of the 
workplace instruction. 

♦ Provide learners with a job description, contract of employment, details on company 
benefits etc. 

♦ Involve the shop steward/staff representative at the launch of the learnership. 
♦ Ensure ETDP practitioners (external to the company) are familiar with the company’s 

grievance and disciplinary procedures. 
♦ If there is more than one learner in your organisation, set up a networking group/study 

group which can act as its own support structure. 
 
 
 
 



 
 
 

Maintaining a positive learning environment 
 

The employer needs to provide a learning environment that is challenging but ‘safe’, so that 
learners feel comfortable asking questions or admitting to uncertainty. The general 
principles of adult learning are applicable in creating such an environment: 
 
♦ Adults are motivated to learn as they develop needs and interests that the learning will 

satisfy; 
♦ Adult orientation to learning is life- or work-centred; 
♦ Learning needs to preferably centre around experiences, the analysis of those 

experiences and their application to work and life situations; 
♦ Adults need to be self-directing and the role of the coach is to engage in a process of 

inquire, analysis and decision making with the learner rather than merely transmit 
knowledge. 

♦ Coaching must make allowance for differences in learning style and pace of learning. 
 
 

Remember that learning is more effective if it: 
 

♦ Takes place in a supportive, respectful environment 
♦ Can be built on the individual’s experiences 
♦ Takes place in the context of problem solving 
♦ Is enhanced by feedback and through doing 
♦ Is facilitated by a variety of training methods 
♦ Is an active process 

 
 

Coaching and mentoring 
 

Ideally, a supportive learning environment will have a coach and mentor assigned to each 
learner. The structured workplace experience and coaching is not merely about showing 
the person how to perform the tasks, but rather about helping the learner to learn. This 
means guiding and encouraging the learner to achieve results by helping the person learn 
while doing the job. The role of the mentor is to guide the learner towards achieving the 
learning outcomes. 

 
To ensure that both the learner and the employer gain as much as possible from each 
learning opportunity, it is essential that the coach/mentor be appropriately trained. 

 
As a coach you need to: 

 
♦ Be alert to coaching opportunities wherever they arise – whether in the individual’s work 

or groups, or even through involving them in discussion of your problems and priorities; 
♦ Choose your time for coaching. Sometimes it is necessary to act immediately if you see 

something going badly wrong; at other times you will do better to let people reflect on 
their errors before they can benefit by discussing them; 

♦ Never concentrate solely on errors. If you are going to criticise weaknesses, begin by 
making sure the individuals know how much you value their strengths; 

♦ Not try to tackle more than one or two weaknesses at a time; 



 
 
 

♦ Give priority to those weaknesses that have most effect on the performance of the 
individual and the team; 

♦ Make sure individuals know what you expect them to be doing and what you expect 
them to accomplish, preferably having discussed this with them first; 

♦ Not insist that everything be done your way (unless there is some supremely good 
reason why it must be). Ask people questions that get them thinking out their own better 
ways of doing things; 

♦ Encourage people to consider alternative ways of doing things; and support them in 
their attempts to put new ways into practice; 

♦ Identify other people in your team who could/should be coaching, and make it part of 
their duties to do so; 

♦ Review your coaching, and insure adequate time is being given to each individual.1 
 

As a mentor you need to: 
 

♦ Encourage learners to take the initiative to ask for assessment as soon as they feel 
ready; 

♦ Ensure that the environment allows learners to deal promptly with difficulties which may 
discourage or de-motivate them; 

♦ Identify potential barriers to learning (personal problems, colleagues, nature of the work, 
etc); 

♦ Clarify responsibilities and redefine mentor/coach and learners job description. Key 
result/performance area documents need to include the new responsibilities; 

♦ Ensure that the management of the organisation shares the vision and understands the 
newly-legislated learning environment; 

♦ Make time for the learner and keep the scheduled appointments; 
♦ Offer support without necessarily rescuing, let the learner make mistakes if needs be 

and offer to support the learning from the experience; 
♦ Assist learners to become their own teachers through self-directed learning; 
♦ Find out the learner’s immediate learning needs and goals by asking, “what do you need 

to learn?”; 
♦ Meet with the learner and establish a learning action plan. 

 
14. DOING THINGS RIGHT 
 

We hope this guide has given you some insight into the issues you need to consider before 
embarking upon a learnership. Involve your SETA in helping you every step of the way with 
advice and guidance.  It is the SETA’s job to make the learnership road as smooth as 
possible for you.  And remember that the first time you offer a learnership will be a learning 
experience not only for the learner but for you too.  You may find that you do not have all 
the facilities and resources to implement the ideal process.  But as long as learnership 
principles are adhered to and your legal and contractual obligations are met, your 
learnership initiative will succeed. 

 
 
 
 
 

                                                 
1 Source: Rowntree, D 1996 



 
 
 

 
For further information and support contact: 

Learnership Manager 
Forestry Industries Education and Training Authority (FIETA) 
PO Box 31276 
Braamfontein 2017 
 
Tel: 011  712- 0600 
Fax: 011 339-1166 
E-mail: mail@fieta.org.za 
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WHY LEARNERSHIPS? 

A learnership is designed by an industry, to satisfy the needs identified by both employers and 
labour representatives in that Industry to fill either ‘real’ or ‘probable’ gaps in labour supply 
within the industry. 
 

♦ ‘Real Needs’ are identified as a shortage of trained and skilled staff in existing job 
categories. 

♦ ‘Probable Needs’ are identified as those ‘skilled staff’ requirements which will become 
important in the future as a result of businesses expanding, or their operating methods 
changing. External local and international comparisons can also give-rise to the 
identification of ‘Probable Needs’. 

1. WHAT IS A LEARNERSHIP? 

A learnership is a structured programme, of necessary training and essential practice, 
designed to take place over the period of one year. It is structured in that it combines 
elements of education and training, with working experience. At the end of the learnership, 
learners have the opportunity of being assessed and certificated as competent, at a level 
comparable with people working on a full-time and permanent basis in an Industry.  
 
A learnership is a fixed-term agreement between employer and learner (employee) and is 
possibly the only fixed-term agreement that does not give rise to any expectation of 
ongoing employment at the end of the learnership in the case of a Section 18.2 Learner 
(unemployed – pre-employed). 
 
The principle benefit of a learnership is that the employer has the benefit of receiving a 
Learnership Grant from the Forest Industries SETA, which will cover part or all of the costs 
of on-the-job training and education, any external training and education, assessments and 
also, where the learner is a new employee and not an existing employee, a Wage Subsidy. 

 
The reason that an industry would be prepared to fund a learnership in a particular 
company is that where this type of development occurs, the entire industry benefits from a 
skills level upliftment and also pre-qualified pools of skilled people (determined by industry 
demand) become available for employment in jobs for which they have been trained in, and 
assessed as competent, for. 

The design of a learnership 

Industry stakeholders (employers and employees) work within the framework of a 
Standards Generating Body (SGB) to identify all possible competencies and outcomes 
associated with a particular job. All possible expectations from an employee are mapped 
into a Qualifications Framework, which forms the backbone of a learnership.  
 
In the design of a learnership, industry and job experts meet and agree on how expertise 
and competency should be recognised in the workplace and what elements of on-the-job 
teaching and coaching might be required to fully develop the competencies of the learner. 
These elements are captured into an instrument known as a Portfolio of Evidence. 
Completing the Portfolio of Evidence through a process of Performance Management, on-
the-job, will result in the employers responsibility for the learner (employee) being fulfilled. 



 
 
 

 
The design of a learnership is specific with regard to directing what on-the-job training will 
be required directly from a Teamleader, Supervisor or Line Manager. It is also specific in 
directing what essential education is required from external Training Providers. 

2. WHAT DO PROVIDERS NEED TO DO? 

The rights and duties of providers, employers and learners are set out in the Learnership 
Agreement.  A learnership agreement is a legally binding document that offers protection to 
the parties and those they represent, and ensures that each party to the agreement 
complies with their end of the bargain. 
 
A summary of these rights and duties appears in the tables below: 

Rights of learners, employers and providers in terms of a learnership agreement 
(Your rights/duties are shown in blue) 
 
Learner 
 

Employer Training Provider 

Has the right to: 
• Be educated and 

trained; 
• Have access to 

resources to receive 
training; 

• Have performance 
assessed and have 
access to the 
assessment results; 

• Receive a certificate 
on completing the 
learnership; 

• Raise grievances in 
writing with the 
SETA concerning 
any shortcomings in 
the training. 

Has the right to require 
the learner to: 
• Perform duties in 

terms of the 
agreement; 

• Comply with the 
rules and 
regulations 
concerning the 
employer’s business 
concern. 

Has the right to have: 
• Access to the 

learner’s books, 
learning material and 
to the workplace if 
required. 



 
 
 

 

Duties of learners, employers and training providers 
 
Learner 
 

Employer Training Provider 

The learner must: 
• Work for the 

employer; 
• Be available for and 

participate in all 
learning and work 
required: 

• Comply with 
workplace policies 
and procedures; 

• Complete any time 
sheets or any written 
assessment tools to 
record relevant work 
experience; and 

• Attend all study 
periods and 
theoretical learning 
sessions with the 
provider. 

The employer must: 
• Provide learners with 

appropriate training 
and facilities at the 
work and with 
adequate supervision; 

• Release learners 
during working hours 
for off-the-job 
education and 
training; 

• Pay learners the 
agreed allowance for 
both on-the-job and 
approved off-the-job 
training; 

• Conduct on-the-job 
assessment or cause 
it to be conducted; 

• Keep up-to-date 
records of the 
learning and 
periodically discuss 
progress with 
learners; 

• Comply with the Skills 
Development Act 
(1998) and all related 
legislation. 

The training provider 
must: 
• Provide education 

and training in terms 
of the agreement; 

• Provide the learner 
with support as 
required; 

• Record, monitor and 
retain details of 
training provided to 
the learner; 

• Conduct off-the-job 
assessment or 
cause it to be 
conducted; 

• Provide reports to 
the employer on the 
learner’s 
performance. 

• Provide reports to 
the Seta on the 
learners progress. 

 
In addition, training providers will be expected to assist in the recruitment and selection of 
learners in conjunction with the employers. 

Accreditation 

In order to offer a learnership, a training provider must be accredited with the relevant 
ETQA (Education and Training Quality Assurer). In the case of learnerships in the forestry, 
pulp and paper, wood products and furniture industries this means being accredited by 
FIETA ETQA. The requirements for accreditation are to be found in the FIETA Provider 
Accreditation Policy and Guidelines, and the document “ETQA requirements for 
Learnerships in the Forestry Industries Sector”. If you are not yet accredited with FIETA, or 
you are accredited with a different ETQA, you will need to contact the FIETA ETQA 
manager for guidance.  
 



 
 
 

You will need to submit your training programme for accreditation, to ensure that your 
programme outputs meet the requirements of the unit standards for a particular learnership.  

3. HOW DO WE CHECK IF OUR MATERIAL MEETS THE NEEDS? 

Assessment criteria have been developed for all the unit standards included in this 
qualification. The learning programmes will therefore need to be designed to include 
opportunities for formative assessments to be performed throughout the learning 
programme to ensure that learners are competent against these criteria. Summative 
assessments will be performed for the outcomes included in each of the skills programmes.  
Providers will need to ensure their curricula meet or exceed the requirements of the unit 
standards especially around the area of the assessment criteria. 
 
The integrated assessment will include provider-based examinations and assignments. The 
work-based component of this assessment will require that the learner provide evidence of 
their competence in an environment that reflects the real-life situation of the occupation 
title/job category. This final assessment would be performed over a period of time so as to 
include all aspects of the knowledge and skills included in the content of the qualification. 

 
A learner will only be deemed competent when showing evidence of their applied 
competence against all the criteria included in the qualification. 

4. PARTNERSHIPS AND COLLABORATION 

The nature of learnerships requires that relationships between training providers and 
employers are established, through initiating partnerships, alliances and collaborative 
arrangements. These relationships are critical to the success of the learnership. It is likely 
that some providers will work in collaboration with employers for the first time as a result of 
their participation in learnerships. The workplace environment is considerable different from 
that of an educational institution. As a provider, you will be challenged to provide 
instructional learning that can be of immediate use in the workplace. You should therefore 
be sensitive to the needs of employers. 
 
Although the learnership is largely an employer-driven endeavour, the responsibility for 
ensuring the quality of the learning experience both at the workplace and in the educational 
institution belongs to the provider. 

DEVELOPING OR ALIGNING MATERIALS 

As a training provider it is expected that you will be responsible for the provision of your 
own learning programme and materials. Once the instructional learning component of the 
learning programme has been established, learning materials can be developed, designed 
or aligned to NQF requirements. 
 
To achieve this, preparations have to be made to: 
 
• Identify the instructional learning component in collaboration with employers; 
• Ensure that instructional components of the learning programme are aligned to the 

needs of the workplace; 



 
 
 

 
• Confirm the manageable chunks of learning (topics/modules) that can be offered at your 

or another workplace; 
• Schedule work experience and instructional learning in ways that minimize disruptions 

at both the workplace and learning institution. 
 

In order to develop/align materials you will need to: 
 
• Analyse the outcomes of the unit standard to identify clusters of applied competence, 

i.e. the ability to put into practice in the relevant context the learning outcomes acquired 
during a learning programme; 

• Identify assessment criteria for each cluster of applied competence, that is, the essential 
evidence required of a learner to prove that an outcome has been achieved; 

• Determine the most appropriate assessment method for each cluster of applied 
competence: 
 
To ensure that the purposes of a qualification are achieved, SAQA has indicated that 
integrated assessment must be incorporated appropriately in the development and 
delivery of training programmes. Integrated assessment means that form of assessment 
that permits the learner to demonstrate applied competence and which uses a range of 
formative and summative assessment methods. 

 
Planning how we will assess ‘up front’ ensures that assessment methods and 
consequently learning strategies are designed to meet the outcomes. If this step is left 
until after learning materials have been developed there is a tendency to assess 
irrelevant areas of learning. 

 
In order to identify what will need to be assessed, it will be necessary to identify the 
evidence requirements specified in the outcome statements, and the criteria against 
which the evidence should be judged. It is important to keep in mind that all the 
outcomes of a unit standard or qualification must be assessed, therefore learning 
strategies must be designed to achieve practical, foundational and reflective 
competences. 

 
As already mentioned, standards registered on the NQF are required to include 
assessment criteria and guidelines which can act as a useful tool in identifying the most 
appropriate means of assessing whether learning outcomes have been achieved. 

Selecting the method of assessment 

Choosing the right assessment methods for the standard(s) you are working with is an 
essential part of the curriculum development process. Different methods of assessment 
assess different aspects of the outcomes; some are more appropriate for the 
assessment of skills, others for knowledge and others again for problem-solving skills 
and attitude. 
 
The choice of assessment method involves three basic steps: 

i. Link the outcomes to the most suitable tools from the choices outlined; 
ii. Check the authenticity of tasks, assessments and contexts, and their impact 

on transformation (that is, language, culture, etc.) 
iii. Ensure that the assessment design allows the learner to show –  



 
 
 

 
• High-level thinking, specific to the outcomes/standard – ensure that 

you are not testing language ability or insight that is not required in the 
outcomes; 

• Problem solving; 
• Collaborative skills; 
• Intrapersonal skills i.e. the skills to think about one’s own performance, 

values and attitude; 
• Application in different contexts. 

 
In other words, we must ensure that out assessment approach assesses foundational, 
practical and reflective competence. 
 
The following table illustrates a general guide to the choice of assessment method: 
 
ASSESSMENT PURPOSE ASSESSMENT METHOD 
Assess knowledge Written or oral assessment depending 

on the language ability of the learner 
Assess technical skills 
 

Specific practical demonstrations or 
simulations 

Assess problem-solving skills Real or simulated problem-solving 
situations, role plays and question and 
answer 

 
• Check that all the outcomes of the standard/module are assessed by the combination of 

assessment methods you have chosen: 
 
It is important to remember that different forms of assessment assess different types 
of outcome, so as a final check we must ensure that the combination of methods 
chosen covers the entire range of outcomes in the standard. It is also important to 
ensure that the overall purpose of the standard is being achieved, not just the 
individual outcomes.  
 

• Using your assessment methods as a guide, identify learning strategies for each cluster 
of applied competence: 
 
Assessment as it is envisaged in the philosophy of the NQF is intrinsically a learning 
tool, therefore the choice of assessment approach suggests the learning strategy that 
will ensure achievement of the desired learning outcomes. 

In addition, the assessment criteria and guidelines found in the unit standard are 
a pointer towards the most appropriate learning strategy for a particular 
competence cluster. 

• Select and develop methods of delivery at the workplace for example, role-plays, self-
study, exercises, coaching, simulations etc.; 

• Develop, adapt or align materials that: 
o Clearly lay out objectives and learning outcomes; 
o Indicate study time (notional hours per section of the material); 
o Promote active teaching and learning and engage learners intellectually and 

practically; 
 



 
 
 

 
o Encourage learner responsibility for learning; 
o Utilise adult education approaches to learning and teaching. 

 
The following pages have been designed to assist you in this process. 
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Full curriculum 

Aim of the curriculum 

 
The following section looks at five discrete deliverables, each of which clearly rely on and/or 
relate to each other. 
 

i. Supportive and relevant workplace-based employment opportunities for learners which offers 
work-based experience as well as structured learning relevant to the learnership qualification 

 
ii. Supportive and relevant structured learning opportunities provided by an accredited and 

reputable education provider, which acknowledges and builds on the above workplace-based 
employment. 

 
iii. Appropriate marketing, communication and information management strategies to meet the 

learnership needs including collection and distribution of information regarding possible 
pathways for further employment and / or professional development opportunities following 
the completion of the learnership. 

 
iv. Co-ordination and management of the above to ensure coherence and effective 

implementation. 
 

v. Quality assurance, monitoring and evaluation mechanisms for all partners: employers, 
learners and/or employees, education providers and learnership facilitators. 

 
Therefore this document will provide guides for all partners in the following ways: 
 
• For learners – with regard to what will be learned, suggested resources and assessment 

outputs 
• For providers – to assist with the development of learning materials and assessment 

instruments 
• For employers – to assist with the implementation of workplace-based learning 

Situation analysis 

Factors impacting on the curriculum design are discussed below: 
 
• Available funds: each learnership entered into must adhere to the relevant ETQA 

documents that will be signed by the relevant parties to the learnership, that stipulates the 
QA requirements on which the FIETA ETQA will grant or refuse requests for assistance or 
incentives in respect of the learnership. 

• Availability of learning materials: It is understood that the providers of work-based and 
provider-based training would develop their own learning materials and that this would 
remain their property. However, FIETA is developing standardised materials which will be 
available to providers if required. 

• Availability of providers and employers: TBA 
 



 
 
 

 
• Amount and availability of Learners: TBA 
• Geographical spread of the learnership: TBA 

Purpose of the qualification 

This learnership is aimed at achieving a National qualification title which is registered at Level 
? on the National Qualifications framework (NQF).  Learners working towards this qualification 
will be learning or working within a type of organisation, where the acquisition of competence 
against this qualification will add value to one’s job.    

Target group analysis 

The individuals who would be interested in enrolling for the National qualification title at NQF 
level ?, would include, but not be limited to new employees without formal training, previously 
disadvantaged target group employees and school leavers or entrants into the related forestry 
business. 
 
Individuals entering into such a learnership would be required to demonstrate competence in 
communicating verbally and in writing. 
 
Provider-based training, although predominantly classroom-based, would include lectures, 
activities, role-play, practical exercises and a variety of other assessments. Work-based 
training would focus on the daily knowledge, skills and abilities of a competent employee and 
would require the learner to participate and contribute to these tasks. 

Training needs analysis 

The training needs analysis that needs to be performed before the implementation of this 
learnership: 
 
• Will follow world best practice with respect to the identification of training needs 
• Will identify the critical issues facing the forestry industry, identify the skills gaps and design 

suitable interventions; and 
• Identify where the need for mastery is applicable and where the need for basic competency 

is required. 

SGB involvement 

As mentioned previously, this learnership is based on the National qualification title as 
generated by the SGB (sgb title). 

Unit Standards 

The unit standards included in this learnership are presented above as the qualifications 
framework. 

Assessment 

Assessment criteria have been developed for all the unit standards included in this 
qualification. 
 



 
 
 

 
The learning programmes will therefore need to be designed to include opportunity for 
formative assessments to be performed throughout the learning programme to ensure that 
learners are competent against these criteria. Summative assessments will be performed for 
the outcomes included in each of the skills programmes. 
 
The integrated assessment will include provider-based examinations and assignments. The 
work-based component of this assessment will require that the learner provide evidence of 
their competence in an environment that reflects the real-life situation of the occupation title/job 
category. This final assessment would be performed over a period of time so as to include all 
aspects of the knowledge and skills included in the content of the qualification. 
 
A learner will only be deemed competent when showing evidence of their applied competence 
against all the criteria included in the qualification. 

Structuring of the unit standards 

The unit standards as generated by the Standards Generating Body were grouped and 
configured to provide a realistic and practical approach to training the content. The NQF level ? 
standards were grouped as described below: 

MODULE 1:  

MODULE 2:  

MODULE 3:  
 
The above three Modules will be completed consecutively in the order outlined above, as this 
will form the basis of further learning within the scope of the qualification, regardless of the 
sub-field chosen by the learner (e.g.    categories                   ). 
 
The Module titles listed below can be pursued, regardless of the order in which they are listed. 
The Modules listed below deal with (area of operation).   

MODULE 4:  

MODULE 5:    

MODULE 6:   

MODULE 7:   

MODULE 8:   

MODULE 9:   

Time allocation 

Module 1:             # of hours  Notional Hours 
Module 2:          Notional Hours 
Module 3:           Notional Hours 



 
 
 

Module 4:           Notional Hours 
Module 5:           Notional Hours 
Module 6:          Notional Hours 
Module 7:          Notional Hours 
Module 8:          Notional Hours 
Module 9:          Notional Hours 

Quality assurance 

Before commencement of any learnership the following quality assurance components must be 
understood and agreed upon by all respective participants: 
 
− where the FIETA accredited provider party to a learnership is an in-house provider, that 

provider will be principally accountable for the quality assurance of the learnerships. 
− where the provider has been accredited by an ETQA other than FIETA, a memorandum of 

understanding will be entered into between that ETQA and this ETQA, and both will jointly 
be responsible for the quality assurance of the learnership. 

 
In line with FIETA’s decentralised quality assurance policy, for each learnership the following 
representatives will be appointed and will be accountable for the full learnership process: 
 
− Provider organisations management (registered internal verifier) 
− Employer organisations management (registered internal verifier) 
− Moderator (external verifier) 
 
The duty of these representatives is to monitor and report to the ETQA on the quality of the 
learnership processes and procedures being carried out by both providers and employers. 

Record keeping and reporting 

Record keeping and reporting are considerations in the awarding of accreditation to providers, 
and therefore the provider needs to ensure that a system of record keeping and reporting, in 
respect of learnerships will be in place. This means implementing clearly defined procedures 
for updating records of learning and training staff in these processes. 
 
You will need to keep copies of: 
 
• Learner agreements/comtracts; 
• Standard forms and reports; 
• Assessment guides; 
• Training manuals. 
 
You must also: 
 
• Ensure confidentiality of records; 
• Make sure that your system complies with the relevant reporting requirements specified by 

FIETA and the DoL and complies with moderation and verification requirements; 
• Decide on who will be responsible for ensuring the availability of assessors; 



 
 
 

• Agree how information will be collected and recorded; 
• Keep all records in case of appeals; 
• Align with quality assurance standards. 
 
Each learner will be allocated a complete set of records for the duration of the learnership. The 
documentation will include: 
 
• Results of formative assessment 
• Results of summative assessment 
• Results of provider-based and work-based components of the integrated assessments 
 
Once the learner has been certified as competent, the learner’s records will be submitted to 
SAQA to be placed on the National Learner Record Database (NLRD). 
 

For further details and support contact: 

 
Learnership Manager 
Forestry Industries Education and Training Authority (FIETA) 
PO Box 31276 
Braamfontein 2017 
 
Tel: 011 712- 0600 
Fax: 011 339-1166 
e-mail: mail@fieta.org.za 
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WHY LEARNERSHIPS? 
 

A learnership is designed by an industry, to satisfy the needs identified by both employers 
and labour representatives in that industry to fill either ‘real’ or ‘probable’ gaps in labour 
supply within the industry. 

 
♦ ‘Real Needs’ are identified as a shortage of trained and skilled staff in existing job 

categories. 
♦ ‘Probable Needs’ are identified as those ‘skilled staff’ requirements which will become 

important in the future as a result of businesses expanding, or their operating methods 
changing. External local and international comparisons can also give rise to the 
identification of ‘Probable Needs’. 

 
1. WHAT IS A LEARNERSHIP? 
 

A learnership is a new training programme.  It is a mixture of on-the-job training and 
education and training that is provide in a technical college, technikon, university or training 
centre.  A person who completes a learnership successfully will have a qualification that is 
recognised throughout the country. 
 
Learnerships are new and different because they are about making sure that people can 
use the skills that they have learnt.  You cannot learn practical workday skills in a 
classroom.  You need practical, hands on experience.  It is also important though, to 
understand why things are done in a certain way.  A learnership includes both the 
workplace and the classroom – how to do things and why they are done in a particular way. 
 
A learnership is just like learning to drive.  There is theory – learning from books and in a 
classroom.  There is practical work with someone showing you what to do.  There are tests 
from time to time – called assessments – to make sure that you can do what you have been 
trained to do.  This test will not be like writing an examination.  It will include you doing 
something.  For example, if the learnership is in saw doctoring you might have to sharpen a 
variety of saws, if in furniture production, it might mean that you have to make a piece of 
furniture. 

 
The end result of a learnership is a qualification.  This qualification might be a basic one, or 
one that is the equivalent of a matriculation certificate, a higher education diploma or even 
a degree. 
 
In addition to learning a trade or skill, a learnership may also help to improve basic reading 
and maths.  It may help you to get some computer skills and learn about how to deal with 
practical workplace problems and how to work better in teams. 
 

2. WHO CAN APPLY FOR A LEARNERSHIP? 
 

The Minister of Labour has said that anyone should be able to apply for a learnership.  This 
means that learnerships should be available for people already in jobs, for young people 
leaving schools and colleges and for unemployed people as well.  There are no age limits. 
 
 



 
 
 

 
3. HOW MUCH WILL IT COST? 
 

There is no charge for a person to go on a learnership and employers have to pay you 
while you are on the learnership programme.  The Minister of Labour has said that 
everyone on a learnership programme must be paid a minimum wage.  All it will cost you is 
your commitment and dedication to the process. 

 
4. HOW LONG WILL IT TAKE? 
 

The length of a learnership will depend on the level of training.  Some learnerships might 
last two or three years and others may be much shorter. 
 
If you have been working for some time, but have no qualification, the skills that you have 
learnt on the job can be tested and this might make the learnership shorter.  This is called 
recognition of prior learning or experience (RPL).  It is a way of recognising that someone 
who has been doing a job does not need the same training as someone who is new to a 
job. 

 
5. WHO ORGANISES A LEARNERSHIP? 
 

Learnerships are provided by employers, because the training has to have workplace 
experience. 
   
Learnerships are provided by employers, because the training has to have workplace 
experience. 
 
The learnership is approved by an organisation called a Sector Education and Training 
Authority (SETA).  They ensure that learnerships are properly organised and in an 
occupation where there are likely to be jobs.  Learnerships will also give people skills to set 
up their own businesses. 

 
A learnership includes theory.  Some large employers will have their own training centres 
and can provide the classroom part of the learnership.  Others will work with a training 
provider to do this, perhaps a technical college or technikon. 

 
6. WHAT DOES IT MEAN FOR ME IF I GO ON A LEARNERSHIP? 
 

If you are accepted for a learnership you will have to sign a legal agreement with the 
employer.  The person or organisation that provides the theory part of the training also has 
to sign this agreement.  This will spell out what is expected of you and what you will have to 
do, as well as what you are entitled to expect from your employer and your training 
provider. These rights and duties are shown in the tables below. 

Rights of learners, employers and providers in terms of a learnership agreement 
(Your rights/duties are shown in blue) 
 
Learner 
 

Employer Training Provider 

Has the right to: 
• Be educated and 

Has the right to require 
the learner to: 

Has the right to have: 
• Access to the 



 
 
 

trained; 
• Have access to 

resources to receive 
training; 

• Have performance 
assessed and have 
access to the 
assessment results; 

• Receive a certificate 
on completing 
learnership; 

• Perform duties in 
terms of the 
agreement; 

• Comply with the rules 
and regulations 
concerning the 
employer’s business 
concern. 

learner’s books, 
learning material and 
to the workplace if 
required. 

Duties of learners, employers and training providers 
 
Learner 
 

Employer Training Provider 

o Raise 
grievances 
in writing 
with the 
SETA 
concerning 
any 
shortcomi
ngs in the 
training. 

The learner must: 
• Work for the 

employer; 
• Be available for and 

participate in all 
learning and work 
required: 

• Comply with 
workplace policies 
and procedures; 

• Complete any time 
sheets or any 
written assessment 
tools to record 
relevant work 
experience; and 

• Attend all study 
periods and 
theoretical learning 
sessions with the 
provider. 

The employer must: 
• Provide learners with 

appropriate training 
and facilities at the 
work and with 
adequate supervision; 

• Release learners 
during working hours 
for off-the-job 
education and 
training; 

• Pay learners the 
agreed allowance for 
both on-the-job and 
approved off-the-job 
training; 

• Conduct on-the-job 
assessment or cause 
it to be conducted; 

• Keep up-to-date 
records of the 
learning and 
periodically discuss 
progress with 
learners; 

• Comply with the Skills 
Development Act 
(1998) and all related 
legislation. 

The training provider 
must: 
• Provide education 

and training in terms 
of the agreement; 

• Provide the learner 
with support as 
required; 

• Record, monitor and 
retain details of 
training provided to 
the learner; 

• Conduct off-the-job 
assessment or cause 
it to be conducted; 

• Provide reports to the 
employer on the 
learner’s 
performance. 

• Provide reports to the 
Seta on the learners 
progress. 

 
 



 
 
 

7. HOW DO I GET ON A LEARNERSHIP? 
 
Steps to follow for those who have a job: 

Step One 
 
The first thing to do is to find out if your employer is providing learnerships or is planning to 
do so. 
 
You can find out by asking your supervisor, training or personnel manager or trade union 
representative.  All employers are paying a skills levy to the government and they claim part 
of this back if they provide training.  To assist them to do this, every employer has been 
asked to nominate a Skills Development Facilitator (SDF).  You should find out who this is 
and ask about learnership opportunities. 
 
If your company has or is planning to have learnerships go on to step three, if not then go 
to step two. 

Step Two 
 
Learnerships are still very new and it may be that your employer does not yet know about 
them. 
 
If this is the case you should try to get them interested.  You may do this by talking directly 
to your supervisor or manager, the Skills Development Facilitator, the training or personnel 
office or your trade union.  Who you talk to will depend on the size of your organisation and 
how it is organised. 
 
They can in turn contact the Learnership Manager at the Forest Industries Sector Education 
and Training Authority (FIETA). (see page 7 for contact details) 

Step Three 
 
If your employer provides learnerships you need to find out what these are and how to 
apply for this training. 
 
It may be that learnerships are offered in skills with which you are already familiar or you 
might want to learn new skills. 
 
You will need to discuss the opportunities that are available with your supervisor and 
training manager/skills development facilitator. 
 
In considering applying for a learnership, you should ask about the following: 

 
- The commitment that will be required from you (e.g. will there be extra study in the 

evening and at weekends?) 
 
- What qualification will you receive 

 
- At what level will this qualification be? 

 



 
 
 

- Will you be able to cope with the classroom side of the learnership as well as the 
practical work? 

 
- Are there going to be opportunities for promotion or further training in the future? 

 
- What kind of tests will be involved?  What happens if you fail? 

 
These are issues that you will need to talk through, not just with people at work but also 
with your family and friends. 

Step Four 
 
If you think that it is right for you – apply for a learnership. 
 
Steps to follow for those who do not have a job: 

Step One 
 
Find employers who are offering learnerships.  You can do this by contacting a Sector 
Education and Training Authority or asking at the Department of Labour.  You should also 
ask friends and family to look out for openings and watch for adverts in newspapers. 

Step Two 
 
You need to prepare for applying to an employer.  Before you apply, you should think about 
the kind of training and job you are interested in.  If you like working outdoors there is not 
much point in applying for an office job.  Think about what you have to offer. 
 

You might need to draw up a Curriculum Vitae that gives the following information: 
 
Personal Details  Name, date of birth, contact details, marital 

status, ID number. 
   
Education  Schools attended and qualifications, include 

sporting and other activities. 
   
Work experience  Names of previous employers and the work 

that you did.  Dates of jobs and reasons for 
leaving. 

   
Other Skills  If you can drive, or use a computer.  If you are 

involved in a church or other organisation. 
   
References  Give the names and contact details of at least 

three people who know you and can tell an 
employer what you are like. 

 
 
 
 
 



 
 
 

Prepare for an interview:  think about the kind of questions you might be asked.  
Practice an interview with a friend. 
 
If you are not successful the first time you apply, keep on trying. 
 
Good luck! 
 
 
 
 

For further information and support contact: 

Learnership Manager 
Forestry Industries Education and Training Authority (FIETA) 
PO Box 31276 
Braamfontein 2017 
 
Tel:  011 712-0600 
Fax: 011 339-1166 
e-mail: mail@fieta.org.za 
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National qualification title 
 
 
 
UNIT STANDARD:   
 
___________________________________________________________________________ 
 
 
INTRODUCTION 
 
This learning guide is for the NQF Level ? Unit Standard:   
 
•   
•   
•  
 

This learning guide is intended to guide the learner towards the achievement of the above unit 
standard, by specifying learning activities, assessment criteria and available resources that will 
help the learner achieve the intended outcomes of the unit standard. It is also intended as an 
aide to the coach/mentor in the planning of learning interventions. 
 
CONTEXT 
 
A brief introduction to the learner on why this particular module is important to them and what 
they will need it for. 
 
This guide will help you to explore the elements or module titles they will be covering. 
 
OBJECTIVES OF LEARNING 
 
•  outcomes of each module 
 
CURRICULUM FRAMEWORK 
 

The curriculum framework is an analysis and deconstruction of the relevant unit standards for a 
particular learnership. It should be seen as a guide to the body of knowledge and can be 
adapted to the specific requirements of course and material developers. It covers elements 
like: 
 

♦ what the learner will need to know 

♦ what the learner will need to do 



 
 
 

♦ what tools and equipment the learner will need 

♦ what problems they could encounter. 

 

 

Things that learners 
must do 

Things that learners 
must know 

Problems that 
learners may 
encounter 

Tools and equipment 
that might be used 

    

    

    

 
RESOURCES 
 

Suitable training programmes/resources for learners include: 

♦  
 
  

 



 
 
 

LEARNING ACTIVITIES 
 
 
Unit standard title 
 
 

Specific Outcome Assessment Criteria 
 •  
 •  
 •  
 
Everything the learner will need to do, collect, analyse, develop is listed here for each unit 
standard title  (these must address all the areas listed on the curriculum framework. 
 
• Spend some time with 
• Find out about 
• Gather information on 
• Develop a  
• Ask your coach or mentor to review you effort on             
• Keep a record of your finding for your portfolio of evidence 
 
BEING AN EFFECTIVE ADULT LEARNER 
 
In the new education and training system, the emphasis is on meeting the standard that is set 
and on what the learner knows and can do, rather than on how long it takes to complete a 
programme of learning. The standards and learning outcomes are clearly defined, which 
means that the learner knows in advance exactly what is expected for success. This is different 
from what many learners will remember from their previous experiences of learning, which 
tended to focus on what was learned rather than the standards needed. 
 
It is vital that the learner plays an active and involved role in the learnership. This means using 
initiative and taking ownership of their own development. One way of doing this is to develop a 
personal learning plan with clearly defined objectives. (see overleaf) 



 
 
 

 
 
Example of a personal learning plan 
 

 
1. My learning goal: 
(e.g. I would like to develop my call centre customer service skills) 
 
 
2. Resources I will need: 
(the company “answering the telephone” booklet; catalogue of products the 
company distributes; internal telephone list) 
 
 
3. People I know who can assist me: 
(Call centre manager; switchboard operator; product manager) 
 
 
4. Barriers I may encounter and how I might overcome them: 
(The people mentioned may not have time to explain the process to me…..I can 
meet with them during lunch or stay late one afternoon) 
 
 
5. Timetable for achieving my objectives: 
By   ? 
 
 
6. Meetings with my mentor:  
(dates and times) 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
BEING ASSESSED 
 
When a learner is assessed against a standard, they will be evaluated as: 
 

♦ Competent – the learner has reached the standard and meets the assessment criteria; 
or 

♦ Not yet competent – the learner has not yet reached the standard and more evidence is 
required. 

 
If the learner received feedback that they are not yet competent, this implies that they could 
become competent. It is important for the learner to clarify precisely why they fell short of the 
required standard and also what they need to do to achieve the standard next time. 
 
 
When we say someone is competent we are referring to four things: 
 

♦ They have the practical skills to do the job 
♦ They have the knowledge of what they are doing and why they are doing it 
♦ They have the right attitudes or ‘thinking dispositions’. For example, a job may 

require confidence, empathy with clients, the ability to work under stress. 
♦ They should be able to transfer their skills, knowledge and attitudes from one context to 

another appropriately and effectively. 
 
We call these types of competence practical, foundational and reflexive competence: 
 
Practical competence 
 
 
Foundational competence 
 
 
Reflexive competence 

the demonstrated ability to perform a set of 
tasks 
 
the demonstrated understanding of what you 
are doing and why 
 
the demonstrated ability to learn from your 
actions and adapt to changes and unforeseen 
circumstances. This means being able to 
demonstrate that you can learn from your 
successes and mistakes – which is the 
essence of lifelong learning.  

 
The Assessment Process 
 
The basic assessment steps: 

♦ Plan the assessment 

♦ Collecting evidence 

♦ Judge the evidence and make a decision 

♦ Provide feedback to the candidate 

The management, control and validations of the process is extremely important to ensure 

reliable and valid assessment.  



 
 
 

 

1. Planning the assessment 
 

Initial planning includes the following activities: 
 

• Disseminating information 
• Identifying individuals to be assessed as well as the standards for assessment 
• Accessing assessors capable of doing the assessment 
• Developing action plans for the learners to be assessed and others involved in 

the assessment process 
• Liasing with ETD providers to ensure the availability of additional training 
 

2. Collecting evidence 
 

Evidence must be provided to assess the learner’s claim for competence against the 
standards.  The evidence of the candidate is assessed to ensure the following: 
 

• The evidence meets the broad requirements of the standards. 
• The activity is being or has been performed safely. 
• The evidence meets the criteria and range of variables. 
• The evidence covers the entire range of competencies the candidate needs. 
 

3. Judging the evidence 
 
The evidence is judged according to the following principles of evidence: 
 

• It is valid – the evidence achieves the outcomes described in the standards 
• It is authentic – it describes what the candidate actually did – it is their own work 
• It is current – it describes skills and knowledge the candidate has and what the 

candidate can do at the time of the assessment 
 

4. Provide feedback to the candidate 
 

• Provide formative feedback experiences that will contribute to the learning 
experience 

• Assess progress by giving opportunities to demonstrate transfer  
• Anchor and imbed learning  
• Assist candidates in generating personal portfolios during the programme for the 

assessment 
• Record outcomes and register accreditation with the appropriate authorities  
 

Receiving feedback as a learner 
 
Feedback is essential to development. Without it, we would not know how others perceive our 
behaviour, where we need to change our performance or what we are doing well. Feedback is 
important to guide us in continuously improving everything we do. It plays a role in helping us 
to understand ourselves better and to validate our self-perceptions. It is important to bear in 
mind that feedback is not always positive. 
 
 



 
 
 

 
The main objective of feedback is to help people to improve their performance y either: 

♦ confirming good practice or 
♦ pointing out areas for improvement. 
 

Some suggestions for receiving feedback in the most beneficial way are: 

♦ have an open mind 
♦ don’t be defensive 
♦ ask for clarification if necessary 
♦ motivate your own point of view by citing examples 
♦ evaluate the feedback and learn from the experience. 
 

Making the most of the learning experience 
 

♦ set learning objectives and goals 
♦ complete any prescribed work 
♦ set up a timetable and put aside the necessary time for learning 
♦ start to prepare for assessment 
♦ familiarise yourself with the assessment process and appeal procedures 
♦ be aware of any maximum period for the learnership 
♦ have the courage to learn and start the journey of lifelong learning 
♦ above all, enjoy the experience! 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
Annexure B 

 
 
 

 
 

 
LEARNERSHIP AGREEMENT 

 
 

 

 
 
 

PART A:  TERMS AND CONDITIONS OF AGREEMENT 
 

 

1. Declaration of parties 
 

We understand that this Agreement is legally binding. We understand that it is an 
offence in terms of the Skills Development Act 97 of 1998 (‘the Act’) to provide false or 
misleading information in this Agreement. We agree to the following rights and duties. 

 
2. Rights of learners, employers and registered training providers 

 
2.1 Learner 

 
The learner has the right to: 
 
2.1.1 be educated and trained in terms of this Agreement; 

 
2.1.2 have access to the required resources to receive training in terms of the 

learnership; 
 

 
2.1.3 have his or her performance in training assessed and have access to the 

assessment results; 
 

2.1.4 receive a certificate upon successful completion of the learning; 
 

2.1.5 raise grievances in writing with the SETA concerning any shortcomings in 
the training.  

 
 
 



 
 
 

 
 
2.2  Employer 

 
The employer has the right to require the learner to: 
 
2.2.1 perform duties in terms of this Agreement; and 

 
2.2.2 comply with the rules and regulations concerning the employer’s business 

concern. 
 
2.3  Training provider 

 
2.3.1 The registered training provider has the right of access to the learner’s 

books, learning material and workplace, if required. 
 
3. Duties of learners, employers and registered training providers  

 
3.1 Learner 

 
The learner must: 

 
3.1.1 work for the employer as part of the learning process; 

 
3.1.2 be available for and participate in all learning and work experience 

required by the learnership; 
 

3.1.3 comply with workplace policies and procedures; 
 

3.1.4 complete any timesheets or any written assessment tools supplied by the 
employer to record relevant workplace experience;  and 

 
3.1.5 attend all study periods and theoretical learning sessions with the training 

provider and undertake all learning conscientiously. 
 

3.2 Employer 
 

3.2.1 The employer must comply with its duties in terms of the Act and all 
applicable legislation including: 

 
• Basic Conditions of Employment Act (No. 75 of 1997);  
 
• any applicable determination made in terms of section 18(3) of the Act; 
 
• Labour Relations Act (No. 66 of 1995); 

 
• Employment Equity Act (No. 55 of 1998); 

 
• Occupational Health and Safety Act  (No. 85 of 1993) or Mine Health and 

Safety Act (No. 27 of 1996); 
 



 
 
 

• Compensation for Occupational Injuries and Diseases Act (No.130 
of 1993); 

 
3.2.2 Provide the learner with appropriate training in the work environment to 

achieve the relevant outcomes required by the learnership; 
 

3.2.3 Provide appropriate facilities to train the learner in accordance with the 
workplace component of learning; 

 
3.2.4 Provide the learner with adequate supervision at work; 

 
3.2.5 Release the learner during normal working hours to attend off-the-job 

education and training required by the learnership; 
 

3.2.6 Pay the learner the agreed learning allowance both while the learner is 
working for the employer and while the learner is attending approved off-
the-job training; 

 
3.2.7 Conduct on-the-job assessment, or cause it to be conducted; 

 
3.2.8 Keep up to date records of learning and periodically discuss progress with 

the learner;  
 

3.2.9 If the learner was not in the employment of the employer at the time of 
concluding this Agreement, advise the learner of – 

 
(a) the terms and conditions of his or her employment, including the 

learning allowance;  and 
 

(b) workplace policies and procedures. 
 

3.2.10 Apply the same disciplinary, grievance and dispute resolution procedures 
to the learner as to other employees. 

 
3.3  Training provider  

 
The training provider must: 
 
3.3.1 Provide education and training in terms of the learnership; 
 
3.3.2 Provide the learner support as required by the learnership; 
 
3.3.3 Record, monitor and retain details of training provided to the learner in 

terms of the learnership; 
3.3.4 Conduct off-the-job assessment in terms of the learnership, or cause it to 

be conducted; and 
 



 
 
 

3.3.5 Provide reports to the employer on the learner’s performance. 
 
4. Termination of Agreement 

 
This learnership agreement terminates: 

 
 4.1 on the termination date stipulated in Part B of this Agreement; or 

 
 4.2 on an earlier date if: 
 

4.2.1 the learner successfully completes the learnership; 
 

4.2.2 the learner is fairly dismissed by the employer for a reason related to the 
learner’s conduct or capacity as an employee;  

 
4.2.3 the employer and learner agree to terminate the Agreement;  or 

 
4.2.4 the SETA approves a written application to terminate the Agreement by 

the learner or, if good cause is shown, by the employer. 
 
5. Disputes 

 
If there is a dispute concerning any of the following matters, it may be referred to the 
Commission for Conciliation, Mediation and Arbitration (CCMA): 

 
5.1 the interpretation or application of any provision of this Agreement, the learner’s 

contract of employment or a sectoral determination made in terms of section 
18(3) of the Act; 

 
5.2 Chapter 4 of the Act; 

 
5.3 the termination of this Agreement or the learner’s contract of employment. 
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PART B: DETAILS OF THE LEARNERSHIP AND THE PARTIES TO THIS AGREEMENT 

 

Please take note of the following: 

 If the learner is not already in the employ of the employer, the learner and employer 
must conclude a contract of employment. 

 If the learner is a minor then the learner's parent or guardian must be a party to this 
Agreement and must complete section 3. The parent or guardian ceases to be a 
party to this Agreement once the learner turns 21. 

 If a group of employers are party to this Agreement, one of the employers must 
perform the function of a lead employer. The lead employer must complete section 
4 and details of the other employers must be attached on a separate sheet. 

 If the employer and the accredited training provider are the same entity, the 
employer must complete sections 4 and 5. 

 If a group of accredited training providers are party to this Agreement, one of the 
providers must perform the function of lead training provider. The lead training 
provider must complete section 5 and details of the other accredited training 
providers must be attached on a separate sheet. 

 
1. Learnership Details 

 
1.1 Name of learnership: 

 
_____________________________________________________________ 

 
1.2 Department of Labour registration number of learnership: 

 
______________________________________________________________ 

 
1.3 Commencement date of learnership agreement: 

 
______________________________________________________________ 

 
1.4 Termination date of learnership agreement: 

 
______________________________________________________________ 

 
2. Learner details 

 
2.1 Full name: 

 
______________________________________________________________ 

 
2.2 Identity number: 

 
______________________________________________________________ 
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 2.3 Date of birth 

 

_____________________________________________________________________ 

2.4 Sex: 
   

 Male  Female 

2.5 Race:   
 

 African Indian 
   
 Coloured White 
    
 Other (specify):  

2.6 Do you have a disability, as contemplated by the Employment Equity Act 55 of 
1998?1 

 
 Yes (specify):    No 

2.7 Home address: 
 

  ________________________________________________________________________ 
 
  ________________________________________________________________________ 
 
  ________________________________________________________________________ 

 
2.8 Postal address (if different from above): 

 
________________________________________________________________________ 

 
  ________________________________________________________________________ 
 
  ________________________________________________________________________ 

 
2.9 E-mail address: 
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2.10 What language/s do you speak at home? 
    
 _________________________________________________________________ 

2.11 Are you a South African citizen? 
 

 
Yes 

 No (specify and attach documents indicating your 
status,  
for example: permanent residence, study permit, etc):  

 

 
_______________________________________________ 

 
2.12 Highest level qualification: 

 (for example:  Standard 7, Grade 10, ABET Level 3) 

 _______________________________________________________________ 

2.13 What is the title of your highest qualification? 
 

_______________________________________________________________ 

2.14 Have you previously undertaken a learnership?  
 

 Yes (specify title and code)     No 
    
2.15 Were you employed by your employer before concluding this Agreement? 

 
 Yes  No  

 
2.15 If you were unemployed before concluding this Agreement, state for how long: 

 
_________________________________________________________________ 

 
2.16 If you are employed, when did you start work with your employer? 

 

_______________________________________________________________ 

3. Parent or Guardian details 
(To be completed if learner is a minor – i.e. an unmarried person under 21 years) 

 
3.1 Full name: 

 
_______________________________________________________________ 

3.2 Identity number: 
 

_______________________________________________________________ 
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3.3 Home address: 
_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

3.4 Postal address (if different from above): 
_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

3.5 Telephone number (home and work): 
 

 _______________________________________________________________ 

3.6 E-mail address: 
________________________________________________________________ 

 
4. Employer details 

 
4.1 Legal name of employer:  

________________________________________________________________ 

 4.2 Trading name (if different from above): 
_______________________________________________________________ 

4.3 Are you acting as Lead  Employer?  
 

 Yes  No    
 
4.4 Business address: 

_______________________________________________________________ 

  _______________________________________________________________ 

 _______________________________________________________________ 

4.5 Postal address (if different from 4.4): 
_______________________________________________________________ 

  _______________________________________________________________ 

 _______________________________________________________________ 

4.6 Name of contact person: 
_______________________________________________________________ 
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4.7 Telephone No:   

_______________________________________________________________ 

4.8 Fax No: 
_______________________________________________________________ 

4.9 E-mail address: 
_______________________________________________________________ 

4.10 Registration numbers and codes: 
 

SIC:        SARS:   SETA: 

 _______________      _______________  _________________ 

5. Training Provider details 
 

5.1 Legal name of Training Provider: 
_______________________________________________________________ 

5.2 Trading name (if different from above): 
________________________________________________________________ 

 
5.3 Are you acting as Lead Training Provider? 

 
 Yes  No    

 
5.4 Business address: 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

5.5 Postal address (if different from 5.4): 
_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

5.6 Name of contact person: 
_______________________________________________________________ 

5.7 Telephone No: 
_______________________________________________________________ 

5.8 Fax No: 
_______________________________________________________________ 
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5.9 E-mail address:  

_______________________________________________________________ 

5.10 Registration numbers or codes: 
 

SIC:         SARS:          SETA:                SAQA: 

___________   _____________   _____________    __________ 

6. Terms and conditions of employment:  
 

6.1 Are the learner’s terms of employment determined by a document of general 
application (for example, section 18(3) determination, sectoral determination, 
bargaining council agreement, collective agreement.) 

 
 Yes (specify):    No 

 
6.2 Attach a copy of a document reflecting the learner’s conditions of employment for 

learners who were not employed by the employer when the agreement was 
concluded as contemplated by section 18(2) of the Act. (for example:  contract of 
employment, written particulars of employment.) 

 
Learner’s signature: 

____________________________________ 

Date:  ______________________________ 

 

Witness signature: 

___________________________________ 

Date:  ______________________________ 

Parent or Guardian’s signature 
(Only if the learner is a minor) 
___________________________________ 

Date:  ______________________________ 

 

Witness signature: 

___________________________________ 

Date:  ______________________________ 

Employer or Lead Employer’s signature 
 

____________________________________ 

Date:  ______________________________ 

 

Witness signature: 

 

___________________________________ 

Date:  ______________________________ 

 

Training Provider or Lead Training 
Provider's signature 

____________________________________ 

Date:  ______________________________ 

 

Witness signature: 

 

___________________________________ 

Date:  ______________________________ 
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PLEASE REFER TO THE SARS WEBSITE FOR THE SARS IT180 FORM 
 
 

www.sars.gov.za 
 
 
 

DEPARTMENT OF LABOUR 
 
 

NO. .......……………...     Date..........………………….. 
 
 

BASIC CONDITIONS OF EMPLOYMENT ACT 75 OF 1997 
 
 

SECTORAL DETERMINATION NO 5: LEARNERSHIPS 
 

 
I, Membathisi Mphumzi Shepherd Mdladlana, Minister of Labour, in terms of Section 55(1) of 
the Basic Conditions of Employment Act no 75 of 1997, read together with Section 18(4) of the 
Skills Development Act, No 97 of 1998 hereby make the sectoral determination establishing 
conditions of employment and rates of allowances for learners in South Africa and fix the 
second Monday after the date of publication of this notice as the date from which provisions of 
this determination shall be binding upon all employers and learners in all sectors where Sector 
Education Authorities (SETAs) have been established. 
 
  
 
 

M.M.S. MDLADLANA, MP 
Minister of Labour 
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DEFINITIONS  
 
1.  In this Act, unless the context indicates otherwise- 
 
 ‘Act’ means the Skills Development Act, 1998 (Act No 97 of 1998) 
 
 'agreement' includes a collective agreement; 
 

 'allowance' means the amount of money paid or payable to a 
learner in respect of ordinary hours of work or, if they are shorter, 
the hours a learner normally works in a day or week; 
 
 'bargaining council' means a bargaining council registered in 
terms of the Labour Relations Act, 1995, and, in relation to the 
public service, includes the bargaining councils referred to in section 
35 of that Act; 
 
 'CCMA' means the Commission for Conciliation, Mediation and 
Arbitration established in terms of section 112 of the Labour 
Relations Act, 1995; 
 
 'collective agreement' means a written agreement concerning 
terms and conditions of employment or any other matter of mutual 
interest concluded by one or more registered trade unions, on the 
one hand and, on the other hand-  

 
(a) one or more employers; 
(b) one or more registered employers' organisations; or 
(c) one or more employers and one or more registered 

employers’ organisation;  
 
and includes a collective agreement concluded in a bargaining 
council and binding in terms of either section 31 or 32 of the Labour 
Relations Act, 1995; 
 
‘credit’ means a credit as defined in the Regulations made under 
the South African Qualifications Authority Act, 1995 (Act 58 of 1995) 
published in Government Notice 18787 of 28 March 1998; 
 
 'dispute' includes an alleged dispute; 
 
 'Labour Relations Act, 1995' means the Labour Relations Act, 
1995 (Act 66 of 1995); 
 
 'medical practitioner' means a person entitled to practise as a 
medical practitioner in terms of section 17 of the Medical, Dental 
and Supplementary Health Service Professions Act, 1974 (Act 56 of 
1974); 
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 'midwife' means a person registered or enrolled to practise as a 
midwife in terms of section 16 of the Nursing Act, 1978 (Act 50 of 
1978); 
 
 'Minister' means the Minister of Labour; 
 
 'month' means a calendar month; 
 
 'ordinary hours of work' means the hours of work permitted in 
terms of clause 9 or in terms of any agreement in terms of clauses 
11 or 12; 
 
‘NQF level’ means a level of the National Technical Qualifications 
Framework referred to in the regulation 3 of the Regulations made 
under the South African Qualifications Authority Act, 1995 (Act no. 
58 of 1995) published in Government Notice 18787 of 28 March 
1998; 
 
 'overtime' means the time that a learner works during a day or a 
week in excess of ordinary hours of work; 
 
 'public holiday' means any day that is a public holiday in terms of 
the Public Holidays Act, 1994 (Act 36 of 1994); 
 
 'registered employers' organisation' means an employers' 
organisation registered under section 96 of the Labour Relations 
Act, 1995; 
 
 'registered trade union' means a trade union registered under 
section 96 of the Labour Relations Act, 1995; 
 
 'remuneration' means any payment in money or in kind, or both in 
money and in kind, made or owing to any person in return for that 
person working for any other person, including the State, and 
'remunerate' has a corresponding meaning; 2 
 
 'sector' means an industry or a service or a part of an industry or a 
service; 
 
 'sectoral determination' means a sectoral determination made 
under Chapter Eight of the Basic Conditions of Employment Act, 
1997; 
 
‘wage’ means the amount of money paid or payable to a learner in 
respect of ordinary hours of work or, if they are shorter, the hours an 
employee ordinarily works in a day or a week; 
 

                                                 
2 Remuneration is given a specific meaning in clause 7(5). 
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 'week' in relation to a learner, means the period of seven days 
within which the working week of that learner ordinarily falls; 
 
‘work’ includes any time that the learner is required to spend in 
study periods or theoretical learning sessions with the training 
provider in terms of the learnership agreement’; 
 
 'workplace' means any place where learners work.  

 
 
 
APPLICATION OF THIS DETERMINATION 
 
2. (1)  This determination applies to - 

 
(a) the employment of a learner – 

 
(i) who has concluded a learnership agreement in terms of 

section 17 of the Act;  and 
(ii) who was not in the employment of the employer party to 

the learnership agreement when the agreement was 
concluded. 

 
           (b)      to every employer who employs a learner contemplated in 

sub-paragraph (a) in respect of the employment of that 

learner. 

 
(2)  (a)      This determination forms part of the contract of employment 

of any learner employed in terms of section 18(2) of the Act. 
 

(b)      Sub-paragraph (a) does not prevent an employer and a 
learner concluding a contract of employment in terms of 
section 18(2) of the Act, which contains terms, and conditions 
that are more favourable to the learner.   

 
(3) This determination takes precedence over any collective 

agreement, except insofar as a collective agreement 
concluded after this determination comes into effect 
expressly provides for learners to receive an allowance or 
conditions of employment that are more favourable to the 
employee than provided for in this determination. 

 
 

LEARNER’S ALLOWANCES 
 
3.  (1)  An employer must pay a learner an allowance calculated in 

terms of this clause.  
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(2) Subject to subclause 3, a learner’s allowance must be calculated as 
a percentage of the qualified wage in accordance with column 3 of 
Table A. 

 
(3) No learner may be paid less than the applicable allowance specified 

in column 4 of Table A. 
 
(4) For the purposes of this clause – 
 

(a) the “qualified wage” is the wage that the employer would pay 
the learner on obtaining the qualification for which the 
learnership is registered ; 

(b) “wage” means the amount of money payable to an employee 
in respect of the hours of work an employee normally works, 
excluding any overtime. 

 
 

Table A 
 

COLUMN 1 COLUMN 2 COLUMN 3 COLUMN 4 
Exit level of 
learnership 

Credits already 
earned by 

learner 

Percentage of 
qualified wage to 

be paid as 
allowance 

Minimum  
allowance per 

week 

NQF 1 or 2 0 – 120 35% R120.00 
 121 – 240 69% R240.00 
NQF 3 0 – 120 17% R120.00 
 121 – 240 40% R226.00 
 241 – 360 53% R370.00 
NQF 4 0 – 120 13% R120.00 
 121 – 240 25% R240.00 
 241 – 360 53% R370.00 
 361 – 480 56% R540.00 
NQF 5 to 8 0 - 120 8% R120.00 
 120 – 240 18% R260.00 
 240 – 360 27% R389.00 
 361 – 480 38% R548.00 
 481 – 600 49% R700.00 
 

 
CALCULATION OF REMUNERATION AND ALLOWANCES 
 
4. (1)  A learner's allowance is calculated by reference to the number of 

hours the learner normally works.  
 

(2)  For the purposes of calculating the allowance of a learner, a learner 
is deemed normally to work-  

 
(a) 45 hours in a week, unless the learner ordinarily works a lesser 
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number of hours in a week;  
 
(b) nine hours in a day, or seven and a half hours in the case of a 

learner who works for more than five days a week, or the 
number of hours that a learner works in a day in terms of an 
agreement concluded in accordance with clause 11, unless the 
learner normally works a lesser number of hours in a day.  

 
(3)  A learner's monthly remuneration or allowance is four and one-third 

times the learner's weekly remuneration or allowance, respectively. 
 

(4)  If a learner's remuneration or allowance fluctuates significantly from 
period to period, any payment to that learner in terms of this Act 
must be calculated by reference to the learner's remuneration or 
allowance during-  

 
(a) the preceding 13 weeks; or 
(b) if the learner has been in employment for a shorter period, that 

period.  
 
 

PAYMENT OF REMUNERATION 
 
5. (1)  An employer must pay to a learner any remuneration that is paid in 

money- 
 

(a) in South African currency;  
(b) daily, weekly, fortnightly or monthly; and 
(c) in cash, by cheque or by direct deposit into an account 

designated by the learner.  
 

(2) Any remuneration paid in cash or by cheque must be given to each 
learner-  

 
(a) at the workplace or at a place agreed to by the learner;  
(b) during the learner's working hours or within 15 minutes of the 

commencement or conclusion of those hours; and 
(c) in a sealed envelope which becomes the property of the 

learner.  
 

(3) An employer must pay remuneration not later than seven days after- 
 

(a) the completion of the period for which the remuneration is 
payable; or 

(b) the termination of the learnership.  
 

(4) Subclause (3)(b) does not apply to any pension or provident fund 
payment to a learner that is made in terms of the rules of the fund. 
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INFORMATION ABOUT REMUNERATION 
 
6. (1) An employer must give a learner the following information in writing 

on each day the learner is paid: 
  
(a) the employer's name and address;  
(b) the learner's name and learnership;  
(c) the period for which the payment is made;  
(d) the learner's remuneration in money;  
(e) the amount and purpose of any deduction made from the 

remuneration;  
(f) the actual amount paid to the learner; and 
(g) if relevant to the calculation of that learner's remuneration-  
(h) the learner's rate of remuneration and overtime rate;  
(i) the number of ordinary and overtime hours worked by the 

learner during the period for which the payment is made;  
(j) the number of hours worked by the learner on a Sunday or 

public holiday during that period; and 
(k) if an agreement to average working time has been concluded 

in terms of clause 12, the total number of ordinary and 
overtime hours worked by the learner in the period of 
averaging.  

 
(2) The written information required in terms of subclause (1) must be 

given to each learner-  
 

(a) at the workplace or at a place agreed to by the learner; and 
(b) during the learner's ordinary working hours or within 15 

minutes of the commencement or conclusion of those hours. 
 

 
DEDUCTIONS AND OTHER ACTS CONCERNING REMUNERATION 
 
7. (1)  An employer may not make any deduction from a learner's 

remuneration unless-  
 
(a) subject to subclause (2), the learner in writing agrees to the 

deduction in respect of a debt specified in the agreement; or 
(b) the deduction is required or permitted in terms of a law, 

collective agreement, court order or arbitration award.  
 

(2) A deduction in terms of subclause (1)(a) may be made to reimburse 
an employer for loss or damage only if-  

 
(a) the loss or damage occurred in the course of employment and 

was due to the fault of the learner;  
 
(b) the employer has followed a fair procedure and has given the 

learner a reasonable opportunity to show why the deductions 
should not be made;  
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(c) the total amount of the debt does not exceed the actual 
amount of the loss or damage; and 

(d) the total deductions from the learner's remuneration in terms of 
this subclause do not exceed one-quarter of the learner's 
remuneration in money.  

 
(3)  A deduction in terms of subclause (1)(a) in respect of any goods 

purchased by the learner must specify the nature and quantity of the 
goods.  
 

(4)  An employer who deducts an amount from a learner's remuneration 
in terms of subclause (1) for payment to another person must pay 
the amount to the person in accordance with the time period and 
other requirements specified in the agreement, law, court order or 
arbitration award.  
 

(5) An employer may not require or permit a learner to-  
 

(a) repay any remuneration except for overpayments previously 
made by the employer resulting from an error in calculating the 
learner's remuneration; or 

(b) acknowledge receipt of an amount greater than the 
remuneration actually received. 

 
(6) An employer may not make any deduction from a learner’s 

remuneration, or require a learner to repay any amount, in respect 
of any tools, materials, equipment, protective clothing, uniforms or 
training material required for the purposes of the learnership. 

 
 
INTERPRETATION OF DAY 
 
8. For the purposes of clauses 9 to 15, 'day' means a period of 24 hours 

measured from the time when the learner normally commences work 
and ‘daily’ has a corresponding meaning. 

 
 
ORDINARY HOURS OF WORK 
 
9. (1)  Subject to clauses 8 to 18, an employer may not require or permit a 

learner to work more than-  
 

(a) 45 hours in any week; and 
(b) nine hours in any day if the learner works for five days or fewer 

in week; or 
(c) eight hours in any day if the learner works on more than five 

days in a week.  
 

    (2) A learner's ordinary hours of work in terms of subclause (1) may by 
agreement be extended by up to 15 minutes in a day but not more 
than 60 minutes in a week to enable a learner whose duties include 
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serving members of the public to continue performing those duties 
after the completion of ordinary hours of work.  

 
OVERTIME 
 
10. (1)  Subject to clauses 8 to 18, an employer may not require or permit a 

learner-  
 

(a) to work overtime except in accordance with an agreement;  
(b) to work more than-  

(i) three hours' overtime a day;  
(ii) ten hours' overtime a week.  

 
(2)  An employer must pay a learner at least one and one-half times 

the learner's allowance for overtime worked. 
 

(3) Despite subclause (2), an agreement may provide for an employer  
to-  

 
(a) pay a learner not less than the learner's ordinary allowance 

for overtime worked and grant the learner at least 30 minutes' 
time off on full pay for every hour of overtime worked; or 

(b) grant a learner at least 90 minutes' paid time off for each 
hour of overtime worked. 

 
       (4) (a)   An employer must grant paid time off in terms of subclause (3) 

within one month of the learner becoming entitled to it. 
(b)  An agreement in writing may increase the period contemplated 

by paragraph (a) to 12 months.  
 

(5) An agreement concluded in terms of subclause (1) with a learner 
when the learner commences employment, or during the first three 
months of employment, lapses after one year. 

 
 

COMPRESSED WORKING WEEK 
 
11. (1)  An agreement in writing may require or permit a learner to work up 

to twelve hours in a day, inclusive of the meal intervals required in 
terms of clause 9, without receiving overtime pay. 

 
(2) An agreement in terms of subclause (1) may not require or permit a 

learner to work-  
 

(a) more than 45 ordinary hours of work in any week;  
(b) more than ten hours' overtime in any week; or 
(c) on more than five days in any week. 
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AVERAGING OF HOURS OF WORK 
 
12. (1)  Despite clauses 9 (1) and (2) and 10 (1) (b), the ordinary hours of 

work and overtime of a learner may be averaged over a period of 
up to four months in terms of a collective agreement. 

 
(2) An employer may not require or permit a learner who is bound by a 

collective agreement in terms of subclause (1) to work more than-  
 

(a) an average of 45 ordinary hours of work in a week over the 
agreed period;  

(b) an average of five hours' overtime in a week over the agreed 
period; 

(c) twelve hours in a day, inclusive of the meal intervals required 
in terms of clause 13. 

 
(3)  A collective agreement in terms of subclause (1) lapses after 12 

months. 
 

(4) Subclause (3) only applies to the first two collective agreements 
concluded in terms of subclause (1). 
 

 
MEAL INTERVALS 
 
13. (1)  An employer must give a learner who works continuously for more 

than five hours a meal interval of at least one continuous hour.  
 

(2)  During a meal interval the learner may be required or permitted to 
perform only duties that cannot be left unattended and cannot be 
performed by another learner.  

 
(3)  A learner must be remunerated-  

 
(a) for a meal interval in which the learner is required to work or 

is required to be available for work; and 
(b) for any portion of a meal interval that is in excess of 75 

minutes, unless the learner lives on the premises at which the 
workplace is situated.  
 

(4) For the purposes of this clause, work is continuous unless it is 
interrupted by an interval of at least 60 minutes. 

 
(5) An agreement in writing may-  

 
(a) reduce the meal interval to not less than 30 minutes;  
(b) dispense with a meal interval for a learner who works fewer 

than six hours on a day. 
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DAILY AND WEEKLY REST PERIOD 
 
14.  (1)  An employer must allow a learner-  

 
(a) a daily rest period of at least twelve consecutive hours 

between ending and recommencing work; and 
(b) a weekly rest period of at least 36 consecutive hours, which, 

unless otherwise agreed, must include Sunday.  
 

(2)  A daily rest period in terms of subclause (1)(a) may, by written 
agreement, be reduced to 10 hours for a learner-  

 
(a) who lives on the premises at which the workplace is situated; 

and 
(b) whose meal interval lasts for at least three hours.  

 
      (3)  Despite subclause (1)(b), an agreement in writing may provide for-  

 
(a) a rest period of at least 60 consecutive hours every two 

weeks; or 
(b) a learner's weekly rest period to be reduced by up to eight 

hours in any week if the rest period in the following week is 
extended equivalently. 

 
 

PAY FOR WORK ON SUNDAY 
 
15. (1)  An employer must pay a learner who works on a Sunday at double 

the learner's allowance for each hour worked, unless the learner 
ordinarily works on a Sunday, in which case the employer must 
pay the learner at one and one-half times the learner's allowance 
for each hour worked.  

 
(2) If a learner works less than the learner's ordinary shift on a Sunday 

and the payment that the learner is entitled to in terms of 
subclause (1) is less than the learner's ordinary daily allowance, 
the employer must pay the learner the learner's daily allowance.  

 
(3) Despite subclauses (1) and (2), an agreement may permit an 

employer to grant a learner who works on a Sunday paid time off 
equivalent to the difference in value between the pay received by 
the learner for working on the Sunday and the pay that the learner 
is entitled to in terms of subclauses (1) and (2).  

 
(4) Any time worked on a Sunday by a learner who does not ordinarily 

work on a Sunday is not taken into account in calculating a 
learner's ordinary hours of work in terms of clause 9 (1) and (2), 
but is taken into account in calculating the overtime worked by the 
learner in terms of clause 10 (1)(b).  
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(5) If a shift worked by a learner falls on a Sunday and another day, the 
whole shift is deemed to have been worked on the Sunday, unless 
the greater portion of the shift was worked on the other day, in 
which case the whole shift is deemed to have been worked on the 
other day.  

 
(6)  (a)    An employer must grant paid time off in terms of subclause 

(3) within one month of the learner becoming entitled to it.  
(b)  An agreement in writing may increase the period contemplated 

by paragraph (a) to 12 months. 
 
 

NIGHT WORK 
 
16. (1)  In this clause, 'night work' means work performed after 18:00 and 

before 06:00 the next day.  
 

(2) An employer may only require or permit a learner to perform night 
work, if so agreed, and if-  

 
(a) the learner is compensated by the payment of an allowance, 

which may be a shift allowance, or by a reduction of working 
hours; and 

(b) transportation is available between the learner's place of 
residence and the workplace at the commencement and 
conclusion of the learner's shift.  
 

(3)  An employer who requires a learner to perform work on a regular 
basis after 23:00 and before 06:00 the next day must-  

 
(a) inform the learner in writing, or orally if the learner is not able 

to understand a written communication, in a language that 
the learner understands- 
 
(i) of any health and safety hazards associated with the 

work that the learner is required to perform; and 
(ii) of the learner's right to undergo a medical examination 

in terms of paragraph (b); 
 

(b) at the request of the learner, enable the learner to undergo a 
medical examination, for the account of the employer, 
concerning those hazards-  

 
(i) before the learner starts, or within a reasonable period 

of the learner starting, such work; and 
(ii) at appropriate intervals while the learner continues to 

perform such work; and 
 

(c) transfer the learner to suitable day work within a reasonable 
time if-  
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(i) the learner suffers from a health condition associated 

with the performance of night work; and 
(ii) it is practicable for the employer to do so.  

 
(4) For the purposes of subclause (3), a learner works on a regular 

basis if the learner works for a period of longer than one hour after 
23:00 and before 06:00 at least five times per month or 50 times 
per year.  

 
(5) The record of any medical examination performed in terms of this 

determination must be kept confidential and may be made 
available only- 

 
(a) in accordance with the ethics of medical practice; 
(b) if required by law or court order; or 
(c) if the employee has in writing consented to the release of 

that information. 
 
 
PUBLIC HOLIDAYS3 
 
17. (1)  An employer may not require a learner to work on a public holiday 

except in accordance with an agreement.  
 

(2) If a public holiday falls on a day on which a learner would ordinarily 
work, an employer must pay-  

 
(a) a learner who does not work on the public holiday, at least 

the allowance that the learner would ordinarily have received 
for work on that day;  

(b) a learner who does work on the public holiday-  
 

(i) at least double the amount referred to in paragraph (a); 
or 

(ii) if it is greater, the amount referred to in paragraph (a) 
plus the amount earned by the learner for the time 
worked on that day.  

 
(3) If a learner works on a public holiday on which the learner would not 

ordinarily work, the employer must pay that learner an amount 
equal to- 

  
(a) the learner's daily allowance; plus 

                                                 
3 In terms of section 2(2) of the Public Holidays Act, 1994 (Act 36 of 1994), a public 

holiday is exchangeable for any other day, which is fixed by agreement or agreed to 

between the employer and the employee.  
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(b) the amount earned by the learner for the work performed that 
day. 

  
(4) An employer must pay a learner for a public holiday on the learner's 

usual pay day.  
 

(5)  If a shift worked by a learner falls on a public holiday and another 
day, the whole shift is deemed to have been worked on the public 
holiday, but if the greater portion of the shift was worked on the 
other day, the whole shift is deemed to have been worked on the 
other day. 

 
 

EMERGENCY WORK 
 
18. (1)  An employer may only require or permit a learner to work in excess 

of the limits on working times prescribed in clauses 8 to 17 in order 
to perform work which is required to be done without delay owing 
to circumstances for which the employer could not reasonably 
have been expected to make provision and which cannot be 
performed by employees during their ordinary working hours of 
work. 

 
(2) Any work that any learner performs in terms of subclause (1) must 

be remunerated- 
 

(a) at overtime rates in accordance with clause 10(2), or 
(b) if it is performed on a Sunday or on a public holiday at the 

applicable rate in terms of clause 15 or 17 respectively.  
 

 
ANNUAL LEAVE 
 
19. (1)   A learner who has entered into a learnership agreement in respect 

of learnership requiring more than 120 credits is entitled to one 
week’s paid leave for every 40 credits that the learner earns during 
the learnership or every four months worked whichever is the 
lesser. 

 
(2)  A learner is entitled to take leave referred to in subclause (1) 

during learnership. 
 
(3) A learner who has accumulated sufficient leave is entitled to take up 

to three weeks leave consecutively in any year of the learnership. 
 
(4) Unless a learner elects to accumulate leave for the purpose of 

subclause (3), an employer must grant leave not later than four 
months after the leave was earned.  
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(5) An employer may not require or permit a learner to take annual 
leave during-  

 
(a) any other period of leave to which the learner is entitled in 

terms of  clauses 21, 24 and 26; or 
(b) any period of notice of termination of learnership.  
 

(6) Despite subclause (5), an employer must permit a learner, at the 
learner's written request, to take leave during a period of unpaid 
leave. 

 
(7) An employer may reduce a learner's entitlement to leave by the 

number of days of occasional leave on full remuneration granted to 
the learner at the learner's request.  

 
(8) An employer must grant a learner an additional day of paid leave if 

a public holiday falls on a day during a learner's annual leave on 
which the learner would ordinarily have worked. 

 
(9) An employer may not require or permit a learner to work for the 

employer during any period of annual leave. 
 
(10) Leave must be taken-  
 

(a) in accordance with an agreement between the employer 
and learner;  

    or 
(b) if there is no agreement in terms of paragraph (a), at a time 

determined by the employer in accordance with this clause. 
 
(11) An employer may not pay a learner instead of granting paid leave 

in terms of this clause except- 
 

(a) on termination of learnership; and 
(b) in accordance with clause 31(b). 

 
 
PAY FOR ANNUAL LEAVE 
 
20.  (1)  An employer must pay a learner leave pay at least equivalent to 

the remuneration that the learner would have received for working 
for a period equal to the period of annual leave, calculated at the 
learner's rate of remuneration immediately before the beginning of 
the period of leave. 

 
(2) For the purposes of calculating a learner's leave pay, a learner's 

remuneration-  
 

(a) includes the cash value of any payment in kind that forms 
part of the learner's remuneration unless the learner receives 
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that payment in kind during the period of leave; but 
(b) excludes-  

(i) gratuities; 
(ii) allowances paid to a learner for the purposes of 

enabling a learner to work; and 
(iii) any discretionary payments not related to the learner's 

hours of work or work performance. 
 
(3)  An employer must pay a learner leave pay-  

 
(a) before the beginning of the period of leave; or 
(b) by agreement, on the learner's usual pay day. 

 
 

SICK LEAVE 
 
21. (1)  A learner is entitled to one day’s paid sick leave for every 26 days, 

in which the learner works or receives training during a learnership. 
 

(2) Subject to clause 22, an employer must pay a learner for a day's 
sick leave-  

 
(a) the allowance the learner would ordinarily have received for 

work on that day; and 
(b) on the learner's usual pay day.  
 

(3) An agreement may reduce the pay to which a learner is entitled in 
respect of any day's absence in terms of this clause if-  

 
(a) the number of days of paid sick leave is increased at least 

commensurately with any reduction in the daily amount of 
sick pay; and 

 
(b) the learner's entitlement to pay-  

 
(i) for any day's sick leave is at least 75 per cent of the 

allowance payable to the learner for the ordinary hours 
the learner would have worked on that day; and 

(ii)    for sick leave over the sick leave cycle is at least 
equivalent to the learner's entitlement in terms of 
subclause (2). 

 
 
PROOF OF INCAPACITY 
 
22. (1)  An employer is not required to pay a learner in terms of clause 21 if 

the learner has been absent from work for more than two 
consecutive days or on more than two occasions during an eight-
week period and, on request by the employer, does not produce a 
medical certificate stating that the learner was unable to work for 
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the duration of the learner's absence on account of sickness or 
injury.  

 
(2) The medical certificate must be issued and signed by a medical 

practitioner or any other person who is certified to diagnose and 
treat patients and who is registered with a professional council 
established by an Act of Parliament.  

 
(3) If it is not reasonably practicable for a learner who lives on the 

employer's premises to obtain a medical certificate, the employer 
may not withhold payment in terms of subclause (1) unless the 
employer provides reasonable assistance to the learner to obtain 
the certificate. 

 
 
APPLICATION TO OCCUPATIONAL ACCIDENTS OR DISEASES 
 
23.  Clauses 21 and 22 do not apply to an inability to work caused by 

an accident or occupational disease as defined in the 
Compensation for Occupational Injuries and Diseases Act, 1993 
(Act 130 of 1993), or the Occupational Diseases in Mines and 
Works Act, 1973 (Act 78 of 1973), except in respect of any period 
during which no compensation is payable in terms of those Acts. 

 
 
MATERNITY LEAVE4 
 
24.  (1)  (a)     A learner is entitled to at least four consecutive months' 

maternity leave.  
 

      (b)    A learner is not entitled to receive her allowance during any 
period of maternity leave she takes. 

 
(2)  A learner may commence maternity leave-  

 
(a) at any time from four weeks before the expected date of birth, 

unless otherwise agreed; or 
(b) on a date from which a medical practitioner or a midwife 

certifies that it is necessary for the learner's health or that of 
her unborn child.  

 

                                                 
4 In terms of section 187(1)(e)  of the Labour Relations Act, 1995, the dismissal of an 

employee on account of her pregnancy, intended pregnancy, or any reason related to 

her pregnancy, is automatically unfair. The definition of dismissal in section 186 of the 

Labour Relations Act, 1995, includes the refusal to allow an employee to resume work 

after she has taken maternity leave in terms of any law, collective agreement or her 

contract. 
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(3)  No learner may work for six weeks after the birth of her child, 
unless a medical practitioner or midwife certifies that she is fit to do 
so. 

 
(4) A learner who has a miscarriage during the third trimester of 

pregnancy or bears a stillborn child is entitled to maternity leave for 
six weeks after the miscarriage or stillbirth, whether or not the 
learner had commenced maternity leave at the time of the 
miscarriage or stillbirth.  

(5)  A learner must notify an employer in writing, unless the learner is 
unable to do so, of the date on which the learner intends to-  

 
(a) commence maternity leave; and 
(b) return to work after maternity leave.  
 

(6)  Notification in terms of subclause (5) must be given-  
 

(a) at least four weeks before the learner intends to commence 
maternity leave; or 

(b) if it is not reasonably practicable to do so, as soon as is 
reasonably practicable. 
 
 

PROTECTION OF LEARNERS BEFORE AND AFTER BIRTH OF A 
CHILD 
 
25. (1)  No employer may require or permit a pregnant learner or a learner 

who is nursing her child to perform work that is hazardous to her 
health or the health of her child. 

(2) During a learner's pregnancy, and for a period of six months after 
the birth of her child, her employer must offer her suitable, 
alternative employment on terms and conditions that are no less 
favourable than her ordinary terms and conditions of employment, 
if- 

 
(a) the learner is required to perform night work, as defined in 

clause 16 (1) or her work poses a danger to her health or 
safety or that of her child; and 

(b) it is practicable for the employer to do so.  
 

 
FAMILY RESPONSIBILITY LEAVE 
 
26. (1)  This clause applies to a learner- 

 
(a) who has been in employment with an employer for longer 

than four months; and 
(b) who works for at least four days a week for that employer.  
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(2)  An employer must grant a learner, during each annual leave cycle, 
at the request of the learner, three days' paid leave, which the 
learner is entitled to take-  

 
(a) when the learner's child is born;  
(b) when the learner's child is sick; or 
(c) in the event of the death of-  

(i) the learner's spouse or life partner; or 
(ii) the learner's parent, adoptive parent, grandparent, child, 

adopted child, grandchild or sibling.  
 

(3) Subject to subclause (5), an employer must pay a learner for a 
day's family responsibility leave-  

 
(a) the allowance the learner would ordinarily have received for 

work on that day; and 
(b) on the learner's usual pay day. 

 
(4) A learner may take family responsibility leave in respect of the 

whole or a part of a day.  
 

(5) Before paying a learner for leave in terms of this clause, an 
employer may require reasonable proof of an event contemplated 
in subclause (2) for which the leave was required.  

 
(6) A learner's unused entitlement to leave in terms of this clause 

lapses at the end of the annual leave cycle in which it accrues.  
 

(7) A collective agreement may vary the number of days and the 
circumstances under which leave is to be granted in terms of this 
clause. 

 
 

CONTRACT OF EMPLOYMENT 
 
27. (1)  A contract of employment concluded between an employer and a 

learner in terms of section 18(2) of the Act must  – 
 

(a) be in writing and be signed by the employer and the learner; 
(b) be concluded when the learner commences employment; and 
(c) to the extent appropriate, contain the following particulars:  

 
(i) the full name and address of the employer; 
(ii) the name of the learner and the learnership;  
(iii) the place of work, and, where the learner is required or 

permitted to work at various places, an indication of this; 
(iv) the date on which the employment began;  
(v) the learner's ordinary hours of work and days of work,  

including the time that the learner is required to spend in 
study periods or theoretical learning sessions with the 
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training provider;  
(vi) the learner's allowance or the rate and method of 

calculating the allowance;  
(vii) the rate of pay for overtime work;  
(viii) any other cash payments that the learner is entitled to;  
(ix) any payment in kind that the learner is entitled to and 

the value of the payment in kind;  
(x) how frequently remuneration will be paid;  
(xi) any deductions to be made from the learner's 

remuneration;  
(xii) the leave to which the learner is entitled;  
(xiii) the date when employment is to terminate;  
(xiv) a list of any other documents that form part of the 

contract of employment, indicating a place that is 
reasonably accessible to the learner where a copy of 
each may be obtained.  

 
(2) The leaner must be supplied with a copy of the contract of 

employment. 
 

(3)  When any matter listed in subclause (1) changes-  
 

(a) the contract of employment must be revised to reflect the 
change;  

(b) the employer and the learner must initial the change; and 
 
(c) the learner must be supplied with a copy of the contract 

reflecting the change.  
 
(4) If a learner is not able to understand the written contract, the 

employer must ensure that it is explained to the learner in a 
language and in a manner that the learner understands.  

 
(5) A contract of employment in terms of this clause must be kept by 

the employer for a period of three years after the termination of the 
learnership. 

 
 
INFORMING LEARNERS OF THEIR RIGHTS 
 
28.  An employer must display at the workplace where it can be read by 

learners a statement in the prescribed form of the learner’s rights 
under this Act in the official languages, which are spoken in the 
workplace. 

 
 

KEEPING OF RECORDS 
 
29. (1)  Every employer must keep a record containing at least the 

following information:  
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(a) the learner's name and learnership;  
(b) the time worked by each learner;  
(c) the remuneration paid to each learner;  
(d) the date of birth of any learner under 18 years of age.  
 

(2)  A record in terms of subclause (1) must be kept by the employer 
for a period of three years from the termination of the learnership. 

 
(3)  No person may make a false entry in a record maintained in terms 

of subclause (1).  
 
 
TERMINATION 
 
30.  (1) An employer may only terminate the contract of employment of a 

learner if– 
 

(a) the period of duration specified in the learnership agreement 
has expired; 

(b) the learner successfully completes the learnership; 
(c) the employer and learner have agreed in writing to terminate 

the learnership agreement, or if there is no such agreement 
the SETA which registered the agreement approves its 
termination; or 

(d) the learner is fairly dismissed for a reason related to the 
learner’s conduct or capacity as an employee. 

 
 

PAYMENTS ON TERMINATION 
 
31. (1) On termination of employment, an employer must pay a learner- 
 

(a)   for any paid time off that the learner is entitled to in terms of 
clause 10 (3) or 15 (3) and that the learner has not taken;  

(b)   remuneration calculated in accordance with clause 20(2) for 
any period of leave due in terms of clause 19(1) that the learner 
has not taken.   

 
 
CERTIFICATE OF SERVICE 
 
32. (1) On termination of employment a learner is entitled to a certificate of 

service substantially in the form of annexure “A” stating-  
 

(a) the learner's full name;  
(b) the name and address of the employer;  
(c) a description of any council or sectoral employment standard 

by which the employer’s business is covered; 
(d) the date of commencement and date of termination of the 

learners’ employment with the employer;  



 22

(e) a brief description of the training and work experience 
received by the learner; 

(f) the remuneration at date of termination;  
(g) if the learner so requests, the reason for termination of 

employment. 
 
 

DISPUTES ABOUT THIS DETERMINATION 
 
33. (1)  A party dispute in terms of this determination may refer the dispute 

to the CCMA by submitting  a completed Form 7.11 published in 
terms of the Labour Relations Act 66 of 1995. 

 
(2) The party who refers a dispute in terms of subclause (1) must 

satisfy the CCMA that a copy of the referral has been served on all 
the other parties to the dispute. 

 
(3) The relevant provisions of Part C and D, Chapter VII of the Labour 

Relations Act 66 of 1995, read with the changes required by the 
context, apply in respect of a dispute referred to in terms of 
subclause (1). 

 
 
KEEPING OF THE DETERMINATION FOR LEARNERS 
 
34. (1)  Every employer on whom this determination is binding must- 
 

(a) keep a copy of the determination available in the workplace 
at all times;  

(b)  make the copy available for inspection by a learner; and 
(c)  give a copy of the determination- 
 

(i)     to a learner who has paid the prescribed fee; and 
(ii)    free of charge, on request, to a learner who is a trade 

union representative or a member of a workplace forum. 
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                                                  ANNEXURE “A” 

 
                                        CERTIFICATE OF SERVICE 
 
I ……………………………………………………………………………… 
(Name and designation of person) 
 
of  
 
………………………………………………………………………………… 
(Full name of employer) 
 
Address: ………………………………………………………………… 

  ………………………………………………………………… 

in the …………………………………..…………………………….. (Trade) 
 
declare that 
 
………………………………………………………………………………… 
(Full name of learner) 
 
………………………………………………………………………………… 
(I.D. no.) 
 
was in learnership 
 
from …………………………….….. until ……………...………………….. 
 
as 
 
………………………………………………………………………………… 
(Type of learnership) 
 
………………………………………………………………………………… 
                                           
any other information……………………………………………………….. 
 
 
On termination of learnership this learner was earning: R………………. 
 
…………………………..………………………………. (Amount in words) 
 
� per hour   � per day   � per week   � per fortnight   � per month   � per year 
 
……………………………………….  ………………………… 
Employer’s signature                       Date 
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DETERMINATION OF TERMS AND CONDITIONS OF EMPLOYMENT FOR LEARNERS 
 
READ THIS FIRST 
 
⇓ 
 
WHAT IS THE PURPOSE OF THIS FORM? 
 
This form is proof of learnership with an employer. 
 
WHO FILLS IN THIS FORM? 
 
The employer. 
 
WHERE DOES THIS FORM GO? 
 
To the learner. 
 
INSTRUCTIONS 
 
This form may be issued upon termination of learnership. 
 

NOTE 
 
The reason for termination of learnership must only be given if requested by the learner. 
 
This is only a model and not a prescribed form. Completing a document in another format containing the same 
information is sufficient compliance with  
clause 32. 
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Sample of an Employment Contract 
 
 
 
Date_____________________ 
 
(Mr/Ms)____________________ 

      
     
 
Dear Mr / Ms 
 
CONTRACT OF EMPLOYMENT – (FIXED TERM DEFINED BY TIME) 
 
It is with great pleasure that we wish to confirm your appointment on a fixed term contract 
defined by time as a learner with effect from __________________ to ___________________, 
based on the following terms and conditions of employment: 
 
1. Primary Duties 
 

1.1 You will be employed primarily in the capacity of a learner reporting to (name of 
training provider) and employed at (location of site) to perform the duties set out 
in your job description, a copy of which is attached hereto. 

 
1.2 It is a specific term and condition of your employment that you may be required to 

perform other duties and responsibilities in the course and scope of your 
employment with the Company. Your job title does not define or restrict your 
duties and you may be required to undertake other work within your abilities at 
the request of the Company, and any refusal to comply with such request 
constitutes a breach of your contract of employment. 

 
1.3 You shall, unless prevented by ill-health or accident and except during holidays 

permitted in terms of your contract of employment with the Company, devote 
your usual working hours, attention and abilities to the proper, loyal and efficient 
conduct, improvement, extension, development, promotion, protection and 
preservation of the business, reputation and goodwill of the employer and not do 
anything which is harmful to it. 

 
1.4 You may be required to tender your services at any other premises designated 

by the Employer upon reasonable notice, and any refusal to comply with such 
request constitutes a breach of your contract of employment. 

 
 
2. Basic Salary 
 

2.1 You will receive a fee of R______________ per hour for the contract period, 
which will be paid to you no later than the last working day of each month or 
________ of each month, from which deductions for PAYE, SITE, and any other 
amounts required by law or authorized by yourself and agreed to by the 
Employer may be made. 
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2.2 The above-mentioned salary shall include payment of your annual leave as 

specified in clause 7 hereof as well as double pay for the following public 
holidays worked during your contract period: 

 
 ______________________________ 200__ 

______________________________ 200__ 
 ______________________________ 200__ 
 ______________________________ 200__ 
 
2.3 Any other allowances or payments due to you on termination of your contract of 

employment. 
 
2.4 You will receive a detailed breakdown of your remuneration each month, 

indicating all and any payments made to you, as well as any deductions made 
from your salary by the Employer or authorized by you. 

 
3. Working Hours 
 

3.1 You will be required to work a maximum of 45 ordinary working hours per week, 
9 (nine) /  7 ½ (seven and one-half) ordinary hours per day, 5 (five) / 6 (six) days 
per week. 

 
3.2 Your usual working hours are from ____:____ to ____:____. The Employer 

reserves the right to change your working hours if the need arises, that is, 
management has the absolute right on reasonable notice to change your working 
hours and it is a fundamental condition of employment that you accept that your 
working hours may be changed. 

 
4. Annual Leave 
 

You will be entitled to one day’s annual leave in respect of every 17 days on which you 
worked or was entitled to be paid, provided that you have been in the employ of the 
Employer for more than 4 (four) months. Leave must be taken at a time which is 
mutually convenient to both yourself and the Employer. 

 
5. Sick leave 
  

You will be entitled to one day’s sick leave for every completed month of employment. 
 
6. Termination of Employment 
 
 6.1 Your contract of employment will terminate on  ________________. 
 

6.2 As this contract is for a fixed term, you will not be entitled to any discharge or 
severance benefits upon termination of such contract. It is specifically recorded 
that there will be no expectation that your contract of employment will be 
renewed or prolonged beyond the date of completion as aforesaid. It is also 
specifically recorded that there will be no expectation that the employer will offer 
you employment at the time of termination of this contract. The termination oft his 
contract as provided for in this agreement hall not be construed as being a 
retrenchment but shall be completion of the contract. 
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7. Confidentiality and Disclosure Clause 
 

7.1 You shall not at any time during the currency or after the termination of your 
employment with the Employer: -  

 
  7.1.1 divulge to any person, without the Employer’s consent: - 
 

a) any information relating to the trade secrets or trade connections of 
the company 

 
b) or any confidential information concerning the Employer’s business 

or affairs, 
 
c) and in particular any information pertaining to the salaries and 

wages and personnel records and details of any employees 
currently in the employ, previously employed or prospective 
employment of the Employer, including but not limited to any details 
pertaining to any trade connections (including but not limited to any 
contractors, suppliers, clients or agents) employed by or for and on 
behalf of the Employer. 

 
7.1.2 or be entitled, whether for your own benefit or that of others, to make use 

of or disclose to others or avail yourself or others of or derive profit or 
benefit from, any information concerning the business or affairs of the 
Employer or its clients, suppliers or trade connections, which you may 
have acquired by reason of your position or association with the business 
and affairs of the Employer or its clients. 

 
7.2 You shall furthermore hand over all information and documents (including but not 

limited to any training materials, standards or operating manuals and equipment) 
including any and all copies of reproductions thereof in whatsoever manner or 
form to the Employer on giving or being provided with notice of termination of 
your employment with the Employer. 

 
7.3 The Employer recognizes that its employees have the right to speak out on 

issues of concern to the general public. At the same time, the Employer expects 
its employees to recognize that some statements may cause disharmony among 
co-workers or interfere with the employee’s ability to perform his or her duties. In 
the circumstances, the Employer expects its employees who are planning to 
make public statements that might have such negative effects to discuss their 
statement with the Managing Director before making it, and/or to make it clear 
that they are not speaking for or on behalf of the Employer. We also expect 
employees making statements about the Employer’s activities or policies to 
check with the Managing Director that such statements are correct, and thereby 
avoid any unnecessary embarrassment to the Company. All employees of the 
Employer recognize that its success depends on maintaining a positive image 
with the general public, and the Employer trusts that its employees will help it to 
enhance that image whenever possible. 

 
7.4 The Employer is a law-abiding citizen, and every employee at every level is 

instructed to obey the law at all times. Any employee who believes that the 
Employer or any of its employees is not obeying the law in the performance of 
their duties within the course and scope of their employment, is instructed to 
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notify the Managing Director in writing of any such transgressions immediately 
upon such transgression(s) coming to the knowledge of the employee. 

 
8. Standard Terms and Conditions 
 

8.1 Your remaining terms and conditions of employment shall be as set out in the 
Employer’s standard terms and conditions of employment, a copy of which may 
be obtained from ________________________ (person or department). In 
particular, your attention is drawn to the following documents, which form part of 
your terms and conditions of employment:  

 
 8.1.1 Job Description 
 8.1.2 Restraint of Trade (if required by employer) 
 
8.2 This contract shall be interpreted and applied in accordance with the laws of the 

Republic of South Africa and any specific labour legislation in force from time to 
time. 

 
8.3 The Employer reserves the right to make reasonable changes to any of your 

terms and conditions of employment, which changes shall be notified to you in 
writing from time to time. 

 
8.4 The terms and conditions of employment with the Employer are of a confidential 

nature and at no time shall they be divulged to or discussed with any employee 
or client of the Employer. 

 
Kindly sign the original of this letter, initialing all pages, and return it to the Employer on or before the 
commencement of this contract of employment. Your signature on this letter indicates your formal acceptance of 
the terms and conditions set out herein. Your signed copy of this letter is for record purposes and will be placed in 
your personal file. 
 
I would like to take this opportunity of welcoming you to ______________ and wish you along 
and successful career with the Employer. 
 
Yours sincerely 
 
 
_________________________ 
MANAGER 
 
I have received a copy of this letter. I confirm that the contents hereof have been explained to 
me and that I understand and accept the terms and conditions of employment contained 
herein. 
 
 
Signed:_____________________    Date:_______________ 


