[image: image1.jpg]Fibre Processing & Manufacturing Sector Education and Training Authority



2nd Draft WSP/ATR Submissions 2010/2011 V.2 – 16 May 2011



USER GUIDE FOR THE COMPLETION OF MANDATORY GRANT APPLICATIONS (WORKPLACE SKILLS PLAN/ANNUAL TRAINING REPORT) FOR THE FP&M SECTOR

1. The levy number of the entity submitting the Workplace Skills Plan (WSP)/Annual Training Report (ATR) (or in the case of multiple levy numbers, the “mother” company) must be listed on each page of your submission.

2. Entities submitting one WSP / ATR for multiple levy numbers must list all active levy numbers in Section 1 and must request their applicable regional office to link the levy numbers to the "mother" or holding company.

3. The WSP/ATR must be duly authorised and  signed off by:

a) The Skills Development Committee (entities employing 50 or more employees)

b) The Owner / Chief Executive  and one employee representative (entities employing less than 50 employees)

4. WSP /ATRs must be submitted on the prescribed format for mandatory grant applications and must be submitted to the relevant regional office as listed in on the cover page in the following manner:

a) Electronically via e-mail or fax

b) Via postal, courier or hand delivery

5. If WSP / ATR was submitted in electronic format (e-mail / on-line), please fax/post a copy of the Section 8(A) SKILLS DEVELOPMENT COMMITTEE AUTHORISATION to the FP&M SETA before 30 June 2011.

6. All mandatory grant applications must be submitted before or on Thursday, 30 June 2011 to one of the FP&M offices listed on the application form.

7. All requests for extension due to anticipated delays, must reach the FP&M SETA by 30 May 2011. Requests for extension due to extreme emergencies (accidents, illness or death) that occurred during the month of June must be submitted to the FP&M SETA by latest 30 June 2011. All extensions are subject to approval by the Accounting Authority.

8. WSP/ATR submissions will be evaluated prior to approval. The ATR must be aligned to the WSP submitted in the previous year and the WSP must be aligned to the achievement of the FP&M Sector Skills Plan. 
9. The ATR for April 2010 – March 2011 (Section 3 of the Mandatory Grant Application) must be submitted per sub-sector on a format aligned to the WSP submitted for in 2010.

10. The ATR for April 2010 – March 2011 (completed on sector specific formats) must be submitted together with the prescribed application form for mandatory grants before 30 June 2011.

CRITERIA FOR ALLOCATION OF MANDATORY GRANTS 

1. A SETA must allocate a mandatory grant to:-

a) an employer employing 50 or more employees that has submitted an application for a Workplace Skills Planning (WSP) and  Annual Training (ATR) Report grant on the prescribed form, duly completed; or

b) an employer employing less than 50 employees that has submitted an application for a grant on a simplified form provided by the SETA and duly completed (where applicable).

2. An application for a mandatory grant must be submitted by:-

a) 30 June 2011 for the 2011/12 financial year and 30 June for all subsequent financial years; or

b) within 6 months of registration in the case of an employer who has registered for the first time in terms of section 5(1) of the Skills Development Levies Act.

3.  The SETA Accounting Authority may (at its own discretion) grant an extension up to a maximum period of one month from the date contemplated in par 2 for late submission of an application for a mandatory grant subject to a written request by an employer, containing valid reasons for the request. The decision of the Accounting Authority whether or not to grant extension, will be final.

4. The mandatory grant to be paid by the SETA (pending the approval of proposed amendments to the grant regulations as published for comment on 29 April 2011 - 
a) must be equivalent to 40% (previously 50%) of the total levies paid by the employer; 
b) must in addition to the 40% (contemplated in (a) above also include 10% of the total levies paid by the employer should the employer utilise 10% of total levies paid to fund unemployed learners on pivotal programmes (see definition of pivotal programmes on page 7).
c) must be paid to the employer monthly before the 7th calendar day of each month. (previously quarterly)

Note: The amendments as proposed above are currently still in draft format and public comments have been invited. Current arrangements e.g. payment of mandatory grants in quarterly tranches, will apply until such time that the amendments are officially published in the government gazette.
5. If the employer does not claim a mandatory grant within time periods specified in par 2 the SETA must transfer the employer’s unclaimed mandatory grant to the discretionary grant fund.

6. An employer seeking recovery of a grant against the levy payment must meet the eligibility criteria for grant recovery as prescribed in par  1 and 2.

7. A SETA may not pay any grant to an employer who is liable to pay the skills development levy in terms of section 3(1) of the Skills Development Levies Act unless the employer –

a) has registered with the Commissioner in terms of section 5 of the Skills Development Levies Act;

b) has paid the levies directly to the Commissioner in the manner and within the period determined in section 6 of the Skills Development Levies Act;

c) is up to date with the levy payments to the Commissioner at the time of approval and in respect of the period for which an application is made;

d) has submitted a WSP that contributes or is aligned to the achievement of the relevant SETA sector skills plan as contemplated in section 10(1) of the Act within the timeframes prescribed in par 2; and

e) has submitted an ATR that has been verified by the SETA Accounting Authority as having contributed to the implementation of the previous financial year’s WSP, except for an employer contemplated in paragraph 2b).

8. Employers who fail to meet the prescribed criteria will forfeit the grant.
VERIFICATION OF BANKING DETAILS

Public entities (including FP&M SETA) are required to verify all grant beneficiaries’ banking details as prescribed per by National Treasury. 
All firms applying for mandatory or discretionary grants must obtain confirmation of their banking details from their bank in the prescribed format and must submit the form with their mandatory grant application to the FP&M SETA.

The document must reflect the following information, captured on a bank letterhead, stamped and signed by the Bank Signatory.

1. Name of Account Holder (See note 1)  

2. SDL Number (See note 2)  

3. Name of Bank  

4. Name of Branch  

5. Branch Number  

6. Account Number  

7. Type of Account  
NOTE: 

1. The account name must correspond with the name of the entity listed in Section 1 of your WSP/ATR (Administrative Details). If not the same, proof must be provided that the banking details apply to the entity listed in Section 1.

2. In the case where a WSP is submitted on behalf of multiple entities, list all applicable levy numbers linked to this bank account. If more than one bank account is used, bank account details must be submitted per levy number.

3. Copies of cancelled cheques or bank statements will no longer be accepted.
REMINDER: 

1. Incorrect Banking Details cause time-consuming delays in grant disbursement. Please ensure that you inform FP&M SETA of any changes in banking details after submission of your mandatory grant application.

2. If you sell your company or a part thereof, please inform us in order to update our records.
3. If you cancel payments on some levy numbers, please make sure you are not accumulating penalties because of none or late payment. Inform SARS / FP&M SETA.
WORKPLACE SKILLS PLAN (WSP) AND ANNUAL TRAINING REPORT (ATR)
The Purpose of the WSP/ATR

For the employers /employees: 

 

1. The construction of a WSP plays a major role in a number of vital areas –

a. Management and employees enter into discussions regarding skills planning in the workplace.

b. Available skills, skills gaps and skills development interventions are identified and discussed and a plan is developed to address the skills needs of the entity and its employees adequately.

c. Management has a platform to share the entity's goals with employees, who in turn gain better understanding and more commitment to the process of achieving them.

d. Entities begin to uncover talents and skills they did not know they had available.

2. The ATR gives employers and employees the opportunity to evaluate the economy, efficiency, effectiveness and equity impact of skills development interventions conducted during the previous year which should form the basis for discussions when developing a new WSP.

For the Sector / SETA:

The information contained in the WSP / ATR provides important information on:

1. The geographic profile of the sector 
2. The demographic profile of the sector

3. The current and predicted skills needs of the sector

4. Current skills development practices and areas where further intervention would be required.

The information will be utilized to:

5. Inform the SETA of your entity's/ employees' skills development needs and to enable us to render support.

6. Inform and enhance Sector Skills Planning research initiatives.
Steps to follow when developing your Workplace Skills Plan (WSP) and Annual Training Report (ATR)

1. In the case of an entity with 50 or more employees, form a Skills Development Committee (SDC) and collectively deliver and contribute to the plan. 
2. In the case of a small entity (less than 50 employees), it is recommended that consultation take place with employee representatives in the compilation of the WSP/ATR to ensure buy in from the workforce.

3. Nominate and/or appoint an internal or external Skills Development Facilitator (SDF).

4. Identify your entity's strategic business priorities in order to determine long-term objectives for the organisation and key skills requirements. Appropriately skilled employees will enable the organisation to achieve its objectives. This approach will enable the SDF to identify the learning/development interventions needed for staff to contribute to the overall objective. When detailing strategic business and/or skill priorities, make linkages to business - and employment equity plans.

5. When planning your training, 

a. Consider the vision, mission and values of the organisation as these assist with the formulation of your strategy (key objectives); 
b. Conduct a skills needs analysis based on future business need as well as current vacancies that exist in your entity to develop your entity’s skills needs profile.
c.  Determine the current employee skills and/or competencies profile by conducting a skills analysis. 
d. Identify the gaps between current and required future skills profiles and develop the skills priorities for your entity.

e. Align your entity’s skills priorities to sector and national skills priorities.

6. The WSP should cover all planned skills development, to be conducted either internally or by external providers during the applicable skills development scheme year.

7. The ATR must reflect ALL training interventions implemented either internally or by external providers during the previous skills development scheme year.

8. The ATR must contain a detailed list of all employees (per training programme) that benefitted from skills development interventions during the previous skills development scheme year.

9. Remember that alignment between planned training and actual training is important. Elements such as planned vs actual beneficiaries, budgeted vs actual cost of training can be used to measure the economy, effectiveness, efficiency and equity impact of your WSP. 
10. Once all the elements of the WSP / ATR are completed, submit the completed forms to your relevant regional office before 30 June 2011.
11. The WSP / ATR must be the result of meaningful interaction between employers and employees, using current structures, SDCs, union/management structures, or Employment Equity Forums to obtain input.

12. Start implementing the training as stipulated in the WSP.

The Skills Development Facilitator (SDF)

All employers must appoint an SDF to comply with the provisions of the Skills Development Act. The appointment of the SDF is key not only to claiming of relevant grants but also in ensuring the smooth progression of an organisation into the world of lifelong learning.

The SDF’s role includes –

1. Assisting the employer to develop a WSP in line with grant funding regulations and FP&M SETA criteria;

2. Assisting the employer to complete the ATR in line with the previous year’s approved WSP 
3. Submitting the WSP / ATR to the SETA by 30 June 2011;
4. Advising the employer on implementation of the WSP; 

5. Assisting the employer to develop and maintain a training database;

6. Advising the employer on quality assurance requirements as set by the SETA; and

7. Liaising with the SETA on behalf of the company.

Requirements for the appointment of the SDF

An employer may choose to appoint either an internal SDF or make use of an external training and development professional.

When appointing an SDF for the company, the employer must consult with the SDC (where applicable) and where possible, call for nominations. The SDF must attend all meetings of the SDC.

Employers are encouraged to send an SDF on a short course relating to skills development facilitation, if they do not have the requisite training / experience in this area.

Registration of the SDF with the FP&M SETA

All SDFs will be required to register with the FP&M SETA by completing the SDF Registration section in the mandatory grant (WSP/ATR) application form.

Registered SDFs will receive user names and passwords to access the FP&M SETA management information system (once available). This will allow them access to information relevant to their entity. Grant information will only be shared with the SDF (or identified in company contact person).

It is the duty of the SDF or the firm to inform the FP&M SETA in writing if is s/he is no longer the registered SDF of the firm or if the contact details of the SDF has changed.

The Skills Development Committee (SDC)


It is incumbent on an employer, with more than 50 employees, to establish an SDC. The main functions of the SDC are to consult and reach consensus on:

1. Appointment of an SDF; and
2. Completion and sign-off of the WSP and ATR

Composition of the SDC

1. The SDC must:

2. Represent all stakeholders (equal representation from management and employees/ Labour) 
a. Where there is a trade union presence, nominated representatives should serve on the SDC. 
b. Where there is no representative trade union, employees should nominate representatives onto the committee. 
Structure of the WSP / ATR Application form

In summary, the WSP/ATR consists of:

SECTION 1: 
DETAILS OF SKILLS DEVELOPMENT FACILTATOR 
This information is required in order to register the SDF
SECTION 2:
 ADMINISTRATIVE DETAILS
Information on the entity / entities submitting the WSP/ATR including demographic profile and other labour market information
Section 3 reflect the actual skills development implemented during the period 2011/12)

SECTION 3
This section must be completed in sub-sector specific formats aligned to the WSP submitted in 2010.
SECTION 4:
ANNUAL TRAINING REPORT FOR THE FINANCIAL YEAR - 1 APRIL 2010 TO 31 MARCH 2011 (ACTUAL BENEFICIARIES OF ALL TRAINING INTERVENTIONS PER OCCUPATIONAL CATEGORY, BY GENDER, POPULATION GROUP, DISABILITY STATUS AND AGE GROUP)

This section is not applicable in 2011/12. 
Section 5 (A-C) reflect the planned skills development initiatives for the period 2011/12)

SECTION 5(A):
WORKPLACE SKILLS PLAN FOR THE FINANCIAL YEAR - 1 APRIL 2011 TO 31 MARCH 2012 (PLANNED TRAINING - FOR EMPLOYED LEARNERS - NQF LEVEL 1 AND ABOVE)

SECTION 5(B):
WORKPLACE SKILLS PLAN FOR THE FINANCIAL YEAR - 1 APRIL 2011 TO 31 MARCH 2012 (PLANNED TRAINING - FOR UNEMPLOYED LEARNERS - NQF LEVEL 1 AND ABOVE)
SECTION 5(C):
WORKPLACE SKILLS PLAN FOR THE FINANCIAL YEAR - 1 APRIL 2011 TO 31 MARCH 2012 (PLANNED TRAINING FOR EMPLOYED LEARNERS BELOW NQF LEVEL 1 INCLUDING FOUNDATIONAL LEARNING AND ADULT EDUCATION SKILLS PROGRAMMES)

SECTION 6:
WORKPLACE SKILLS PLAN FOR THE FINANCIAL YEAR - 1 APRIL 2011 TO 31 MARCH 2012 (PLANNED BENEFICIARIES OF ALL TRAINING INTERVENTIONS PER OCCUPATIONAL CATEGORY, BY GENDER, POPULATION GROUP, DISABILITY STATUS AND AGE GROUP)


This section provides information on the learners who are earmarked to benefit from skills development interventions in 2011/12.

PIVOTAL ATR:
PIVOTAL PROGRAMMES: ANNUAL TRAINING REPORT FOR THE FINANCIAL YEAR - 1 APRIL 2010 TO 31 MARCH 2011

The definition of PIVOTAL programmes is as follows: "PIVOTAL Programmes" means professional, vocational, technical and academic learning programmes that result in occupational qualifications and may include a knowledge component that is normally delivered at a further education and training college or a university as well as structured learning in an accredited training centre of an approved workplace".

This section provides information on unemployed learners that were placed in a firm for the duration of the workplace experience component of their PIVOTAL programmes. 

Types of learning programmes that qualify under PIVOTAL Programmes include: Learnerships, apprenticeships, internships & work experience related to diploma / certificate / vocational programmes offered at FETs, HETs and other accredited providers 

Firms must provide demographic and geographic details per learner for all unemployed learners reported in this section. 

Firms must calculate the cost of funding of the workplace component taking into consideration related expenses such as allowances paid, cost of coaching and mentoring and internal training costs. Records of these expenses must be kept at the firm for verification purposes.

PIVOTAL WSP:
PIVOTAL PROGRAMMES: WORKPLACE SKILLS PLAN FOR THE FINANCIAL YEAR - 1 APRIL 2011 TO 31 MARCH 2012
This section provides information on planned placement and funding of unemployed learners on pivotal programmes.


SECTION 7(A):
EMPLOYMENT SUMMARY AS AT 1 APRIL 2011 (TOTAL NUMBER OF EMPLOYEES PER OCCUPATIONAL CATEGORY, BY GENDER, POPULATION GROUP, DISABILITY STATUS AND AGE GROUP)

SECTION 7(B):
EMPLOYMENT SUMMARY AS AT 1 APRIL 2011 (TOTAL NUMBER OF EMPLOYEES PER EDUCATIONAL CATEGORY, BY GENDER, POPULATION GROUP, DISABILITY STATUS)
SECTION 7(C): 
GEOGRAPHIC PROFILE OF EMPLOYEES
Section 7 (A-C) provide information on ALL employees employed in the entity/ entities in terms of the key development and transformation imperatives (race, gender, age, class, geography and disability as described in NSDSIII)

SECTION 8: 
VACANCIES THAT ARE DIFFICULT TO FILL

Information gained from this section will give an indication of scarce skills needs in the sector and will determine the sector skills development strategy going forward.
SECTION 9(A):
WORKPLACE SKILLS PLAN/TRAINING REPORT – AUTHORISATION

This section contains a declaration that the information supplied in the WSP/ATR is accurate and up to date and that the entity/entities are up to date with their SDL payments.
SECTION 9(B):
EVALUATION AND CONSULTATIVE PROCESS (not compulsory for entities employing less than 50 employees).

This section contains a set of questions to be completed by the SDC with regards to the process that was followed to complete the WSP/ATR.

MANAGER’S CHECK


For official use only – this page will be signed of by the relevant FP&M Manager to confirm that the WSP/ATR has met all criteria for approval.

ANNEXURE 1:
SIC CODES
ANNEXURE 2:
 EDUCATION AND TRAINING PRIORITIES
ANNEXURE 3:
 NQF LEVELS
ANNEXURE 4:
 TYPES OF LEARNING
ANNEXURE 5:
GUIDELINE FOR MAPPING OCCUPATIONS / JOB TITLES TO OFO CODES
Organising Framework for Occupations (OFO)
Due to reporting requirements from the DHET, all reporting on skills development must include reference to the Organizing Framework for Occupations (OFO). This framework allows for the linking of jobs to occupations which are classified in terms of a 6-digit occupational code. Each occupation links to a broader unit group, sub-major group and major group. Each occupation has a description which summarises the core tasks related to the occupation. Occupations might also have alternative titles or specialisations linked to it.

A guideline (Annexure 5) has been developed to assist employers with the mapping of occupations / job titles to OFO Codes. This guideline is an extract of OFO Codes / Occupations and Alternative Titles / Specialisations based on Version 9 of the Organising Framework for Occupations (OFO) mapped to job titles generally found in the Fibre Processing and Manufacturing (FP&M) Sector. However, it is not a complete list and should be used in conjunction with the full version of the OFO (Version 9) which can be downloaded from the FP&M website or can be obtained from FP&M offices as indicated on the cover page of the Mandatory Grant Application form. 

The occupations listed in Annexure 5 should cover most of the occupations / jobs found in the Fibre Processing and Manufacturing Sector. It is recommended that SDFs use the extracted OFO codes to populate the relevant sections in the WSP / ATR. When completing the OFO field, the "Occupation" will pull through automatically. If the occupation / job title is not found in the extracted OFO codes, additional OFO codes can sourced from the full version of OFO Version 9. However, the "Occupation" field would then have to be completed manually. If additional rows are added to the worksheets, please copy the "Vlookup" formula down.
Self Evaluation Check List
Before submitting your mandatory grant application form, please complete the following SELF EVALUATION checklist.

If any of your answers is “NO”, please review your application form before submitting it to the FP&M SETA.

	Tick in applicable block
	YES
	NO

	Skills development levies are up to date
	 
	 

	Banking details have been verified by your bank (stamped and signed by bank signatory) and has been attached to your application.
	 
	 

	SDF Registration form has been completed and has been attached to your application
	 
	 

	The SDL Number of the entity or "Mother" company has been listed on each page of your application.
	 
	 

	Section 2 – Annual Training Report has been attached as a separate file / document and gives the details of all training programmes conducted and beneficiaries trained during the period April 2010 to March 2011.
	 
	 

	ATR contributes to implementation of the previous year’s WSP 
	 
	 

	WSP supports Sector Education and Training Priorities as per Annexure 2
	 
	 

	WSP and ATR has been completed in full (Section 1 - 7)
	 
	 

	WSP and ATR dated and signed off by Skills Development Committee (50 employees and more) or CEO/owner and 1 employee representative (less than 50 employees)
	 
	 

	WSP and ATR submitted by 30 June 2011 to relevant regional office in hard copy or in electronic format.
	 
	 

	If WSP and ATR was submitted in electronic format (e-mail / on-line),  a copy of Section 8(A) WORKPLACE SKILLS PLAN/TRAINING REPORT - AUTHORISATION has been faxed / posted to the FP&M SETA before 30 June 2011
	 
	 

	
	
	

	
	
	

	Please note that FP&M Discretionary Grants pertaining to the scheme year 2011/12 will be advertised in due course. A separate grant funding window will be opened and application forms will be made available detailing the grant categories and criteria.
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