Annual Training Report Monitoring Tool

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Levy payments up-to-date
	Proof of payment


	
	

	2. ATR developed in line with SETA guidelines
	ATR template and guidelines
	
	

	3. ATR submitted by the due date
	Receipts signed by SETA
	
	

	4. A minimum of 70 % of planned training beneficiaries have received training
	Total number of beneficiaries
	
	

	5. Training committee established
	List of Training Committee members and Minutes of meetings


	
	

	6. ATR approval by the Training committee
	Signatures of employee and employer representatives and minutes
	
	

	7. ATR reflects a minimum of 20% of beneficiaries receive NQF aligned courses
	Training of the temporary workers
	
	

	COMMENTS:



Monitoring conducted by:
____________
Date:_________________






EQUITY TARGETS MONITORING TOOL

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Percentage of women who receive training reaches 54%
	· 40% in compliance of year 1.

· 50% in compliance of year 2.

· 60% in compliance of year 3.

· 80 % in compliance of year 4.

· 100% in compliance of year 5.


	
	

	2. Percentage of disabled persons who receive training reaches 4%
	· 40% in compliance of year 1.

· 50% in compliance of year 2.

· 60% in compliance of year 3.

· 80 % in compliance of year 4.

· 100% in compliance of year 5.


	
	

	3. Percentage of Black employees who receive training reaches 85%
	· 40% in compliance of year 1.

· 50% in compliance of year 2.

· 60% in compliance of year 3.

· 80 % in compliance of year 4.

· 100% in compliance of year 5.


	
	

	COMMENTS:




Monitoring conducted by:
____________
Date:_________________






PROVIDER ACCREDITATION MONITORING TOOL
	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Training provider accredited
	Proof of accreditation (provisional or full ) from relevant SETA
	
	

	2. Training manual aligned to unit standard
	Copy of unit standard and manual
	
	

	3. Company profile submitted
	Copy of company profile
	
	

	4. Lists of facilitators / & CVs and contact details
	Lists of facilitators
	
	

	COMMENT:



Monitoring conducted by:
____________
Date:_________________






CLASSROOM TRAINING PROVISION MONITORING TOOL

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Classroom visits scheduled


	Site visit schedules


	
	

	2. Training venue is conducive to learning
	All required physical resources in place
	
	

	3. Facilitator is a subject matter expert
	Facilitator able to handle the subject and the learner’s questions
	
	

	4. Learners are fully  participating in their learning
	Learner involvement
	
	

	5. Training manual is in line with unit standard and outcomes based
	Training manual user friendly
	
	

	COMMENTS:




Monitoring conducted by:
____________
Date:_________________






DISCRETIONARY GRANT PROJECTS MONITORING TOOL

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. DG Application signed and submitted for funding


	Application and project plan


	
	

	2. Contract signed by all parties


	Contract/s
	
	

	3. Training schedule for the delivery of the project drawn
	Training schedule
	
	

	4. Tranche 1 deliverables delivered satisfactorily
	Tranche 1 disbursement
	
	

	5. Tranche 2 deliverables delivered satisfactorily
	Tranche 2 disbursement
	
	

	6. Tranche 3 deliverables delivered satisfactorily


	Tranche 3 disbursement
	
	

	Tranche 4 deliverables delivered satisfactorily
	Tranche 4 disbursement
	
	

	8. Discretionary grant project reflects the project objectives being achieved
	Training programme
	
	

	COMMENTS:


Monitoring conducted by:
____________
Date:_________________






LEARNER SATISFACTION MONITORING TOOL
	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Good facilitators


	Sample reflects high levels of satisfaction with the facilitators
	
	

	2. Good training material
	Sample reflects high levels of satisfaction with the training material used.
	
	

	3. Good training venues
	Sample indicates high levels of satisfaction with the training venues
	
	

	4. Good assessment methods
	Sample reflects high levels of satisfaction with assessment methods.
	
	

	COMMENTS:




Monitoring conducted by:
____________
Date:_________________






PROVIDER ACCREDITATION MONITORING TOOL

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Training provider accredited
	Proof of accreditation (provisional or full ) from relevant SETA
	
	

	2. Training manual aligned to unit standard
	Copy of unit standard and manual
	
	

	3. Company profile submitted
	Copy of company profile
	
	

	4. Lists of facilitators / & CVs and contact details
	Lists of facilitators
	
	

	5. Provider contract signed 
	Signed contract
	
	

	COMMENTS:




Monitoring conducted by:
____________
Date:_________________






Workplace Skills Plan Monitoring Tool

	Conforming Requirements


	Evidence Guidelines
	Y
	N

	1. Levy payments up-to-date
	Proof of payment


	
	

	2. SDF registered with SETA
	Name of registered company SDF


	
	

	3. WSP developed in line with SETA guidelines
	WSP template and guidelines
	
	

	4. WSP submitted by the due date
	Receipts signed by SETA
	
	

	5. A minimum of 20% of all planned activities within WSP lead to a formal qualification or credits towards a formal qualification in line with the NQF.  
	SAQA registered courses

University & Technikon Programmes

Learnerships & Skills Programmes


	
	

	6. Training committee established
	List of Training Committee members

Minutes of meetings


	
	

	7. WSP approval by the Training committee
	Signatures of employee and employer representatives and minutes
	
	

	8. WSP indicates measures to training of the employees below NQF 1
	Training of the temporary workers
	
	

	COMMENTS:


Monitoring conducted by:
____________
Date:_________________

