POLICY ON SKILLS DEVELOPMENT

· Based on O.B. Education principles

· All employees will be encouraged to engage in Lifelong learning

· In a given financial year each employee should be exposed to at least one learning intervention

· Will encourage industry and relevant and job relevant qualifications

· Holistic approach to learning and development will be encouraged

· Emphasis will be placed on standards based learning

· Accept that various pathways exist to attaining a learning outcome or V.S.

· Assessment will be made available on a fair and equitable basis

· Assessment process will be evaluated and updated on an ongoing basis.

LEARNER ASSESSMENT PROCEDURE

· A learner wishing to be assessed will need to make an application in the prescribed format (Form A attached)

· A learner will be given 2 opportunities to be assessed at company cost per unit standard

· An assessment will be processed within 14 days and contact made with the learner

· The learner will be involved in all pre-assessment arrangements

· Arrangements will be made with line manager for observation

· The extent of assessment and methods to be used will be determined, e.g. RPL

· Schedule the assessment

· Observation

· Knowledge test

· Conduct assessment

· Farmative

· Summative

· Make judgement

· Feedback to learner

· Record finding, appeals, moderation (i.e. internal / external)

POLICY STATEMENT: ASSESSMENT MANAGEMENT

We in group one will endeavor to ensure that the organisation’s learners meet the criteria stipulated in Unit Standards and achieve the desired qualifications and in doing so ensure the application of fair and equitable assessment procedures.

The assessment process must adhere to nationally recognized practices / principles.

PROCEDURE:

Formative Assessment

Purpose: To establish current level of competence/skill (RPL)

Summative Assessment

Purpose: To ascertain progress in terms of learning and competence level.

Scope: All Learning Programmes at all levels, within the organisation

	Indicator

WSP Development
	Evidence required

	· Organisation strategic objectives

· Link with S.S.P. National HRD objectives

· Reduce to Industry specific learning priorities

· Identify core competence of company

· Identify company skills gap – skills profile

· Determine training interventions

· Align required interventions to NQF

· Identify programmes/courses

· Individual performance and development discussion linked to company skills gap

· Summary of all IDP’s – WSP

· Determine which programme will be forwarded for discretionary grants

· Determine funding approach for learning intervention
	· Vision, mission, objectives needs analysis

· Sector skills plan.  

National HRD policy guidelines

· Chamber skills plan

· Company high level competence required

· Skills audit

· Difference between desired skills profile and outcome of skills audit  - Gap

· V.S.; qualifications; learnerships

· Database on courses and providers

· Performance management system

Individual/personal development plan

· Workplace skills plan

· Discretionary grant application

· GRANT APPLICATIONS




EFFECTIVENESS OF TRAINING INTERVENTIONS

SELECTION OF PROVIDERS

	Indicators
	Evidence provided

	· Summary of standards based learning needed

· Develop company specifications of learning required

· Develop criteria for selection of providers 

· Develop approach for sourcing LSP

· Develop tender specification

· Selection process

· Discussion making process
	· WSP

· Company training policy

· HRD policy and procedures

· Procurement policy

· Procurement guidelines

· Accreditation

· Ownership (BEE guidelines)

· Track record

· Financial / SMME status

· Tender applications

· Terms of reference

· Proposals

· Shortlisting

· Presentations




SELECTION OF PROVIDERS

(A) Must be accredited

(B) Must be registered with Dept of Education and Training

(C) No accreditation yet 
Intent to implement QMS

Policy on training of own staff

Registered with SETA

Programmes must be Outcomes Based (SAQA requirement)

	ITEM
	EVIDENCE

	1
	(a) Performance appraisal

(b) One on one discussions

(c) Discussions with line managers and supervisors



	2
	(a) Discussions with Directors

(b) Linking with strategic plan

(c) Training and Development Policy



	3
	(a) Discussions and agreement with Training Consultative Forum – including Union representation

(b) Feedback reports from learners on actual training on previous WSP

(c) Feedback from line managers (improvement!)



	4
	(a)Job profiling (Occupational groupings)

(b) Skills analysis (What skills are required for job)

(d) Skills audit (what do you have/need)



	5
	(a)Organogram

(b) Profile analysis on Organogram

(d) One on one discussions on career pathing



	6
	(a) Policies




ACCREDITATION – WSP

	Item
	Evidence required
	In place

Y/N
	Action plan
	Responsibility

	Meeting with Stakeholders
	Agenda, minutes
	Yes
	Yes
	HR Dept

	Appointment of trading committee
	Nominations; Selection process;

Agenda, minutes
	Yes
	Yes
	HR and the committee

	Appointment of SDF
	Nominations; Selection process;

minutes
	Yes
	Yes
	HR Dept and the committee

	Training needs analysis
	Meetings with line managers 

Working with documents
	Yes
	Yes
	SDF

	Align training needs to strategic objectives
	Working with documents

Strategic plan
	Yes
	Yes
	SDF

Management and Training committee

Labour

	Identify training needs / interventions
	Gap analysis
	Yes
	Yes
	SDF

Management

Training Committee

	Identify accredited service providers
	Proof of accreditation
	Yes
	Yes
	SDF

Senior Management

Committee

	Cost analysis of training required
	Working documents

Budget
	Yes
	Yes
	Finance Dept

HR Dept

SDF

Senior Management

	Appoint accrediter/service provider
	Contracts
	Yes
	Yes
	SDF

Senior Management


CHECKLIST FOR WORKPLACE SKILLS PLAN (WSP)

	Item
	Evidence
	In place

Y/N
	Responsibility

	1 Registration with SARS


	Levy no
	
	

	2 Co-objective
	P and P
	
	

	3 Training Committee
	Minutes
	
	

	4 Appoint SDF
	Appointment letter
	
	

	5 Skills Audit
	Documentation
	
	

	6 Compile WSP and source Provider
	WSP document
	
	

	7 Application of WSP/budget/providers by T.C.
	Signed WSP by T.C. and service agreement with provider
	
	

	8 Communication to internal stakeholders
	Emails

Memo’s

Internal media
	
	

	9 Submission to TETA and ………. Of WSP
	Covering letter

WSP document

Letter of acknowledgement form TETA
	
	

	10 Training plan roll out
	Training plan
	
	

	11 Implementation
	Schedule

Attendance register

Budget

Certificate of learners

Review of process
	
	

	12 Payment of grants/levies to SARS
	Submission of proof of payment and claim forms to TETA
	
	

	13 Submission of WSP ………. report
	Payment by TETA

Check payment record
	
	


	Item
	Evidence required
	In place

Y/N
	Action plan
	Responsibility

	Complete final WSP document
	WSP document
	Yes
	Yes
	SDF

	Approval and signing of WSP document
	Signed document and minutes
	Yes
	Yes
	SDF

Senior Management

Training Committee

	Submit for approval to SETA (TETA)
	Acknowledgement of approval from the TETA
	Yes
	Yes
	SDF

TETA Chamber

	Implement WSP
	Training schedule

Minutes
	Yes
	Yes
	SDF

Training Dept

HR Management


CHECKLIST: ACCREDITED SERVICE PROVIDER

	Item
	Evidence required
	In place

Y/N
	Action plan
	Responsibility

	Identify knowledge and skills required.

Advertise for Providers
	Advertisement in news paper

Proof of accreditation
	Yes
	Yes
	SDF and HR

	Shortlisting of providers
	Company working document
	Yes
	Yes
	Training Committee.  Subject matter expert

	Selection of appointment
	Contracts
	Yes
	Yes
	Training committee

SME’s

SDF

Finance Dept

	Training Schedule
	Time table
	Yes
	Yes
	SDF

Service Provider

SME’s


TRAINING EFFECTIVENESS

	Indicators
	Evidence

	Outcomes linked to training needs
	Competence levels improve individual’s progress in terms of PDP’s

	Providers enable to ensure achievement of outcomes
	Use of accredited provider (proof of accreditation

(Effective selection criteria and process)

	WSP tangles are met
	Implementation report

	ROI
	Evaluations

Assessment of value


WORKPLACE SKILLS PLAN (WSP)

Monitor development and implementation

Evidence:

1 Competence gap analysis

Performance gap analysis

2 Business plan

HRD plan

3 Minutes

Feedback reports

4 Occupational profiles

Competence assessment

5 PDP’s

PDP’s linked to training plan

6 Training schedule

Training budget

Attendance records

	Indicator: Development
	Evidence

	· Organisation Strategy
	· Training and Development policies

· Vision/mission statement

	· Establish training committee
	· Constitution/minutes of meetings

	· Identify skills need
	· Training needs analysis

· Job profiles

	· Completion of WSP
	· Minutes of meetings

· Commitment and agreement form management

· Acceptance from committee

	· Determining training budget
	· Approval and acceptance


	Indicator: Implementation
	Evidence

	· Negotiate and identify providers
	· Service level agreement

· SAQA Registration no

	· Set up annual training plan
	· Communicate plan to management/organisation

	· Commitment to training plan (Management)
	· Attendance registers

· (planned vs implement)

	
	


	Indicators
	Evidence

	· Evaluation of WSP
	· Productivity improvement

· Attendance of interv

	· Skills acquisition
	· Assessment records

· Performance approach

	· Overall improvement of organisation’s productivity
	· NOSA/ISO audits

· Reduced absenteeism

· Reduction in claims (damages)

· Customer satisfaction reports

	· Rating of preferred provider
	· ETQA/SETA recommendation

· Recommendation from other stakeholders


PROCEDURE

1 Competence Assessment

· Competence profiles

· Competence gap analysis

· Qualified assessors

2. Assessment outcomes

· “Competent”

· Other competence gaps

· PDP’s

· Training, coaching, mentoring

· “Not yet competent”

· Training, coaching, mentoring

· Assessment (Further)

3. RPL

· Determine RPL criteria in relation to business objectives

· Job related

· Previously disadvantaged

4 Identify assessors

· Criteria

· Areas needed

· Number needed

· Available courses

· Budget

ASSESSMENT MANAGEMENT

Policy

To ensure that competency levels in the organisation are assessed, in line with ETQA standards and NQF principles, to identify and address competency gaps

· Recognising that the outcome of assessment can be “competent”, the company intent to take appropriate follow-up action.

· The company will apply assessment independently of measurement of training

· Assessment will be used to recognise prior learning

· To determine competence levels / outcomes after training

· To recognise the value of RPL in relation, inter alia, recruitment, promotion and performance management.

· Development of internal assessors, wherever reasonable, will be given priority.

POLICY STATEMENT

We at table two (pty) Ltd strive to provide the infrastructure for all staff to be assessed according to the SAQA principles of assessment and in line with the organisations QMS in order to uplift/improve the skills of all within the organisation.

Procedure to follow:

Report of poor performance

Training








Attitude

Initial assessment







Council

Practical skill


Knowledge gap

Further exposure






classroom training

Formative assessment

Summative assessment


Competent
Not yet competent





Specific assessment

Keep record of assessment

Moderation

Appeals procedure

POLICY STATEMENT

In support of the Co’s commitment to learning, value added and acquisition of skills, as part of the training intervention, assess each learner to ensure that the intervention is mutually beneficial.

Procedure

1 Purpose

To determine where the competencies/skills acquired can be effectively demonstrated in the workplace and aligned to the business strategy

2 Scope

All employees will undergo training intervention

3 References

Legislation (all) - 
ETQA 
requirement
-
EEA




SHERQF


SDA




SAQA



SDLA

4 Definition

Assessment


…………….Interventions


Learner

5 Responsibility

Departmental Head

Back To Coversheet
