LEGAL REQUIREMENT BACKGROUNG

In accordance with the government gazette No. 27801, notice R. 713 of July 2005 – SETA’S: Grants Regulations regarding monies received by the SETA and related matters, all employers liable for paying skills levies and are seeking recovery of a grant against their levy payment MUST submit an Annual Training Report (ATR) and Workplace Skills Plan (WSP) in an approved format by 30 June 2010.  
Therefore, departments and faculties are kindly reminded that they are expected to participate in this exercise. 
The purpose of the Skills Development Act:

· To develop skills of the South African workforce

· To improve the quality of life of workers, their prospects of work and labour mobility

· To improve productivity in the workplace and the competitiveness of employers
· To improve self- employment and

· To improve the delivery of service

· To increase the levels of investment in education and training

Organizational Responsibility

We (HRD) will appreciate if you can give us run down of your training and skills requirements, duly prioritized.  I am forwarding you an electronic copy of the PDP form which would equip us with the information to serve you towards increasing the effectiveness in your particular unit.

How to Prepare
· The document must be properly consulted within the department

· The document must be based on true assessment of the needs and priorities of the organization

· The departments plan must be based on accurate information

This communiqué is accompanied by a layout for the preparation of the workforce plan. Its main aim is to provide information on department’s current employment profile, and to indicate the training that you have planned for 2010-2011, in order to develop your staff and organization’s performance. 
Training needs should be sent to HRD (Pretoria campus, 4:151) by Thursday 29 April, for the training to be incorporated in the bigger plan of the institution that is due on 30 June 2010. I shall immediately go ahead to set up TSHWANE UNIVERSITY OF TECHNOLOGY WORKPLACE SKILLS PLAN for 2010 till 2011. 
How We Can Assist
We are able to assist you in this process.  You may call Human Resources Department (HRD) and ask for the assistance of the Skills Advisor - Lindiwe Radebe (radebelc@tut.ac.za or x4927) 
SECTION A: CAPACITY
Official Information.

Please state the name and function of your department.

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Who is the head of your department?

…………………………………………………………………………………………………………………………………..

How many members of staff do you have in your department?  Kindly give a breakdown according to the following categories:

	SECTION B: TOTAL STAFF SUMMARY

	1: Total number of staff in the department as per occupational category, by gender, population group and disability status

	Occupations
	Male
	Female
	Total
	People with Disability
	Age groups

	Staff number
	Occupational category 
	A
	C
	I
	W
	A
	C
	I
	W
	
	A
	C
	I
	W
	<35
	35-55
	>55

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


SECTION C: PLANNED TRAINING
This table identifies those beneficiaries that will participate in learning interventions in the financial year from 1 April 2010 – 31 March 2011. Indicate the number of beneficiaries who will receive training that will run during the course of the year. For purposes of accuracy please ensure that the staff number is included.
	Occupational Title


	Number of Beneficiaries per population group 

	
	Gender
	Race
	Disabled
	TOTAL
	Staff number
	Name of Training programme
	NQF Level
	NQF Aligned (Y/N)

	
	M
	F
	A
	I
	C
	W
	M
	F
	M
	F
	
	
	
	

	Senior Official and Managers  

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Professionals 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Technicians and associate professionals 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clerks & Administrative Workers

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Skilled Workers, Craft and Related Trade Workers  

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plant and Machine Operators and Assemblers  

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Service & Elementary Occupations 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


SCARCE AND CRITICAL SKILLS

SCARCE SKILLS refer to those occupations where few or no qualified and experienced employees are available.

Relative Scarcity means suitably skilled employees are available but do not meet other employment criteria, such as: geographic location, equity considerations, replacement demands, etc.

Absolute Scarcity means that there are few, if any, employees in the country with the required skill.

CRITICAL SKILLS refer to those occupations where employees require top-up generic or specific skills.

Generic skills are critical cross-field outcomes: Identify and solve problems; Work as a team player; Organize and manage oneself and one’s job; Collect, analyze and critically evaluate information; Communicate effectively; Use science and technology effectively; Understand the world as a set of related systems; Contribute to personal, social and economic development; Be culturally and aesthetically sensitive Participate as a responsible citizen; Learn to learn and explore career opportunities; Develop entrepreneurial opportunities

Specific top-up skills are skills required for improving performance within a specific job or an occupation.

	SECTION D: SCARCE SKILLS

	C1: Occupations classified as scarce skills

	Occupations
	Reason/s for Scarcity
	 Projected Number of Staff Needed
	Intervention Needed
	Number of Qualified Persons Imported from Outside South Africa

	Staff number
	Occupational Category 
	Specification/Job
	
	2008/9
	2009/10
	Program
	NQF
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	SECTION E: CRITICAL SKILLS

	C1: Occupations classified as scarce skills

	Occupations
	Reason/s for Scarcity
	 Projected Number of Staff Needed
	Intervention Needed
	Number of Qualified Persons Imported from Outside South Africa

	Staff number
	Occupational Category 
	Top- Up Skills
	
	2008/9
	2009/10
	Program
	NQF
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


SECTION F: ABET LEARNERS
a.     How many employees in your department are below the National Qualification 

           Framework Level 1 (equivalent to ABET Levels 1 to Levels 4)? Please write the numbers below in the space provided.

            Number of Employees below NQF level 1
	African
	Coloured
	Indian
	White
	Total

	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D
	M
	F
	D

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


b. How many employees in your department will enrol for ABET (Adult Basic Education & Training) for the period 1 April 2010 – 31 March 2011? 
	First Name
	Surname
	Staff no/ID
	Race
	Gender 

(M/F)
	Disability

(Y/N)
	Learner 

Province
	ABET 

start 

date
	ABET

end

date
	Provider
	ABET 

level
	ABET 

subjects
	Learner 

programe 

status

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


C. How many employees in your department will enrol for Artisan Training for the period 1 April 2010 – 31 March 2011? 
	First Name
	Surname
	Staff no/ID
	Race
	Gender 

(M/F)
	Disability

(Y/N)
	Learner 

Province
	Start 

date
	End

date
	Provider
	Entry 

level
	Technical Skill
	Learner 

programe 

status

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


SECTION G: TRAINING COMPLETED
This table identifies those beneficiaries that participated in learning interventions in the financial year from 1 April 2009 – 31 March 2010. Indicate the number of beneficiaries that received training. For purposes of accuracy please ensure that the staff number is included.
	Occupational Title


	Number of Beneficiaries per population group 

	
	Gender
	Race 
	Disabled
	TOTAL
	Staff number
	Name of Training Provider
	Name of Training programme
	NQF Level
	Total Cost

	
	M
	F
	A
	C
	I
	W
	M
	F
	M
	F
	
	
	
	
	Internal
	External

	Senior Official and Managers  
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Professionals 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Technicians and associate professionals 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clerks & Administrative Workers
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Skilled Workers, Craft and Related Trade Workers  
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Plant and Machine Operators and Assemblers  
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Service & Elementary Occupations 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


SECTION F: PRIORITY LIST
In order of priority, what operational areas of staff development would you like the institution to focus on?  Please indicate your level of priority by assigning a figure in the box on the right hand side of the item from 1 forwards, where 1 is the highest priority.

	Technical or Specialized training 
	

	Budget and Financial Management for non-Finance Managers
	

	Building Links with Industry
	

	Developing a Business Plan
	

	Effective Negotiation
	

	Health and Safety
	

	Customer Service
	

	Introducing and Managing Change
	

	Financial Management
	

	Making Meetings Matter
	

	Managing Projects
	

	Performance Appraisal
	

	Performance Development for Managers
	

	Curriculum development
	

	Interaction Management: Communication for Successful Outcomes
	

	Setting and Managing Priorities
	

	Strategic Planning and its Implementation
	

	Team Leadership/ Building
	

	Mentoring and Coaching 
	

	Diversity Management
	

	Labour Negotiation Skills
	

	Governance Compliance
	

	HIV/AIDS workshops
	

	Conflict Management / Resolution Skills
	

	ABET
	

	Executive Secretarial Programmes
	

	Artisan Training
	

	IT Training Packages
	

	Other (specify
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PERSONAL DEVELOPMENT PLAN

	SURNAME:
	PERSONNEL NUMBER:

	TITLE:
	INITIALS:
	FIRST NAMES:

	NICK NAME:
	DATE OF APPOINTMENT:

	JOB TITLE:
	PERMANENT
	
	CONTRACT
	

	
	TEMPORARY
	
	CONTRACT PERIOD:

	1.  Core Occupational Tasks/Outputs in present position:

	

	2.  Competencies required to fulfill Core Occupational Tasks/Outputs:
	Date to be acquired:

	
	

	3.  Training needs:
	

	
	


MANAGER:        
_____________________    EMPLOYEE: ______________________
SIGNATURES:  
 _____________________   SIGNATURE: _______________________
DATE:  

______________________   DATE: ______________________
