GUIDELINES ON LEARNNERSHIP (18.1) IMPLEMENTATION IN THE PROVINCIAL DEPARTMENT OF PUBLIC WORKS (SERVING EMPLOYEES)

1. BACKGROUND AND DISCUSSIONS

The Skills Development Act has through Sectoral Education and Training Authorities (SETAs) established comprehensive learnership systems to address the country `s skills shortage. Section 18, 1 of the Act further contemplates the placement of employed persons on Learnership.

2. OBJECTIVES

2.1 To priorities critical skills for growth and development

2.2 To assist employees in acquiring the nationally recognized qualification

2.3 To prepare employees for career paths and self employment

3. MANDATES

The South African Training Legislations and Regulations as well as other related Legislations/Regulations inform the development of Bursary Guidelines. Refer to legislations quoted in Departmental HRD Policy.

4. ROLES AND RESPONSIBILITIES

4.1 Executing Authority/Delegate

4.1.1 The executing Authority is responsible for providing the necessary support to the implementation of the programmes;

4.1.2 Appoint learnership committee;

4.1.3 Play partnership role with other role players; and

4.1.4 Oversee the implementation of the programmes.

4.2 Human Resource Development

4.2.1 Liaise with relevant programme for establishment of learnership

4.2.2 Determine learning fields and areas

4.2.3 Identify relevant SETAs 

4.2.4 Register Learnerships and learners with relevant SETAs

4.2.5 Co-ordinate training with the training providers and do quality assurance in accordance with the enabling legislation

4.2.6 Recommend request to Head of Department

4.2.7 Conduct evaluation to determine the impact.

4.2.8 Administer Learnership contracts

4.3
Programme Managers

4.3.1
Determine level and number of learners needed

4.3.2
Make financial provisions for stipends, protective clothing and other allowances.

4.3.3
Handle placements of learners

4.3.4 Mentor, assess and support Learners

4.3.5 Keep register for learners

4.3.6 Provide progress report to HoD

5. LEARNERSHIP (Serving employees: 18.1)

18.1 Learnership refers to placement of serving employees as part of the overall development strategy of the Department in terms of section 18.1 of the Skills Development Act. Learner placed on the programme will be required to enter into learnership Agreement.

6. TARGET GROUP

There are serving employees who need to be assisted to progress through their respective occupational categories (career pathing). The Department `s target would therefore be the following: 

Serving officials

Artisans/Supervisors

Women

7. RECRUITMENT OF LEARNERS

Requirements will be determined by the relevant SETA in line with NQF level.Respective Programme Managers will identify employees within the occupational categories to be placed on learnership.

8. LEARNERSHIP AGREEMENT 

Appointment of the learner will be subject to signing of Learnership Agreement.

9. DURATION OF THE PROGRAMME

The programme will run for a period of three (3) years.i.e MTEF period. Learners will be made to progress from NQF level 1 to NQF level 5 (Artisan and Technician levels to prepare them for self-employment) thereby making the programme lifelong–learning. Progression to the next higher NQF level will depend on the need and should be strongly motivated by the relevant Programme Manager.

10. SUSTAINABILITY

As indicated above, it is the intention of the Department to ensure that the programme is sustainable. There are many construction projects that are run by the Department, which if the programme could be well aligned will make the progamme sustainable. The Department will also form partnership with municipalities and businesses to ensure that learners receive the required practical and theoretical exposure.

11. FINANCIAL IMPLICATION

There are financial and non-financial cost elements to be covered in implementation of Learnership programme.

11.1 Financial cost

Financial costs to be considered are the following:

11.1.1 Training costs by providers

11.1.2 Camping allowance (if applicable)

11.1.3 Overtime (if applicable) 

11.1.4 Subsistence allowance (if applicable)

11.1.5 Equipments and stationery and other allowances applicable in the public service

11.1.6 Accommodation and meals (if applicable)

11.2 Non-financial costs

Non-financial costs to be considered are the following;

11.2.1 Leave

11.2.2 Supervision

11.2.3 Mentoring

11.2.4 Transport (sites)

11.2.5 Office accommodation (if applicable)

There will be however, inevitable costs associated with the development of Learnership programmes. Funds will be sourced from the relevant SETAs (training related costs) while the Department will be responsible for payment of other related costs. It is however advisable for all Programmes to make provisions for learnerships in the MTEF. The reason behind the provision is to ensure that the Department implements the identified programmes in case funds are not made readily available by respective SETAs while application for grants would be made in the process. 

12. PROCEDURE

A list of steps for implementation of learnership is attached as ANNEXURE A.

13. DISPUTE

If there is dispute concerning application of Learnership Agreement and Employment Contract, such dispute may in accordance with the provision of the Learnership Regulation,2001 be referred to the Commission for Conciliation, Mediation and Arbitration.
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ANNEXURE A

STEPS FOR LEARNERSHIPS

Step 1:

Programme analyses business plans.

Step 2:

Programme identifies needs and liaises with HRD.

Step 3:

Programme determines level of learners and communicates to HRD.

Step 4:

Programme   makes budget provision to cover training  related costs.

Step 5:

HRD compile funding proposals to the relevant SETA.

Step 6:

Line Programme identify serving employee with potential to be placed on learnership.

Step 7:

HRD co-ordinates appointment of learners.

Step 8:

HRD register learners with relevant SETA.

Step 9:

HRD co-ordinate the appointment of Training Provider.

Step 10:

Programme handle placement of learners: (on site training).

Step 11:

HRD conduct monitoring.

Step 12: 

HRD coordinates compilation of portfolio of evidence to relevant SETA.

Step 13:

HRD facilitates handing over of qualification Certificate.

Step 14:

HRD and Programme evaluate impact of Learnership and determine possible implementation of higher NQF level.
GUIDELINES ON LEARNERSHIP IMPLEMENTATION (18.2) IN THE PROVINCIAL   DEPARTMENT OF PUBLIC WORKS (UNEMPLOYED PEOPLE)

1. BACKGROUND AND DISCUSSIONS

The Skills Development Act, 97 of 1998 has through Sectoral Education and Training Authorities (SETAs) established comprehensive learnership systems to support National Human Resource Development Strategy. Section 18, 2 of the Act further contemplates the recruitment of unemployed persons to Learnership.

2. OBJECTIVES

2.1 To priorities critical scarce skills for growth and development

2.2 To promote employability and sustainable livelihoods through skills development 

2.3 To give provide for both theoretical and practical work to young graduates

2.4 To provide opportunity for acquiring nationally recognized qualification and

2.5 To assist new entrants (youths) into the world of work and self-employment

3. MANDATES

3.1 South African Qualifications Authority Act, 1995

3.2 Skills Development Act, 1998

3.3 Skills Development Levies Act, 1999

3.4 Employment Equity Act, 1998

3.5 Occupational Health and Safety Act.1993

3.6 Basic Conditions of Employment Act,1997

3.7 Standards Generating Bodies and National Standard Bodies

3.8 Sectoral Education and Training Authority

3.9 White Paper on the Public Service Training and Education, 1997

3.10 The Public Service Regulations, 1999/2001 as amended

3.11 National Skills Development Strategy

3.12 Provincial Skills Development Strategy (Draft)

3.13 Sector Skills Plan

4. ROLES AND RESPONSIBILITIES

4.1 Executing Authority/Delegate

4.1.1 The executing Authority will be responsible for providing the necessary support to the implementation of the programmes

4.1.2 Appoint Training and Development committee

4.1.3 Approves implementation of the identified Learnership Programme

4.1.4 Play partnership role with other role players and 

4.2 Human Resource Development

Human Resource Development Unit will co-ordinate and monitor implementation of ABET and Learnership Programmes as follows:

4.2.1 Conduct skills audit

4.2.2 Determine learning fields and areas

4.2.3 Identify relevant SETAs and facilitate registration of learnerships

4.2.4 Register Learnerships and learners with relevant SETAs

4.2.5 Co-ordinate training with the training providers

4.2.6 Facilitate Career management process 

4.2.7 Monitoring and evaluation

4.3 EPWP Coordinator

4.3.1 Identify projects to be carried out in the Department

4.3.2 Provide the starting time of the identified projects and communicate it to HRD

4.3.3 Co-ordinate post-project assessment

4.4 Programme Managers

4.4.1 Determine level and number of learners needed

4.4.2 Make financial provisions for stipends and protective clothing

4.4.3 Mentor, assess and support Learners

4.4.4 Keep register for learners

4.4.5 Handle placement of learners

4.4.6 Provide progress report to HOD

5. LEARNERSHIP (18.2)

An 18.2 Learnership refers to a situation where a learner was not in the employment of the Department when the learnership agreement was concluded. Such a learner will be expected to enter into both the Learnership Agreement and Employment Contract with the Department. 

6. TARGET GROUP

There are the unemployed youths who possess educational qualifications with no practical work experience and who could not be accommodated in the job market. Therefore, the Department `s target would be the following: 
6.1 Women

6.2 People with disability

6.3 Unemployed youths

6.4 New graduates

7. RECRUITMENT OF LEARNERS

7.1 Recruitment will be done in line with Departmental policy on recruitment.

7.2 Requirements will be determined by the relevant SETA in line with NQF level

8. LEARNERSHIP AGREEMENT AND EMPLOYMENT CONTRACT

Appointment of the learner will be subject to signing of Learnership Agreement and contract of employment.

9.   DURATION OF THE PROGRAMME

The programme will run for a period of three (3) years starting from April 2005(i.e. In line with the MTEF). Learners will be made to progress from NQF level 1 to NQF level 5 depending on the required starting level (Artisan and Technician levels to prepare them for self-employment) thereby making the programme lifelong –learning.

10. FINANCIAL IMPLICATION

There are financial and non-financial cost elements to be covered in implementation of Learnership programme.

10.1 Financial cost

Financial costs to be considered are the following:

10.1.1 Stipends

Payment of stipends will be determined by the National Qualification Framework level of the learnership programme and will be paid as follows:

	Column 1
	Column 2
	Column 3
	Column 4

	Exit level of learnership
	Credits already earned by learner
	Percentage of minimum of salary level contained in Column 4
	Salary level in Public Service

	NQF 1 and 2
	0-120
	34
	1

	 
	121-240
	40
	2

	NQF 3
	0-120
	31
	2

	 
	121-240
	34
	3

	 
	241-360
	54
	3


	Column 1
	Column 2
	Column 3
	Column 4

	NQF 4
	0-120
	20
	4

	 
	121-240
	26
	4

	 
	241-360
	32
	5

	 
	361-480
	48
	5

	NQF 5 to 8
	0-120
	16
	6

	 
	121-240
	23
	6

	 
	241-360
	27
	7

	 
	361-480
	33
	8

	 
	481-600
	33
	8


10.1.2 Recruitment 

10.1.3 Training costs by providers

10.1.4 Protective clothing

10.1.5 Camping allowance (if applicable)

10.1.6 Overtime (if applicable) 

10.1.7   Subsistence allowance (if applicable)

10.1.8   Equipments and stationery (if applicable)

10.1.9 Accommodation and meals (if applicable)

10.2 Non-financial costs

Non-financial costs to be considered are the following;

10.2.1 Leave

10.2.2 Supervision

10.2.3 Mentoring

10.2.4 Transport (sites)

10.2.5 Office accommodation ( if applicable)

There will be however, inevitable costs associated with the development of learner ship programmes. Funds will be sourced from the relevant SETAs (training related) while the Department will be responsible for payment of stipends and other related costs. It is however advisable for all Programmes to make provisions for learnerships in the MTEF. The reason behind the provision is ensure that the Department implements the identified programmes in case funds are not made readily available by respective SETAs while application for grants would be made in the process. 

11. PROEDURE

Procedure to be followed in implementation of Learnership is attached is attached as ANNEXURE A.

12. SUSTAINABILITY

As indicated above, it is the intention of the Department to ensure that the programme is sustainable. There are many construction projects that are run by the Department which if the programme could be well aligned, will make the progamme sustainable. The Department will also form partnership with municipalities and businesses

13. EXIT

Learnership agreement terminates on the termination date stipulated in the concluded agreement. The Department is not required to employ learners at the end of the programme. However, learners would be at an advantage to compete for positions that may arise because of the qualifications they would have obtained.

13. DISPUTE

If there is dispute concerning application of Learnership Agreement and Employment Contract, such dispute may in accordance with the provision of the Learnership Regulation,2001 be referred to the Commission for Conciliation, Mediation and Arbitration.









ANNEXURE A

STEPS FOR LEARNERSHIPS
Step 1:

Programme analyses business plans.

Step 2:

Programme identifies needs and liaises with HRD.

Step 3:

Programme determines level of learners and communicates to HRD.

Step 4:

Programme   makes budget provision to cover stipends and other related costs.

Step 5:

HRD compile funding proposals to the relevant SETA.

Step 6:

HRD advertise learnership.

Step 7:

HRD co-ordinates selection and appointment of learners.

Step 8:

HRD register learners with relevant SETA.

Step 9:

HRD co-ordinate the appointment of Training Provider.

Step 10:

Programme handle placement of learners: (on site training).

Step 11:

HRD conduct monitoring.

Step 12: 

HRD coordinates compilation of portfolio of evidence to relevant SETA.

Step 13:

HRD facilitates handing over of qualification Certificate.

Step 14:

HRD and Programme evaluate impact of  Learnership and determine possible implementation of higher NQF level.

GUIGELINES ON GRANTING OF BURSARY IN THE DEPARTMENT OF PUBLIC WORKS (INTERNAL APPLICANTS)
1. PURPOSE AND OBJECTIVES
1.1
To grant financial assistance to serving employees who wish to improve their qualifications for both pre-tertiary and tertiary studies.

1.2
To enhance performance through the attainment of qualifications that will equip employees with necessary skills to carry out their duties more effectively thereby enhancing service delivery.

1.3
To address skills shortages in the Department by granting financial assistance to outside selected candidates to study in those fields where the shortages has been identified with a view to employ such candidates in future.

2. AUTHORISATION/MANDATES   
The South African Training Legislations and Regulations as well as other related Legislations/Regulations inform the development of Bursary Guidelines. Such policies are:

2.1 Constitution of the RSA,  108 of 1996.

2.2 Skills Development Act, 97 of 1998.

2.3 Skills Development levies Act, 1999.

2.4 White Paper on the Public Service Training and Education,  1977.

2.5 The Public Service Regulations, 2001 (as amended).

2.6 Employment Equity Act,  55 of 1998.

2.7 South African Qualifications Authority Act,  1995.

2.8  National Skills Development Strategy.

3. PRINCIPLES   

3.1
The Bursary guidelines must be read in conjunction with other Human Resource Management framework, policies and bursary contract.

3.2
Gender, disability and field of study will serve as key considerations in allocation of bursary in order to address issues of representivity.

3.3
Preference would be given to undergraduate application. Post-graduate would only be considered on strong motivation from the relevant line Programme.

3.4 Bursary will be granted to employees studying with accredited educational institutions registered with the Department of Education and Training.

3.5
Bursary Scheme is applicable to employees who are employed on permanent basis.  Employees on probationary period will not participate on the scheme until such time that their permanent appointments are confirmed. However, employees who are transferred from other Government Departments will be considered provided that they have served probationary period in their previous departments. 

3.6
Granting of bursary shall be determined by the needs from line programmes and availability of funds.

4. PROCEDURES FOR APPLICATIONS AND GRANTING OF BURSARY
Applications would be invited by means of circular and the closing date would be end of October each year to enable the Bursary Committee enough time to consider applications.  

On receipt of the applications, the Sub-Directorate: Human Resource Development will arrange meeting for the Training Committee to consider applications. The Sub-Directorate: Human Resource Development will provide secretarial services while the committee will be chaired by the Chairperson of the Training Committee. After consideration of the applications, successful applications will be recommended to the Head of Department for approval.

The committee to determine suitability in considering the applications will use the following criteria: 

4.1 granting of bursary must have direct relevance to the core objectives of the department.

4.2 Present and future vacancies as well as availability of funds must be taken into account (HR Plan and Workplace skills Plan).

4.3 The granting of bursary will be considered only on the basis of a written application from an applicant.

4.4 Payment of bursary will be made directly to the institutions upon receipt of statement of account and proof of registration of the institution.

4.5 Payments will only be made after the bursary holder has signed the prescribed agreement.

4.6 Record of the selection process must be kept for transparency and accountability. 

4.7 Proof of registration and statements of results from the new applicants and bursary holders respectively.

4.8 Previously disadvantaged candidates to enhance equity.

4.9  Fields of study covering scarce skills in line with the Departments needs.

After consideration of the applications the committee shall make recommendation for the successful candidates to the Head of the Department for approval. Steps for implementation of bursary is attached as ANNEXURE A.

 5. ATTENDANCE OF CONTACT SESSIONS.
Attendance of contact sessions is guided by the Provincial leave policy, which stipulates the maximum number of ten (10) days special per annum. Transport and accommodation would be at own expense. Employees would not be entitled to subsistence allowance.
6. TAKING OVER BURSARY OBLIGATIONS/STUDY LOANS 
Taking over of bursary obligations/study loans will be subject to the availability of funds and written applications must be submitted to the Training Committee.

7. DISPUTE

Dispute emanating from the implementation of the guidelines shall be dealt with in accordance with the existing Public Service Grievance Procedure.



















ANNEXURE A

STEPS FOR BURSARIES
Step 1:

Line Programme analyses business plan and inform Human Resource Development (HRD) of the need.

Step 2:

HRD advertise bursaries with 30 October as the closing date.

Step 3:

HRD acknowledges receipt of applicants and prepare schedule for applications.

Step 4:

Training Committee: Conduct selection process.

Step 5:

HRD forwards recommendation for approval by Head of Department.

Step 6:

HRD informs successful applicants.

Step 7:

HRD facilitates completion of contract by successful applicants.

Step 8:

HRD issues confirmation for registration to educational institutions.

Step 9:

Applicants/ Educational Institutions submit proof of registration.

Step 10:

HRD makes payment to institutions.

Step 11:

HRD monitors progress and maintain records. 

GUIDELINES ON INTERNSHIP IMPLEMENTATION IN THE PROVINCIAL   DEPARTMENT OF PUBLIC WORKS (EXTERNAL)

1. PURPOSE/OBJECTIVES

1.1 To promote employability and sustainable livelihoods through skills development 

1.2 To  provide opportunity for practical work to young graduates

1.3 To assist students to satisfy requirements of completing qualification

1.4 To assist new entrants (youths) into the world of work and self-employment

2. MANDATES
2.1 South African Qualifications Authority Act, 1995

2.2 Skills Development Act, 1998

2.3 Skills Development Levies Act, 1999

2.4 Employment Equity Act, 1998

2.5 Occupational Health and Safety Act.1993

2.6 Basic Conditions of Employment Act,1997

2.7 Standards Generating Bodies and National Standard Bodies

2.8 Sectoral Education and Training Authority

2.9 White Paper on the Public Service Training and Education, 1997 

2.10 The Public Service Regulations, 1999/2001 as amended

2.11 National Skills Development Strategy

2.12 Provincial Skills Development Strategy (Draft)

2.13 Sector Skills Plan

3. ROLES AND RESPONSIBILITIES

3.1 Executing Authority

3.1.1 The executing Authority will be responsible for providing the necessary support to the implementation of the programmes

3.1.2 Appoint Training and Development committee

3.1.3 Approves placement of the interns in the identified areas

3.1.4 Play partnership role with other role players.

3.2 Human Resource Development

3.2.1 Conduct skills audit

3.2.2 Determine with directorates learning fields and areas

3.2.3 Liaise with educational institutions on students studying in the identified areas 

3.2.4 Placement of interns in the directorates

3.2.5 Co-ordinate training with the training providers

3.2.6 Monitor the internship programme

3.4 Programme Managers

3.4.1 Determine areas of internship and number of interns 

3.4.2 Make financial provisions for stipends and protective clothing

3.4.3 Mentor, assess and support interns

3.4.4 Keep register for interns

3.4.5 Handle placement of interns

3.4.6 Provide progress report to HRD

4. INTERNSHIP

Internship refers to a process where students are afforded opportunity to do practical in the working environment as a requirement by the educational institutions towards completion of studies. Interns will be placed on a programme for the period required by the institution.

The programme will however, be extended to cover Departmental bursary holders who are required to serve contractual obligation. Applicants who are not bursary holders may be placed on programme for a maximum period of six months.

5. TARGET GROUP

The Programme targets the following categories:

5.1 Students who are required to do practical towards completion of a qualification

5.2 Departmental bursary holders who are required to serve contractual obligation on completion of their studies

5.3 Graduates who need practical job exposure in the working environment

6. PROCEDURE

Procedure for implementation of internship is attached as ANNEXURE A

7. RECRUITMENT OF LEARNERS

7.1 Selection  will be done in line with Departmental policy on recruitment.

7.2 Departmental bursary holders will be placed on completion of qualification and as required by the educational institution.

7.3 Selection will be done in consideration of the Employment Equity Act.

8.  EMPLOYMENT CONTRACT

Appointment of an intern will be subject to signing of contract of employment.

9. DURATION OF THE PROGRAMME

Duration of internship will be for a maximum of twelve (12) months unless otherwise stated by the educational institution.

10. FINANCIAL IMPLICATION

There are financial and non-financial cost elements to be covered in implementation of Learnership programme.

10.1 Financial cost

Financial costs to be considered are the following:

10.1.1 Stipends

Payment of stipends will be determined by the National Qualification Framework level of the learnership programme and will be paid as follows:

	Column 1
	Column 2
	Column 3
	Column 4

	Exit level of learnership
	Credits already earned by learner
	Percentage of minimum of salary level contained in Column 4
	Salary level in Public Service

	NQF 1 and 2
	0-120
	34
	1

	 
	121-240
	40
	2

	NQF 3
	0-120
	31
	2

	 
	121-240
	34
	3

	 
	241-360
	54
	3


	Column 1
	Column 2
	Column 3
	Column 4

	NQF 4
	0-120
	20
	4

	 
	121-240
	26
	4

	 
	241-360
	32
	5

	 
	361-480
	48
	5

	NQF 5 to 8
	0-120
	16
	6

	 
	121-240
	23
	6

	 
	241-360
	27
	7

	 
	361-480
	33
	8

	 
	481-600
	33
	8


10.1.2 Protective clothing

10.1.3 Camping allowance (if applicable)

10.1.4 Overtime (if applicable) 

10.1.5   Subsistence allowance (if applicable)

10.1.6   Equipments and stationery (if applicable)

10.1.7 Accommodation and meals (if applicable)

10.2 Non-financial costs

Non-financial costs to be considered are the following;

10.2.1 Leave

10.2.2 Supervision

10.2.3 Mentoring

10.2.4 Transport (sites)

10.2.5 Office accommodation (if applicable)

11. EXIT

Internship agreement terminates on the termination date stipulated in the concluded agreement. The Department is not required to employ learners at the end of the programmed. 

12. DISPUTE

If there is dispute concerning application of Internship Agreement and Employment Contract, such dispute may in accordance with the provision of the Skills Development Act, be referred to the Commission for Conciliation, Mediation and Arbitration.










ANNEXURE A

STEPS FOR INTERNSHIP IMPLEMENTATION

Step 1

Human Resource Development (HRD) receives applications.

Step 2

HRD refers the applications to the relevant Line Programme.

Step 3

Line Programme determines need in line with the business plan and communicates to HRD if there is space to accommodate the interns.

Step 4

HRD advertise the internship in media is there are many applications. 

Step 5

HRD refer applications to the Training Committee for selection.

Step 6

HRD co- ordinates placement of successful interns.

Step 7

HRD liaise with other relevant organizations to place applicants who could not be accommodated in the Department.

Step 8

Line Programme appoints Mentors.

Step 9

HRD co- ordinates submission of reports to the respective educational institution.

Step 10

HRD monitor and evaluate the programme
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