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1. Purpose

This document provides guidelines for the approval of the W&RSETA Discretionary Funding in terms of the Learning Programmes 2010/2011 Project. 

This document is for the use of Applicants to prepare their Applications. It will also be used by the Project Team appointed by the W&RSETA to evaluate the applications according to the guidelines. 

2. Objective
The objective of the funding window is to train 5500 learners as per the Learning Programmes set out in the table hereunder for financial year 2010/2011.

	Category
	Number
	Programme

	18.2 (Unemployed)
	1000
	Learnerships

	
	1000
	Skills Programmes

	18.1 (Employed)
	1000
	Learnerships

	
	1000
	Skills Programmes

	Employees retrenched from W&R Sector
	1000
	Learnerships

	
	500
	Skills Programmes


3. Eligibility Criteria

· Employers must be registered with the W&RSETA for skills development levy purposes. 

· Written confirmation of the commitment to permanently employ 90% of the unemployed learners who successfully complete the programme. Verifiable learner placement strategy is compulsory (casual or temporary employment is not regarded as full time employment)

· Applications and other project related documents are to be submitted on the W&RSETA templates. Failure to do so will result in disqualification of the applications

4. Submission Requirements 

· A project proposal must be submitted on the prescribed template available on the W&RSETA website (www.wrseta.org.za). 

· The proposal must reflect a convincing recruitment strategy as confirmation that the targeted number of learners will be achieved. 

· It is important that the proposal reflects a clear plan of how the implementation will be carried out.

· Projects are intended to address needs within the various Regions and submissions must be lodged electronically on the W&RSETA website www.wrseta.org.za or application forms to be requested by email on lp1011@wrseta.org.za
5. Project Application Criteria
· Skills Development Facilitators (SDFs) and/or Human Resource Managers (HRM) are to submit the applications on behalf of Employers or co-sign where the application is made by another employee. 

· Applicants agree to provide information as required by the W&RSETA for the purposes of reporting to the Department of Higher Education and Training and other statutory stakeholders. 

· Training Service Providers appointed by the Applicant must have the required statutory accreditation and recognition for the specific programmes delivery that the Applicant has contracted the Training Service Provider for. 

6. Process Flow
· 10 September 2010 at 12h00 – Deadline for submissions;
· 10 September 2010 – all applications to have received an acknowledgement of receipt via email. For this reason it is important that the contact details on the project application be clear and accurate;
· 13 October 2010 – Evaluation Committee recommendations to be completed;
· 15 October 2010 – W&RSETA Projects Committee to take decision on recommendations;
· 20 October 2010 – Responses to be submitted to applicants via email.
Approval of proposals will be subject to the availability of funds and at the discretion of the W&RSETA.

The W&RSETA may require successful applicants to attend an Information Session. Timeous notification will be communicated should this be deemed necessary.

7. W&RSETA Project Team contact details:

	Name
	Company
	Contact & email

	Zamo Bubu
	Learning Alliance
	012 482 0052 & lp1011@wrseta.org.za

	Lynne Singlewood - Smith
	Learning Alliance
	012 482 0056 & lp1011@wrseta.org.za


8. Specific Exclusions

· Capital set-up costs (including hardware and software)
· Salaries and directors fees
· Research and feasibility studies
· Planning and marketing costs
· Skills interventions that will only result in “awareness” such as workshops, conferences, company specific product training and product launches
· Travel and accommodation costs
· Intervention costs are not covered
· Co-funding with another public agency
· Funding of interventions for non-South African citizens
9. Submission Deadline
The deadline for submissions is 10 September 2010 at 12h00. Submissions received after this date will NOT be considered. 
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This funding window is limited to Learnerships and Skills Programmes for unemployed learners; employed learners and employees retrenched from the W&R Sector; and is only available to stakeholders in the Wholesale and Retail Economic Sector.

1. Background:

The NSDS 2005 – 2010 as well as the Skills Development Act (as amended) infers a duty on the W&RSETA to implement Learning Programmes, which includes learnerships and skills programmes linked to the scarce skills in the Wholesale and Retail Sector and to fund such implementation through discretionary grants as far as possible.

To this end the W&RSETA has decided to invite stakeholders to submit project applications which will assist in achieving this objective of the NSDS. The project applications can either be for Learnerships or Skills Programmes or both. This funding includes unemployed (18.2) learners; employed (18.1) learners and employees retrenched from the W&R Sector.

2. Scope of Work

Successful Applicants will be required to:

· Sign a Memorandum of Agreement;

· Submit a Learning Programme Implementation Plan;

· Perform all the duties as per Learnership Agreement and/or Skills Programme
Employers of the learners will be required to:

2.1 Comply with the following legislative framework for implementation of learnerships:

· Skills Development Act

· Skills Development Levies Act

· Basic Conditions of Employment Act

· Labour Relations Act

· Employment Equity Act

· Occupational Health and Safety Act

· Compensation for Occupational Injuries and Diseases Act

· Unemployment Insurance Act

· SAQA Act
2.2
Perform the duties as set out in the Learnership Agreement including but not limited to:

· Select and or making use of the services of an accredited Training Provider with a scope of accreditation to design, deliver and assess against the prescribed qualification for the duration of the programme
· Submission of signed Learnership Agreements or Skills Programme Agreements in a prescribed format and with the required supporting documentation to the W&RSETA

· Uploading Learner Agreements on the SETA Management System (SMS) of  the W&RSETA

· Provide the facilities and resources required for the specified practical workplace experience activities of the Learnership and/or Skills programme
· Selecting and securing a proper and conducive workplace
· Provide the learner with supervision, mentoring and coaching at work

· Provide the learner with appropriate education and training to competently perform the specified workplace experience activities required by the Learnership or Skills Programme
· Release the learner during normal working hours to attend off-the-job structured learning required by the Learnership or Skills Programme
· Conduct on-the-job assessment for the specified workplace experience activities, or cause it to be conducted

· Keep up to date records of workplace learning and periodically discuss progress with the learner and Training Provider

· If the learner was not in the employment of the employer at the time of entering into the Learnership or Skills programme agreements – 

· Enter into a Contract of Employment with the learner for the duration of the Learnership and or Skills Programme
· Advise the learner of the terms and conditions of his or her employment, including the learner allowance; and

· Advise the learner of the employer’s workplace policies and procedures.

· Pay the learner the agreed learner allowance of R1500.00 per month for the duration of the Learnership or Skills Programme.
· Maximum sponsored learner allowance for Skills Programmes is two months

· Apply the same disciplinary, grievance and dispute resolution procedures to the unemployed learner as to any other employee

· In addition to the above, ensuring that the following duties are performed by the Training Provider appointed by the employer:

· Provide the structured learning specified in the Learnership or Skills Programme
· Provide the learner support as required by the Learnership or Skills Programme
· Record, monitor and retain details of the education and training provided to the learner in terms of the Learnership or Skills Programme and periodically discuss progress with the learner and the employer

· Conduct off-the-job assessments for the structured learning component specified in the Learnership or Skills Programme, or cause it to be conducted

· Ensure that the assessment against the outcomes of the qualification associated with the Learnership or Skills Programme is conducted at the end of the Learnership or Skills Programme
· Uploading of results on the SETA Management System (SMS) by the Training Provider within 10 working days of the results having been internally moderated.

3. Payment Structure
      Disbursement can only be made once all the requirements have been met outlined in the table below:

	Payment Tranche
	Indicators
	Amount

	1ST Tranche
	· Approved Implementation plan and signed Memorandum Of Agreement
· Signed agreements with Accredited Training Providers
· Method and Proof of Learner Verification (Signed learner agreements, Attendance Register and physical verification-head count)
· Employment contract (permanent employers)


	40% of the number of registered and verified learners

	2nd Tranche
	· Approved Quarterly Reports (in a prescribed format)
· Method and Proof of Learner Verification (Attendance Register and physical verification-head count)
· Proof of payment to participating organisations -  Management and Delivery Fees
· Proof of payment of Learner Stipends

	45% of the number of learners

	3rd Tranche 
	· Proof of Learner Programme Completion, Graduation and Certification (ETQA Certification Report)

· Proof that at least 90% of unemployed learners have been permanently employed as well as of rejected offers

· Approved Project Close-Out Report 

	15% of the number of learners


4. Submission Requirements
Submission must be in a format as prescribed and must contain the following:
· Proof of accreditation of the appointed Training Provider and scope to design, deliver and assess against the Programme as indicated in the Project Application. Should the selected programme be on an NQF Level 5 or higher, then proof of registration with the Department of Higher Education and Training is also necessary.

· Proof of previous successful implementation of Learning Programmes (in the instances where Learning Programmes have previously been implemented)

· Proof of registration as W&RSETA constituent employer through an SDL number 

· Written confirmation of the commitment to permanently employ 90% of the unemployed learners who successfully complete the programme. Verifiable learner placement strategy is compulsory (casual or temporary employment is not regarded as full time employment)
5. EVALUATION PROCESS AND CRITERIA FOR LEARNING PROGRAMMES
Commencement of programme is dependent upon full compliance with all required criteria and the following evaluation process and criteria will be used to allocate learners:

	Evaluation Phase


	Evaluation done

	Administrative Compliance


	· Verification of submission of all required documentation:
· Proof of accreditation of appointed Training Provider as well as the scope to design, deliver and assess against the selected programme as well as registration of the appointed Training Provider where applicable

· Qualifications selected are from the provided list

· Confirmation of employers to permanently employ 90% of 18.2 learners who successfully complete their Programmes
· Submission fully completed and signed by the authorised signatory

· Demographic and Geographic spread of learner placement

	Workplace Evaluation


	· Evaluation of workplaces for all sites to be conducted prior to starting the implementation




6. CHECK LIST

	Criterion
	Submission Requirement
	Critical criterion Y/N
	Comments

	Employer is a registrered organisation of the W&RSETA


	Proof of constituency
	
	

	Appointed Training Provider has the scope of accreditation in design, delivers and assesses against the chosen programme and is registered with Department of Higher Education and Training where applicable.
	Proof of accreditation and scope and proof of registration with Department of Higher Education and Training
	
	

	Selected Learning programme form part of the indicated list


	Project Application
	
	

	Confirmation of employers commitment to employ 90% of 18.2 learners that successfully complete on a permanent basis (no casual or temp employment)


	Commitment letter signed by authorised signatory (employer)
	
	

	Workplace conduciveness to learning


	Workplace evaluation
	
	

	18.2 learners 35 years and younger

	Application form
	
	

	Geographical spread


	Indication of planned geographic spread in application form
	
	

	Demographic spread
	Application form
	
	


Appendix A: Application for W&RSETA Discretionary Funding 

Contact Details 

	Organisation name:
	

	W&RSETA registered levy number:
	L

	Physical Address:
	

	
	

	Postal Address:
	

	
	

	Contact Person:
	

	Telephone (Landline):
	

	(Cell):
	

	Fax number:
	

	E-mail Address:
	


Project Details 

	Project Title:
	

	Amount applied for:

R(inclusive of VAT)
	

	Project Manager:
	

	Start and End Dates:
	


Project summary

(A brief overview of the project and what it will achieve) 

	

	

	

	

	


Business Case

1. 
The background to the project 

· How and why did this project originate? 

· What skills priorities are addressed through this project? 

· Explain the links between this project and the priorities indicated in the Workplace Skills Plan. 

· Who will participate in the project? 

2. 
What specifically will the project deliver? 

· Identify and describe each deliverable. 

· Training Service Provider Name. 

· Which ETQA is the Provider accredited with? 

· Accreditation Number (A copy of the Accreditation Certificate should be submitted). 

3. 
What are the benefits of the project to the Wholesale and Retail sector? 

· Identify and describe each benefit. 

· Indicate who the beneficiaries of the project will be: 

	Province
	Black/Coloured/

Indian
	White
	Disabled
	Youth (max 35 years old)
	TOTAL

	
	Male
	Female
	Male
	Female
	Male
	Female
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	
	
	


4. 
What are the costs? 

• 
Provide a detailed breakdown of the budget. 

	Budget Required

	Budget Item
	#Units
	Cost per Unit
	Total

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	Total
	
	
	

	Other Contributions (Indicate the sources of internal co-funding)

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	Total Other
	
	
	

	Grand Total
	
	
	


5. 
How will the success of the project be evaluated? 

• 
Give details of proposed methods to be used. 

Project Plan

The project plan must include all the deliverables mentioned above, the milestones and the budget. 
Provide details of how the project will be resourced. 

· Own staff, consultancy etc 

· Details of proposed project manager (please submit a cv of Project Manager)
A final report is required to give feedback on the project progress leading up to closure. The types of elements that need to be incorporated in this report include: 

· Risk Management 

· Deviations from Project Aims and Objectives (Mitigating factors for deviation) 

· Lessons Learned 

· Challenges, achievements and successes 

· Financial Management / Corporate governance procedures. 

Notes

1 Please complete all the applicable sections in as much detail as possible. 
2 This application should be read in conjunction with the W&RSETA Discretionary Funding Window 
Guidelines. 
3 Responsibilities of the Applicant 

The Applicant will have responsibility for the following, which includes (but is not limited to): 

· Overall project management 

· Reporting to the governance structure of the project and to the W&RSETA 

· Procurement 

· Financial management including record keeping. 

NOTE: The Applicant will be held liable for any financial mismanagement. 

4. 
Project Plan, Budget, Governance 

The application is to be accompanied by a draft project plan, which must incorporate details of the project budget. 


All budgets are to be inclusive of VAT.

5. Ownership of deliverables, Copyright and W&RSETA Acknowledgement 

The material generated by a project, funded by a W&RSETA approved Discretionary Funding, will be the property of the W&RSETA. Copyright in all such material shall vest in the W&RSETA. 
Acknowledgement of funding by the W&RSETA is to be incorporated into all project documentation, deliverables and training material

Project Template

Work breakdown structure (WBS) 

	WBS no.
	Description of activity and standard/specification applicable
	Definition of deliverable to be submitted to W&RSETA
	Person and/or organisation responsible for activity
	Start Date
	Completion Date
	Cost of Deliverable
	Payments

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Authorisation
We, the representatives from ___________________________________________________________ (Organisation Name) confirm that the information contained in this application is correct and commit to ensuring that the project meets its stated objectives. 

	Applicant Roles
	Name
	Title/Designation
	Date
	Signature

	Senior Manager
	
	
	
	

	Project Manager
	
	
	
	

	Skills Development Facilitator (SDF)
	
	
	
	


Note: The Senior Manager will sign the MoA on behalf of the organisation

Appendix B: Project Progress Report (to be submitted monthly to Project Team)
Monthly Progress Report – [Project Name]

	Project  a/c No.
	
	Project Manager:
	
	Project Owner:
	

	Project Reporting Date
	dd/mm/yyyy
	Project Start Date
	dd/mm/yyyy
	Project End Date
	dd/mm/yyyy

	Project Summary/ Description/ Objectives: 

	Project Phases

(please tick X in the appropriate box)

	
	Initiation
	

	
	Planning
	

	
	Execution
	

	
	Closure
	

	STATUS

	RAG STATUS:

(tick the appropriate box)
	RED

Major concern – escalate to the next level. Correction action not in place. Unlikely to deliver on time, budget or quality
	AMBER

Minor concern – actively managed. Remedial plan in place. Attention required
	GREEN

All going well according to plan. No additional attention required

	PROJECT
	
	
	

	SPEND
	
	
	

	SCHEDULE
	
	
	

	DELIVERABLES
	
	
	

	Project Status

(Brief update)


	

	DELIVERABLES

	Key Deliverables Completed this period
	Date

dd/mm/yyy

	
	

	
	

	
	

	
	

	Key Deliverables  Outstanding
	Reasons for not delivering
	Date

dd/mm/yyyy

	
	
	

	
	
	

	
	
	

	Key Deliverables next period ( planned)
	Date

dd/mm/yyyy

	
	

	
	

	
	

	
	

	RISK MANAGEMENT

	Risk No.
	Risk
	Mitigation Action
	Responsible Person
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ISSUE MANAGEMENT

	Issues
	Action Status
	Responsible Person
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	CHANGE MANAGEMENT

	Change Request Details
	Status (Approved, Submitted, Pending, Declined)
	Date

dd/mm/yyyy

	
	
	

	
	
	

	
	
	

	
	
	

	

	Decisions Required/ Recommendations/ Support Required: 


	BUDGET MANAGENT

	Approved Project Amount
	Planned Budget (if different from the approved amount)
	Actual Expenditure to date
	Remaining Amount
	Variances Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	BENEFICIARY/LEARNER  SUMMARY

	Number of Learners  Approved
	Number of Learners Registered
	Current  Number of Learners
	Number of Terminated Learners
	Number of Completed  Learners
	Number of Placed Learners  (if applicable)
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