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TF 017 is in the form of a MS Excel Spreadsheet

Master Database of trained Beneficiaries
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Compiled by: Director Beneficiary Training: . LA {!\Cg;_ - Date: 29 April 2011

Approved by: Chief Director EPWP Partnership Support:

Date: 29 April 2011




TF 018 is in the form of a MS Excel Spreadsheet
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by o
Firge

E-eitaririit

PTNEYET
Fard Custhy

ki

S e

Date: 29 April 2011

Date: 29 April 2011
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TF 019

Guidelines for EPWP Training Records — Still needs to
be designed



Depaamient
Pulidic Wress
FEPUBLIT OF SOUTH AFRICH

TF 020

1.1|Completed claim form

| 1.2 Provider project progress report

1.3 Individual learner performance report

1.4|SETA report {for tast training claim of accredited training}

1.5{8igned atlendance registers

1.6]Proof of learner allowanee payment (signed by learners, with
provider loge and confirmation signature by provider)

1.7{Certified I} copies for each |

1.8|Signed learner certificates with provider logo ( for last training
claim) as per learner attendace

The following should be filled in For ali training claims:

2.1|Inveice number

2.2|Point 1.1 to1.4 of the form completed (without omissions)

.23 Company owner's fuli name, signature & date

2.4[Check type of claim i.e. theory claimfpractical training f learner
aliowance?

2.5\\Verify the course claimed for in terms of course title,
accreditation status, duration trajined

2.6|Check number of learners claimed for against atiendance
register

2,7/Check course duration against the contract

2.8iFor learner allowance claims - verify all the above including the
following:

2.9| Fhat the correct ¢laim number |s ticked

2.10{Number of learners claimed for against attendess and number of
ctontracted learners

21

-

Correctly caiculated learner allowance & its admin fee againsts
the contracted value (i.e. timing of payment

2,

=
i

Provider reports to address the actual limed fi

Claim documents should be arranged as follows:

3.1/Claim form

3.2{Proof of learner aliowance payment (where applicable}

3.31Signed attendance registers

3.4|Certified ID copies

3.5/EPWP Provincial repart

3.6{Provider reports

3.6.1| Proiect progress report

3.6.2|Learner performance report

3.7|SETA report {where appticable)

3.8{Signed learner certificates of attendance {for both accredited and
Aon accredited training) for days attended as per register

GENERAL COMMENTS FORM PROVIDER:

CHECKED BY:

'DATE:

CAPACITY:

GENERAL COMMENTS FROM NDPW:

CHECKED BY:

DATE: 7
CAPAGITY: /7

Compiled by: Director Training Support

Date: 29 April 2011

Date: 23 Anril 2011 1 //E E e (
Approved by Chief Director: EPWP Partnership Support /j )
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R ol i

Departmsnt:
Public YWorks
REPUBLIC OF SOUTH AFRICA

TF 21b

Involce no: ..o,

L. Training Business Name: ............ooiiii i
Physical address: ..o
Training site address/training venue: ................ooooo

20 Project name: ...
Project physical address: .....................o rural/ urban / peri urban
Total to be trained: ...... Actual trained: ... ... Equtyy: M ... F . D .U Y .

3. Course name: ..................... Duration: ...
Course ID: ... .. Accredited /non accredited: .............. ...
NOF level: ... Credits: oo

Tick appropriate box below:

4. Claim No: tick appropriate box below (only applicable to learner allowances)

1 [2 13 E E | 6 17 B E | 10

Theory (30%) From: ............. R
Tor

Practicals (60%) From: .............
Tor e

Certification From: .............. R

] 0%) To: oo

Learners From: ............. R

allowance To: o

10 % Admin fee From: ............. R
Tor oo

Overheads From: ............. R
To: oo

GRAND TOTAL R

BANKING DETAILS:

Account Holder: .......................... CEO FULL NAMES: ........................

Bank Name: ...............................

Branch Code: ............................. SIGNATURE: ...

Account Number: ........................

Compiled by: Director Training Support BDate: 29 April 2011

Approved by: Chief Birector EPWP Partnership Support D Bate: 29 Aprii 2011



puBhic works

TERMS OF REFERENCE

NATIONAL SKILLS FUNDS (NSF)
MANAGEMENT COMMITTEE

TF 022




1. BACKGROUND

The National Skills Fund (NSF) has been funding EPWP beneficiary training
for phase 1 of EPWP through the Department of Labour {Dol.). Since the
transfer of the National Skills Fund (NSF), from Department of Labour (DolL.)
to Department of Higher Education and Training (DHET), the National Skills
Fund (NSF) was upgraded to a Chief Directorate within the DHET.

NSF-DHET has approved R259 million for the period 2010/15 and otherwise
stated to support the training of EPWP Beneficiaries

® R200 million is approved to support Training of EPWP beneficiaries
training for short courses:

) R52 million is approved for the Learnerships and Artisan Development
Programmes;
® R7 million is approved for Artisan Development for 100 Northern

Cape bheneficiaries.

2. OVERALL OBJECTIVES OF THE NATIONAL SKILLS FUND
MANAGEMENT COMMITTEE

The overall objective of the above mentioned committee is to-

o effectively report and update EPWP / DPW management on the progress
of the received funding;

» provide advisory support to EPWP regarding the implementation of the
projects and allocated funding: and

¢ report on training progress made.

3. EXPECTED OUTPUTS OF THE NATIONAL SKILLS FUND MANAGEMENT
COMMITTEE:

3.1 The committee wiil:

3.1.1 serve as an advisory structure to EPWP management on the allocated
funds for EPWP training initiatives;
3.1.2 provide expert support and guidance to ensure compliance with the
regulatory frameworks:
3.1.3 ensure that the funds are managed and accounted for in line with the
PFMA, National Treasury and NSF prescripts;
3.1.4 serve as an advisory structure to EPWP on training related matters:
3.1.5 provide regular feedback and reports to the EPWP management on
progress; and
3.1.6 reduce implementation challenges for effective implementation of all
projects.



. COMPOSTION & ROLES MATRIX OF THE NATIONAL SKILLS FUND
MANAGEMENT COMMITTEE

EPWP Training Unit

committee.

Acts as liaison for other Department
of Public Works (DPW) units.
Reports to EPWP management on
committee activities.

Leads/chairs the committee.
Provides secretarial support to the

Procurement

To efficiently ensure and maintain a
database of training providers and
courses on a DPW register.

To ensure compliance to all

National Treasury practice notices.

Management Accounting

To ensure financial compliance and
to manage and draw reports on
expenditure of the funds in line with
the Treasury Practice note.

Financial Accounting

To ensure that the funds are
accounted for, in line with the PFMA

regulations,

Legal

To continuously provide legal
advice and opinion regarding the
management of contracts.

contfracts.

For drafting and administration of

Information technology

To provide information technology
support to ensure efficient and

evaluation.

responsive process for provider
registration, contract management,
reporting, monitoring and

NSF

guidelines.

Provides funding in fine with DHET

Provides technical support in areas
of expertise.




5. NATIONAL SKILLS FUND MANAGEMENT COMMITTEE MEETING
SCHEDULES

¢ The committee will meet once a month:

¢ Ad hoc meetings may be held where necessary, to address urgent matters
affecting implementation of projects;

¢ The quorum will be constituted by the chairperson and three (3) other
members;

e Such a quorum will be considered as representing the recommendations

of all the members of such a meeting and will be binding on all other
members.

6. COMMUNICATION AND RECORDS

¢ All committee communication will be channeled through EPWP Training
Support Unit;

¢ All records of this committee will be filed with the EPWP Training Support
Unit;

e Scheduling of meeting dates to be communicated by EPWP Training
Support Unit including alternate dates:

+ Records of the meeting shall be circulated to all members for inputs at

least two (2) weeks before the next meeting and the revised minutes will
be adopted at the next scheduled meeting:

s A progress report must be submitted to the EPWP management monthly,
guarterly or otherwise as agreed.

7. VALIDITY OF THE NATIONAL SKILLS FUND MANAGEMENT COMMITTEE

e Membership to this committee will be valid for a period of one (1) year,
and renewable thereafter as per need arise:

» Deliberations and resolutions of the meetings shall be endorsed adopted
as legitimate;

e All meetings must be attended by the members where possible unless
alternative representation arrangements are made.

Signature: Date:
{Chairperson)

Signature: Date:

(Secretary) %
Compiled by: Dvirector Training Support A, Date: 29 April 2011

[

Approved by: Chief Director EPWP Partnership Support

A Date: 20 April 2011
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1. The NSF SOCIAL DEVELOPMENT FUNDING WINDOW PROGRAMME

1.1 BACKGROUND

In March 2005, the Minister of the Department of Labour launched the National Skills
Development Strategy (NSDS) 2005-2010. This Strategy will continue to enhance work
that has already been done during the last eight years. One of the key objectives of the
strategy is to promote employability and sustainable livelihoods through skills
development. The Social Development Funding Window (SDFW) was created to support
the training of unemployed people in training initiatives, leading to placement in
employment, self employment or social development programmes such as EPWP or
engaged in further learning programmes.

EPWP uses approved funding from the National Skills Fund (NSF) to support the training
interventions. This guide therefore aims to provide guidelines and prescripts to officials
and implementers, on how to access the approved NSF funds for EPWP beneficiary
training.

1.2 AVAILABLE FUNDING and ELIGIBLE COSTS

The NSF reserves the right not to allocate all available funds.

1.2.1 Eligible Costs

The NSF funds allocated under this SDFW programme are not intended to finance
infrastructure and/or ongoing operational costs of applicant organization to be able to
deliver on a project. For this reason, only applicants who can demonstrate that the
required infrastructure is in place should apply, as only costs directly related to the
delivery of learning will be covered. These include:

Pre-training assessment / RPL;

Facilitation of training;

Workplace costs relating to the use of the training facility;

Learner allowance;

Assessment/ Moderation;

Graduation and certification;

Quality Assurance (in the case of accredited training);

Pro-rata project management fee up to max. of 10% of overall budget
applicable only if the applicant/department can motivate and provide proof that
there are no existing project management structures/or that the applicant will be
using their own departments personnel and financial costs.
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1.2.2 Ineligible Costs

The NSF deoes not cover the costs indicated below:
s Marketing and PR;

Material development;

Infrastructure or capital;

Planning costs;

Proposal development costs;

Workshops and conferences;

System development;

Operational costs of the applicant organization:

Research and feasibility studies;

Directors fees;

Capacity building initiatives to improve government service delivery;

Once-off activities, unrelated to a development plan:

Projects that duplicate other donor funded activities in the area of

implementation and are not part of a co-funding scheme;

Formal educational programmes funded by government:

e Direct or indirect funding to provincial governments or national departments or
entities reporting to them;

« Ongoing programmes of the applicant organization.
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1.3 ELIGIBLE APPLICANTS

Public bodies that implement/participate in initiatives to create EPWP work opportunities,
and are recognized sectorial EPWP programme:

National Government Departments
Provincial Government Departments
Local Government

Non State Sector( NSS)

The funding bodies may not apply for these NSF funds on behalf of implementers

1.4 BENEFICIARIES

Beneficiaries on EPWP projects should comply with the following criteria:

South African citizens;

Unemployed people;

Under-employed people; (including SMMEs)

Designated groups like people with disabilities, women and youth;

¢ @ @ @



2. ELIGIBILITY CRITERIA
In order to qualify proposals must demonstrate the following:

e Support for implementation of National or Provincial Government growth &
development strategies;

Alignment to the Integrated Development Plan of Local Government:

Appropriate implementation experience and capacity;

Robust governance, monitoring and evaluation systems;

Promote BBBEE with regard to procurement (project management, service providers,
etc.);

e Considerations to meet National Skills Development Strategy (NSDS) equity targets,
especially those relating to equity, namely:

2 2 9 e

e 85% Black

= 55% Women and (Note: EPWP has a target of 55% and NSDS a target of
54%})

* 4% People with Disabilities (Note EPWP has a target of 2% for persons
with disabilities)

3. OTHER GENERAL/ADMINISTRATIVE CRITERIA

a) Programme specific/core courses and related programmes shall be prioritized for
accessing funding.

b) Training providers relevant for the required courses shall be appointed in line with the
Government Procurement Regulations by Bid Adjustment Committee {BAC).

¢) Compliance and adherence to relevant sections of the National Treasury Practice Note
No.9 of 2008/09 in accounting for money received from the National Skills Fund (NSF)

3.1. HOW TOC APPLY FOR SDFW TRAINING FUNDS?

The prescribed NSF-SDFW forms will be utilized by public bodies, for applying for the
training funds to EPWP.

3.2. PROJECT COMPLIANCE CRITERIA

« Clear training targets per sector per province.

o The NSF task lists for short courses will be adopted and learners’ entry requirements
as outlined in respective task list, shall be adopted as is.

o Training agreements/verification should be in place before the applications are
approved.

» Learners’ allowances wili be paid during the theoretical components. The allowances

will be payable during practical component, if the beneficiaries are not paid wages for
their productive work during practical's.



NB!'  The appointment of training providers will be approved by Bid Adjustment
Committee (BAC) in line with the procurement regulations. The EPWP Training
Support Unit will prepare submissions for the BAC.

4 .TARGETED PROGRAMMES

4.1 Accredited short courses / skills programmes

These courses are defined as courses with less than 120 credits, and should have the
active status, as registered by SAQA. They are credit bearing and should be implemented
by relevantly accredited training providers and quality assured by the SAQA recognized
Quality assurance bodies. '

Any active short course which is registered by SETA's/SAQAFET or any recognized
body or institution and deemed relevant for the EPWP project as identified by the Public
bodies and endorsed by the Sector, are fundable from the SDFW, depending on
availability of funds. Implementation of such programmes should be in line with SAQA
and SETA Regulations to ensure successful completion and certification of the
beneficiaries.

4.2. Short Non-accredited courses

These are non-accredited courses with the maximum duration of 20 days. They should be
core to the project and are not credit bearing and do not require SETA quality assurance.

The Dol course rates shall be utilized as a Framework for short course costing, however,
the providers will submit their quotes in line with the acceptable\ reasonable market rates.

5. LEARNERS ALLOWANCES RATES

Learners allowances funded by SETA's and other funders will be paid out in line with the
respective funders rates and Regulations.

NSF Learners allowance will be paid, according to the foflowing rates:

¢ Non-accredited short courses = R 60 per person per day. The weekly amount will be
payable on the last day of the week to learners, the providers claims weekly. Except
for the Public Training institutions which can be paid advance allowances in line with
the PFMA.

« Skills programmes = R62 per person per day — the weekly amount will be payable on
the last training day of the week except for the Public Training Institutions which can
be paid advance allowances in line with the PFMA



LEARNERS ALLOWANCE PAY OUT AND CLAIM PROCEDURE
Below are steps to be followed:

1. Eligible beneficiaries who undergo training should have banking accounts where
possible. If not, cash payout should be made:

2. The contracted training provider will be paid additional 10 % of the total weekly payout
claimed ,as the administration fee for paying out the allowance on behalf of the
Department;

3. Allowances should be electronically transferred where possible, to eligible learners as
per attendance register signed .The electronic transfer is mainly to minimise
risks/crime, however, cash payment will be paid out by the contracted provider to
learners where necessary;

4. The EPWP Regional Training Manager should ensure that the claim is verified and all
the support documents are attached to the claim before the provider submits NDPW
for payment i.e. proof of payment;

5. The EPWP Training Manager should verify and recommend the payment of the
provider’s claim before submission to Head Office for payment;

6. Monthly reconciliation reports will be drawn for the allowance pay out. In case of
advance payments, any shortage or remainder has to be paid back to the Department
within 10 working days after completion of training. Failing which such deficit will be
recovered from the normal training claim of that provider.

How often will the daily allowance be paid to learners?

Learners allowances will be calcuiated and paid in accordance with the attendance of
learners.

Who will administer the pay-out of the daily learner allowance?

The training providers contracted by the DPW Office (EPWP) will administer the pay-
out.

10 % of the total allowances will be paid as administration fee to the provider for paying
out aliowances on behalf of the DPW.

The proof of such payment should be attached to each claim and verified / recommended
by the EPWP Regional Training Manager before forwarding the claim to Head Office for
payment,

6. PROCESS FLOW

This is in accordance with the Standard Operational Procedure Manual
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7. PAYMENT STRUCTURE (for the appointed training providers)

All payments are performance based i.e. claim after successful completion of each
training activity:

Claims to be coupled with providers and learners progress reports;

Upon successful completion of each training component, training costs should be
claimed as per follows: 30% theory , 70% practical including 10 % for certification):
Overheads costs may be claimed separately from training costs, in line with the pricing
structure in the DPW approved quotation submitted by providers;

The following support documents should be attached to the claim: original invoice,

- certified copies of each learners ID document, attendance register signed by each

learner, keep by training provider:

Monitoring reports by EPWP or public bodies or and ETQAs will support the payment
/invoice.

8. CONTROL MECHANISMS

Adherence to:
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Compliance to PFMA & applicable Treasury Regulations;
Reconciliation reports;

Project progress report in line with the funds allocated:
Compliance to timelines;

Provincial / regional oversight structures or visits

9. FUNDS MANAGEMENT AND PROCUREMENT STRUCTURES

CFO s Accounting Officer
e Monthly financial reports
s Reconciliation reports
NBAC e Approves appointment of
providers
PROJECT SELECTION ¢ Approves provincial projects
COMMITTEE

NATIONAL SKILLS FUND (NSF) e Provides oversight to funds

utilisation

¢ Funds approval and transfers as
per the regulations

s Site visits and compliance checks

DIRECTOR :EPWP TRAINING e Sources and Manages funds in
SUPPORT collaboration with the Chief

Financial Officer (CFQ’s) office &
National Skills Fund (NSF)




s Appoints and contracts providers

¢ Ensures access to courses and
providers

¢ Financial reporting to National
Skills Fund (NSF)

® Overall oversight

DIRECTOR : BENEFICIARY « Chairs the Project Selection
TRAINING Committees
¢« Manages implementation of
Training

¢ Project progress reporting
* Overall oversight

EPWP: DIRECTOR FINANCE ¢ Provide support to the
administration /reporting of the
funds

PROGRAMME / REGIONAL ¢ Projects oversight and support

MANAGERS Monitoring at provincial level

DEPUTY \ ASSISTANT * Provide technical support, monitor

DIRECTORS and reports.

10. MONITORING AND REPORTING

As per Standard Operational Procedure Manual.

11. REVIEW MECHANSIM

This guide is reviewable on annual basis, unless otherwise, due to critical and urgent
amendments where necessary, as it is at a pilot guide. Any amendment thereto, should
be approved by the Chief Director: EPWP Partnership Support in consultation with all
stakeholders.

Compiled by:

Director: Training Support Date: 20 August 2010

Approved by:

Chief Director: EPWP Partnership Support s AN Date: 20 August 2010
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1. The NSF FUNDING FRAMEWORK

This Guide is applicable for all funding received from National Skills Funds
(NSF) for short courses, skills programmes, learnerships and artisan
development programmes)

1.1 BACKGROUND

THE DAILY LEARNERS ALLOWANCE RATES PAYABLE FROM NSF
SOCIAL DEVELOPMENT FUNDING WINDOW IS NOW R60 PER PERSON
PER DAY FOR NON-ACCREDITTED COURSES AND R62 PER PERSON
PER DAY FOR ACCREDITTED COURSES. THE REVISED RATES ARE
APPLICABLE WEF 01 NOVEMBER 2010.

THE LEARNERS ALLOWANCES PAYABLE FROM SETAs AND OTHER
FUNDERS WILL BE PAID IN LINE WITH THE RESPECTIVE FUNDERS
RATES AND REGULATIONS.

The NSF was established to support the implementation of the National Skilis
Development Strategy (NSDS). It is a labour market intervention strategy
which sets national priorities in skills development to address the scarcity of
skills and the lack of capacity within the current labour force to meet the
challenges posed by economic growth and poverty.

The goals of the NSDS 3, amongst others, are to support occupationally
directed programmes and support to the cooperatives, SMME’s, NGO’s and
community training initiatives as well as to maximize the use of Public EET
Colleges. The strategies and imperatives, which include race, class, gender,
geography, age, disability and HIV.

EPWP uses approved funding from the NSF to support the training
interventions. This documents will guide officials and implementers on how to
access the approved NSF funds for EPWP beneficiary training.

1.2 AVAILABLE FUNDING and ELIGIBLE COSTS
NSF reserves the right not to aliocate all available funds.
1.2.1 Eligible Costs

The NSF funds allocated under this SDFW programme are not intended to
finance infrastructure and/or ongoing operational costs of applicant
organization to be able to deliver on a project. For this reason, only
applicants who can demonstrate that the required infrastructure is in place



1.2.2

should apply, as only costs directly related to the delivery of learning will
be covered. These include:

Pre-training assessment/RPL..

Facilitation of training.

Workplace training costs. Any costs related to workplace training and
learners allowances will be funded from the NSF unless otherwise.
Learner allowance- will be paid for both theoretical and practical
component of training, unless otherwise.

Assessment and moderation for accredited training.

Graduation and certification for completed training and competent
learners.

Quality assurance ( in the case of accredited training)

Pro-rata project management fee up to maximum of 10% of overall
budget applicable only if the applicant/department can motivate and
provide proof that there are no existing project management
structures/or that the applicant will be using their own departments
personnel and financial costs.

Post project training costs will be covered if it is related to exit and there
is a clear absorption capacity related to the post project training.

Ineligible Costs

The NSF does not cover the costs indicated below:
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Marketing and Public Relations.

Material development.

Infrastructure or capital.

Planning costs.

Proposal development costs.

Workshops and conferences.

System development.

Operational costs of the applicant organisation.

Research and feasibility studies.

Directors fees.

Capacity building initiatives to improve government service delivery.
Once-off activities, unrelated to a development plan.

Projects that duplicate other donor funded activities in the area of
implementation and are not part of a co-funding scheme.

Formal educational programmes funded by government.

Direct or indirect funding to provincial governments or national
departments or entities reporting to them.

Ongoing programmes of the applicant organization.



1.3 ELIGIBLE APPLICANTS

Public bodies that implement/participate in initiatives to create EPWP work
opportunities, and are recognized sectorial EPWP programme:
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Nationail Government Departments
Provincial Government Departments
Local Government

Non State Sector( NSS)

The funding bodies may not apply for these NSF funds on behalf of
Implementers

1.4 BENEFICIARIES

Beneficiaries on EPWP projects should comply with the foliowing criteria:

South African citizens:

Unemployed people;

Under-employed people; (including SMMEs)

Designated groups like people with disabilities, women and youth;

2. ELIGIBILITY CRITERIA

In order to qualify proposals must demonstrate the following:
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Support for implementation of National or Provincial Government growth &
development strategies;

Alignment to the Integrated Development Plan of Local Government:
Appropriate implementation experience and capacity;

Robust governance, monitoring and evaluation systems;

Promote BBBEE with regard to procurement (project management,
service providers, etc.);

Considerations to meet National Skills Development Strategy (NSDS)
equity targets, especially those relating to equity, namely:

+ 85% Biack

* 55% Women and (Note: EPWP has a target of 55% and NSDS a
target of 54%
» 4% People with Disabifities



3. O

THER GENERAL/ADMINISTRATIVE CRITERIA:

a) Programme specific/core courses and related programmes shall be

prioritized for accessing funding. Such courses should constitute at least
80% of the total courses applied for, as they are mainly intended to
enhance productivity of the project activities. In case of multi sectoral
training needs which are required for a single project, placement for such
training interventions should clearly be identified and relevant training
providers should be appointed as per respective course requirements

b) Training providers relevant for the required courses shall be appointed in

c)

line with the Government Procurement Regulations by NBAC/SBAC.
Compliance and adherence to relevant sections of the National Treasury
Practice Note No.9 of 2008/09 in accounting for money received from the
NSF

d) All payouts and claims should be managed and administered in line with

the payout procedure as stipulated in this guide.

e) The NSF funding is valid for the period as agreed with the funder.

3.1. HOW TO APPLY FOR THE TRAINING FUNDS?

Finds will be accessed in-line with Beneficiary Training business process.

3.2. PROJECT COMPLIANCE CRITERIA

Training are informed by sector per province.

Project wages for beneficiaries should be secured by public bodies.

New training interventions for projects which are at the initial phase will be
supported and funded as prior training initiatives, as per standard
operational procedure manual. No applications should be considered for
funding for purposes of completing the training which could not be
previously completed by another funded.

The active SAQA/SETAs course outcomes, as well as the entry
requirements should be adopted in fine with the required course. Dol
course outcomes may only be used in the absence of the SAQA/SETAs
outcomes.

Projects verification reports should be in place before the applications are
approved.

Learners’ allowances will be paid for both the theoretical and practical
component of training uniess otherwise indicated.



3.3 PLACEMENT

Placement should be secured and guaranteed by public bodies:

Placement is defined as the participation of beneficiaries in the EPWP
project, in line with the sector prescripts.

At least 70% of the trained learners should be placed in viable EPWP
projects or any other opportunities

During training, the project site shall be considered as the actual
workplace learning/practical component of the training programme,
unless otherwise indicated.

The placement duration will be informed by the end date of the
respective projects activities. Therefore placement period will vary from
project to project.

NB! The appointment of Training Providers will be approved by NBAC in
line with the Procurement Regulations. Training Support unit will prepare
submissions for the NBAC with clear criteria for providers in line with the
respective course requirements.

4. TARGETED PROGRAMMES

The NSF SDFW Funds have been approved for accredited skills programmes
and short non accredited courses.

4.1 Accredited short courses / skills programmes

These courses are defined as courses with less than 120 credits, and should
have the active status, as registered by SAQA. They are credit bearing and
should be implemented by relevantly accredited training providers and quality
assured by the SAQA recognized Quality assurance bodies.

Any active short course which is registered by SETA'S/SAQA/FET or any
recognized body or institution and deemed relevant for the EPWP project as
identified by the Public bodies and endorsed by the Sector, are fundable from
the SDFW, depending on availability of funds. Implementation of such
programmes should be in line with SAQA and SETA Regulations to ensure
successful completion and certification of the beneficiaries.

4.2. Short Non-accredited courses

These are non accredited courses with the maximum duration of 20 days.
They should be core to the project and are not credit bearing and do not
require SETA quality assurance.



The Dol course rates shall be utilized as a Framework for short course
costing, however, the providers will submit their quotes in line with the
acceptable\ reasonable market rates.

5. LEARNERS ALLOWANCES

The learners allowance is intended to cater for learner's daily transport and a
meal during training whereas the project wage is intended to provide a for
living cost of the beneficiaries. For this reason, the NSF learners allowances
will be paid for both theory and practical component of training unless
otherwise indicated.

The NSF learners allowance should comply with the minimum daily wage as
prescribed by the Ministerial Determinations on EPWP. This is to ensure that
beneficiaries receive the same minimum rates during the project
implementation and training. This will enhance project and training completion
rates.

The weekly allowances may be transferred to the appointed Public Training
Institutions account in advance by DPW provided that DPW is reasonably
convinced that there is no risk anticipated with the provider's financials. In
case of advance transfer to the provider's account, all PFMA and Treasury
Regulations should be adhered to. and

5.1. Conditions for payment of allowances

5.1.1. For prior training

e The learners allowances will be payable for both the theoretical and
practical component of training. The placement duration will be informed
by the end date of the respective projects activities. Therefore placement
period will vary from project to project

e The allowances will be paid to the learners by the appointed training
provider, on the last training day of the week, and as per the signed
attendance register by learners

¢ No allowance is payable for the training day not attended by the Learner,

» The allowances will be paid out to learners by the contracted Training
Provider, in line with the Standard Operational Procedure Manual the
PFMA and Treasury Regulations. The EPWP Regional Training Manager
must verify and recommend such payment to HO for the allowances
payable to providers,

e An administration fee of 10% is payable to the appointed training provider
for administering the NSF learners allowance on behalf of the Department.



5.1.2. For onsite training

L4

NSF Learners’ daily allowances will be paid during theoretical and the
practical component of training whereas,

The project site may be used as the practical’s site for workplace learning
during training and learners should be paid aliowances unless otherwise
indicated. However, public bodies may also pay allowances for both the
theoretical and practical component of training. In such cases, the
Regional EPWP Training Manager should agree with all parties concerned
and inform the Training Support Unit, in writing of such agreements.

The learners allowances will be paid on the last training day of the week
per attendance registered by learners.

The allowances will be paid out by the contracted training provider in line
with the EPWP Standard Operational Procedure Manual.

An administration fee of 10% is payable to the appointed training provider
for administering the NSF learners allowance on behalf of the Department
No National Skills Fund (NSF) allowance is payable for the training day
not attended by the learner.

5.1.3 Training for exits /post project training

The iearners allowance will be paid out to learners during the theoretical
and practical component of training which is intended to exit beneficiaries.
Absorption opportunities to be secured or capacity to be demonstrated in
the appiication fo ensure that the training is in line with the demand.
Learners allowances will be payable for such training.

6. THE RATES - NSF LEARNERS ALLOWANCE

Learners allowances funded by SETA's and other funders will be paid out in
line with the respective funders rates and Regulations.

NSF Learners allowance will be paid, according to the following rates:

Non-accredited short courses = R 60 per person per day. The weekly
amount will be payable on the last day of the week to learners, the
providers claims weekly. Except for the Public Training institutions which
can be paid advance allowances in line with the PEMA..

Skills programmes = R62 per person per day — the weekly amount will be
payable on the last training day of the week except for the Public Training
Institutions which can be paid advance allowances in line with the PEMA



LEARNERS ALLOWANCE PAY OUT AND CLAIM PROCEDURE
Below are steps to be followed:

1. Eligible beneficiaries who undergo training should have banking accounts
where possible. if not, cash payout should be made;

2. The contracted training provider will be paid additional 10 % of the total
weekly payout claimed ,as the administration fee for paying out the
allowance on behalf of the Department;

3. Allowances should be electronically transferred where possible, to eligible
learners as per attendance register signed . The electronic transfer is
mainly to minimise risks/crime, however, cash payment will be paid out by
the contracted provider to learners where necessary;

4. The EPWP Regional Training Manager should ensure that the claim is
verified and all the support documents are attached to the claim before
the provider submits NDPW for payment i.e. proof of payment:

5. The EPWP Training Manager should verify and recommend the payment
of the provider's claim before submission to Head Office for payment;

6. Monthly reconciliation reports will be drawn for the allowance pay out. In
case of advance payments, any shortage or remainder has to be paid
back to the Department within 10 working days after completion of
training. Failing which such deficit will be recovered from the normal
training claim of that provider.

How often will the daily allowance be paid to learners?

Learners allowances will be calculated and paid in accordance with the
attendance of learners.

Who will administer the pay-out of the daily learner allowance?

The training providers contracted by the DPW Office (EPWP) will administer
the pay-out.

10 % of the total allowances will be paid as administration fee to the
provider for paying out allowances on behalf of the DPW.

The proof of such payment should be attached to each claim and verified /
recommended by the EPWP Regional Training Manager before forwarding
the claim to Head Office for payment.

. FUNDING PROCESS FLOW

This is in accordance with the Standard Operational Procedure Manual



8. PAYMENT /CLAIM STRUCTURE (for the appointed training providers)

All payments are performance based i.e. claim after successful completion of
each training activity:

Claims to be coupled with providers and learners progress reports;

Upon successful completion of each training component, training costs
should be claimed as per follows: 30% theory , 70% practical including 10
% for certification);

Overheads costs may be claimed separately from training costs, in line
with the pricing structure in the DPW approved quotation submitted by
providers;

The following support documents should be attached to the claim: original
invoice, certified copies of each learners ID document, attendance register
signed by each learner, keep by training provider;

Monitoring reports by EPWP or public bodies or and ETQAs  will support
the payment /invoice.

CONTROL MECHANISMS

Adherence to:

Compliance to PFMA & applicable Treasury Regulations;
Reconciliation reports;

Project progress report in line with the funds allocated:
Compliance to timelines:

Provincial / regional oversight structures or visits.

10.FUNDS MANAGEMENT AND PROCUREMENT STRUCTURES

CFO

s Accounting Officer
e Monthly financial reports
s Reconciliation reports
NBAC e Approves appointment of
providers
PROJECT SELECTION e Approves provincial projects
COMMITTEE

NATIONAL SKILLS FUND (NSF) = Provides oversight to funds

utilisation

e Funds approval and transfers as
per the regulations

o Site visits and compliance checks

DIRECTOR :EPWP TRAINING e Sources and Manages funds in
SUPPORT collaboration with the Chief

rinancial Officer (CFQ’s) office &
National Skills Fund (NSF)
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Appoints and contracts providers
Ensures access to courses and
providers

Financial reporting to National
Skills Fund (NSF)
Overall oversight

DIRECTOR : BENEFICIARY
TRAINING

Chairs the Project Selection
Committees

Manages implementation of
Training

Project progress reporting
Overali oversight

EPWP: DIRECTOR FINANCE

Provide support to the
administration /reporting of the
funds

PROGRAMME / REGIONAL Projects oversight and support
MANAGERS Monitoring at provincial level
DEPUTY \ ASSISTANT Provide technical support, monitor
DIRECTORS and reports.

11. MONITORING AND REPORTING

Monitoring and reporting will be conducted as per Standard Operational

Procedure Manual.

12.REVIEW MECHANSIM

This guide is reviewable on annual basis, uniess otherwise, due to critical and
urgent amendments where necessary, as it is at a pilot guide. Any
amendment thereto, should be approved by the Chief Director; EPWP
Partnership Support in consultation with all stakeholders.

Compiled by: Director Training Support:

Date: 29 April 2011

Date: 29 April 2011
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NB, The provider will use the project site for experiential learnin

1.1]1s the size of the classroom 10m® minimum?

EXPANDED PUBLIC WORKS PROGRARMM

E

1.211s there a lable allocated for each participant?

1 31Are the participants' tables in a good condition?

1.4|1s there a table allocated for the faciltator?

_1.5]Is the faciitator's table in a good condition?

1.811s there & chair allocated for each participant?

171 Are the participants' chairs in a good condition?

1.8]1s there a chair allocated for the facilitater?

1.9}1s the facilitator's chair in a good condition?

1.10!s there an overhead projector?

1.1111s there an overhead projector screen / clean wall | free of abstruckons?

1.12[1s there a fiipchart stand?

1131t there flipchart paper?

1 14| Are there flipchan markers?

1.15| Are the markers in a good congdition?

1.18]1s there stationary for each parlicipant?

117 |Is the stationary in a good condition for padicipants to use?

1.18}1s there learning material for each participant?

1.19|1s the learning material refevant for the fype of training?

1.204ls the learning material in a good condition?

1.211Are there additional learning resources relevant to the |

2.111s the training venue lockable?

2.211s there sufficient light?

2.3 Are there sufficlent windows?

2.411s there enough ventilation?

2.5]i¢ there a fire extinguisher?

2.811s there an emergency exit?

2.7]ts there a frs! aid Ki?

Is there provision for leamers with physical disabilty? i.e. ramp
e o] 0.3
Do you think the venua is suitable for the training to be implemented? Elaborate.

NAME OF EPWP OFFICIAL: ............ T [ e e
SIGNATURE: ......coceee. .-

Gompiled by: Director Training Support Date: 20 August 2010

Approved by: Chief Director EPWP Parinership Support Date: 20 August 2010
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This is to certify that

(LEARNER NAME)
ID No:

Has s attended training in
(NAME OF COURSE)

FOR: ..covovvvvvinnn . . DAYS

PROVIDER

EPUWP: DIRECTOR, TRAINING
UPPORT

i

public works

Depariment;
Public Works

REPUBLIC OF SQUTH AFRICA

EXPANDED PUBLIC WORKS PROGRAMME



RS GER
H THE OWNER NOT A DEL

INAME OF THE CEQ\ BUSINESS OWNER :,
[COMPANY REG NUMBER :......0ooovov
PROVINCE {where offices are located).
PHYSICAL ADDRESS &0ovu e
|ACCREDITING BODY:

{EXPIRY DATE OF ACCREDITATION AS PER SETA CERTIFICATE :

Does the provider know \understand what EPwe s 7 .

Is the provider accredited for the targeted courses? {if recommended for 1o be contracted for an accredited coyrse)

non-accrediled course)

Can the provider refale to the targeted outcomes of the nom-aceredited course? {f recommended to be contracted for a i

s the business reisierad with the applicable legsiation” view prooh o e
Is the business registered with_the SARS? View > i

e5 the provider have an office?
Does the provider have computers in I her offi
| the provider have a phone In the office ?
Does the provider have or access 1o intermnet ples

Has the venue been securad for theoretical fraining 7 _ .
i yes to the above, use the venue checklist to check the training venus for compliance. e
If venue Is not yet secured, has the provider agreed to orfanise one within 2 days and provide proof of the secured
venue? please verify the venue after proof is submilted

:ai(elevanﬁy__qu_;_aﬁ_ﬁec_i faciffator for the courses)? Obtain CV s qya}iﬁczal 05

days for the provider to secure one.

permanent staff is the agreement with the factitator in place ? If so view it if not available give 2l

agsessors registration {noft statement of resulls)

Does the provider have a registered moderator for tﬁé"tarr;r;retéé c;:urses) (by relevant SETE\S) 7 Chbtain a certif‘re;i‘;:'é_p;
of moderstor's registration (not statement of results}

{roes the provider have a registered assessor for Iﬁezargefced' Eourses) (bgf retevant SETAS) 7 Obtain a certified copy of "

|

Does the provider have a business banking account, ¢

Does the provider have the financial capacity to can pay
[Dep k i

anking documents (NOT FINANCIAL STATEMENT)
eamer alfowances without being advanced by the

Is the training provider accredited, If afiocated accredited courses 7 View accreditation letter and configm with refevant
[SETA i

L:oes the provider have a ciue aboud implementing accredited fraimngs T I’ e

Does the provider have own QMS and training malerial which provide a guide on how faciitation. assessments,
|moderation and certification (for accredited courses) will be adminfsterad? view

[oes the provider have support material for the project, &.g learner manuals, Eo_th»oigl ele? View éopies
es the provider have relevant and sufficient consumables, resources and equipments o carry out the project

How many staff members have been put aside for this project from the
HR compliance? Name them at the comments colgmn,
Does the provider hiave own transport for the project?

is the provider ready to start implementing the training? Give a 2 days due date For submi

© you think the provider will manage fo deliver the pr

camiments colurm

| NAME OF EPVWP OFFICIAL:

[SIGNATURE;

{DATE:

Compiled by: Director Training Support

Approved by: Chief Director EPWP Partnership Support

Cate: 29 April 2011

Date: 29 April 201%




