I 8ouasagay Jo sua| aeapIwwo) eaosddy 1aafoid pun4 juswdojaaa( [B120S dMdT

‘el Buuoog josfoid Buluies] ay) jsuiebe sapiwwo) ay) Aq pajenieas aq |im suoijesljdde ay | suoneolddy Bulures |
108(0id 8y} arcidde pue ajenjere 0} ssoulnoid 6 Sy} WOl seRRIWWOYD |erocsddy j03foid JBsn|D € paysiigelse sey MdAN 2yl

‘Buiuresy ay} Buiodal pue Buipiodal ‘Buloluow ‘uoneyuswaldwi
Buiuieny Buunsue ‘siepinoid Buiuiesy Bunuiodde ‘suoneoidde Buiuiesy syosfoud jueldwoo dand3 Buinoidde Ag sisjuswajdwi
108l01d dAMJ3 SH 0} Spunj 8y} asIngsIp ||IM Sa21Q [euolBay S) YIm UOIBIOGE|I0D Ul MJAN SUL 'S8SInN0d pajIpalode uou
pue pajipaiooe Joys ‘sawwelbolid s|is jo Buiuien oy si Buipuny ay| ‘SHIOAA 21iqnd JO juswpedaq |euoneN 8y} 0} pasingsip
alem spuny Buluies| ay} 010z ur ‘'uoneanp3 JaybiH jo Juswpedaq ay) 0) JnogeT Jo Juswpeda( 8y) JO SAOW By} 0} 8nQ SAVIPO
[eloUInOld JnogeT o juawpedaq ayj ul Buipuny s|g jeuoneN ay) ybnouiy) pabeuew sem siapinoid Buiuies] ay jo juswyuiodde
pue Buipunj ay] ‘00z @ouls JnogeT Jo juswpedsq Sy} wol s8sIN0) Hoys Jo Bulules Joj Buipuny panieoal sey dMd3 eul

3S0ddNnd

‘saniunuoddo uoneald gol asay} jo uonejuawa|dwi
Joj @oe|d Ul ale sjoalosd JAGT 40y S|iys ausinbal pue jueasjal Jey) ainsua o} [eanud si Buiuiel) ‘v1.0z Aq senmunuoddo qol uoliw
G'v 0} (6002-¥002) uoljiw| woij dn Buieos si JMd3 aul ISIIYM ‘s1oeloid gad3 Bunuswseidwi ase oym ajdoad pakojdwaun
3y} 0} Buiuiesy pue saniunuoddo juswhojdws Buipirocid Je pawie uouaAIBIUI ALIOUODS puodas e pue awwelboid uoneins|e
Auenod e si ) Juswhoidwaun Buonpas je pawie swwelboid JuswuUIaA0S € SI (dAMd3) awwelboid SHIOM d1and papuedx3]

aNNO¥ODOMOVE

910 4L

S3ASUNOD LYOHS / SSNINVHOO0Hd STTIMS
9a)iwwo) jeaosddy Buluied] 18)sn|) - 90UIBJIY JO SWID |

JANNYHO0™d SHH0M J119Nd A3IANYdX3 ¥oIN4V HLNOS 40 DINand3y

T ] — B
Eﬂu N $}1om d1jqnd




C 22uBIaaY JO SuLa| ddPIWWO) jeacsddy 19afoid pung juawdoaaaq [8190S dMdT

101088 ainjonuiselju] 1030a41q eIy
suoneladQ Jojoauq Jaiyn
yoddng diysiauped 10308.1q 214D
Jels yoddng Buluies |
siabeuel 10}08g
sJojeulpioo) Buiuies] |e1ouIA0ld dMdT
SI0]euUIpIo0) |BIDUINOId dMdT
siabeuep awwelboid
siabeuep jeucibay |

‘'ssaoo.d

3y} aAJasqo 0} pue 8o1Ape apiroid o) sbunesw ay) puspe Aew siaquaw Bunjop uoN / jusuewsad uoN Bumojoy syl 6

NS WO~ GO

‘Bunum ur sspIWIWOY 8y} 0} pajedIuUNWWOD aq ||IMm suonebajep Auy '}

(Jaquiaw Burjon uou ) Aieya109g 28RO

siaquiaw Bunop - (siojoeuig Buiuiel) jueysissy) siojeuipiood Buiuies |
slaquwew Bunop — (Buuies) qq ) siebeuepy Buiuiel | jeuocibay
Jaquwaw Bunop, — Buiuiel Aieoyauag Jojaliq

~ o™

siaquaw Bunoa / Buipuels BuiMo||0) BU} SINYISUOD [|IM S8)IWWOY [eAociddy 8y ®

'90IAIBS [BLIEJ2I0aS BY) SpIACId O} SUIN} SXEY ||IM JBISN|O By} UIYYIM WO} SI0}0ali]
JUBJSISSY 8] "93}IWIWOD By} JO JelR}aI0ag 8 0} SuIn} a)e} ||Im S10}oaliQ Juelsissy Buluiel] ‘o1 siojeuipioo) Buiuies]  p

‘Bunsaw ay) Jleyo [|Im siaisn|D € auyy jo Aue
woyj Jaquisw pajebajap e ‘uosiadiiey) 8y} JO soussqe sy} u| ‘esPIWWO) ay) Jieyd |im Buluiel) Aleoyausg Joyaig 8yl o

(1obeuepy Buiuies| jeuoiBay yoes o} pajuasald aq 0) swioy uonesldde Buiuiely yosloid papuny AjeuoneN
I ) "pajuswsaldui ale soafoid ayy yaiym ul aouinoud / si9ysnio ayy uiyim panosdde aq |im syoslosd papuny AjleuoneN  ‘q

'9AOQE SE J3)SN|o awWes ay) ul seoulroid ay) uiyym pajejol aq |im sbussw Ajyjuopy e
‘ade) uleiseq pue |ejleN ninzemy| ‘ade) UIBISSAN — € 43ISN|D
‘Busines pue ododwi ‘ebuejewndyy — z 193sn|o

1S9\ UHON pue ade) uiaypopN ‘sjejs @ai4 — | 483snjo

'SMOJ|0} SB SJ18JSN|D € OJul PSPIAIP 1. saouinoid (§) aulu ay

NOILISOdINOD €



Lt

B0UBIBYBY JO Swd] dapiwwo) [eaosddy 1oaloiq pun4 Juawdojaraq [B120S dMdT

‘Buniis jxau ay) 0} paudep aq ||Im uoneoldde joafoid ay) Jey) saidwi sAep Buiyiom Q| 8y} uiyim syuswnaop Buipueisino

jwgns o} ainjie4 ‘sspiwWo) uoneaipnipy pig [euoneN ay) Aq Juswjuiodde Japinold Buiuies) Joj woddng Buiurel |

Jojoauig 8y} 03 papiwqgns aq ||Im suonedlidde ay) paAiadas usag aABY SUON}O81I02 83U ‘sAep Bunjom |z uiyim uosiadiieyd

29J1IWIWO0Y 8y} 0} paplemuo) a4 ||Im aoduaplaa Buipueisino ay) jey) paalbe si )| joedwi pajoadxa auj 0) pes| 10U [|IM

Buiuies; aus jey) ysu ajesspow si aiay| “a)8|dwodul Jo anbea ale uoneolddy Buiuies] ay) Jo sjoadse awos Ing sjuswalinbal
8y} Jo ped awos sj@aw uoneolddy Buluies] ay] — spuswnsoq Buipueising jo uoissiwqgng Buipuad jeacsddy g

‘ybiy si Buiuresy |nygssaoons Buuswa|dwi
jo Ayjgeqoud sy pue 4and3 aul jo s|jeob Buiuiesy ay) 0} aynquIuod Ajjuesyiubis pue Ajgeinseaw |im Buiuiesy ay) Jo
Joedwi ay] ‘papiwqgns s 8duspIAS palinbai ay) ||le pue aje|dwoo s uoneslddy Buluies| ay) ‘Jew ale eusiuo ||y — paaosddy e

‘parciddy JON pue ‘sjuawnosoq
BuipueisinQ jo uoissiwgng Buipuad jeaocsddy ‘panciddy 31 SBWOINQ [BACIAdY £ UO BPIOBP ||IM S8NIWIWOY) Y |

S3IN0ILNO TVAONUddY

'suoneolddy ay} aroidde |im espiwwo) 8y ‘@8apiwwo) |eaosddy Joalold Jaisn|D ay) 0} sjuswnoop BuiAuedwoosoe palinbai
9y} ||e pue wio4 uoieoylaA paje|dwod ‘swioy uoleoldde Buiuies} paje|dwod ay) Jussaud |im Jabeueyy Buiuies] jeuociBay oy

FFNAIO0¥Ud TVAOHIIY

'S9SIN0Y Pa}IPalody 0} S8SIN0Y paypalady uoN Bulubiy (g
‘uoisiosp |eaosdde ue axew o} suoneoidde Buiuiesy ayy Buissassy (e

:Buimolioy ayy sjrejus siy

'sjuauijuiodde Japinold Buiuiel| 1oy sapiwwo) pig ay) 0} uoissiwgns Joj Jun Joddng Buluies] damd3
8y} 0} Jugns o} pue suoiedlddy Buiuies] sjosfold saocidde o} s (DSdD) @eRIWWOD UONI3IBS 103014 JaISN|D 8y} Jo 8ol 3y |

S310d

‘pauodisod aq jou |im Bunesw |eaciddy ue jey) os uonejussaidal Jisy) ayebsjep
[I!M siaquiaw Juasqy ‘sjaquiaw ¢ Jo BuisISuod wnionb B yim ‘wnionb e Jo Juasuod snowiueun ay} annbai [IM SUOISIOap ||y

NNYOND
"8]0A 0} 9|q1619 8q [|!M Jaquiaw BunoA e Jo jjeyaq uo pusne o) pajebsjep siaquiay

'suofjedljdde umo Jiay} uo 2joA jou |im suonedljddy Buluies| sy Buljuasaid aouinosd sy woyy wes) Buluies] ay |
"8J0A 0] 8|qIbij@ ale @aIWwWo) ay} Jo siaquiaw Jusuewad ||y

ONIHOOS / ONILOA



14 90UBIBYBY JO SwWB| dapiwwo) [eaosddy 1aafoiq puny Juswdojaaa( [B120S dMdT

‘'sajep Aue

J8}|e 0] Jou aALY} [|IM pue Jepus|e] paaibe ay) 0} Buipioooe Ajyiuow §Is 0} ALY} |[IM 33RIWWOY) [eAciddy 108loid J8isn|D ay |
‘siejuswa|dw) pue saipog 21|gqnd 2y} 0} S}NSaJ 82UNOUUE JOU |[IM JaqUB| 99RILLWOYD

Jayjo Aue Jo sspiwwog ay) jo uosiadiiey) ay] Bunys jeaoiddy jo8lold J8sn|D ay) Jaye yaam sAep om] ulylm Bunum

ul sJsjuawa|dw| ay} pue saipog 21|gnd ayj 0} yoBqpa9) PuUe SaWO02IN0 SajIWWo) apiaold |jm siabeuely Bululel) jeuoibay ay|
'spoday Buiuiel] pue syeays Buuosg Alewwing ‘sejnuiw ay)

Ul [|e 0] UMOUY 3peW 34 ||IM PUB SJaquiaLu 3ajiwWwoY Jaisn|D ||e 0} 8|qisiA pue aljgnd aq |jim suoneo)ddy Buiuiel] uo suoisioaqg
‘Bunuis ay) Jo Aep ay) uo papiroid aq |Im sa1doo pieH "SjUBWNJ0P

Aiessaoau ||e pue sepusbe Bunaaw ay) yoeye ||im pue jlews Ag aapiwwo) ay) jo bunyis ayy sounouue [jim uosiadieyn ay |
‘Buiobuo papiaoid aq ||Im SaRILLWOYD 3Y} JO 3IOM U} 0} pajejal sanssi uo Buluies |

‘Bunis yoes je wio4

Ayjenuapyuo) Jo yleQO ue pue isaisiu| Jo uonesedaq e ubis im sapwwo) |eaosddy joslold ay Jo Jequeaw Buipuaye yoeg
‘@8)Iwwo) |eaosddy 108loid ay) Jo sBunyis ooy pe 10j apew aq |jim uoisiaold ‘pasu uo Buipuadaq

‘sjuawnoop uoneoljdde sy} piooal pue aAle0al 0} siabeuely Buiuiel] |eucibay sy} yim soueape

ul (suwoy uoneolidde jo Ayjuenb uo Buipuadap) sAep paje|ndis uo JaaW ||IM JeLB)BI0aS Sa)IWWOY [eAciddy 10afold Jaisn|) ey |
‘P2J3pISU0D 24 JOU ||IM 83UapIAa palinbal ssiw pue jueldwoo

uou Ajsnoiago ale yoiym sjoslold ‘s|qejieAe si aouapiAe palinbas usym awi yons |jun (e je syoafosd yons jussaid jou pjnoys
siabeuely Buluies| |euoibay ‘@ouapire pasinbal 3oe| Jo jueldwod uou aie mouy A3y} yoiym syoafoid Jwagns jou pinoys Jebeuepy
Buiuies] |euoibay ‘jueldwod %00l 8ie yolym suoneolddy Buiuies] jussaid 0} aAuls pinoys siabeuely Buiuies] |euoibay
‘sapiwwo)) |eaosddy 108loid J21sn|D 2y} 0} uoISSILWLANS

210y3q suoijedlddy Buiuiel] sy dn ues|o 0 swnioj Buisixa |epuinoid asn 0} Jybu A1ans aney siebeueyy Buiuiel) jeuoibay ay|
‘mopuipp Buipun4 Juswdojaae( |eI100S ay) pue

mopuipp Buipung oibsjesns ayy @1 Buluiel] dAMd3 2yl Jo sa2inos Buipuny |le woyy papuny s}oafold aroidde |im sspiwuwo) ay |

S37NY SS3ANISNG A3X

's1apinold Buiules| Jo juawjulodde
3y} Joj @8jiwwo) uonesipnipy pig |euoiyeN ayj 0} ugns |im oym poddng Buluies] Joyoaliq ayy 03 suoneolddy Buluies |
a3A0¥ddV Hwagns |Im aapiwwo) |eaoiddy Josfoid Jaisn|) ay) jo uosiadiiey) ayy ‘Bunyis [eaosddy 108loid Jaisn| e sayy

33 LLININOD NOILVOIANray aig 1¥NOILYN 3IHL OL1 NOISSINGNS

"ela)u0 Bulioog ayy 0} buipioooe syuswalinbal ay) 0} saldwos

} 82u0 jo8loid 8y} ywgnsal o} pajsenbal aq ||im Jabeuepy Buluies) jeuoibay ayy “Ajunuoddo ue jo syoaloid jueldwos

Buialdap sny) anjea awes ayj jo suonedijdde jueldwos Buipoddns woly dMdT @y} Juaaaid im Bulules) paysenbal |yl

Bunuswsaidw

Joedw pajoadxa ay} 0} pes| jou ||m Buluresy auj jeys xsu ybiy e si ausy) pue mo| st Buiules) ay) Jo uonejuawadwi |nySsea2ons
jo Apgeqoud 8y "apiosp 0} 88RILIWIOY Y} JOj papasu uonewlojul s)oe| uoneslddy Buluies] ay| — paaosddy JoN O

‘panoidde jou josloid
ay} Bujwaap sapiwiwo) ayj 0} Joud suonoa1I0d apircid 0} saniunpoddo om) pamojie aq |im siebeuepy Buiuiel | jeucibay

(o

(q

(e

0l



9ouaIdjaY JO swia| sapiwwo) jeaocsddy 19afold puny Juswdofara(q (190S dMdT

[\

0107 ISn3ny (7 :aeq =~ 1oddng diysaaupaeg JAdd 101921 Jory)) :Lq paroaddy

0107 }snsny (7 e = \v.«u% r\.j% Sutuiea |, Arenyauag 1032211 :Aq papdwo))

"sSpodal wnioj snouea ul paysiignd aq osje

llim suoisiosp sy Iebeuey Buiuies) jeuoibay syl pue Apog 21jand Y} Y3Im 8UO 0} BUO B UO Pajediuntuwiod aq |jiM SUoISIoap
pue sBuipaaooid 18yl ‘Bunesw ay) apIsINo pasojosip Jo sajnuiw Buieaw ay) ul pajoalal aq Jou |jim Jey) uonewloyul pabajiaud
aJe spJodal Bunoa ‘suoissnosip Buipnjoul sapiwwo) [eAoiddy 108014 J8isn|D 8y} Jo sBuIpaad0Id Wnioy Jaylo Aue pue
SJ0JeulpIo0d [efoulroid ‘Juswabeuely doj 0} SaWooIN0 88RIWWOY Jo spodas Ajyjuow apiroid |im Buiutel) Aleldiyauag Jojoalq



TF 017 is in the form of a MS Excel Spreadsheet

Master Database of trained Beneficiaries

i ; i AR ok !
i el gl (BT i Pl
H ] E HHE f i I I i, i i
. i
= Vezubuhls,
R 3061 TS i P StandNo | Lay and Rernstate
| ThembiCresinatsza | 005060365065 FustCouse |Black | Youh |Female | No H. 33970800| M e | B amek | MATSOCS | Thembiste | Nkangals | S2Kvapiane. | pavngsiabsi | 7-Jan-Tl [28~Jan-ti| ¥
al22 i e - ‘gaphamad KuwaMbarga 105|  Block paving]
| 1
Vezubuiie,
1408 Prhala)
SandNo | Lay andRenstate
Boy Simon Tehsbangu | SB04ZISII2089 FustCowse |Black | Aduk | Male | N | p'.'? 072482 9427 "“'s":“ s"“" Mpumalang X ";‘““ NATSOCOS | Thembisie | Meangals | 582 Kwajysne, | pawngsiabsi | T7-dan-T1 | Z8-Jar-11| ¥
j g o e ~ gapham KwaMhianga 105|  Block pawngl
7 i o
Vezubuie,
1532 Phola
SandNo | LayandRenstate
Friscilla Tanele Masange | BENZH0485085 FusiCowse |Black | 'outh |Female | Mo | ':_"*, 076 Tanpats | NonStae | Non | Mpumalang Amas NATSOCT OryS Meargela | 582 Kwajyane, | pavngslabsl | TT-Jan-T | 2B-dan-11| W
Swctor Stste a Kgaphamadi Morcka
poirad Ko sMHiangs, 105 | Block pavieng]
8 0
. Vezukaive,
- StandNo | Lay andRensiae
Poppyohannsh | geiznsemoes FestCowse |Black | Youh |Femsie| to [ P3| g7i37iam | MenSme | Non |Mpumalang) =~ Amos | wareorpy | D05 | ooy, | sa2 kwapane, | padngsisbal | Th-dan-Ti [ 28-dare|
Tshabangu " Sector | Stae - Kauphamadi Moroka
a¥zz F-*N;ga‘l}ﬁ Ehock pavingl
lLs
| 1535 Phola Vezubuile.
StandNo | Lay andRensate
SephueFamnah | gr0uneacond FimCouse |Black |Vouh |Femse| Mo | F¥* |g73segqsgz| WenStae | Mon \Mpumalang| &=~ Amos | gareoegy | DS | ggaou | SE2Kwaivare, | pavingsisbal | T-daneT | 25-deeemi| W
Magakva Sector Sune a Kgaphamad Moroks
anez | Keablarga 5| Block pave
»
Vezubuiie,
1T Phoia
Pies Tshepo Tsotetss | B304165352084 FemCouse |Black |vouh | Mais | Me | P™ |grggzequy| NonSiam | Non |Mpumalang| = Amos natsocos | P'S | pangaia saeiK:dm"ﬂm ";:..';"ET' T-Jan-1 | 2B-darct| ¥
. K aMhlang| Sector | Stae a Kgaphamads Maroka Vs alome W | Bl it
4 4 b ' EPWP Learner Information . Sheet3 / K L]
FReady UM

Compiled by: Director Beneficiary Training:

%b.mm \'@ '

Approved by: Chief Director EPWP Partnership Support:

Date: 20 August 2010

Date: 20 August 2010



TF 018 is in the form of a MS Excel Spreadsheet
Skills / Short Course Tracking Tool

&
Course. Providers/
_|Duration  |Course |naF | Special
2 v ({Days) | S : - Comments » Course Titke =2
Working on
| I Fire No 5 88 Office Prachce General
E: % on L L Bimber using a chainsaw and
5 and Cuture _|Fire |4 123233 |4 maintain chainsaw
] E ng on Eradication of Intrudes Plants Brushcutier
and Culture |Fira Yes 10 3 Operator
| [#arking far N
uf Cufture 10 78 o 1
1 ! Culturs _|Wiates Jres 15 117439 |12 ¢
Emvironment far
! and Culture Mo 10 738 0 0 Contractor Development 1
g far
! Culture 15 117499 |12 13
Endranmant |[Working on
5 Culture _|Fire 4 10 |4 3
Working on
5 l4 2

Compiled by: Director Beneficiary Training: _%M‘_Ln \"CL ' Date: 20 August 2010

Approved by: Chief Director EPWP Partnership Support: Date: 20 August 2010




TF 019

Guidelines for EPWP Training Records — Still needs to
be designed



public works

Cepantment
Public Works

REPUBLIC OF SOUTH AFRICA

Completed claim form

TF 020

EXPANDED PUBLIC WORKS PROGRAMME

Provider project progress report

Individual learner performance report

1.4/ SETA report (for last training claim of accredited training)

1.5/Signed attendance registers
1.6|Proof of learner all e payment (signed by | , with

provider logo and confirmation signature by provider)

1.7|Certified ID copies for each learner

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

The following should be filled in For all training claims:

2.1|Invoice number

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

2.3|Company owner's full name, signature & date

2.4|Check type of claim i.e. theory claim/practical training / |
allowance?

2.5|Verify the course claimed for in terms of course title,
accreditation status, duration trained

2.6/Check ber of | s claimed for inst attendance
register

2.7|Check course duration against the contract

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

2.9| That the correct claim number is ticked

2.10|Number of learners claimed for against attendees and number of
contracted learners

2.11|Correctly calculated learner allowance & its admin fee againsts
the contracted value (i.e. timing of payment)

2.12|Provider reports to address the actuals calimed for

Claim documents should be arranged as follows:

3.1/Claim form

3.2|Proof of learner allowance payment (where applicable)

3.3|Signed attendance registers

3.4|Certified ID

3.5EPWP Provincial report

3.6|Provider reports

3.6.1|Project progress report

3.6.2|Learner perf report

3.7|SETA report (where applicable)

3.8/Signed learner certificates of attendance (for both accredited and
non accredited training) for days attended as per register

GENERAL COMMENTS FORM PROVIDER:

CHECKED BY:

DATE:

CAPACITY:

GENERAL COMMENTS FROM NDPW:

CHECKED BY:

DATE:

CAPACITY: i

Date: 20 August 2010

Compiled by: Director Training Support %4

Approved by Chief Director: EPWP Partnership Support

Date: 20 August 2010
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public works

Department
Public Works

L |l B i

REPUBLIC OF SOUTH AFRICA EXPANDED PUBLE wum m[
CLAIM FORMAT
TF 21b
IMVOICEND: .oovamnnnianimniass
L, "ErEinng BUSIESE DA i i s s s e
Physical BOGMBERT ..cvvivmnmssmmmmmmaves e s s o S S A S R R
Training site address/training VENUE: ..........ouieiiuiitiiiiitiieiiiitiiiiiteieeaeaeanens
c PTOJCl MAME: L. e
Project phydical address: vaavammssnssmiianviniins rural/ urban / peri urban
Total to be trained: ...... Actual trained: ....... Bty M oo P s B coid'Y s
3. COuSSAAING: oominusanian DR < conasmensmusammssimasamme i
Course ID: ..., Accredited /non accredited: ..............euiil
NOF 1eVel: caninmiamvnies B ] L e

Tick appropriate box below:

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

|2

[4 |5

| 6 | 7 | 8 |9 [10 ]

Theory (30%) From: .............
To: i,
Practicals (60%) FIOM: «..ounvvvsnes
To: e,
Certification PROM - ccaervimzssn R
10%) F0! o
Learners From: ............. R
allowance TO: veerereramomans
10 % Admin fee Brom: cooveevsins R
TO; camsmaman
Overheads From: ............. R
To:voiviiiiie.n,
GRAND TOTAL
BANKING DETAILS:
Accounit Holder: .....c..o.onsvvmavismiiniis CEO FULL NAMES: ......cooiiimsiinsmmaries
Bank Name: ................................
Branch Code; ..oy SIGNATURE: .:onruinsna s
Account Number: ......................... DATEES it
Compiled by: Director Training Support N Date: 20 August 2010

Approved by: Chief Director EPWP Partnership Support

Date: 20 August 2010



W L [ i .
DUDIIC WOrKs N o
. -
& ) Department |
Public Works

J RepusLc oF souTi arruca EXPANDED PUBLIC WORKS PROGRAMME

TERMS OF REFERENCE

NATIONAL SKILLS FUNDS (NSF)
MANAGEMENT COMMITTEE

TF 022



1. BACKGROUND

3.

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 DHET.

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

s 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 beneficiaries.

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;

e provide advisory support to EPWP regarding the implementation of the
projects and allocated funding; and

e report on training progress made.

EXPECTED OUTPUTS OF THE NATIONAL SKILLS FUND MANAGEMENT
COMMITTEE:

3.1 The committee will:

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.



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

EPWP Training Unit e Leads/chairs the committee.

e Provides secretarial support to the
committee.

e Acts as liaison for other Department
of Public Works (DPW) units.

e Reports to EPWP management on
committee activities.

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

e To ensure compliance to all
National Treasury practice notices.

Management Accounting e To ensure financial compliance and

to manage and draw reports on

expenditure of the funds in line with
the Treasury Practice note.

Financial Accounting e To ensure that the funds are
accounted for, in line with the PFMA
regulations.

Legal e To continuously provide legal

advice and opinion regarding the
management of contracts.
e For drafting and administration of
contracts.
Information technology e To provide information technology
support to ensure efficient and
responsive process for provider
registration, contract management,
reporting, monitoring and

evaluation.
NSF e Provides funding in line with DHET
guidelines.
e Provides technical support in areas
of expertise.




5. NATIONAL SKILLS FUND MANAGEMENT COMMITTEE MEETING
SCHEDULES

e The committee will meet once a month;

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

e 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

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

e 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;

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

7. VALIDITY OF THE NATIONAL SKILLS FUND MANAGEMENT COMMITTEE

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

e 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: Director Training Support Date: 20 August 2010

Approved by: Chief Director EPWP Partnership Support 4; _/'_’E]i’/) Date: 20 August 2010
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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.

(O]



1.2.2 Ineligible Costs
The NSF does not cover the costs indicated below:

e & o @ o & & @ © © 0 o o

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;

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:

e o o o

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 SMMESs)

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:

e 85% Black

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

e 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).

c) 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 TO 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

e Clear training targets per sector per province.

e 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.

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

e Learners’ allowances will 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/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 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 following rates:

e 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.

e 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 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.

6. PROCESS FLOW

This is in accordance with the Standard Operational Procedure Manual



7. PAYMENT STRUCTURE (for the appointed training providers)

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

e Claims to be coupled with providers and learners progress reports;

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

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

e 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;

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

8. 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

9. FUNDS MANAGEMENT AND PROCUREMENT STRUCTURES

CFO e Accounting Officer
¢ Monthly financial reports
e Reconciliation reports

NBAC e Approves appointment of
providers

PROJECT SELECTION e Approves provincial projects

COMMITTEE

NATIONAL SKILLS FUND (NSF) e 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

Financial Officer (CFQO’s) office &

National Skills Fund (NSF)




e Appoints and contracts providers
Ensures access to courses and
providers

e Financial reporting to National
Skills Fund (NSF)

e Overall oversight

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

e Project progress reporting
e Overall oversight

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

PROGRAMME / REGIONAL e Projects oversight and support

MANAGERS Monitoring at provincial level

DEPUTY \ ASSISTANT e 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 Date: 20 August 2010




i}thH-‘-;' WOIrKS / Y FY ¥

| - ‘:.a - _' i ]

Department . n im
C OF SOUTH AFRICA

Public Works
EXPANDED PUBLIC WORKS PROGRAMME

ELIGIBILITY
GUIDE FOR
ACCESSING
NATIONAL SKILLS FUND (NSF)

TO

SUPPORT
EPWP TRAINING
INITIATIVES
(Amended)

TF 023b



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 Skills
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 FET
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 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

(8]



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:

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:

¢ National Government Departments
e 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:

o 85% Black

e 55% Women and (Note: EPWP has a target of 55% and NSDS a
target of 54%

e 4% People with Disabilities



3. OTHER GENERAL/ADMINISTRATIVE CRITERIA:

a)

b)

c)

d)

e)

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
Training providers relevant for the required courses shall be appointed in
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

All payouts and claims should be managed and administered in line with
the payout procedure as stipulated in this guide.

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 line 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 unless otherwise indicated.
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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.

e 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

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 allowances 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 learners 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 application to 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 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 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



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.

9. 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

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

NATIONAL SKILLS FUND (NSF)

Provides oversight to funds
utilisation

Funds approval and transfers as
per the regulations

Site visits and compliance checks

DIRECTOR :EPWP TRAINING
SUPPORT

Sources and Manages funds in
collaboration with the Chief
Financial Officer (CFQ’s) office &
National Skills Fund (NSF)




Appoints and contracts providers
Ensures access to courses and
providers

e Financial reporting to National
Skills Fund (NSF)

e Overall oversight

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

e Project progress reporting
e Overall oversight

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

PROGRAMME / REGIONAL e Projects oversight and support

MANAGERS Monitoring at provincial level

DEPUTY \ ASSISTANT e 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, 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: i Date: 25 November 2010

<}

Approved by: Chief Director EPWP Partnership Support: Date: 25 November 2010
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TF 024

NB. The provider will use the project site for experiential learning

Is the size of the classroom 10m? minimum?

1.2

Is there a table allocated for each participant?

1.3

Are the participants’ tables in a good condition?

1.4

Is there a table allocated for the facilitator?

1.5

Is the facilitator's table in a good condition?

1.6|ls there a chair allocated for each participant?
1.7 |Are the participants’ chairs in a good condition?
1.8|Is there a chair allocated for the facilitator?
1.9]Is the facilitator's chair in a good condition?
1.10|ls there an overhead projector?
1.11|ls there an overhead projector screen / clean wall | free of obstructions?
1.12|ls there a flipchart stand?
1.13|ls there flipchart paper?
1.14|Are there flipchart markers?
1.15|Are the markers in a good condition?
1.16]Is there stationary for each paricipant?
1.17|ls the stationary in a good condition for paricipants to use?
1.18|ls there learning material for each participant?
1.19/lIs the learning material relevant for the type of training?
1.20]Is the learning matenal in a good condition?
1.21|Are there additional learning resources relevant to the learning activities? i.e. posters, brochures, etc
2.1|ls the training venue lockable?
2.2|ls there sufficient light?
2.3|Are there sufficient windows?

24

Is there enough ventilation?

2.5

Is there a fire extinguisher?

26

Is there an emergency exit?

2.7

Is there a first aid kit?

2.8

Is there provision for learners with physical disability? i.e. ram

3.1|Do you think the venue is suitable for the training to be implemented? Elaborate.

NAME OF EPWP OFFICIAL: .....
SIGNATURE: ...........
DATE: ..

Compiled by: Director Training Support

Date: 2

7

Approved by: Chief Director EPWP Partnership Support

April 2011

Date: 29 April 2011



010z ¥snbBny oz :eleq ﬁ\% uwoddng diysisuped dmd3 101aaa1g jaiyo :Aq pasocsddy

oLoz 1snbny pz :a1eg V C.« e woddng Bujuies] joysang :Aq pajidwogn
........................................ ‘31va s B g e
ONISTA (T TONTININODTH LN T A e ore s et R0 RS8R s ‘SLNIWINOD S, TVIDIH40 dMd3
................................ e auea e10)
T I @OUIADLY
Anjedidiuny yomsig
Apjediouny jeson
.......... waee “g.-u.ﬂr-m_w anes
R s S S N P v S S T ‘g Buiurel)
JLOHEILIIEND JUBABJaY *+*+rswerrrsrrss @ tressssesssmsnsismsnsisinas wou :ajeq pug g LeIS e ——
N JOBILOD JOJINUISU] -+ e+ wesessrersaremasaresssissss st basisssarias s neing P T R R R e .
e lalueN Jojanssul ' 1PayIPaI20Y UON/PajPaII0Y ssaippy J0aloig
,,,,,,,,,,,,,,,,,, ‘awWep JAPIACId/LT s 1) g L BSINOD s aiie Joafoid
S20 4L
JNNYHO0Ud SHYOM J118Nd A3aNYdX3 WOIHAY HLNOS 40 DINENJ3Y
SROM ANy
wswuedaq

W & 80

$H)40M d11gnd



| 1¥0ddnsS ONINIY¥L ad 2aSY - OH|

140ddNs ONINIYYL aa #dsyY - OH

o [

suoydsia /jlew3 |

Japinoid 8y} 0} pajedIuNWWoD sdeg

G:xou:L
3ONYENSSY ALITYNO SWIYIO|

(oddng Buiutel) ) Aiejaidss - OH

100L ONIHOLINOW LNIWAVd |

(poddng Buiuiel| q) Aiejesoas - OH|

|
43151934 ONIODLNO/ ONIWOINI|

uun Asibay - OH|

1

$321440|
IYNOIDIY: dSY/AA ONINIVYL dMd3!

1SITHO3HD|

JONVHNSSY ALITYND SWIV1D|

'430INOHd O1 A3NENL3Y
- J3ANIWWOD3H NON

LSITMO3HD IHL
d3d SV L3W SININIHINDIY 1Y

LINIWAYL HO4 IONVYNIS
0L ON3S - Q3aNIWNOD3N

pajepdn jaays Uoijeljiouoday

¥0oq |lew
S, Hun ayy uo paiaysibas wien

eiep AusiBoy OH|

wie2 yoes Joj pajeadal

JOU BIE SI3QLUNU S0I0AU| BINSUT

payoene
aq 0} yodas Buuojuow paubig

¢ 10} pawieo|
saljinoe au) ssauppe yodal ay) seoq

31¥IdNTL NOILYDIdId3A
1dI303H/LNINAYA FONYMOTTY|

$301440
IWNOIDIY: ASV/AA ONINIVEL dMd3

18ulea| yoea Joj saidod g| payiuas

(Japinoud Aq aimeubis|

uoneuuyuos pue ofo| Japinoid |

yum ‘sieuses| Aq paubis) juswhed |
S0UBMO||E JauJea| Jo Jooid siapinoid|

LINIWAYL ONINNODIIH LON //ONINNODIH
ONY WIVTO 3HL STHNSSY ALITYND OH

paniaoal Aep
uo Ansifiay Aq padwe)s wie|n

OH Ol NOILVaNINWOD3Y
0¥ Q3aNoIs
JHL LNOHLIM SINIYTD ON

Od WO¥4 SWIVTD S3AI303d OH

PRECITES)
w....: Jad se Slaulesa) Jo Jaguinu ayj s|

¢ 1oBnuoo Jad se pouad
uoneinp s,|eanoeld; fAuoau) aul s|

ERNEFEEER]N

ANY LOVHLINOD 3HL MvHA

LSITO3HO
3ONVHNSSY ALITYND SWIVID

3LV IdWIL SWIVTD dMd3 | Hodal ssauboid 108loid 1apincid

H3AINOHd ONINIVHL n_mhz_On_m(_

LSITHO3HO |
JONVHENSSY ALNYND SWIVID

11V Aq paubis suajsiBal souepuany

£uoneoyipeg)
leonoeid) Aioay Joj wiero ay) s|

1disoal papiooey

LLLIOJ WD By}
uo aunjeubls s|eRIYO pasUoUINe ay|
papuaype Aep Jad siawea|

Wiefo ayy saunsse Ajienp

~ panadal wiep|

aU} spiooas aoiyo |euoibay

WIY1O 3HL S¥D3HO ANV SIAIFOIY OY |

Bunum ur pajebajep ssajun|
wie2 ayy ubis jsnw joenuoo|
ayy paubis oym (eI By |

(Buiues ypasooe
40 wiepo Buiutes yse| Joy) podal w135

yodal asuewuopad Jawes| [enplApy|

(uoneayniaoyeanoeld,|
Aioay) Joy) wuo) wiep paje|dwol) |

wiep

ay) Buuedaud alojeq Buiuies
paje|dwoo Jueldwoa ainsua
0} (jeayspea.ids) suoneoo|e
8SINOD 8U} pUB YIS/I0BIUOD
U} UM saouaiayel

$S0I0 pjNoYs Japinoid

2

301440 T¥YNOID3IY 3IHL OL NOISSIWENS
HO4 WIVTD S3HYd3Hd ¥43AINOHd




pun Buiuies) seuemyauag | g
: i

31¥IdW3L
ONILYOJIY NOILYLNIWITdI 4SN

140ddNS ONINIVAL : a)

oiozsnbny oz : 31va

oL0zIsnbny 0z  :3iva

: 1¥OddNS ONINIVEL HO153¥Ia ‘A9 A3 TIdNOD

Q3A0¥ddY 1ON /G3A0HddY

lapuny ay) 0} spodal
sajejdwal 4SN uonejuawsjdwl Apapend
) T iepumy

seleidwa) JSN| 8y 0} spodal [erouBULg Alyiuop ONILHOd3Y
nn

2oueuly Aq |encidde uswheyq

LSII03HO LINE™ " NVNIZ MdAN

~ uonedyusA AjlenD

| Wun soueuly o} yuswAed Joj o}

=4

1819242 MdJAN | PEpURLILOoa) *12 Juedwod

ONILNNODOY ANV LNIWIDYNYIN TYIONYNIL




TF 027

CERITIFICATE

This is to certify that

(LEARNER NAME)
ID No:

Has s attended training in
(NAME OF COURSE)

KR 3 siasn s s 45 4 % ¢ sawmomn DAYS

PROVIDER, EPWP: DIRECTOR, TRAINING
SUPPORT

Compiled by: Director Training Support /) Date: 08/20/10

ﬁppro*vecf by: EPWP Chief (Dtrector ? _Date: 08/20/10

public works . [lm
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EXPANDED PUBLIC WORKS PROGRAMME

(THIS DUE DILIGENCE CHECKLIST MUST BE CONDUCTED WITH THE OWNER NOT A DELEGATE )

|NAME OF THE COMPANY :.
NAME OF THE CEO\ BUSIN :
COMPANY REG NUMBER :..............
PROVINGE (where offices are located)..
PHYSICAL ADDRESS :......
ACCREDITING BODY:
EXPIRY DATE OF ACCREDITATION AS PER SETA CERTIFICATE :.
EPWP PROJECT AND COURSE(S) RECOMMENDED FOR: ...........

non-accl :d course)

|Is the provider accredited for the targeted courses? (if recommended for to be contracted for an accredited course) |
Can the pro\nder relate to the targeted outcomes of the non-accredited course? (if recommended to be contracted for a

Is the b "'ness registered with the applicable legislation? view proof
Is the business registered with the SARS? View the latest tax clearance cermﬁcate{cemred)

i l

|
1

_'.7

Does the provider have an office?

Does the 5 the pro der have compute: 15 in h|5\her office?

venue? please verify the venue after proof is submitted.

If venue is not yet secured has the provider agreed to organise one ne within 2 days and provide proof of the secured

| Does the provider have a relevantly qualified facilitator for the courses)? Obtain CV & qualification
If the facilitator is not a permanent staff is the agreement with the facilitator in place ? If so view
days for the provider to secure one.

Does the provider have a registered or for the: t

|assessors registration (not statement of results)

H |f not available, give 2

geted courses) (by relevant SETAs) ? Obtain a certified t':.bby'of'

Does the provider have a raglstarad moderator for the targated courses) (by relevant SETAs) 7 Obtain a certified copy

|Does the provider have a business banking account, check banking documents (NOT FINANCIAL STATEMENT)
Does the provider have the financial capacity to can pay out learner allowances without being advanced by the

| Department at the end of week one of training.

Is the training provider accredited, if allocated accredited courses ? View accreditation letter and confirm with relevant

SETA =
'Does the provider have a clue about implementing accredited training?

Does the provider have own QMS and training material which provide a guide on how facilitation, assessments,

-moderation and_ aeq_'_uﬂc_au_{_for aocreﬁned course_l will be administered? view

Does the provider have relevant and sufficient consumables resources and eqmpmé
| activities

pies
ry out the project

How many staff members have been put aside for this project from the relevantly qualified staff indicated above under

| HR compliance? Name them at the comments column.

| Does the provider have own transport for the project?

|Is the provider ready to start implementing the training? Give a 2 days due date for submission of a project plan. o

\Do you think the provider will manage to deliver the project successfully? Elaborate at comments column

NAME OF EPWP OFFICIAL:

SIGNATURE:
DATE:

Compiled by: Director Training S

Approved by: Chief Director EPWP Partnershi

Suppo

Date: 20 August 2010

Date: 20 August 2010




