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JORY GRANT GUIDELINES

FAPPLICATION

DEFINITION OF KEY TERMS

SKILLS DEVELOPMENT FACILITATOR (SDF) GUIDELINES

1. Appointment of Skills Development Facilitator (SDF)
» Every employer must appoint an employee or any other person who is formally contracted to the employer as a SDF
» The employer must submit fo the Sefa the name and contact details of the person who s to serve as SDF for the financial year on or before 1 April
of each year
» If the SDF leaves the employer’s service, the employer must forthwith:
+  Appoint a new SDF; and
+ Submit the name and contact details of the new SDF to the Seta

2. Functions to be performed by the SDF

» The functions of a SDF are to:
+  Assist the employer and employees to develop a Workplace Skills Plan [VWSP) which complies with the requirements of the Seta
+ Submit the WSP to the relevant Seta
+  Advise the employer on the implementation of the WWSP
+  Assist the employer fo draft an Annual Training Report (ATR) on the implementation of the WSP
+  Advise the employer on the quality assurance requirements set by the Seta
+ Actas a confact person between the employer and the sector Sefa
+  Serve as a resource with regard fo all aspects of skills development
+ Communicate Sefa inifiatives, grants and benefits to the employer
+ Communicate with company branch offices, and all employees in the main office and branch offices, events and grants being offered at the

Seta
» The employer must provide the SDF with the resources, facilities and training necessary to perform the functions set out

SIC CODE

The SIC CODE (Standard Industrial Classification Code] is the industrial classification that matches the employer’s main business activity. While more than
one code may be applicable, the employer must select one code that best describes the organisation’s core activities. Please note: the SIC code may have
changed from one year to another as the main business focus of the employer changes. The SIC codes in the Fasset sector are:

81904 Investment Enfities and Trusts 88121 Activities of Accountants and Auditors Registered in terms of the
83110 Administration of Financial Markets Public Accountants

83120 Security Dealing Activities 88122 Activities of Cost and Management Accountants

83121 Stock Broking Activities 88123 Bookkeeping Activifies, including Relevant Data Processing and

83180 Development Corporations and Organisations Tabulating Activities

83190 Activities Auxiliary to Financial Intermediation 88140 Business and Management Consultancy Activities
88101 Tax Services 88142 Project Financial Management

88102 Asset Portfolio Management 91108 South African Revenue Service (SARS)

88103 Company Secretary Services 9110E Department of State Expenditure and Finance

88120 Accounfing, Bookkeeping and Auditing Activities
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CURRENT EMPLOYMENT PROFILE (SECTION A4)

This is defined as the total workforce in respect of whom skills development levies have been paid (or are eligible to be paid) to South African Revenue
Service (SARS). Please include all permanent staff including, partners, directors and leamers (irrespective of whether or not they are exempt for the SDLJ.
Temporary workers for whom your firm does not pay SDL should not be included in the calculation. Enter your organisation’s employment profile as at 1
April. Trainee accounting and auditing clerks now fall into the Professionals category. VWhen completing this table, refer to the section on Definitions of
Occupational Groups.

If the grant is submitted on behalf of more than one establishment or SDL number, please attach/include a list of SDL numbers with corresponding names and
addresses, including physical and postal addresses and the number of employees represented by each SDL number.

For purposes of completing the DISABLED column, persons with disabilities are in the first instance categorised along population group and gender lines, and
then again as disabled. They are counted when reporting against gender and are specified again in the disabled column. The Employment Equity Act of
1998 defines people with disabiliies as ‘people who have a longterm or recurring physical or mental impairment that substantially limits their prospects of
enfry info or advancement in employment’. Physical impairments include hearing and visual impairments, paralysis, amputations and problems with infernal
organs. Mental impairment includes clinically defined mental and emotional illnesses and leaming disabilities.

DEFINITIONS OF OCCUPATIONAL GROUPS

Go to www.nopf.co.za/download.himl for the latest framework for and communication technology, the law, social science and social

occupations as compiled by the Department of Higher Education and welfare
Training (DHET). This system is maintained by the DHET and will provide > Tasks or Skills:
clarity on which occupation fits info which occupational category. »  Communicating ideas through language, printfed and electronic

Managers (Major Group 1)
» Definition:

+ Manager's plan, organise, direct, control, coordinate and review the
operations of government, commercial, agricultural, indusfrial and
non-profit enterprises and other organisations and departments

+ Nofe: In some cases where specific professional, technical
or professional skills and knowledge may be required of
workers it might be difficult to decide whether a particular
job belongs in this major group or another. In such cases,
it is essenfial fo consider the main fasks. If the main tasks
require the operational application of specific professional
knowledge or a particular technical skill, then the job belongs
in another major group. If, however, professional knowledge
or technical skill serves only as a basis for the managerial
tasks, then the job belongs in this major group. For example,
if the main tasks of a job consist of diagnosing and freating
illnesses, the job belongs in Major Group 2 (Professionals).
However, if one of the main tasks is to allocate research and
development funds on the basis of medical knowledge, then
the job belongs to this major group

Tasks or skills include:

+  Setting the overall direction and objectives of organisations and
departments within organisations

+  Formulafing, administering and reviewing policy and legislation to
ensure organisational and departmental objectives are met

+  Directing and coordinating the allocation of assets and resources

+ Directing, confrolling and coordinating the activities of organisations
and depariments, either personally or through senior subordinate
staff

+  Monitoring and evaluating overall organisational and departmental
performance, and adjusting policies, rules and regulafions to
ensure objectives are met

+  Representing the organisation at official occasions, in negotiations,
af conventions, seminars, public hearings and forums, and liaising
between areas of responsibility

Examples include:

+  Executive Managers (CEO, Country Managing Partner), Senior
Managers (Managing Director, Senior Partner, Partner, Senior
Manager), Middle Manager, Manager

Professionals (Major Group 2)
» Definition:

+  Professionals perform analytical, conceptual and creative tasks
through the application of theoretical knowledge and experience
in the fields of the arts, media, business, design, engineering,
physical and life sciences, transport, education, health, information
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media, and artistic media including the visual and performing arts

+  Analysing, planning, developing and implementing programs and
solutions to resolve business and economic problems

«  Providing services in financial accounfing, human resource
development, publicity and marketing, and the efficient operation
of organisations

+  Flying aircraft, and controlling and directing the operation of
ships, boats and marine equipment

+  Conducting and analysing research to extend the body of
knowledge in the field of the sciences and developing techniques
to apply this knowledge

+  Designing products, physical sfructures and engineering systems

+  Researching and developing curricula, and teaching students in a
range of educational seffings

+  Designing, implementing, festing and maintaining technologies
and services that enable information to be accessed, stored,
manipulated, processed, and disseminated

+ Idenfifying and treafing, and advising on, health, social, and
personal issues

+  Advising clients on legal matters

Examples include:

+  Financial and Accounting Professionals, Information Management
and  Analysis Professionals, Human Resources Professionals,
legal Professionals, Operations Management  Professionals
and Economists, Sales and Marketing Professionals, Computer
Programmers,  Accountants,  Payroll  Managers,  Teaching
Professionals, Management Consultants, Attorneys

+ Associate Financial and Accounting Professionals, Associate
Information Management and Analysis Professionals, Associate
Human Resources, Associate legal Professionals, Associate
Operations Management Professionals and Economists, Associate
Sales and Markefing Professionals, Associate Engineering and
Technology Professionals, Articled Clerks, Trainee Account/Audit
Clerks

Technicians and Trades Workers (Major Group 3)
» Definition:

+  Technicians and Trades workers perform a variety of skilled tasks,
applying broad or in depth fechnical, frade or industry specific
knowledge, often in support of scientific, engineering, building,
manufacturing and processing activities

Tasks or Skills:

«  Carrying out fests and experiments, and providing fechnical
support fo medical, scientific and engineering professionals

« Providing fechnical support to users of computer hardware and
software

«  Fabricating, repairing and maintaining mefal, wood, glass and
textile products




+  Repairing and mainfaining motor vehicles, aircraft, marine craft
and electrical and electronic machines and equipment

 Constructing, repairing, fittingout and finishing buildings and
other structures

+  Operating printing and binding equipment

+  Preparing and cooking food

+  Shearing, caring for, training and grooming animals, and assisting
Veterinarians

+  Propagafing and cultivating  plants, and establishing and
maintaining turf surfaces for sporting events

+  Cutting and styling hair

+  Operating chemical, gas, petroleum and power generation
equipment

+ Providing technical assistance for the production, recording and
broadcasting of arfistic performances

Examples include:

+  Mining Technicians, Bricklayers, Carpenters, Plumbers, Electricians,
Painters, Aircraft Mechanics, Welders, GlassMakers, Fitter and
Turners, Boiler Makers, Clothes and Shoemakers, Locksmiths,
Motor Mechanics

Community and Personal Service Workers (Major Group 4)
» Definition:

« Community and Personal Service Workers assist  Health
Professionals in the provision of patient care, provide information
and support on a range of social welfare matters, and provide
other services in the areas of aged and child care, education
support, hospitality, defence, policing and emergency services,
security, fravel and fourism, finess, sports and personal services

Tasks or Skills:

+  Attending accidents, planning and implementing leisure activities
for individuals in health care and the community, and providing
nursing care for patients

+ Advising clients on emotional, financial, recreational, health,
housing and other social welfare matters

+  Planning, conducting and participating in educational and
recreafional activities to encourage the physical, social, emotional
and intellectual development of children

+  Assisting Professionals in the provision of care and support fo
aged and disabled persons; patients in hospitals, clinics and
nursing homes; and children in residential care establishments

+  Serving and selling food and beverages in bars, cafes and
restaurants

+ Supervising staff in hotels, carrying luggage and escorting guests

+  Providing specialised military services fo the defence forces

+ Maintaining public order and safety

«  Profecting, patrolling and guarding properties and advising clients
on security requirements

«  Providing a range of personal services such as beauty therapy,
teaching people to drive, arranging funerals, and organising and
providing advice about travel and accommodation

+  Organising and supervising groups and individuals pursuing
physical fitness goals and outdoor adventure, participating in and
officiating at sporting competitions, and coaching and training
sporfing competitors

Examples include:

+ Ambulance Men/Women, Patient Transport Officers, Paramedics,
Massage Therapists, Housing Officers, Community Support
Officers

Clerical and Administrative Workers (Major Group 5)
» Definition:

«  Clerical and Administrative  Workers  provide  support  to
managers, professionals and organisations by organising, storing,
manipulating and refrieving information

Tasks or Skills:

+ Overseeing and controlling office functions

+  Adminisfering projects and programs

+  Performing secrefarial functions

« Entering, processing and editing text and data

+  Producing, recording and evaluating financial, production, stock
and sfatisfical information
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+  GCreefing clients and visitors and responding to enquiries and
requests for information

+  Receiving, processing and sending mail, documents and
information

» Examples include:

»  Bookkeepers, Data Capture Clerks, Accounts Clerks, Tax Clerks,
Secretarial  Stoff and  Typists, Receptionists, Cashiers/Tellers,
Switchboard Operators, Administrative Assistants, Administrative
Clerks, Filing Clerks, Post Room Clerks, Printing Assistants

Sales Workers (Major Group 6)
» Definition:

+  Sales Workers sell goods, services and property, and provide
sales support in areas such as operating cash registers and
displaying and demonstrating goods

+ ICT and Technical (including medical) Sales Representatives are
excluded from this major group

Tasks or Skills:

+  Promofing goods and services, properties and businesses fo
potential buyers, selling goods and services, properties and
businesses fo buyers

»  Engaging prospective buyers

« Defermining buyers’ requirements

+  Receiving and processing payments for goods and services,
properties and businesses purchased by a variety of payment
methods

Examples include:

+  Sales Representatives, Insurance Agenfs, Auctioneers, Real Estate
Agents, Sales Assistants

Machinery Operators and Drivers (Major Group 7)
» Definition:

+ Machinery Operators and Drivers operate machines, plant,
vehicles and other equipment to perform a range of agricultural,
monufocfuring and construction funcﬁons, move materials, and
transport passengers and freight

» Tasks or Skills:

+  Sefting up, controlling and monitoring the operation of machines,
plant and equipment

+  Cleaning machines, plant and equipment and performing minor
repairs

« Transporting passengers and freight to set desfinations

+  Receiving, loading, unloading and dispatching goods

» Examples include:

+ lathe Operators, Railway Signalers, Drill Operators, Glaziers,
Sewing Machinists, Candle Makers

Elementary Workers (Major Group 8)
» Definition:

+  Elementary Workers perform a variety of roufine and repetitive
physical tasks using hand and power tocls, and machines either as
an individual or as part of a team assisting more skilled workers such
as Trades Workers, and Plant and Machine Operators

Tasks or Skills:

+  Cleaning commercial, indusfrial and domestic premises, vehicles
and machines

+  Spreading, leveling and finishing concrete and bituminous paving
materials, and assembling and erecting scaffolding and rigging

+ loading and unloading machines, assembling components, and
grading, inspecting and packing products

+  Assisting with cultivating and harvesting crops, plants and forests,
and with livestock production

+  Processing meat and seafood, and assisting with producing and
preparing food

+  loading and unloading freight from frucks, trains and ships, and
stocking shelves in stores and supermarkets

Examples include:

+  Domestic and Kitchen Workers, Sweepers, Garbage Collectors,
Construction Workers, Security Guards




Scarce skills refer to those occupations in which there are a scarcity of
qualified and experienced people, currently or anticipated in the future, either
(o) because such skilled people are not available or (b) they are available
but do not meet employment criteria.  This scarcity can arise from one or a
combination of the following, grouped as relafive or absolute:

Absolute scarcity: suitably skilled people are not available, for example:

» A new or emerging occupation, i.e. there are few, if any, people
in the country with the requisite skills (qualification and experience)
and education and training providers have yet to develop learning
programmes fo meef the skills requirements

» Firms, secfors and even the country are unable to implement planned
growth strategies and are experiencing productivity, service delivery
and quality problems directly atfributable to a lack of skilled people

» Replacement demand would reflect an absolute scarcity where there
are no people enrolled or engaged in the process of acquiring the
skills that need to be replaced

Relative scarcity: suitably skilled people available but do not meet other
employment criteria, for example:

» Geographical location, i.e. people are unwilling to work outside of
urban areas

» Equity considerations, i.e. there are few if any candidates with the
requisite skills (qualifications and experience] from specific groups
available to meet the skills requirements of firms and enterprises

» Replacement demand would reflect a relative scarcity if there are
people in education and fraining (formal and work-place) who are
in the process of acquiring the necessary skills [qualification and
experience) but where the lead time will mean that they are not
available in the short term to meet replacement demand

Specialisation/Job or New Occupation

Pinpoint a specific job e.g. Chartered Accountant, Data Capturer or,
specialisation area within an occupation. This column can also be used to
indicate possible “new” occupations.

Occupation
Choose one of the major occupational groups i.e.:

Managers

Professionals

Technicians and Trades Workers
Community and Personal Service Workers
Clerical and Administrative Workers
Sales Workers

Machinery Operafors and Drivers

v v v Vv Vv Vv v Vv

Elementary Workers

Learning Mode

Identify the most appropriate leaming strategies to address the scarce skills
identified against the occupation. Below is a list of learning interventions or
leaming programme types which may be used as an indication.

The National Qualifications Framework (NQF) level

Indicate the appropriate level (real or estimated) at which an intervention
should be directed. This column is to be completed irrespective of whether
or not NQF aligned interventions are available. If no interventions exist
or if the existing interventions are not NQF aligned, an estimation should
nevertheless be made.

NQF Aligned - Y /N

Provide information on whether or not the most suitable intervention is NQF
aligned (i.e. unit standards and/or qualification exists and an accreditation
body appointed) or not. A tick (') can be used in the column under Y if
the most appropriate infervention method identified in column 5 is NQF
aligned. If the most appropriate intervention method identified in column 5
is not NQF aligned a tick (v') can be used in the column under N.

The NQF provides principles and guidelines for recording leamer
achievements, based on nationally recognised qualifications. The NQF
encourages life-long learning.  Qualifications have been divided info eight
bands as indicated in the table. If your training and education inferventions
have been registered with South African Qualifications Authority (SAQA)
please provide the SAQA ID number. If additional information is required,
please contact Fasset.

BAND LEVEL | EDUCATION & TRAINING INTERVENTION
GET : ABET Level 4/Grade @
General education and training National certificates
2
FET ! o
Further education and training 3 National cerfficates
4
5 National diplomas
National certificates
National first degrees
6 . )
Higher diplomas
HET . of. .
Higher education and training 2 Professional qualifications
Honours degrees
Postdoctoral research degrees
8 Doctorates
Masters degrees
Unknown If you do not know at what level to estimate the education or fraining
Need

Setas will use this list for prioritising. It will not be expected that all skills needed should be addressed by the employer. Any specific explanations,

requirements or specifications can be provided in the Comments section.

Comments

Add narratives and explanations against any of the information provided in the reporting template. This column need not be completed. It could include
explanations and,/or any important additional information or specifications such as issues that pertain to a particular geographical location, target group, efc.
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