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1.  Introduction 

The purpose of this learnership information pack is to provide you, the professional body, employer, 
learner or training provider with a definitive set of documents to guide you through the various stages of 
learnership design, development and implementation. The design of the pack is such that you may select 
only those sections that are pertinent to you. 
 
The complete information pack provides information and a guideline for each stage of the learnership 
development and implementation process and, where possible, contains references and links to pro-forma 
documents and templates (most of these documents can be downloaded from the Fasset website – 
www.fasset.org.za), as well as specific information for providers, learners, and employers. 
 
Professional bodies may utilise the information pack as a basis from which to add their specific 
requirements and therefore, when initiating or implementing learnerships, employers and learners are 
advised to refer to the relevant professional body for further information and guidelines.  
 
The complete information pack is divided into 2 broad sections, i.e: 
 
·  Section 1 

-  Overview of learnerships; 
-  Initiating a learnership; 
-  Designing a learnership; 
-  Registering a learnership; and 
-  Developing a learnership. 

 
·  Section 2 

-  Implementing a learnership; and 
-  Evaluating & monitoring a learnership. 

 
The scope of this document (i.e. Section 1 of the Fasset learnership Information Pack) is relevant to 
stakeholders who wish to design, register and develop a new learnership. 
 
Section 2 of the Fasset learnership Information Pack is relevant to stakeholders who wish to implement an 
existing (including newly developed) learnership. 
 

2.  Overview of learnerships  

2.1 Background 

The current Skills Development legislation was enacted in order to implement structures and processes to 
transform skills development in South Africa.  A critical look at how employers and training providers 
typically provided education, training and work experience in the past indicates that education and training 
provision has not always been responsive to the demands of the economy nor has it always linked theory 
and practice.  Although Apprenticeships took place in the past, not enough apprentices where trained and 
the courses at Colleges did not necessarily provide learners with sufficient work experience.   
 
In order to redress this, the National Training Strategy Initiative made way for 3 new laws, i.e.: 
 

·  The South African Qualifications Authority (SAQA) Act (Act 58 of 1995); 
·  The Skills Development Act (SDA) (Act 97 of 1998); and  
·  The Skills Development Levies Act (SDLA) (Act 9 of 1999).   



 

 
These three Acts brought about significant changes to education and training.  The SAQA Act makes 
provision for both education and training as recognized forms of learning and ended the split between 
education and training.  The SAQA Act further ensures good quality of education and training in South 
Africa and provides many entry, exit and re-entry points in terms of education and training.  The SAQA Act 
established an institution, namely the South African Qualifications Authority (SAQA), to register 
qualifications and standards on the National Qualifications Framework (NQF) and to ensure that the 
education and training delivered helps learners to reach the relevant qualifications or standards.   
 
The NQF provides for 8 levels of learning.  Qualifications fit into the NQF according to their focus and 
difficulty.  The level of the qualification is based on the exit level – what the person knows and can do 
once they have completed the qualification.  The focus is no longer on the methods of learning; but rather 
on the outcome of the learning.    
 
Learnerships offer one way in which education and training can become more responsive to the needs of 
employers, learners and the social and economic needs of South Africa in general.  Some of the labour 
market issues that learnerships seek to address are: 
 
·  the decline in levels of employment in South Africa;  
·  the unequal distribution of income; 
·  unequal access to education and training, and employment opportunities;  
·  the effects of race, gender and geographical location on advancement; and  
·  the skills shortage amongst the labour force. 
 
Learnerships are thus viewed as a central mechanism for achieving transformation in the education and 
training system in South Africa. 
 

2.2 What is a learnership? 

A learnership is defined as a work-based route for learning and gaining qualifications.  It includes both 
structured work experience (practical) and structured institutional learning (theory).  In other words it 
includes both on-the-job and academic components.  A learnership is not the only way to gain a full NQF 
qualification; but does offer a very specific approach. 
 
The criteria for a learnership are set out in the Skills Development Act.  These indicate that the learnership 
must: 
 
·  consist of a structured learning component; 
·  include practical work experience; 
·  be governed by an agreement between the learner, employer and education and training provider; 
·  lead to a qualification registered on the NQF; and 
·  relate to an occupation; and 
·  include job rotation, on-going mentorship and assessment in order to fully support the learner.. 
 
Learners interested in registering on a learnership can follow the following steps: 
 

·  Plan a career path; 
·  Identify the learnership that supports the chosen career path; 
·  Find out as much information as possible about the learnership; 
·  Enquire about the applicable criteria for entering the learnership; and 
·  Find an employer willing to provide practical work experience. 



 

 
More information can be found through the following sources: 
 
·  Department of Labour Skills Development Act 1998 (No 97 of 1998) 
·  The Department of Labour web-site:  www.labour.gov.za/docs/legislation/skills/index.html (which 

also includes the Skills Development Act) 
·  The South African Qualification Authority (SAQA) provides valuable guides on their website: 

www.saqa.org.za (Click on “Document” and then “Policy Documents” 
 

2.2.1 Benefits of engaging in learnerships 

Some of the following advantages could be derived from engaging in learnership programmes1: 
 
·  Well and appropriately skilled employment pool (existing employers and new entrants); 
·  Turnover increase because of productive learners at lower than normal costs; 
·  Productivity increase because of higher skilled workers; 
·  Ensured recruitment success, as the employer will be able to retain performing new 

entrants; 
·  Creative and innovative workforce, because of the attainment of the compulsory critical 

skills and attitudes required by every qualification; 
·  An increase in market share because of a skilled and competitive workforce; 
·  A satisfied workforce and subsequent labour peace; and 
·  A highly motivated workforce, because of higher levels of participation in the success of the 

company. 
 

2.2.2 Why are learnerships important? 

It is clear that learnerships offer many advantages to the learner, training provider and employer. 
In summary, learnerships are important because of the following reasons: 
 
·  The programme is outcomes-based; 
·  The learner interacts within the working environment; 
·  The learner interacts with clients and obtains an understanding of workplace dynamics; 
·  Assessment occurs at various stages and is based on the learner’s competence; 
·  The qualification is nationally recognised and is benchmarked against international 

standards.   
 

2.3 Fasset’s Approach to learnerships 

The difference between current education and training programmes and learnerships offered in the Fasset 
sector are highlighted in Table 2-1.. 
 

                                                      
1 Extract from the Department of Labour Learnership Implementation Guideline Document 



 

 

Practical and 
Theory 

For the Fasset sector, training programmes for professional qualifications in the past have 
already mostly included both a theory and practical component and have led to a 
qualification and occupation. Therefore, practical training has been a requirement for 
obtaining a professional qualification.   
 
This, however, is not the case with all education and training programmes, especially 
those offering non-professional qualifications within the sector.  Some learning 
programmes where presented apart from the context of the work environment.  These 
programmes will need to be altered if they are to become learnerships in the future so that 
it includes theoretical training that is directly related to the specific job, and practical 
training which provides learners with the opportunity of applying the knowledge that they 
have learned in the workplace.  Fasset will, as far as possible attempt to convert existing 
programmes into learnerships where this is a requirement.   

National Standards 
for Education and 
Training 

All training offered through a learnership will need to culminate in unit standards and 
qualifications registered on the National Qualifications Framework.  Learnerships will 
always culminate in a qualification that is registered on the NQF.  These 
standards/qualifications clearly indicate the actual learning outcomes that the learner is 
expected to achieve.    

Learnership 
Agreements 

The learnerships are formally registered by SETAs with the Department of Labour.  
Learners, employers and training providers are then required to sign learnership 
agreements prior to the implementation of the learnership which hold all three parties to 
certain obligations.   
 
·  The Skills Development Act (1998) states that a learnership agreement obliges the 

employer to: 
·  Employ the learner for the period specified in the agreement; 
·  Provide the learner with practical work experience specified in the agreement; and 
·  Release the learner to attend the education and training specified in the agreement. 
·  The terms of the learnership agreement oblige the learner to: 
·  Work for the employer; and 
·  Participate in the education and training specified in the agreement. 
·  Training Providers have the following duties according to the learnership agreement: 
·  Provide the education and training specified in the agreement; and  
·  Provide the learner with support as specified in the agreement. 

Quality Assurance 

Quality management and assurance are integral to the learnership system.  Quality of 
training is achieved through the following mechanisms: 
Learnerships are registered with the DoL and undergo an evaluation based on set criteria.  
The quality process thus starts with the setting and registration of standards; 
The accreditation of employers as workplace providers and assessors by the SETA 
ensures that the workplace becomes a centre of quality for the provision of education and 
training; and 
Education and Training Quality Assurance Bodies (ETQAs) are accredited to monitor and 
audit the provision, assessment and achievement of standards and qualifications2.    

Learnership 
Grants 

Learnership grants will be available for the implementation of learnerships that meet 
Fasset’s Sector Skills Plan objectives and criteria. 

Table 2-1: Fasset’s Approach to learnerships 

                                                      
2 SAQA.  The National Qualifications Framework and Quality Assurance.   



 

2.4 Learnership Funding Policy 

SETAs must distribute grants in line with the published funding regulations.  According to the funding 
regulations of the Department of Labour, a SETA may use a percentage of its levies as well as any 
residual levy income that is not claimed by employers in respect of levy-based grants, to make the 
following categories of discretionary strategic grants: 
 
·  learnership grants; 
·  skills programme grants; and 
·  sector grants. 
 

NOTE: The Minister of Labour has proposed substantial changes to mandatory grant 
criteria, effective 1 April 2005. These criteria changes may have a major impact on levy 
payers qualifying for grants from Fasset. Full details are provided in the Government 
Gazette (27240) headed "Seta Grant Regulations Regarding Monies Received by a Seta 
and Related Matters" which is available on the Fasset website (www.fasset.org.za – refer to 
News Updates.). 

 
It is the practice of Fasset to allocate a significant portion of discretionary money exclusively for the 
funding of learnerships.  This allocation is done on an annual basis by the management board and will 
depend on the money available for discretionary grants. 
 
Over and above the funds available from Fasset directly, it is the policy of Fasset to ensure that as much 
of the money made available by the Department of Labour for learnerships as possible is accessed for 
use within the sector.     
 
The funding of learnerships is intended to facilitate three key processes: 
 
·  the design, development and registration of learnerships pertinent to the sector - The key areas of 

priority are defined in the sector skills plan; 
·  the equipping of the employers from the sector and other critical providers to participate in the 

learnership process; and 
·  the funding of learners, especially those from previously disadvantaged backgrounds, those who were 

unemployed prior to the signing of a learnership agreement or those planning to study in areas 
recognised as being of strategic importance in the sector skills plan. 

 
In order to fund learnerships, Fasset further insists that certain criteria are met.  These are that: 
 
·  the organisation applying for funding completes either a formal written proposal explaining how the 

learnership will benefit the sector or completes a learnership grant form as posted on the web site from 
time to time; 

·  the organisation applying; is registered with Fasset, is up to date with levy payments and has submitted 
a workplace skills plan for the financial year concerned; 

·  the bulk of learners on learnerships are employable on completion of the learnership; and 
·  funds are available.  
 

Note: 
In most instances the development of learnerships is contracted to external service 
providers as per public tender processes. 



 

 

2.5 Role of Professional Bodies 

Quality assurance of the majority of qualifications in Fasset’s sector is managed by the sector’s 
professional bodies. In consultation with the professional bodies, it was decided that Fasset would adopt 
an Agent ETQA model for quality assurance in the sector. 
 
To gain accreditation for qualifications that fall within their scope, professional bodies apply, and have to 
meet rigorous criteria, in order to perform quality assurance functions on behalf of FassetQA (the ETQA 
accredited by SAQA).  Agent ETQAs of Fasset, in turn, accredit providers and are thus responsible for all 
ETQA functions, including certification, registering assessors and accrediting training providers.  This 
model is depicted in Figure 2-1. 
 

 

Figure 2-1: Fasset Quality Assurance Model 

 
The following duties and responsibilities pertain to ETQAs:  
 
·  Accredit constituent providers for specific standards or qualifications registered on the NQF; 
·  Promote quality amongst constituent providers; 
·  Monitor provision by constituent providers; 
·  Evaluate assessment and facilitation of moderation amongst constituent providers; 
·  Register constituent assessors for specified registered standards or qualifications in terms of the criteria 

established for this purpose; 
·  Take responsibility for the certification of constituent learners; 
·  Co-operate with the relevant body or bodies appointed to moderate across Education and Training 

Quality Assurance Bodies including but not limited to, moderating the quality assurance on specific 
standards or qualifications for which one or more Education and Training Quality Assurance Bodies are 
accredited; 

·  Recommend new standards or qualifications to National Standards Bodies for consideration, or 
modifications to existing standards or qualifications to National Standards Bodies for consideration; 

·  Maintain a data-base acceptable to SAQA; and 
·  Submit reports to SAQA in accordance with the requirements of SAQA; and 
·  Perform such other functions as may from time-to-time be assigned to it by SAQA3. 
 
For a list of Professional Bodies and Agents ETQAs within the Fasset sector, please refer to the ETQA 
Section on our website (website www.fasset.org.za ) 
 

                                                      
3 SAQA.  Criteria and Guidelines for ETQAs.  Policy Document.  



 

2.6 Learnerships Registered with Fasset & Other Sec tors 

Fasset have developed a Learnership Readiness Pack and Summary that aims to provide employers with 
information regarding the readiness of various learnerships and sets out learnerships identified as either 
suited to the Finance sector, or as generic and of value across different economic sectors. The document 
initially presents some general and Fasset learnership information (such as presenting the benefits of 
learnerships), followed by the presentation of the learnerships in a consistent format, including information 
such as NQF level, duration, and current state of readiness of the learnership. 
 

The summary document contains general information in summary format for each of the listed 
learnerships, whilst the complete pack contains more detailed information on each of the listed 
learnerships (including learnerships from other sectors). 
 
It is strongly advised that stakeholders review this document before initiating the development of a 
learnership in order to ascertain whether or not a suitable or similar learnership already exists. 
 

Refer to the Downloads Section of our website www.fasset.org.za for the Learnership Readiness Pack 
and Summary documents. 
 

Reporting Process/ Requirements (Record-Keeping) 

The SETA information management system (SMS) is a comprehensive database specifically 
designed for all SETA activities.  In terms of reporting to DoL and SAQA, the SMS will generate the 
required information under 5 broad headings:   
 

Providers  
The system will generate information such as the number of applications received, the 
status of accreditation, the number of accredited providers per region/qualifications 
and auditing and monitoring review details. 

Assessors 

In the category of assessors the system will generate information on the number of 
assessors trained, the number of applications for registration of assessors, the 
registration status of assessors, the number of assessors registered per region, 
assessor unit standards etc. 

Learners 
In terms of learners, the system will generate information on assessment results per 
assessor which will be linked to providers and qualifications, the number of learners 
that completed certain qualifications/unit standards etc. 

Learnerships 

For learnerships the system will generate information on  the number of learnership 
submissions, the number of learnerships registered by DoL (including their status and 
reason for the status) and the status of learnership agreements (e.g. registered, 
terminated, completed). 

Agent ETQAs 

Fasset will devolve ETQA activities to professional bodies when they are accredited 
as Agent ETQA’s.  Therefore the reporting and record- keeping requirements will be 
clarified when the Agent ETQAs sign a Memorandum of Understanding relating to all 
their functions.    
It is expected that Agent ETQA’s will be granted limited access control directly to the 
Fasset database to avoid duplication of data capturing.  It is not likely that workplace 
providers will need to report to Fasset but rather to the Agent ETQA.  The information 
system will generate information on agent ETQAs such as scope of qualifications, 
numbers of providers accredited with them etc.   

 
 



 

 

3.  Role players in the learnership development pro cess 

The typical roles and responsibilities of the various stakeholders involved in the learnership development 
process are listed in Table 3-1. 
 

Role Player Description Responsibilities 

The Initiator 4 
The individual or group who 
identified the need for and 
starts the process 

·  Initiate learnership project & approach relevant body through 
identification of and justification for need for learnership; 

·  Prepare for the design and registration of the learnership 
through establishment of project team and plan, as well as 
prepare systems for the implementation of learnership; and 

·  Participate as a member of the project team to register, 
develop, prepare for, implement, monitor and evaluate 
learnership. 

The 
Professional 
Body 

The registered professional 
body within the industry, who 
may be a recognised as an 
Agent ETQA of Fasset 

·  Utilise Fasset information pack to collate guidelines for 
establishment of learnerships within scope of business and 
distribute to stakeholders.  

·  Include workplace readiness checklist and audit, as well as 
learner selection mechanisms, RPL processes and reporting 
criteria.  

·  Develop employer/ training provider checklist and distribute to 
the relevant stakeholders.   

·  Develop assessment processes/ systems for learnership 
implementation & make available to all stakeholders 

·  Function as an agent ETQA ; 
·  Submit signed learnership agreements to SETA; and 
·  Act as initiator and participate as a member of the project team 

to register, develop, prepare for, implement, monitor and 
evaluate learnership. 

The Training 
Provider 5 

Organisations who provide 
learning and are accredited 
by an ETQA  

·  Align assessment processes/ systems for learnership 
implementation with relevant Agent ETQA and make available 
to all stakeholders 

·  Apply for accreditation through establishment of Quality 
Management System (QMS); 

·  Develop curriculum, schedule training programmes and 
establish systems to maintain learner records; 

·  Enter into learnership agreement; and 
·  Act as initiator and participate as a member of the project team 

to register, develop, prepare for, implement, monitor and 
evaluate learnership. 

                                                      
4 NOTE: The initiator may be any of the role players listed in Table 3-1 
5 NOTE: The employer and training provider may be the same entity. 



 

 

Role Player Description Responsibilities 

The Employer 6 

Organisations who employ 
learners and, provide 
practical, on-the-job learning 
opportunities 

·  Align assessment processes/ systems for learnership 
implementation with relevant ETQA agent and  make 
available to all stakeholders; 

·  Ensure internal organisational alignment to learnership needs 
(i.e. contractual issues, learner support and guidance issues, 
workplace learning issues, learner selection mechanisms, 
learner allowance issues); 

·  Enter into learnership agreement; and 
·  Act as initiator and participate as a member of the project 

team to register, develop, prepare for, implement, monitor 
and evaluate learnership. 

The Learner 7 

The individual who is 
employed, receives learning 
and is recognised for 
competence on assessment 

·  Participate in learner induction programmes; 
·  Complete training towards the learnership; and 
·  Enter into learnership agreement. 
 

Fasset 

The sector education and 
training authority for finance, 
accounting, management 
consulting and other financial 
services 

·  Collate learnership information pack and distribute to all 
stakeholders; 

·  Review learnership applications, make amendments and 
submit to Department of Labour for registration;  

·  Promote the learnership as part of the communications 
function; 

·  Function as an ETQA where no Agent ETQA exists; and 
·  Monitor and evaluate agent ETQA process and procedures. 

Table 3-1: Role players in the learnership developm ent process 

 
 
 

                                                      
6 NOTE: Multiple employers, as well as multiple training providers may enter into one learnership agreement. A lead employer/ 
training provider must be identified to manage the learnership. 
 



 

 

4.  The Learnership Process 

The learnership process can be divided into the following 6 main components:  
 
1.  Initiate the learnership 

-  Identify the need; and 
-  Prepare for development. 

2. Design the learnership 
-  Source or develop Unit Standards and qualification/s; 
-  Source or develop the curriculum framework; and 
-  Design systems for implementation. 

3. Register the learnership 
4. Develop the learnership 
5. Prepare for and Implement the learnership 
6. Monitor and evaluate the learnership 
 
The entire process of learnership execution is represented in Figure 4-1.   
 
 

Figure 4-1: 6 stage learnership process 

 
Rather than representing the actual order and sequence of activities, this process flow indicates the 
complete cycle of events. The actual development and implementation will vary from case to case, and 
the flexibility is catered for in this process flow diagram.  The project planning and consultation process will 
determine what sequence the learnership process will follow. 
 

1. Initiate the 
Learnership
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Learnership
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Learnership
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learnership 
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Learnership

6. Monitor & 
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Learnership



 

 

5.  Stage 1 - Initiate the Learnership 

 
 

This stage involves the following activities: 
 
·  Identifying the need for the learnership 
·  Preparing/planning the design of the learnership 

 
 

Activities Documents Responsibility Role 

Identify the need for the learnership  

Initiate learnership project 
and approach the SETA / professional 
body 

 Initiator  

Distribute information 
·  Learnership 

Information Pack  
Professional Body / 
Fasset 

·  Learnership 
guidelines (from 
Fasset or the 
Professional Body) 

Identify if a ‘new’ learnership is 
required 

·  Fasset Learnership 
Readiness Pack and 
Summary 

·  Department of Labour 
document - 
Registered 
learnerships 

·  SAQA database of 
qualifications & Unit 
standards 

Initiator 

·  Carefully analyse the 
skills and knowledge 
required in the 
industry and compare 
that against existing 
learnerships 

Justify the need for the learnership. 
Source documents that might be 
included in the needs analysis e.g.: 
·  Sector Skills Plan; 
·  Workplace Skills Plan; 
·  Employment Equity plans; 
·  Research on Sectoral, National and 

International training and 
development needs); 

·  Legislative framework; 
·  Skills audit reports (an investigation to 

determine the actual skills of the 
current workforce in order to define 
the skills gaps and skills requirements 
of the relevant organisation);8 and 

·  Individual level needs (investigation in 
to which competencies an individual 
must have to do his/her job).   

·  Fasset criteria for 
registration of 
learnerships 

·  Fasset learnership 
agreement 

·  Department of Labour 
learnership 
registration form 

Initiator : 
·  provider and/ or 
·  employer and/ or 
·  learner 

·  Field queries and 
disseminate 
guidelines and 
supporting 
documentation. 

·  Retain data on 
initiator. 

                                                      
8 Coetzee, M. 2002.  Getting and Keeping your Accreditation.    

1

5

2

3

4

6



 

 

Activities Documents Responsibility Role 

Prepare/plan for the design of the learnership 

Establish project team (including 
stakeholders) and review learnership 
criteria 

·  Fasset criteria for 
registration of 
learnerships 

Initiator 
 

·  Provide access to 
other stakeholders 

·  Publicise the intention 
to develop and 
register this 
learnership 

·  Call for expressions 
of interest for 
stakeholder 
participation 

·  Identify the functions, 
roles and levels of 
involvement for each 
role player.   

Draft project plan and budget for the 
stage of development and registration 

·  Fasset learnership 
business plan and 
budget template 

Project Team  
·  Provide supporting 

documentation 

Approach SETA for endorsement and 
stakeholder participation if required 

 Project Team  

Prepare and submit funding application 
(if required) 

·  SETA funding 
requirements and 
application form 

Project Team  
·  Provide supporting 

documentation 

Identify target learner  Project Team 
·  Conduct research 

and market analysis 

Review existing qualification/s and 
learnerships. Source documents could 
include: 
·  Professional body qualification 

outline; 
·  Department of Labour database of 

registered learnerships; 
·  SAQA registered standards; 
·  SAQA website; and 
·  SGB websites. 

·  Department of Labour 
learnership 
registration form 

Project Team  

·  Provide access to 
SAQA/ SETA/ DoL 
databases 

·  Provide outline of 
Prof Body 
qualification 

Review existing materials and 
curriculum, as well as workplace 
opportunities for learning 

 Project Team   

 
Proper planning and design of a learnership can only be done after a thorough assessment of training and 
development needs.  The next step after identifying the need for the learnership is to design learning 
objectives which describes the overall intention or purpose of the learnership.  Learning objectives are 
described in terms of learning outcomes which should be characterised by: 
 
·  A learning component; 
·  Observable actions (behaviour, attitude and skills); 
·  Measurable assessment criteria and methodology; 
·  Evidence required; and 
·  A description of the conditions of performance (range statement)9.   

                                                      
9 Coetzee, M.  2002.  Getting and keeping your Accreditation.     



 

 

6.  Stage 2 - Design the Learnership 

 
This stage involves the following activities: 
 
·  Designing the Qualification 
·  Designing the Curriculum framework 
·  Preparing systems for implementation  

 
This stage entails designing interventions appropriate to the needs identified in the preceding stage 
(i.e. conceptualising expected outcomes and high-level design of course materials, delivery media, 
etc. taking into account the subject matter, audience, training objectives and expected outcomes).  
That is, all that is required at this stage is to take design to the registration phase- i.e. to research 
and conceptualise the learnership. Detailed development occurs in stage 4 .  
 
Learnerships could be designed based on: 
 
·  Existing qualifications – identify an existing NQF qualification which describes the outcomes that will 

meet the identified labour market needs; or 
·  Developing new qualifications – liaise with the relevant NSB about developing a qualification which 

describes the relevant outcomes.   
 
The following points are important to consider when designing a qualification (based on unit standards): 
 

1. Understand SAQAs format for writing qualifications in unit standard format; 
2. Develop the unit standard title; 
3. Identify the NSB field; 
4. Describe the specialisation in the learning programme; 
5. Determine the NQF level; 
6. Indicate the duration of the qualification; 
7. Determine the credit value; 
8. Describe the purpose of the qualification; 
9. Define the learning assumptions of the qualification; 
10. Describe related qualifications; 
11. Develop specific outcomes; 
12. Define the range statement; 
13. Develop assessment criteria; and 
14. Select the relevant essential outcomes.   
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Activities Documents Responsibility Role 

Design the Qualification 10 

Existing Qualifications:  The 
professional body would utilise their 
own qualifications that are registered 
on the NQF 

·  SAQA database of 
qualifications & Unit 
standards  

Initiator/ Project team 
·  Provide qualification/ 

curriculum 
documents 

New Qualifications : Develop new 
qualification and unit standards to be 
registered on the NQF by SAQA 
Link with an existing SGB and source 
SAQA or the NSB for information 

·  SAQA database of 
qualifications & Unit 
standards 

Project Team and 
relevant SGB 
The SETA will provide 
contact details for 
SAQA and/or the 
NSBs and related 
SGBs 

  

Design the Curriculum framework 

Review or adapt current curriculum 
framework. Design new curriculum 
framework where required 

·  Fasset learnership 
Information Pack 

·  Professional body 
requirements for the 
qualification and 
curriculum 

Project Team / 
Training provider 

·  Provide requirements 
as per curriculum 

Prepare systems for implementation 

Prepare systems for implementation  
Identify potential training providers, 
workplaces and learners 

·  Fasset Learnership 
Agreement 

·  Fasset system 
requirements 

Initiator/ Project team 
Provide supporting 
documentation: 
Learnership agreement 

Ensure training providers (including 
workplaces) are accredited 

·  Professional body 
‘accreditation’ 
requirements 

·  SAQA accreditation 
guidelines 

Project team 
Provide accreditation 
documentation 

 
 

6.1 Design/plan the Curriculum 

When planning a curriculum for learners, one needs to first establish the requirements of the job 
through the skills matrix and unit standards titles matrix.  
 
The unit standards which relate to the requirements of the job are to be divided into three 
categories: 
 
·  Fundamental; 
·  Core; and 
·  Elective. 

                                                      
10 NOTE: This activity only applies where there is no qualification registered on the NQF 



 

 
Fundamental Unit Standards  are generic and include unit standards relating to communications, 
management, etc - the type that you will see on almost any titles matrix that you choose to examine. 
 
Core Unit Standards  are specific to that job, and might include specific product knowledge, or job 
specific processes or procedures. 
 
Elective Unit Standards  would distinguish the job incumbent by giving them extra skills and 
knowledge that would enhance their capability to perform their job.  Learners have a choice 
between elective unit standards.  
 
The curriculum framework must consist of specific details regarding the mode of delivery and media 
to be used, the content, the structure and sequence of learning activities and materials and training 
methodologies11. 
 
In order for the curriculum to constitute a qualification, which should be registered on the NQF, it 
should consist of groups of registered unit standards that meet certain criteria of complexity and 
learning time. Thus a national certificate should consist of 120 credits (or 1200 hours of notional 
learning), and a national diploma consists of 240 credits (or 2400 hours of notional learning). The 
levels of complexity are explained in detail on in the SAQA Level Descriptors documents (refer to 
www.saqa.org.za), which should be consulted when designing a qualification. 
 
The critical components to be incorporated into the curriculum design process are depicted in Figure 6-1. 
 

 

Figure 6-1: Curriculum design components 

                                                      
11 Coetzee, M.  2002.  Getting and Keeping your Accreditation.   
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7.  Stage 3 - Register the Learnership 

 
 

This stage involves the following activities: 
 
·  Completing Fasset & Department of Labour learnership 

Registration documents 
·  Liaising with the Department of Labour  

 
 

Activities Documents Responsibility Role 

Complete Fasset registration 
documents  

·  Fasset learnership 
registration forms 

Project Team  
Provide supporting 
documentation 

Maintain all records of submissions and 
documentation for the project 

Fasset learnership 
registration forms and 
other relevant 
documentation 

Project team  

Submit application to Fasset 
·  Fasset learnership 

registration form 
Project team  

Fasset reviews application and sends 
feedback to project team, where 
necessary  

 Fasset  

Amendments made where necessary 
Fasset learnership 
registration forms 

Project team  

Submit SETA registration 
documentation to Department of 
Labour 

·  Department of Labour  
learnership 
registration form 

·  Department of Labour  
learnership criteria 
checklist 

Fasset  

Liaise between Department of Labour 
and notify the project team until 
learnership registered 

 Fasset  

Learnership registered and learnership 
code allocated 

 Department of Labour  
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8.  Stage 4 - Develop the Learnership 

 
This stage involves the following activities: 
 
·  Planning 
·  Sourcing Training Materials & Providers 
·  Developing Assessment Systems 

 

Activities Documents Responsibility Role 

Planning 

Establish project team (if required)  Initiator  

Apply for funding (if required) from 
Fasset 

·  Fasset project 
submission 
guidelines 

Project team  

Draft project plan and budget for 
the stage of development and 
registration 

·  Fasset business plan 
& budget template 

Project team  
Provide supporting 
documentation 

Define roles for implementation: 
·  Professional Body; 
·  Agent ETQA; 
·  SETA; 
·  Employer/s; and 
·  Provider/s. 

·  Fasset information 
pack  

Project team  

Obtain SETA endorsement for 
implementation 

 Project team  

Define dispute resolution 
mechanisms and outline escalation 
process and criteria 

 Professional body  

Submit funding application, if 
required 

 Project team  

Sourcing Training Materials & Providers 

Identify training providers to participate 
in the learnership implementation 

·  Fasset information 
pack 

Project team 
Provide list of training 
providers 

Identify gaps in existing training 
material against curriculum/ 
qualification 

·  Professional body 
curriculum criteria 
(academic check) 

Project team/ training 
provider 

 

Customise and/or develop training 
material and link to unit standards/ 
qualification 

·  Qualification and unit 
standards 

Training provider  
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Activities Documents Responsibility Role 

Developing Assessment Systems 

Identify gaps in assessment 
procedures 

·  Fasset information 
pack 

Project team/ 
employers/ training 
providers 

Guidelines 

Develop assessment process 
·  Unit standards and 

the qualification 

Professional body, 
employers and 
providers 

 

Develop assessment guides ·  SAQA requirements 
Professional body, 
employers and 
providers 

 

Train and register assessors ·  ETQA requirements 
Professional body, 
employers and 
providers 

 

 

8.1 Planning 

Equality of opportunity should be promoted when planning the development of a learnership.  Access to 
learning should be promoted by considering the delivery methods, location and support for learners.  It is 
also important to integrate different learning opportunities to meet the learning needs.  The following 
should be specified when planning a learnership: 
 

·  How the learning requirements will be met; 
·  The opportunities for achieving the learning objectives and outcomes; 
·  Support and guidance available for learners; 
·  The roles and responsibility of those involved in delivery of the learnership; and 
·  Methods of evaluation and assessment12.  

 
More information can be found through the following source: 
 
·  Criteria for the generation and evaluation of qualifications and standards within the National 

Qualifications Framework (www.saqa.org.za). 
 

8.2 Sourcing Training Materials and Providers 

The training material should be in line with the competencies described in the relevant unit standards.  
The target audience (learners) should be taken into account with the development of training material (e.g. 
if the learnership is developed for adults, adult learning principles should be applied).  The training 
material should further be suited to the specified NQF level and the content should be suitable for the 
purpose intended.  Not only is the readability and language of the training material important factors to 
take into consideration, but also the technical quality of the material.   
 
Only accredited training providers (accredited by their relevant ETQA) can offer training towards a 
learnership.    
A training provider is defined as “a body which delivers learning programmes which culminate in specific 
National Qualifications Framework standards or qualifications and/or manages the assessment thereof”13.   
 
Consult “Criteria and Guidelines for Providers”(www.saqa.org.za) for more information in this regard.    

                                                      
12 Coetzee, M.  2002.  Getting and Keeping your Accreditation.   
13 SAQA.  Criteria and Guidelines for Providers.    



 

 

8.3 Developing Assessment Systems  

In order for providers to become accredited, they are required to have systems in place for the 
assessment of learners.   This includes the registration of assessors with Fasset or the relevant 
professional body.   
 
SAQA14 defines assessment as: 
 

“…A structured process for gathering evidence and m aking judgements 
about an individual’s performance in relation to re gistered, national 
standards.” 

 
Assessment in this new context is therefore a structured, transparent, negotiated and objective activity 
that seeks to enhance both the learning process and the up-skilling of the South African workforce. 
 
By using the standards the assessor will be able to assess: 
 
·  If the learner has achieved the standard, or 
·  How far they have progressed towards meeting the standard 
 
If the learner does not meet the standard/s at the first attempt he/she should be given access to further 
learning opportunities and try again later.  The idea is not to “pass” or “fail” the learner rather it is one of 
the learner “meeting” or “not yet meeting” the standard.  In this way learners are encouraged to continue 
learning by recognising that they are at a point on a continuum of competence from “not yet ” meeting the 
requirement to “meeting the requirements  to prove competence”. 
 
Assessment is therefore based upon the concept of competence, which seeks to shift the focus from 
comparisons between learners based on individual characteristics to outcomes produced by the learner 
against an objective standard. SAQA’s definition of applied competence15 assists in the understanding of 
competence: 
 

“Applied Competence is the union of practical, foun dational and reflexive 
competence” 
 

Practical Competence 

Is the demonstrated ability to perform a set of tasks 
in an authentic context.  A range of actions or 
possibilities is considered, and decisions are made 
about which actions to follow. 

Foundational 
Competence 

The demonstrated understanding of what the 
learner is doing and why.  This underpins the 
practical competence and therefore the actions 
taken. 

Reflexive Competence 

The demonstrated ability to integrate performance 
with understanding, so as to show that the learner 
is able to adapt to changed circumstances 
appropriately and responsibly, and to explain the 
reason behind an action. 

 
This expanded definition of competence is essential for a rapidly changing work environment that 
demands that employees be flexible and responsive to the needs of the organisation.  This often entails 
managing different tasks within the job, the ability to respond appropriately to irregularities and 
breakdowns in routine, as well as the ever-increasing need for individuals to deal effectively with 
responsibility and accountability, often within a team context. 

                                                      
14 SAQA Guidelines for the Assessment of NQF registered unit standards & qualifications 
15 SAQA Guidelines for the Assessment of NQF registered unit standards & qualifications 



 

 
Essentially assessment is about making judgements and evaluations.  In the past, workplace assessment 
could be loosely characterised as subjective, discretionary and sporadic and ultimately did not promote a 
system of fairness and transparency. 
 
A typical assessment process is depicted in Figure 8-1. 
 

 

Figure 8-1: Typical Assessment Process 

 

8.3.1 Designing an Assessment System 

There are several components of assessment systems that need to be considered and these are 
depicted in Figure 8-2 
 
Fasset have developed a generic assessment policy document for use by all stakeholders. This 
generic assessment policy document can be obtained in our Downloads section on our website 
(www.fasset.org.za).   

2. Develop 
Assessment 

Guides

3. Determine Methods
of Assessment  &

identify opportunities 
for gathering evidence

4. Develop 
Assessment Plan

5. Design 
Assessment 

Activities

6. Discuss 
Assessment Plan 

with Candidate8. Provide Feedback

9. Document 
Candidates result

Competent or “NYC”

10. Provide for re-
assessment if 

necessary

11. Report relevant 
information to 

SETA

7. Conduct Assessment 
(gather evidence & use 

evidence to make 
judgment)

1. Select and 
match unit 

standards for 
Assessment

12. Evaluate the 
Assessment 

process



 

 
 

Figure 8-2: Designing an Assessment System 

 
More information can be found through the following sources: 
 

·  Guidelines for integrated assessment (www.saqa.org.za); 
·  Criteria and guidelines for the assessment of NQF registered unit standards and qualifications 

(www.saqa.org.za); and 
·  Criteria and guidelines for the registration of assessors (www.saqa.org.za). 

 
In addition, Fasset has developed a generic Assessment Policy on behalf of it stakeholders which can be 
accessed from the Downloads section of our website (i.e. www.fasset.org.za). 

DEVELOPMENT OF POLICY AND PROCEDURES TO GUIDE DESIG N AND IMPLEMENTATION

ASSESSORS
• selection
• training
• registration
• deregistration

ASSESSORS
• selection
• training
• registration
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ASSESSMENT METHODS 
& ACTIVITIES

•principles of good design
•assessment tools

ASSESSMENT METHODS 
& ACTIVITIES

•principles of good design
•assessment tools

MODERATION
• internal processes
• compliance with external 

ETQA/ SETA 
requirements

MODERATION
• internal processes
• compliance with external 

ETQA/ SETA 
requirements

QUALITY ASSURANCE SYSTEM

ASSESSMENT PROCESS
• All elements implemented and coordinated into an assessment process
• Specifies how an individual assessment takes place

PRACTICAL 
ORGANISATION

• access
• when, where, how, who 

pays

PRACTICAL 
ORGANISATION

• access
• when, where, how, who 

pays

ADMINISTRATION
• collection of information
• recording of information

ADMINISTRATION
• collection of information
• recording of information

APPEAL 
PROCESS

APPEAL 
PROCESS

LINKS TO 
OTHER  HR 
SYSTEMS

LINKS TO 
OTHER  HR 
SYSTEMS

Key OutputOngoing ManagementImplementation Planning

MANAGEMENT PROCESS

Key OutputOngoing ManagementImplementation Planning

MANAGEMENT PROCESS



 

 

9.  Stage 5 – Prepare for and implement the Learner ship 

 This stage involves the following activities: 
 
·  Establishing & managing the project team 
·  Defining stakeholder roles (including Employer; Learner; Training 

Provider, Professional Body and ETQA) 
·  Recruiting & selecting learners 
·  Administering Learnership agreements 

 
The scope of this document includes stages 1 – 4 of the learnership process and, therefore, is relevant to 
stakeholders who wish to design, register and develop a new learnership. 
 
Section 2 of the Fasset learnership Information Pack includes stages 5 – 6 of the learnership process and, 
therefore, is relevant to stakeholders who wish to implement an existing (including newly developed) 
learnership. 
 
 

10.  Stage 6: Monitor & Evaluate the Learnership 

 
 

This stage involves the following activities: 
 
·  Implementing monitoring and reporting systems 
·  Recording and correcting deviances from plan 
·  Evaluating learnerships and reporting to Fasset 
·  Consolidating lessons learned 

 
The scope of this document includes stages 1 – 4 of the learnership process and, therefore, is relevant to 
stakeholders who wish to design, register and develop a new learnership. 
 
Section 2 of the Fasset learnership Information Pack includes stages 5 – 6 of the learnership process and, 
therefore, is relevant to stakeholders who wish to implement an existing (including newly developed) 
learnership. 
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11.  Additional Information 

 
The following resource documents / reference materials are available on the Fasset website 
(www.fasset.org.za): 
 
·  Department Of Labour Registration Form 
·  Fasset Assessor registration form 
·  Fasset Criteria for Registration Of Learnerships 
·  Fasset Learnership Business Plan 
·  Fasset Learnership Implementation Guidelines 
·  Fasset Learnership Information Pack – Section 2 
·  Fasset Learnership Readiness Pack 
·  Fasset Learnership Registration Detail Form 
·  Fasset Learnership Reporting Form 
·  Fasset Learnership Workplace Readiness Checklist 
·  Learnership agreement document 
·  Sample contract of employment 
·  SARS tax deduction application form 
 
 
The complete Fasset learnership toolkit (including these resource documents) is available on CD upon 
request. 
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12.  Introduction 

The purpose of the Fasset learnership information pack is to provide you, the professional body, 
employer, learner or training provider with a definitive set of documents to guide you through the various 
stages of learnership design, development and implementation. The design of the pack is such that you 
may select only those sections that are pertinent to you. 
 
The complete information pack provides information and a guideline for each stage of the learnership 
development and implementation process and, where possible, contains references and links to pro-forma 
documents and templates (most of these documents can be downloaded from the Fasset website – 
www.fasset.org.za), as well as specific information for providers, learners, and employers. 
 
Professional bodies may utilise the information pack as a basis from which to add their specific 
requirements and therefore, when initiating or implementing learnerships, employers and learners are 
advised to refer to the relevant professional body for further information and guidelines.  
 
The complete information pack is divided into 2 broad sections, i.e: 
 
·  Section 1 

-  Overview of learnerships; 
-  Initiating a learnership; 
-  Designing a learnership; 
-  Registering a learnership; and 
-  Developing a learnership. 

 
·  Section 2 

-  Implementing a learnership; and 
-  Evaluating & monitoring a learnership. 

 
Section 1 of the Fasset learnership Information Pack is relevant to stakeholders who wish to design, 
register and develop a new learnership. 
 
The scope of this document (i.e. Section 2 of the Fasset learnership Information Pack) is relevant to 
stakeholders who wish to implement an existing (including newly developed) learnership. 
 

13.  Overview of learnerships  

Refer to Section 1 of the Fasset learnership Information Pack for a comprehensive overview of 
learnerships.  This overview includes: 
 
·  Background/legislative context 
·  Structure of learnerships 
·  Benefits/importance of learnerships 
·  Fasset’s approach to learnerships 
·  Fasset’s learnership funding policy 
·  Role of Professional Bodies 
·  Learnerships registered with Fasset and other sectors 
·  Reporting process/ requirements (record-keeping) 
·  Role players in the learnership development process 
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14.  The Learnership Process 

The learnership process can be divided into the following 6 main components:  
 
1.  Initiate the learnership 

-  Identify the need; and 
-  Prepare for development. 

2. Design the learnership 
-  Source or develop Unit Standards and qualification/s; 
-  Source or develop the curriculum framework; and 
-  Design systems for implementation. 

3. Register the learnership 
4. Develop the learnership 
5. Prepare for and Implement the learnership 
6. Monitor and evaluate the learnership 
 
The entire process of learnership execution is represented in Figure 4-1.   
 
 

Figure 14-1: 6 stage learnership process 

 
This document pertains to stages 5 – 6 of the learnership process and, therefore, is relevant to 
stakeholders who wish to implement an existing learnership. 
 
 

1. Initiate the 
Learnership

5. Prepare for & 
Implement the 
Learnership

2. Design the 
Learnership

Does the 
learnership 

exist?

Yes

No

3. Register the 
Learnership

4. Develop the 
Learnership

6. Monitor & 
Evaluate 

Learnership
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15.  Stage 1 - Initiate the Learnership 

----   
This stage involves the following activities: 
 
·  Identifying the need for the learnership 
·  Preparing/planning the design of the learnership 

 
The scope of this document (i.e. Section 2 of the Fasset learnership Information Pack) includes stages 5 – 
6 of the learnership process).  Section 1 of the Fasset learnership Information Pack includes stages 1 – 4 
of the learnership process and can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
 

16.  Stage 2 - Design the Learnership 

 This stage involves the following activities: 
 
·  Designing the Qualification 
·  Designing the Curriculum framework 
·  Preparing systems for implementation  

 
The scope of this document (i.e. Section 2 of the Fasset learnership Information Pack) includes stages 5 – 
6 of the learnership process).  Refer to Section 1 of the Fasset learnership Information Pack, which 
includes stages 1 – 4 of the learnership process. 
 

17.  Stage 3 - Register the Learnership 

 
This stage involves the following activities: 
 
·  Completing Fasset & Department of Labour learnership Registration 

documents 
·  Liaising with the Department of Labour  

 
The scope of this document (i.e. Section 2 of the Fasset learnership Information Pack) includes stages 5 – 
6 of the learnership process).  Section 1 of the Fasset learnership Information Pack includes stages 1 – 4 
of the learnership process and can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
 

18.  Stage 4 - Develop the Learnership 

 This stage involves the following activities: 
 
·  Planning 
·  Sourcing Training Materials & Providers 
·  Developing Assessment Systems 

 
The scope of this document (i.e. Section 2 of the Fasset learnership Information Pack) includes stages 5 – 
6 of the learnership process).  Section 1 of the Fasset learnership Information Pack includes stages 1 – 4 
of the learnership process and can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
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19.  Stage 5 – Prepare for and implement the Learne rship 

 This stage involves the following activities: 
 
·  Establishing & managing the project team 
·  Defining stakeholder roles & responsibilities (including Employer; Learner; 

Training Provider, Professional Body and ETQA) 
·  Recruiting & selecting learners 
·  Administering Learnership agreements 
·  Managing the learnership implementation  

 
 
The roles of the employer, learner, training provider and professional body cannot be underestimated in 
ensuring the success of the implementation of a learnership. As with most projects, the success of the 
implementation depends on careful and detailed planning at the outset of the project. This will ensure that 
the resource and mechanisms required to support a successful implementation are identified and in place 
throughout the project.  For this reason, this document focuses predominantly on the preparation/planning 
required to successfully implement a learnership in the workplace.  
 

Activities Documents Responsibility Role 

Establish & manage the project team 

Establish project team (if required)  Initiator  

Select provider/s and employer/s to 
implement the learnership 

·  DoL learnership 
regulations 

·  FassetQA 
requirements 

Project team  

Complete the Fasset funding 
application process (if required) 

·  Fasset project 
submission guideline 

Project team  

Compile detailed project plan and 
budget for the learnership 
implementation  

·  Completed Fasset 
business plan and 
budget (if submitted 
in Stage 1) 

Project Team  
·  Provide supporting 

documentation 

Compile communication strategy  
Project team with 
Fasset/ professional 
body 

·  Communicate with 
members 

Participate in Fasset learnership 
committees/ meetings as agreed 

 
Project team 
representative 
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Activities Documents Responsibility Role 

Define stakeholder roles & responsibilities 

Employer 

Select lead employer (if required)  Project team  

Ensure workplace readiness  

·  Employer checklist 
for workplace 
readiness 

(refer to Section 22.1 
to 22.3) 

Employer / 
Professional Body 

·  Provide/complete 
checklist for workplace 
readiness 

 

Identify in-house project owner/ 
sponsor 

 Employer  

Ensure alignment with ETQA agency 
and implementation of QMS for: 
·  Mentoring 
·  Assessment 
·  Learner support (including Induction) 
·  Management information system 
·  Learner records 
·  Learner feedback and evaluation 

mechanisms 
·  Performance management system 

·  FassetQA/Agent 
ETQA QMS 
requirements 

Employer / 
Professional Body 

Provide learnership-
specific guidelines 

Build capacity of mentors and 
assessors 

 
Employer / 
Professional Body 

·  Provide training and 
assessment 

·  Ongoing 
monitoring/moderation 

Submit application to register 
assessors to ETQA/ Agent ETQA 

 Employer  

Implement communication strategy  Employer  

Confirm and schedule work placement 
opportunities for learners 

 Employer  

Establish management information 
system, and maintain learner database 
and records 

·  Agent ETQA 
requirements 

Employer 
·  Provide requirements 

for MIS 

Resolve learner allowance and related 
employment issues 

·  DoL learnership 
guidelines 

Fasset/ employer 
·  Provide guidance on 

allowance/ 
employment issues 

Ensure relevant contracts and 
agreements concluded 

·  DoL learnership 
agreements 

Employer  

Align and implement dispute resolution 
mechanism 

·  ETQA agency/ 
FassetQA systems 

Employer 
·  Provide and interpret 

Guidelines 
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Activities Documents Responsibility Role 

Define stakeholder roles & responsibilities 

Learner 

Participate in learner induction 
programmes 

 Learner  

Sign learnership agreement 
·  Department of Labour  

learnership 
agreements 

Learner  

Complete learning  
Learner / Training 
Provider 

 

Training Provider 

Prepare for accreditation (develop 
QMS) 

 Training provider  

Submit accreditation application 
·  ETQA accreditation 

application 
Training provider  

Schedule training programmes/ and or 
on-the-job learning as per curriculum 

 Training provider  

Select in-house project owner/sponsor  Training provider  

Establish and implement QMS  Training provider  

 
Enter into learnership agreement 

·  Department of Labour  
learnership 
agreements 

Training provider  

Maintain learner records  Training provider 
·  Manage MIS 

requirements 



FASSET LEARNERSHIP INFORMATION PACK – Section 2 

11 Example SETA Learnership Guide.doc Page 36 

 

Date Last Amended: 14/03/2005 

 

 

Activities Documents Responsibility Role 

Define stakeholder roles & responsibilities 

Professional Body 

Submit signed learnership agreements 
to Fasset 

·  Learnership 
agreement and 
criteria for registration 

Professional Body  

Provide workplace readiness checklist 
and audit  

·  Checklist for 
workplace readiness 

Professional Body  

Institute learner selection mechanisms  

·  Entry level 
requirements (for 
specific qualification 
of the professional 
body) 

Professional Body  

Apply Recognition of Prior Learning ·  SAQA requirements Professional Body  

Maintain learner database 
·  FassetQA /Agent 

ETQA database 
requirements 

Professional Body  

Support and guide stakeholders in the 
system 

 Professional Body  

Define reporting criteria on learners  Professional Body 
·  Include criteria in 

guidelines 

Participate in agent ETQA workshops  
Professional 
Body/FassetQA 
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Activities Documents Responsibility Role 

Define stakeholder roles & responsibilities 

FassetQA / Agent ETQA 

Accredit training providers 

·  Criteria, guidelines 
and application forms 
for the accreditation 
of providers* 

FassetQA /Agent 
ETQA 

 

Register assessors 

·  Criteria, guidelines 
and application forms 
for the registration of 
assessors 

FassetQA /Agent 
ETQA 

 

Design and implement dispute 
resolution mechanisms 

·  DoL learnership 
guidelines 

FassetQA /Agent 
ETQA  

Establish certification process 
·  SAQA NLRD 

requirements 

FassetQA /Agent 
ETQA  

Recruit & Select Learners 

Institute learner selection mechanisms  

·  Apply professional 
body criteria, as well 
as DoL regulations 
(18/1 & 18/2 learners) 

Project team/ employer  

Apply Recognition of Prior Learning ·  SAQA requirements All  
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19.1 Preparation & Planning 

During the preparation and planning phase, the organisation will need to: 
 
·  Register Learners (i.e. enter into learnership agreement with the provider and learner; 
·  Define roles and assign organisational resources (i.e. including selecting mentors, coaches, assessors 

and moderators). 
·  Align processes/systems (i.e. ensure internal organisational alignment to learnership needs, including: 

contractual issues; learner support and guidance; workplace readiness; identifying internal resources 
for administration and learner support activities); and 

·  Prepare Learners. 
 

19.1.1 Register learners 

Before learners can commence with the learnership, the learnership agreement must be signed 
by all 3 parties (i.e. learners, employers and training providers). The learnership agreement is a 
legally binding document that needs to be signed by the employer, the provider and the learner. 
The agreement outlines the rights and duties of the various parties and also specifies the 
termination date of the learnership. If your organisation is employing learners for purposes of this 
learnership, they need to sign an employment contract. 
 
The learnership agreement must be carefully explained to the learners who should be aware of 
their contractual responsibilities and obligations as well as the duration of the agreement. 
Although this learnership agreement will have been explained to them during the learnership 
induction session, they may have organisation-specific queries that will need to be resolved. 
 
Fasset require the following to register learners on a learnership: 
 
·  Learnership agreement for each learner - signed by the employer and learner. If the 

agreement is being signed for the practical component, then the employer and the training 
provider could be the same organisation. The employer and the learner must initial each 
page. The original agreement must be sent to Fasset (posted/hand delivered)  

·  Signed copy of employment contract for each learner  
·  Proof of learner’s registration with professional body or training provider (including student 

number, where applicable)  
·  Proof of employer’s accreditation status with professional body or ETQA (copy of 

letter/certificate)  
 
Any additional criteria that may be required will be updated on the Fasset website 
(www.fasset.org.za).  
 
The completed learnership agreements must then be forwarded to Fasset.  Fasset will provide 
the employer with confirmation that learners are registered via a letter that will include the 
following details: 
 
·  Seta Name and Code  
·  Addressed to the Employer Organisation with Levy Number  
·  DoL Learnership Title  
·  DoL Learnership Code  
·  Full Names of Learner  
·  Learner ID Number  
·  Learnership Agreement Classification 18 (1) employed OR 18 (2) unemployed  
·  Date of Commencement of Learnership  
·  Date of Completion of Learnership  
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19.1.2 Define roles and assign organisational resources  

¨  Identify roles and responsibilities 

Table 19-1 contains some of the roles that may need to be defined for purposes of the 
learnership implementation. 16 
 

Role Responsibilities Potential job 
resources 

Learnership 
Sponsor / Co-
ordinator 

·  Overall management 
·  Overall monitoring 
·  Overall reporting 
·  Liaison with training providers, SETA’s, 

ETQA’s, SAQA,  DoL and learners 
·  Selection of training providers 
·  Selection and induction of learners 

·  SDF 
·  Training Manager 
·  Training team 

Learnership 
Administrators 

·  Administering Learnership agreements 
·  Scheduling 
·  Maintaining database 
·  Reporting 
·  General information sharing 
·  Communication 

·  Administrators 
·  Secretaries 
·  HR/ Training 

assistants 
·  SDF assistants 

Mentors/ Guides 
(May be one or a 
number of people per 
learner) 

·  Supporting learners 
·  Coaching learners 
·  Providing advice to learners 
·  Counselling learners 

·  Managers/Supervisors 
·  Trainers 
·  Dedicated mentors 
·  External consultants 

Assessors 

·  Developing assessment tools 
·  Planning assessment 
·  Conducting assessment 
·  Reporting on assessment 
·  Supporting learners 

·  Managers/Supervisors 
·  Trainers 
·  Dedicated assessors 
·  External consultants 

Moderators 
·  Moderating assessment process 
·  ETQA Reporting 

·  Managers/Supervisors 
·  Trainers 
·  Dedicated moderators 
·  External consultants 

Other 
·  Identify other internal roles necessary for 

successful implementation of learnerships. 
 

Table 19-1: Roles & responsibilities 

 
�  NOTE: Capacity building and training may be necessary for people who fulfil these 

learnership roles and responsibilities 

                                                      
16 Where employers have capacity constraints (i.e. may not have sufficient resources in-house to fulfill some of these roles) they 
can consider partnering with accredited Training Providers who may be able to fulfill some of these responsibilities (e.g. provide 
learner support and reporting functions). 
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¨  Define learnership communication procedures 

A communications strategy is essential to ensure the effective implementation and management 
of the pilot learnership project. The communications strategy should define each of the 
stakeholder groups (internal and external) and record their likely impact on the pilot learnership 
project.  In addition, this plan should record the action steps necessary to bring each stakeholder 
group to the desired level of commitment. The communications strategy will more than likely 
entail: 
 
·  Identifying audience groups (e.g. learners; training providers; assessors, ETQA) 
·  Determining communications channels/vehicles (e.g. intranet; newsletters; e-mails/memos) 
·  Highlighting messages and timing 
·  Discussing feedback mechanisms 
 
Some of the levels and forms of communication required before and during the implementation 
of a learnership are discussed in Table 19-2.  This high-level communication matrix can be used 
as a guide during the initial implementation stages and should ideally be personalised for the 
organisation.  This matrix, then, can be added to as the organisation progresses through the pilot 
implementation and should be one of the key tools utilised throughout the Supporting Learners 
and Feedback phases. 

 

Communication 
channel/vehicles 

Target audience When 

Organisational Awareness 

General awareness – posters/ 
notices/ short presentations  

All employees 
Prior to learnership 
implementation (during selection 
process) 

Awareness and buy-in – time 
commitments and possible 
training (e.g. assessment) 

Management 
Prior to learnership 
implementation (during selection 
process) 

Commitment and support – 
executive presentations and 
identification of learnership 
“champion” 

Executive management 
Prior to learnership 
implementation (during selection 
process) 

Capacity Building 

Learnership training 
Employees (learners) directly 
involved with learnerships 

Start of learnership 
implementation 

Mentorship training 
Managers and others who will act 
as mentors 

Start of learnership 
implementation 

Assessor training 
Managers and trainers who will be 
assessors 

Start of learnership 
implementation 

Moderator training 
Managers and others who will be 
moderators 

Start of learnership 
implementation 

Learner induction 
Organisation (Company-specific) 
induction 

Previously unemployed learners 
Prior to learnership 
implementation 

Learnership induction 
Currently employed learners 
Previously unemployed learners 

Prior to learnership 
implementation 

Table 19-2: Levels & forms of communication 
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The high-level communications “process” depicted in Figure 19-1 indicates some of the stakeholders that 
may be involved in the Learner Support stage and should be customised for the organisation to provide 
the contact details and scope of responsibility of each of the role-players (refer to Section 19.1.2 for more 
clarity regarding the different role-players). This represents just one example of the type of 
communications processes that will need to be defined for learners. 
 

 

Figure 19-1: Generic Learner Support communications  process 

 

19.1.3 Select Assessors and moderators 

¨  Assessor selection criteria 

The organisation will need to identify assessors during the initial stages of the learnership 
implementation. Assessors are not only required to be declared competent against the relevant 
unit standard, but must also be subject matter experts in the areas that they are assessing. 
 
Each organisation will need to determine its optimal ratio of assessors to learners based on their 
internal capacity and the availability of their subject matter experts. Where necessary, 
organisations may need to consider utilising the services of outsourced assessors. 
 
In terms of the assessment process the role of the Assessor is to: 
 
·  Inform the learner about the qualifications or unit standard requirements 
·  Support and guide the learner in the collection of evidence 
·  Help the learner to plan for the assessment 
·  Negotiate with the learner around the timing of the assessment 
·  Conduct the assessment and provide feedback 
 
In terms of the assessment process the learner is required to: 
 
·  Be familiar with the unit standards and/or qualifications he/she is assessing 
·  Know how to work with pre-designed assessment guides  
·  Collect the evidence 
·  Evaluate the evidence using the relevant criteria 
·  Make an assessment decision (competent and not yet competent) 

Ongoing Monitoring and Reporting
FASSETQA and project team

Learners

Learnership 
Administrator

Learnership 
coordinator

Mentors

Assessors

FassetLearners

Learnership 
Administrator

Learnership 
coordinator

Mentors

Assessors

Fasset
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Once the assessment decision has been made and feedback given to the learner, the assessor 
must: 
 
·  Meet all documentation and recording requirements 
·  Forward the results to the relevant ETQA for certification 
·  Comply with ETQA moderation requirements 
·  Review the assessment process and implement necessary changes 
 
Fasset have stipulated the following requirements for the continued registration as an assessor: 
 
·  Contact details kept current 
·  Adherence of Code of Conduct 
·  Keep abreast with amended Assessor Standards 
·  Application for full registration status pertaining to registered qualifications/standards 
·  Participation in professional development workshops on an annual basis 
·  Submission of Professional Development Log on an annual basis 
·  Submission of recommendations regarding the revision of qualifications/standards 
·  Compliance with moderation requirements 
·  Providing reports based on Fasset requirements 
·  Periodic submission of Learner Achievements based on the stipulated requirements 
 

�  NOTE: These criteria are continually being revised and are in no way meant to be a 
definitive  list of criteria. 

 

¨  Moderator selection criteria 

In the “SAQA system”, a substantial amount of assessment is undertaken by the provider and 
the individual assessor.  The role of moderation in this process is to ensure that the system is 
credible and that assessors and learners behave in an ethical manner.  There are two 
components – internal and external moderation.  This document is concerned with the former – 
i.e. internal moderation.  External moderation refers to the moderation that FassetQA will 
undertake in order to ensure consistency across providers and further details can be found in the 
Fasset Training Provider Accreditation information pack which can be obtained in the Downloads 
section on our website (www.fasset.org.za).   
 
Internal moderation “ensures that assessments conducted in a single learning provider are 
consistent, accurate and well-designed”. Trained moderators are essential to any learning 
context, organisation or workplace.  "Moderation ensures that all assessors who assess against 
a particular unit standard are using comparable assessment methods and making similar and 
consistent judgements about a learner's performance." (SAQA Regulations) 
 
In terms of the assessment process the role of the moderator is to: 
 
·  Establish systems that standardise assessment 
·  Monitor consistency of assessment records 
·  Check the design of assessment materials 
·  Monitor assessment processes 
·  Check evidence 
·  Check the decisions of the assessor for consistency 
·  Co-ordinate assessor meetings 
·  Liaise with external moderators 
·  Provide appropriate and necessary support, advice and guidance to assessors 
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19.1.4 Select coaches/mentors 

Traditionally, the education and training supply has largely been a combination of internal 
training and external training based on available expertise.  The learnership model recognises 
that informal training occurs in the workplace, on-the-job or during extra-curricular activities – i.e. 
“formal” training may also conducted on-the-job with formal coaching and structured work 
experiences 
 
Coaching/mentoring is a form of learning requiring a more experienced individual providing and 
sharing their knowledge directly with the individual.  Coaching usually provides the most direct 
approach to acquiring knowledge and is most appropriate for skills-based instruction. When 
combined with a structured learning program, coaching is one of the best methods of reinforcing 
new habits.   
 
Mentoring is a one-to-one relationship based on encouragement, constructive comments, 
openness, mutual trust, respect, and a willingness to learn and share. It exists between a more 
experienced employee (sometimes, but not necessarily, a supervisor) and a less experienced 
employee (e.g. a learner).  The mentor is a model, a motivator and a counsellor to the learner. 
The mentor's responsibilities include: 
 
·  Helping the student set long-term career goals and short-term learning objectives; 
·  Helping the student understand the organisational culture; 
·  Recommending and/or creating learning opportunities; 
·  Transferring knowledge in areas such as communication, critical thinking, responsibility, 

flexibility, and teamwork; 
·  Pointing out strengths and areas for development; 
·  Answering any questions; and 
·  Providing guidance on personal matters.  
 

¨  Mentor selection criteria 

Mentors will often have very different personality or management styles but should have several 
characteristics in common. A good mentor: 
 
·  Is an established employee; 
·  Understands the organisation and its culture; 
·  Is available and willing to spend time with the student, giving appropriate guidance and 

feedback; 
·  Enjoys helping others; 
·  Is open-minded; 
·  Is flexible, empathetic, and encouraging; 
·  Has very good communications skills; and 
·  Stimulates the student's thinking and reflection. 
 
To ensure the effective roll out of the mentoring programme, we recommend that the following 
be in place: 
 
·  You have support from top officials and the target audience; you and your task force have 

time and resources to spend; 
·  The organisational climate is healthy (business is good, you’re hiring or at least not laying 

off, and people have expressed interest in developing and learning); 
·  Some informal mentoring is already happening, and people speak well of it; 
·  You have some specific goals in mind for the mentoring effort; and  
·  Mentors and learners have time to meet and work on development activities together (even 

if most of their exchanges will be by telephone).  
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19.1.5 Identify Training Provider/s  

During the implementation process, organisations will need to identify suitable training providers 
to deliver the off-the-job learning programmes. These training providers may be internal or 
external. 
 
In terms of current skills legislation, providers of training courses need to be registered with and 
accredited by their relevant ETQA in order to provide training interventions.  SAQA defines a 
training provider as: 
 

“A body which delivers learning programmes which culmi nate in specified 
National Qualifications Framework standards or qual ifications and 
manages the assessment thereof ”. 

 
Training providers are not only training companies, but also employers who provide their own 
internal training courses to staff. Many training providers offer training in short courses as well as 
full qualifications.  Therefore, in order to ensure the quality of the training programmes 
throughout the learnership project, it is recommended that the organisation use accredited 
training providers (or providers who are in the process of gaining such accreditation). The 
training provider will need to be accredited with an ETQA who will quality-assure delivery of the 
learning programmes. In addition, employers will need to be accredited as a workplace provider.  
 
During the accreditation process FassetQA will accredit providers as well as accredit learning 
sites. This means that quality will be checked and ensured through external validation. The 
ETQA will visit the Workplace/Employer to check on their Quality Management System (a 
documented set of policies and procedures for Training and Development). This ensures that the 
quality and standard of learning delivery meets quality requirements. Further information 
regarding this process is contained in the Fasset Training Provider Accreditation Information 
Pack which can be obtained in the Downloads section on our website (www.fasset.org.za).   
 
During this process, employers may need to refer to the SAQA Criteria and Guidelines for 
Providers and Guidelines for the Assessment of NQF registered Unit Standards and 
Qualifications which can be obtained from the SAQA website or in the Downloads section on our 
website (www.fasset.org.za).   
 

¨  Training provider selection criteria 

The following criteria are guidelines for the selection of training providers. Employers may 
request information relating to: 
 
·  Proof of the provider’s legal status 
·  Indications of the provider’s track record in the form of learner achievement rates 
·  Audited financial statements 
·  Administrative systems to effectively implement the learnership 
·  Staff capacity, training and registration 
·  Quality of physical resources, facilities 
·  Training material and whether it complies with the principles of outcomes based learning 
·  Capacity for learner support, counselling 
·  The quality assurance systems and processes that have been developed 
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19.1.6 Align processes/systems 

There will be certain reporting requirements around the implementation of the learnership. It is 
recommended that the additional reporting be incorporated into your existing systems.  Different 
organisations will have different systems for reporting and, therefore, it is not possible to cover 
the alignment of all of the different systems within this document. We have identified various 
systems that might require alignment and have indicated the documents that you could 
reference in the process of this alignment. 
 

Organisation Systems Learnership reporting Source Documents 

Recruitment Learnership Agreement 

·  Government Gazette Vol. 415, 
No. 20831, 26 January 2000; 
Regulation Gazette, No. 6722 No. 
R. 69 

Induction Learner Induction 
·  Fasset learner induction 

presentation 

Personnel Administration Learnership Administration 
·  Fasset training provider 

application 

Job supervision Mentoring/Coaching 
·  Learnership readiness – 

Information Pack Section 2 

Skills Planning 
Sequencing of learning on 
learnership 

 

Performance Appraisal Assessment of competence 
·  Fasset Generic Employer 

Assessment Policy 
Career Development Scheduling on learnerships  

Discipline - performance Assessment of competence 
·  Fasset Generic Assessment 

Policy 
 

19.1.7 Prepare Learners 

It is important for employers to ensure “learner readiness” before the learner formally starts 
learning and development. For this reason, when employers implement a learnership, it is typical 
to spend the first few months in developing organisational capacity, ensuring workplace 
readiness and, finally, ensuring learner readiness. 
 
Before an individual training plan can be compiled for each learner, it is important to determine 
“what they already know”. This, for example, helps to ensure that the learner does not have to 
attend training courses unnecessarily if they have already attended such a course or have 
gained the relevant experience through other means. 
 
The two main activities that the organisation would need to consider when preparing learners 
are: 
 
·  Conducting self assessments; and 
·  Preparing Portfolios of Evidence. 
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¨  Conduct Self Assessments  

This is simply the process by which the learner evaluates himself/herself against the 
requirements of the learnership/qualification.  The advantages of self assessment are: 
 
·  The learner is aware of his/her own progress 
·  Enhances the self esteem of learner 
·  Increases learner’s sense of responsibility and motivation 
·  Learner can develop & improve at own pace 
·  Learner is more likely to be fully prepared for the summative assessment 
·  Less likelihood of appeals and re-assessments 
 
A high-level self assessment process for learners is detailed below:    
 
1. Obtain the unit standards relevant to the learnership/qualification  
2. Read the unit standards thoroughly, ensuring a comprehensive understanding of the unit 

standard and its stipulated outcomes 
3. Review the Assessment Guides developed for each of the unit standards 
4. Based on the unit standards, think about and document your ability in relation to the 

requirements of the unit standard (these can be rough notes) 
5. Highlight those unit standards for which you believe you have no or very little experience 
6. Think about the evidence you can gather in relation to the unit standards you believe you are 

ready to complete the summative assessment for 
7. Complete the Portfolio of Evidence Template 
8. Complete any relevant questionnaires or checklists that have been developed for your self 

assessment  
 

¨  Prepare Portfolio of Evidence 

A Portfolio of Evidence is a collection of different types of evidence relating to the work being 
assessed.  It should include examples of the actual work completed by the learner.  It is one of 
the ways in which the Recognition of Prior Learning is achieved.  “RPL is giving credit  to what 
learners already know and can do regardless of whether this learning was achieved formally, 
informally or non-formally.”   
 
It is important to note that there is no difference in the assessment of previously acquired skills 
and knowledge that was achieved through a current learning programme.  In both instances, all 
the requirements of the unit standard must be fulfilled.  However, with RPL, the learner is not 
required to go through a learning programme. 
 
When compiling a Portfolio of Evidence, the learners should bear in mind that learning occurs in 
the following areas: 
 
·  Formal education & training programmes 
·  Formal and informal on the job education and training 
·  Self-study for enjoyment 
·  Informal experience gained in the workplace or community 
·  Non-formal in-house education and training 
 
Whilst the assessor and learner may jointly plan the portfolio of evidence, it is important to bear 
in mind that it is the learner’s  responsibility to collect the evidence and compile the portfolio. A 
sample Portfolio of Evidence template is contained in Annexure B: Portfolio of Evidence 
Template. This template can be customised by each employer to suit their own specific 
requirements. 
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The type of evidence required will be determined by the Assessment Guide developed for each 
unit standard.  However the types of evidence that might typically be included in a Portfolio of 
Evidence include: 
 
·  Direct observation/questioning 
·  Product and output evaluation 
·  Team outputs 
·  Work completed at an earlier stage 
·  Performance appraisals 
·  Training records 
·  Reviews and commendations/testimonials 
·  Certificates and Qualifications 
·  Client ratings 
 
It is important for learners to understand that the rules governing the evaluation of evidence 
apply in ALL instances.  Ultimately, this will make it necessary to have a balanced portfolio when 
proving competence.  Assessor’s are trained on this point and will evaluate the evidence 
according to it’s: 
 
·  Validity; 
·  Authenticity; 
·  Currency; 
·  Consistency; and 
·  Sufficiency. 
 
More information on the assessment process is contained in Section 19.4. 
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19.2 Align learning materials 

During this stage, the organisation will need to conduct the following high level activities: 17  
 
·  Review SAQA level descriptor document (where required) 
·  Review unit standards 
·  Review current learning outcomes 
·  Identify gaps (i.e. conduct a gap analysis of current learning programmes versus required learning 

programmes) 
·  Close the gaps 
·  Schedule training and compile learning plans  
 
It is recommended that, during this stage, employers refer to the Fasset Training Provider Accreditation 
Information Pack for additional guidelines and information (www.fasset.org.za). 
 

19.2.1 Review the level descriptor document 

The level descriptor document can be found on the SAQA website (http//www.saqa.org.za) and 
may be used to assist compilers of qualifications in locating the qualifications and standards on 
the appropriate level of the NQF.  It also shows the ability of level descriptors to facilitate the 
articulation of learners’ movement between levels in logical learning pathways, and assists in 
ensuring that the movement from one level to another is manageable. 
 
Within the level descriptor document, both the unit standards and qualifications are assigned to 
one of the eight NQF levels according to their incremental complexity of process, learning, 
responsibility and application. SAQA has accepted a credit system on the basis of one credit 
equalling ten hours of notional learning. This nominal time period is based on assumptions about 
the time it would take an “average” learner to acquire the skills and knowledge specified in each 
unit standard.  This period includes attending lectures and tutorials, carrying out experiments, 
project work, home study, etc.  
 
The unit standards are the building blocks of qualifications and qualifications can be viewed as 
clusters of outcomes of learning and/or workplace activities.  These clusters can be seen as 
being the outcome-profile of what people can do in either a work role, or at the endpoint of a 
learning pathway, or at significant milestones in a learning or career pathway. 
 

19.2.2 Review the unit standards 

Unit standards are a collection of knowledge, skills and attributes in which a candidate must 
prove competence during assessment to gain credit on the NQF.  Unit standards are, therefore, 
not a course of study but, rather, credential learning that meets national standards. The three 
interrelated components of education and training below highlight that learning must be towards 
a unit standard and assessment must be against the unit standard. 
 

 

 

                                                      
17 Where employers have capacity constraints (i.e. may not have sufficient resources in-house to complete some of these 
activities) they can consider partnering with accredited Training Providers who may be able to fulfill some of these responsibilities 
(e.g. reviewing unit standards, developing workplace “curricula” or learning paths, etc.). 

Learning
Programme

Unit
Standard

Assessment
Activities

Learning
Programme

Unit
Standard

Assessment
Activities
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Correct interpretation of the unit standard is critical and requires an understanding of the 
purpose of the main components of a unit standard i.e. title, purpose, specific outcomes, 
assessment criteria and range.  All the components together inform learners, assessors, trainers 
and all other users of what the expected outcomes are, in what contexts and to what standards. 
 
Unit standards are not descriptions of the content, procedure or methodology of learning, nor are 
they replacements for curriculum documents and guidelines.  In addition, unit standards do not 
replace assessment tools, assessment documents and guidelines.  
 
Unit standards inform learning programme developers of what the outcomes of learning ought to 
be, and inform assessors what should be assessed and the quality of evidence (or performance) 
required. 
 

19.2.3 Review current learning outcomes 

Learning outcomes are the specific areas that the learner must master in order to become fully 
competent against the unit standard. The difference between a unit standard and a learning 
outcome is that unit standards apply to the job, whereas learning outcomes apply to the learning 
intervention.  A learning outcome is a statement of what the learner should be able to do by the 
end of the learning intervention 
 
Learning outcomes are important for assessment as the specific outcomes are assessed.  The 
assessment criteria tell the assessor what evidence to look for, and what the quality of that 
evidence must be.  Assessment criteria should not specify procedures or processes of 
performing or learning – these belong in Standard Operating Procedures or Learning 
Programmes, but are the most important part of a unit standard as they define the proof 
necessary to determine a person is competent or not yet competent. 
 

19.2.4 Identify and close gaps  

Once the gaps have been identified the learning programmes will need to be amended, where 
necessary, or new ones created in order to meet the required needs.   
 
Fasset recommends the following process when designing a learning programme specifically for 
the registered unit standards: 
 
·  Review the title, specific outcomes and critical cross-field outcomes of the unit standards. 
·  Write the learning outcomes for your learner based on the specific outcomes and critical 

cross-field outcomes described in the unit standards. 
·  Consult with potential clients or subject matter experts regarding the content of the 

programme, to ensure that it meets their needs from the work and / or technical point of 
view. 

·  Select the most appropriate learning methodology for the learning programme, e.g. a 
course, distance learning, on-the-job coaching. 

·  Write your training material, ensuring that all the specific outcomes, the assessment criteria, 
the range statements, and the critical cross-field outcomes are addressed in the material 
and that it covers the knowledge, skills AND attributes referred to in the unit standard. 

 
Whilst developing the learning programmes it is important to bear in mind that a learning 
programme outcome is not the same as a specific outcome, which is a generic outcome.  A 
learning programme based upon a unit standard, requires the curriculum developer to decide 
what outcomes the learners must achieve by the end of the training. These ‘personalised’ 
outcomes (which are based upon the specific outcomes stated in the unit standard) are called 
learning programme outcomes and must be measurable i.e. you must be able to assess exactly 
what the learner will be able to do.  
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19.2.5 Schedule training and compile learning plans  

When scheduling training and finalising learning programmes and plans, you need to establish 
the historical training details of each learner, including determining which courses learners have 
attended, which unit standards they may wish to be RPL’d against, the timing of the Learnership 
(i.e. 18 months) and the ideal assignment of mentors and training providers. 
 
Thus, it is important that, by this stage, the learners have completed their self-assessment and 
compiled their portfolio of evidence.  Only once the individual skills gaps have been identified 
can the learning plans be compiled based on what the learner requires to "fill in the gaps" in their 
portfolio of the skills and knowledge required to be competent against the unit standards for the 
learnership. 

 

19.3 Provide Learning 

During this stage of the learnership implementation, the organisation will need to focus on the following 
major activities: 
 
·  Administering learning (reporting systems; record-keeping; etc) 
·  Assigning mentors/coaches 
·  Providing learning to the learners according to the learnership curriculum (workplace component; 

rotation of learners; formative assessment); and 
·  Managing quality (Conforming with FassetQA requirements i.t.o. assessment & moderation; Pilot 

Project reporting; Evaluating training and providing feedback 
 
In essence, this means that the organisation will need to: 
 
·  Work closely with the training provider in managing the learnership process; 
·  Provide support to the learner through mentoring and feedback;  
·  Assess the learners; 
·  Moderate assessment and assessors; and 
·  Keep records and submit reports to the ETQA. 
 

19.3.1 Administer learning 

In administering learning, organisations will need to focus on two broad areas, i.e.: 
 
·  Planning, scheduling and controlling training resources (e.g. training costs, instructors, 

mentors, training venues, etc.) 
·  Delivery and quality of learning (e.g. learning progress; learning achievements, learning or 

instruction problems; etc.) 
 
Traditionally, training administration required that trainers plan, organise and control the learning 
and availability of learning resources whilst learners were expected to be passive recipients of 
training. 
 
Whilst it is still critical for trainers to plan, organise and control the availability of learning 
resources, the “new” approach to learning requires active participation of the learner in the 
administration process and learners must be involved in planning, organising and controlling 
their learning. Part of this administration process will involve learners and trainers identifying 
opportunities for experiential learning and harnessing these opportunities and recoding the 
outcomes (e.g. Learner updating their Portfolio of Evidence). 
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19.3.2 Assign mentors/coaches 

The role of the mentor was discussed in 19.1.2. It is important to carefully match the learners to 
appropriate mentors based on the several factors, including: 
 
·  Personality/temperament (of both mentor and learner) 
·  Experience (of both mentor and learner) 
·  Subject Matter expertise (of mentor) 
·  Time available (of mentor) 
·  Location (of both mentor and learner) 
 

19.3.3 Provide learning 

It is important to bear in mind that providing learning in a variety of different ways ensures that 
learners can select the method best suited to them and their circumstances – that is to say, 
technically it does not matter how  they learn, as long as it leads towards the achievement of the 
prescribed learning outcomes, which in turn, lead to the achievement of unit standards. 
 
During this stage, organisations will need to consider the following points: 
 

¨  Link workplace and provider learning 

The learning will only be consolidated if the structured work experience supports the learning 
from the provider. The structured work experience needs to provide the learner with adequate 
exposure to a broad spectrum of work situations. As such, a close relationship should be 
established and maintained between the employer and the provider. 
 

¨  Rotate learners between workplace and provider (or between workplaces)  

The practicalities of where the learner will be placed in the workplace need to be considered. 
The learner may require close monitoring and coaching initially and with time as the learner 
becomes more competent and confident, this will decrease. 
 
The structured work experience should include18: 
 
·  a clear documented understanding of what is expected of the learner, the employer and the 

workplace mentor 
·  a planned, systematic experience of a range of work activities (in an SMME or non-formal 

context this is likely to be less structured but the learner should experience a range of 
different jobs) 

·  specified learning and assessment tasks  
·  scheduled times for learners to come together  
·  clear guidelines on what will be assessed and how learners will be assessed during the 

work placed learning 
 
Knowledge theory and practical skills can be gained in different ways, i.e.; 
 
·  formal lectures  
·  distance education/ part-time studies  
·  practical demonstrations by a coach  
·  reflection while learning.  
 
It will be important to encourage all of these types of learning in the workplace. 

                                                      
18 Learning Implementation Guidelines - COTT 
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Through the workplace experience the learner needs to progress from requiring a large amount 
of support to a state of independence. This can be achieved through: 
 
·  providing modelling  opportunities where the learner is exposed to experts 
·  starting with simple skills and slowly progressing to  more complex skills 
·  exposing the learner to a range of activities  and not just repetitive tasks 
·  proving opportunities that are challenging, involve uncertainty and require so me 

problem solving 
·  provide for opportunities involving collaboration  with other learners 

 

19.3.4 Manage quality 

Throughout the learnership implementation, organisations will be responsible for ensuring quality 
 
Quality assurance is one of the most important principles of the NQF. Every standard and 
qualification registered on the NQF, and all the learning and assessment that takes place, is 
subject to a quality assurance process. The quality assurance process begins with setting 
standards and helps providers develop and maintain training programmes that meet the 
standards.  
 
SAQA and their accredited Education and Training Quality Assurance Bodies (ETQAs) provide 
the enabling and regulatory framework for implementing the quality assurance systems and 
processes required by the NQF.  To meet the requirements of SAQA, training providers will have 
to document their quality management systems.  To ensure that these training providers are 
maintaining the quality of registered standards and qualifications, SAQA accredits ETQAs to 
monitor and audit the processes through which learners are to receive formal recognition for 
achieving NQF qualifications and standards.  The quality assurance process includes ensuring 
that there are assessors, who are registered by the ETQAs, to ensure that learners are 
assessed according to the same standards. 
 

¨  Quality assure delivery of the learning programmes 

FassetQA will accredit providers as well as accredit learning sites. This means that quality will be 
checked and ensured through external moderation. Where required, FassetQA will visit the 
Workplace/ Employer to check on their Quality Management System. This ensures that the 
quality and standard of learning delivery meets quality requirements. 
 
In order to ensure that employers meet the quality standards and requirements as stipulated by 
FassetQA and SAQA, it is recommended that employers refer to the FassetQA Training Provider 
Accreditation Information Pack which can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
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19.4 Assess Learners 

SAQA19 defines assessment as: 
 

“…A structured process for gathering evidence and m aking judgements 
about an individual’s performance in relation to re gistered, national 
standards.” 

 
Assessment in this new context is therefore a structured, transparent, negotiated and objective activity 
that seeks to enhance both the learning process and the up-skilling of the South African workforce. 
 
By using the standards the assessor will be able to assess: 
 
·  If the learner has achieved the standard, or 
·  How far they have progressed towards meeting the standard 
 
If the learner does not meet the standard/s at the first attempt he/she should be given access to further 
learning opportunities and try again later.  The idea is not to “pass” or “fail” the learner rather it is one of 
the learner “meeting” or “not yet meeting” the standard.  In this way learners are encouraged to continue 
learning by recognising that they are at a point on a continuum of competence from “not yet ” meeting the 
requirement to “meeting the requirements  to prove competence”. 
 
Assessment is therefore based upon the concept of competence, which seeks to shift the focus from 
comparisons between learners based on individual characteristics to outcomes produced by the learner 
against an objective standard. SAQA’s definition of applied competence20 assists in the understanding of 
competence: 
 

“Applied Competence is the union of practical, foun dational and reflexive 
competence” 
 

Practical Competence 

Is the demonstrated ability to perform a set of tasks 
in an authentic context.  A range of actions or 
possibilities is considered, and decisions are made 
about which actions to follow. 

Foundational 
Competence 

The demonstrated understanding of what the 
learner is doing and why.  This underpins the 
practical competence and therefore the actions 
taken. 

Reflexive Competence 

The demonstrated ability to integrate performance 
with understanding, so as to show that the learner 
is able to adapt to changed circumstances 
appropriately and responsibly, and to explain the 
reason behind an action. 

 
This expanded definition of competence is essential for a rapidly changing work environment that 
demands that employees be flexible and responsive to the needs of the organisation.  This often entails 
managing different tasks within the job, the ability to respond appropriately to irregularities and 
breakdowns in routine, as well as the ever-increasing need for individuals to deal effectively with 
responsibility and accountability, often within a team context. 

                                                      
19 SAQA Guidelines for the Assessment of NQF registered unit standards & qualifications 
20 SAQA Guidelines for the Assessment of NQF registered unit standards & qualifications 
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Essentially assessment is about making judgements and evaluations.  In the past, workplace assessment 
could be loosely characterised as subjective, discretionary and sporadic and ultimately did not promote a 
system of fairness and transparency. 
 
A typical assessment process is depicted in Figure 8-1. 
 

 

Figure 19-2: Typical Assessment Process 

 
More details regarding the design/development of assessment policies and systems can be found in the 
Fasset learnership Information Pack – Section 1 which can be obtained in the Downloads section on our 
website (www.fasset.org.za).   
 

19.4.1 Principles of assessment 

Assessment must be: 
 
·  Fair;  
·  Reliable;  
·  Valid; and 
·  Transparent & Open. 
 
In addition, assessment must allow for reasonable adjustment (adjustments that may need to be 
made for learners with special needs – e.g. a deaf learner should not be exposed to oral 
questioning). 
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19.4.2 Types of Assessment 

There are different types of assessment that can occur, namely: 
 
·  Formative Assessment,  which is conducted during learning and is a way of assessing how 

the learning is progressing.  It is an opportunity for the learner to get feedback on how they 
are progressing towards their goals and can be a time to identify the need for additional 
training. 

·  Summative Assessment  occurs at the end of the learning process and is a way of 
assessing how well everything has been understood and learnt. This involves gathering 
evidence and making a judgement as to whether the learner has met all the competence 
requirements. Only a registered assessor may conduct a summative assessment.  

·  Self-assessment is when a learner assesses him/ herself. This is very useful for learners in 
that they can check their own progress and identify areas that may need improvement. 
Normally, training material will include self-assessment activities. It is the responsibility of 
the learner to do self-assessment and so improve his/ her confidence prior to summative 
assessment. 

·  Integrative Assessment  takes place throughout the learning programme and checks how 
well all the parts of the learning have been applied together. This means a combination of 
theory and practice and evaluating a range of competencies. For example, an assessor 
observes a learner during the course of a day’s work and checks how the learner uses all 
his/ her learning in daily work activities. The assessor may ask, does the learner combine 
everything he/ she has learnt in order to function within a specific job 

 

19.4.3 Develop an assessment strategy, policies and procedures 

There are several components of assessment systems that need to be considered and these are 
documented in the Fasset learnership Information Pack – Section 1 which can be obtained in the 
Downloads section on our website (www.fasset.org.za).   
 
Fasset have developed a generic assessment policy document for use by all stakeholders. This 
generic assessment policy document can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
 
In summary, Employers and Training Providers will need to develop an assessment strategy or 
plan in consultation with key stakeholders (i.e. learners, unions, managers etc.) The strategy 
should also be linked with the business plan and workplace skills plan. The strategy will provide 
guidance and principles for all role players involved in the learnership in the form of policies and 
procedures for assessment. An Assessment strategy for an Employer should contain information 
relating to: 
 
·  Procedures for assessment; 
·  The criteria for identifying and appointing assessors; 
·  The training and registration of assessors; 
·  Policies and procedures relating to the assessment of RPL; 
·  Record keeping;  
·  Quality assurance and moderation; and 
·  An appeals procedure. 
 
The assessment process should be outlined in the organisation’s assessment strategy and gives 
clear directions in terms of how assessment takes place from start to finish. The role-players 
involved in the assessment process include: 
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·  Learners  – who learn towards unit standards and are assessed against unit standards 
·  Assessors  – who are registered to conduct workplace assessment and make a judgement 

on whether a learner is competent or not yet competent 
·  Moderators  – who are registered to evaluate the assessment process and assessors 
·  Employers/Training providers  – who develop the assessment strategy and may collate 

assessment guides and activities. Administration personnel keep records of assessments 
and feed this information through to the ETQA. 

·  FassetQA/Agent ETQAs  – who will register assessors and may provide assessment 
guides and templates 

 

19.4.4 Recognition of prior learning (RPL) 

Assessment should also take into account learning that has occurred outside of the formal 
system. Recognition of Prior Learning (RPL) is concerned with assessing what people have 
learned on the job and through experience. Through the RPL process, learners are given the 
opportunity to demonstrate their existing knowledge and ability. The RPL process does not differ 
from normal assessment as the learner is still required to comply with all the requirements 
specified by the unit standard.  
 
Workplace assessment entails proving that one is competent as opposed to how  skills were 
acquired.  This means that in some instances learners will not have to attend actual training 
courses in order to be recognised as competent.  The new system allows for learning that takes 
place in different ways. Learners could have acquired skills and knowledge through, for example: 
 
·  Formal training courses/qualifications; 
·  Informal on-the-job training; 
·  Self–study; 
·  Work experience; and 
·  In-house training courses. 
 
This system recognises that regardless of how learning was acquired, an individual has the right 
to be formally recognised for their competence through assessment. RPL allows learners to be 
assessed for skills and knowledge that they already have. 
 
In learnerships, unemployed learners may have some work experience which needs to be 
recognised in the selection process. This means that the skills learners have when they start a 
learnership must be recognised at the start. If certain skills are recognised at the start, the 
learner may not have to attend certain formal training, but will still have to undergo assessment. 
The learner must provide evidence of the skills he/ she already has in the form of actual 
certificates, qualifications or examples of work completed. 
 

19.4.5 Conduct assessment 

Figure 19-3 illustrates a typical process to follow when assessing learners: 
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Figure 19-3: Conducting assessment 

 
Each organisation will need to customise this process to suit their specific requirements and it is 
recommended that the contact details of the various role-players be included in such a process. 
For use by Fasset stakeholders, a generic Assessment Policy document was developed that 
organisations may use as a basis for developing their specific processes. This generic 
assessment policy document can be obtained in the Downloads section on our website 
(www.fasset.org.za).   
 

19.4.6 Implementation issues 

You may find that you do not need to develop new systems for assessment for learnerships as 
there may be human resources processes in place already. You may also adapt some systems 
established for performance management.  Implementing competency-based assessment 
requires a transformation of both the workplace and institutional learning and the process will 
take some time. It is important to use what framework does exist and to build capacity in those 
areas where it does not exist.   
 
In a learnership, learners undergo assessment in order to check their competence. If successful, 
a learner receives unit standards and a national qualification. Assessment is seen as part of the 
learning process and is therefore structured into the learner’s learnership schedule. During a 
learnership, a learner will gain new skills through on and off the job training. Theses new skills 
will be assessed in different ways to establish whether the learner is competent. 
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19.5 Support Learners 

The learnership will only succeed if the learning environment is supportive and enabling. This means that 
both the workplace and the training provider must be supportive of the learning process. 
 
When a learner enters the learnership programme they will need advice at several stages. Initially (during 
the Preparing Learners stage) learners and mentors would, most likely, conduct an initial “guidance 
interview” which would enable the learner to subsequently conduct their self-assessment and create a 
Portfolio of Evidence   
 
Throughout the learnership implementation the learner will need further guidance and support. Employers 
should be able to guide and inform their learners in the following ways: 
 
·  Arrange the learnership agreement; 
·  Explain the requirements and outcomes of the learnership;  
·  Conduct a needs analysis to decide an appropriate learning programme; 
·  Identify and assess prior learning;  
·  Arrange for accreditation of prior learning; 
·  Help learners to prepare individual learning plans; 
·  Advise on appropriate and available learning programmes, time, attendance requirements, open and 

distance learning facilities; 
·  Explain financial implications associate with the learnership (e.g. loss of consulting revenue/reduction in 

chargeability); 
·  Give general counselling throughout the programme. For example: 

-  Facilitate discussion around learning 
-  Identify opportunities for support (learners and mentors) 
-  Help learners to identify opportunities for experiential learning 

·  Record and report learner achievements in the programme; 
·  Track progress against reporting templates; 
·  Facilitate grievances, appeals, etc; and 
·  Co-ordinate with Fasset to ensure that the qualification is awarded. 
 
Many of these activities have been discussed in other sections within this document and, therefore, will 
not be explored in further detail in this section. However, employers must remember that if support or 
guidance is given to a learner, in any of the above stages, the employer needs to keep a record of this for 
the learner’s profile. 
 
It may not be possible for an employer (particularly SMMEs) to give guidance and support to their learners 
in all of these areas and, therefore, the employer may need to refer learners to specialist agencies or 
counsellors (i.e. outsource some of the learner support functions). Networking with other employers who 
are participating in the same or similar learnership will also be very important as, collectively, smaller 
employers may be able to meet the resource requirements on a “rotational basis”. 
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20.  Stage 6: Monitor & Evaluate the Learnership 

 
 

This stage involves the following activities: 
 
·  Implementing monitoring and reporting systems 
·  Recording and correcting deviances from plan 
·  Evaluating learnerships and reporting to Fasset 
·  Consolidating lessons learned 

 

Activities Documents Responsibility Role 

Identify criteria for monitoring and 
evaluation 

·  FassetQA/Agent 
ETQA Guidelines 

Project team  

Implement monitoring and reporting 
systems 

·  FassetQA/Agent 
ETQA Guidelines 

Employer / 
Professional Body 

·  Develop Guidelines 

Take corrective action where variances 
are identified 

 
Employer / 
Professional Body 

 

Compile and submit progress reports to 
Fasset (Notify Fasset of the results of 
the learnerships – including 
.employment statistics, qualifications 
etc.). 

·  FassetQA/Agent 
ETQA Guidelines 

Employer / 
Professional Body 

 

Submit reports to Department of 
Labour by Fasset as required 

·  Department of Labour 
report requirements 

Fasset  

Consolidate model and lessons learnt 
in a case study 

 Project team  

Maintain records of learnership 
agreements, Learner records and 
qualifications attained, employment 
results 

·  SAQA NRLD 
requirements 

Fasset/ agency ETQA  

 
During this stage, organisations will need to consider four broad areas, i.e.: 
 
·  ETQA reporting requirements; 
·  Project reporting requirements; 
·  Company-specific reporting requirements; and 
·  Evaluation of learning (organisation-specific). 
 
Throughout the learnership there need to be systems in place to monitor progress. This will mean a 
regular and consistent flow of information and feedback. The information collated on the learnerships will 
be important for feedback and evaluation of the learnerships overall success.  

1

5

2

3

4

6



FASSET LEARNERSHIP INFORMATION PACK – Section 2 

11 Example SETA Learnership Guide.doc Page 60 

 

Date Last Amended: 14/03/2005 

 

 
Original or copies of the following forms should be kept on record: 
 
·  Learner agreements/contracts 
·  Standard forms and reports (SETA, employer or provider specific) 
·  Assessment guides 
·  Training manuals 
·  Employment contracts 
·  Code of conduct 
·  Certificates 
·  Grievance and appeal discussions/proceedings 
·  Progress reports 
·  Placement records 
 
In reporting, the employer must ensure that: 
 
·  The data is valid and reliable 
·  The information is thorough and convincing 
·  Recommendations are practical and achievable 
·  All stakeholders suggestions and recommendations are included  
 
Some organisations may have existing computer-based information systems that will be utilised for record 
keeping. In some instances however a manual system may be created.  It is the responsibility of both the 
employer and the provider to adapt management and administration systems to accommodate 
learnerships, and also to co-ordinate information between the two sites of learning. It is advisable to 
maintain a personal file for each learner. 
 

20.1.1 ETQA reporting requirements 

Organisations need to be aware of the reporting requirements stipulated by the FassetQA or 
their appointed Agent ETQAs and should refer to any specified learnership reporting forms to 
gain an understanding of the type of qualitative and quantitative information required (refer to 
FassetQA or the relevant Agent ETQA for an example of these reports). 
 
Organisations need to understand the role of FassetQA or their appointed Agent ETQAs in 
assuring quality during learnership implementations which will include: 
 
·  Checking the status of previously registered companies and training centres and where the 

required standards are met, issuing accreditation; 
·  Accrediting training providers; 
·  Evaluating and moderating assessment (external moderation); 
·  Advising employers on which accredited training providers to use (where applicable); 
·  Assisting with the evaluation of skills development programmes; 
·  Conducting quality systems audits; and 
·  Facilitating the training of workplace assessors. 
 
Details of assessments need to be recorded in line with FassetQA requirements and all records 
need to be kept, especially for appeal processes. The assessment results need to be recorded 
and both the learner and assessor need to sign the records. Moderators may request to view 
assessment reports.  
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20.1.2 Company-specific reporting requirement 

These will be unique to each employer and, therefore, will not be explored in this document. It is 
important, however, that employers identify their unique reporting requirements and 
communicate these to all stakeholders (including support persons, learners and providers). It is 
recommended that these reporting requirements be defined upfront during the Preparation and 
Planning phase. 
 

20.1.3 Evaluation of learning 

The learner’s progress needs to be monitored during the course of the learnership in order to 
address any problems as they arise. This means that there needs to be feedback along the way 
as to how the learner is coping.   
 
The overall success of the learnership project needs to be evaluated. The learnership may be 
deemed successful if: 
·   
·  The learner achieves competence within stipulated time frames 
·  The learnership has led to an increase in productivity levels 
·  The learners have found placement following the learnership – i.e. Are more employable 
·  Current employees have been able to progress in their career 
 
The employer should identify the criteria for success and these criteria need to be understood 
and communicated from the outset.  
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21.  Additional Information 

 
Additional resource documents / reference materials are available on the Fasset website 
(www.fasset.org.za): 
 
·  Fasset Assessor registration form 
·  Fasset criteria for registration of learnerships 
·  Fasset Guidelines for Training Providers 
·  Fasset Learnership Business Plan 
·  Fasset Learnership Implementation – How to register Learners 
·  Fasset Learnership Implementation Guidelines 
·  Fasset Learnership Information Pack – Section 2 
·  Fasset Learnership Registration Detail Form 
·  Fasset Learnership Reporting Form 
·  Fasset Learnership reporting form 
·  Fasset Learnership Workplace Readiness Checklist 
·  Learnership agreement document 
·  Sample contract of employment 
·  SAQA - The Recognition of Prior Learning 
·  in the context of the South African National Qualifications Framework 
·  SAQA Guidelines for the Assessment of NQF 
·  registered Unit Standards and 
·  Qualifications 
·  SARS tax deduction application form 
 
The complete Fasset learnership toolkit (including these resource documents) is available on CD upon 
request. 
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Additional resources and websites that employers may wish to refer to are contained in Table 21-1. 
 

Contact or Document Website 

Criteria and Guidelines for the Accreditation 
of Providers  

www.saqa.org.za/html/nqf/etqa/etqahome.htm 

Quality Management Systems for Education 
and Training Providers  

www.saqa.irg.za/html/publications/pol-docs/qms_prov.pdf 

SAQA publications  http://www.saqa.org.za/html/publications/publicationshome.htm    
Unit Standards http://www.saqa.org.za/html/nsb/regstds/stdshome.htm      
ETQA home page http://www.saqa.org.za/html/nqf/etqa/etqahome.htm        
Regulations and Acts http://www.saqa.org.za/html/publications/pubs-hm-legs.htm       
Policy documents http://www.saqa.org.za/html/publications/pubs-hm-pol-docs.htm    
NLRD http://www.saqa.org.za/html/publications/brochures/nlrd.htm       
Other legislation http://www.saqa.org.za/html/publications/pubs-hm-rel-leg.htm     
Department of Education http://education.pwv.gov.za           
Department of Labour http://www.labour.gov.za             
SAQA What's new? http://www.saqa.org.za/html/news/newshome.htm     
SA Government Gazettes http://www.sagazette.co.za        
Acts and legislation http://www.polity.org.za      
Acts online http://www.acts.co.za       
International qualifications authorities http://www.bhtafe.edu.au/Hosted/VetAssess/links/Links.htm 

Table 21-1: Resources and websites 
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22.  Annexure A: Learnership Implementation readine ss checklists 

22.1 Employer - Implementation readiness checklist 

Please use the checklist below to evaluate the readiness of the organisation to implement a Learnership. 
 

Criteria Yes/No/NA Comments/Action 

The organisation is an accredited Workplace Training 
Provider. 

  

The organisation has an updated and Current 
Assessment Policy and Procedure document that deals 
separately and specifically with Assessment on the 
NQF, including Moderation and Recognition of Prior 
Learning (RPL) 

  

The organisation has an updated Quality Management 
Policy and Procedure document. (if there is uncertainty 
around this document, please submit to the Fasset 
Project Team for review). 

  

Employees are familiar with the content of these Policy 
and Procedure documents. 

  

The Assessment System and related process has been 
designed and discussed by all role players, including 
the development of all relevant reporting documents to 
be used.  

  

The organisation has the employment contracts and 
learnership agreements. 

  

The organisation has internal registered assessors or 
access to registered external assessors. 

  

The registered assessors have been fully briefed on 
the learnership and are committed to their role in the 
process. 

  

The organisation has assessment guides developed for 
the assessment of learners against the relevant unit 
standards. 

  

The assessors are familiar with the content of the 
curriculum for the Qualification/s. 

  

The organisation has access to registered moderators.   
The organisation has an appropriate support process 
for assessors, moderators and mentors. 

  

The organisation has identified the person/s 
responsible for tracking and recording learnership 
information and progress – learnership co-ordinator 

  

The organisation has gone through an appropriate 
process to sensitise the organisation to the 
implementation of the learnership. 

  

The organisation has developed an adequate 
communication strategy to facilitate the free flow of 
information relating to the learnership. 
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Criteria Yes/No/NA Comments/Action 

The organisation has an appropriate mentor 
programme and mentor process in place to support the 
development of the learners. 

  

The mentors have been appropriately developed in 
order to support the development of the learners. 

  

The organisation has identified a contact person at 
FASSET for dealing with queries, problems and issues 
relating to the implementation of the learnership. 

  

The organisation has an appropriate mechanism for 
evaluating the impact of the learnership on the 
organisation. 

  

The organisation has developed a comprehensive 
budget for the learnership implementation and has 
sufficient funds to cover all the costs. 

  

The recognition that the learners will receive upon 
completion of the learnership (including competence 
against specific individual unit standards) has been 
finalised. 

  

<other>   
<other>   
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22.2 Training Provider - Implementation readiness c hecklist 

Please use the checklist below to evaluate the readiness of the Training Provider/s (both internal and 
external) to implement the Learnership/s. 
 

Criteria Yes/No/NA Comments/Action 

An appropriate training provider/s has been identified.   
The training provider is accredited.   
The curriculum has been discussed with the training 
provider. 

  

The training provider has signed the Learnership 
Agreement. 

  

There is an appropriate channel of communication 
between the training provider, learners and the 
organisation so that information is timeously distributed 
and received.  

  

<other>   
<other>   
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22.3 Learners – Implementation readiness checklist 

The following criteria relate the readiness of the organisation to ‘take on’ learners for the implementation of 
the Learnership/s. Please use the checklist below to evaluate the readiness of the organisation to 
implement the Learnership/s. 
 

Criteria Yes/No/NA Comments/Action 

Learner Selection Process and selection criteria 
defined. 

  

Learners have been notified of the selection process 
and informed of relevant information relating to the 
selection assessment. 

  

Learners have gone through the selection process for 
this learnership. 

  

Learners have been notified of their successful 
selection onto the learnership. 

  

Learners have been scheduled on the learnership 
Induction scheduled (facilitated by Fasset) 

  

Learners have attended the learnership Induction 
scheduled (facilitated by Fasset) 

  

The learners have been sent all the relevant 
documentation pertaining to the learnership. 

  

The learners have signed the learnership agreement 
and the employment contract (where applicable). 

  

The company induction process has been planned and 
scheduled (if required). 

  

The content of the company induction has been 
discussed and finalised with the relevant role players (if 
required). 

  

A person/s responsible for liaison with the learners has 
been assigned and briefed. 

  

A learner support system has been established.   
All the relevant people in the organisation involved with 
the learnership are clear on the structure of the 
learnership and all the logistical arrangements. 

  

Depending on the structure of the mentor programme, 
ensure that mentors are assigned to learners or that 
provision has been made for voluntary selection, in the 
planning of the implementation 

  

There is an appropriate channel of communication 
between the learners, training provider and the 
organisation so that information is timeously distributed 
and received. 

  

<other>   
<other>   
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Annexure B: Portfolio of Evidence Template 

 

 
 
 

�����������	��
���������������	��
���������������	��
���������������	��
����� ��� 
����������������
����������������
����������������
����������������� ��� 
����������������
����������������
����������������
����������������

�����	�������	�������	�������	��� ���

���	��	�����	�������	��	�����	�������	��	�����	�������	��	�����	����� ��� ������������	��	�	��	�	��	�	��	�

��������������������������������� ���

�������	� ���������	� ���������	� ���������	� ��

��������������������������������� ���
 ·      V A C C S 
     V A C C S 
     V A C C S 
     V A C C S 
     V A C C S 
     V A C C S 
          
          
          
          
          
          
          
          


