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CHEMICAL INDUSTRIES EDUCATION & TRAINING AUTHORITY




PO BOX 961 AUCKLAND PARK 2006 ( 2 CLARMART ROAD RICHMOND 2092 JOHANNESBURG

Telephone (011) 726-4026 ( Fax (011) 726-7777 ( info@chieta.org.za ( www.chieta.org.za

SD-021   APPRENTICESHIP ACCREDITATION SITE EVALUATION REPORT
NOTE:
The CHIETA Evaluator must complete all relevant fields. The Site Evaluation Report will only be processed if all relevant fields are completed. Where fields have not been completed the Site Visit Evaluation Report will be referred to the relevant CHIETA Evaluator to be duly completed. 

A:
SITE VISIT DETAILS

	Date Of Site Visit
	

	Site Visit Team
	Name & Surname
	

	
	Role In CHIETA
	

	Date Of Site Visits Report
	

	Report Compiled By
	Name & Surname
	

	
	Role In CHIETA
	

	
	Contact Number
	

	
	E-mail
	


B:
APPLICANT PROFILE 

	Applicant’s Legal Name
	

	Applicant’s Trading Name
	

	Site (if more than one site)
	

	Physical Address
	Street1
	

	
	Street2
	

	
	City/Town
	

	
	Province
	

	
	Postal Code
	

	Postal Address
	PO Box
	

	
	City/Town
	

	
	Province
	

	
	Postal Code
	

	Contact Details
	Title
	

	
	First Name(s)
	

	
	Last Name
	

	
	Position
	

	
	Tel Number
	

	
	E-mail Address
	

	Location of Applicant: Province and Rural (R) or Urban (U) area
	Gauteng
	Northern Cape
	Eastern Cape
	Western Cape
	Limpopo
	Mpuma-langa
	North West
	Free State
	KwaZulu Natal

	
	R
	U
	R
	U
	R
	U
	R
	U
	R
	U
	R
	U
	R
	U
	R
	U
	R
	U



B:
APPLICATION DETAILS

B.1
Type Of Applicant
	Employer


	Private Provider
	Public FET Provider
	DTTC


B.2:
Purpose Of Application
	Accreditation
	Re-accreditation
	Extension of Scope


B.3
Scope Of Accreditation That The Applicant Applied Against
B.3.1
Trade applying against

	Boilermaker
	Electrician
	Diesel Mechanic
	Rigger
	Fitter
	Motor Mechanic
	Turner
	Instrument Mechanician
	Welder


B.3.2
Category applying for

	Employer Of Apprentice Training
	Provider Of Apprentice Training
	DTTC


B.3:
SITE VISIT REPORT ON THE FULLFILLMENT OF ACCREDITATION CRITERIA

	Criteria
	Evidence Required
	Applicant
	Yes
	No
	Action Required & Date Closed

	
	
	Off-the-job Training (Provider)
	On-The-Job Training (Employer)
	Trade Test Centre
	
	
	

	1. ORGANIZATIONAL REQUIREMENTS

	1. Holding company / legal entity / other.
	· One of the following if applicable:

· Partnership

· Company

· Trust

· Closed corporation

· Section 21 company

· Agency 

· Provincial Department of Education confirmation that institution is a public FET Institution

· Other
	√
	√
	√ (not INDLELA)
	
	
	


	2. Applicant is tax compliant.
	· Tax clearance certificate

[Even if you are a new organization, SARS will provide you with a tax clearance certificate, providing you are registered with them and have been complying since you started up] 

· Skills Development Levy number.
	√
	√
	√ (not INDLELA)
	
	
	Levy Number:

	3. Applicant complies with occupational health and safety standards.
	· Signed declaration of occupational health and safety for apprentices

· Health and Safety Audit Report from a reputable external organization

· Health and Safety minutes

· Letter of Good Standing (Workman’s Compensation)
	√
	√
	√
	
	
	

	4. Applicant signed code of conduct.
	· Signed CHIETA Organizational code of conduct
	√
	√
	√
	
	
	

	5. CEO signed code of conduct
	· Signed CHIETA CEO code of conduct
	√
	√
	√
	
	
	

	6. Applicant declared its readiness to be part of the apprenticeship process.


	· Signed CHIETA declaration of readiness
	√
	√
	√
	
	
	

	2. FINANCIAL VIABILITY

	1. Applicant is financial viable for the implementation of apprenticeships.
	· Letter from Auditor / Financial Officer indicating financial viability

· Valid annual Balance Sheet

· Financial policy and procedures 
	√
	√
	√
	
	
	

	2. Applicant’s budget addresses the minimum requirements of the CHIETA for the duration of the apprenticeship (4 years). 
	· Off-the-job training - budget for at least:

· Safety

· Learning programmes

· Testing

· Training staff

· Training tools, equipment & materials

· On-the-job training: budget for at least:

· Remuneration of apprentice/s

· Training, including institutionalised training

· Testing to qualification

· Personal protective equipment

· Transport / Accommodation

· Trade testing

· Trade test centre budget for at least:

· Safety 

· Testing staff

· Testing tools, equipment & materials
	√
	√
	√
	
	
	

	3. Applicant has a plan in place to be part of the apprenticeship process.
	· Business plan


	√
	√
	√
	
	
	

	3. SUSTAINABILITY

	1. Proposed number of apprentices to be indenture is in line with the applicant’s workplace skills plan.
	· Workplace skills plan 
· Sector Skills Plan
	
	√
	
	
	
	

	2. Applicant has sufficient apprentices available to fill the planned training programmes / trade testing
	· Proposed number of apprenticeships
	√
	√
	√
	
	
	

	3. Applicant has evidence of who the DTTC / Off-the Job Provider are.


	· Memoranda of Understanding
	
	√
	
	
	
	

	4. PHYSICAL RESOURCES

	1. Applicant has access to (or has ownership of) the required facilities or premises.
	· Lease agreement; or

· Evidence of ownership 
	√
	√
	√ (not INDLELA)
	
	
	

	2. Applicant has the required educational resources (software, audiovisual materials, written materials and books).
	· Inventory list of educational resources per module
	√
	√
	
	
	
	

	3. Applicant has the required equipment, machinery and tools.
	· Signed tool / equipment  list per trade  
	√
	√
	√
	
	
	

	4. Applicant has evidence that apprentices have access to tools, machinery & equipment.
	· Tool box per apprenticeship; or 

· System to ensure that each apprentice always has access to the tools needed.

· Access to a training facility where apprentices will receive the training on the required machinery 

· Access to machinery / equipment that will ensure experience gained at the workplace is equivalent to that normally gained using machinery that is not available at the workplace
	√
	√
	√
	
	
	

	5. HUMAN RESOURCES

	1. Applicant has a process in place to select, develop and appraise staff.
	· HR policies and procedures

· Development plan

· Appraisal system

· Staff Code of Conduct

· Apprentice Code of Conduct
	√
	√
	√
	
	
	

	2. Applicant has sufficient number of staff in place, including administrative staff.
	· Organogram

· List of administrative staff

· Employer - 1 qualified coach for 2 apprentices
· Off-the-job training - evidence that apprentices to trainers in line with the nature of the training, method of training used and the arrangement of the facilities. Typical ratios are:

· 1 trainer for 10 apprentices in workshop training

· 1 teacher for 20 apprentices in a classroom

· Trade test centre – evidence that testers sufficient to supervise testing and not to delay testing as tester occupied with other duties or candidates
	√
	√
	√
	
	
	

	3. Trainers, coaches or trade testers are competent in their specific role.  
	· Employer – coach: red seal certificate or an equivalent in the trade (e.g. effluxion of time)

· Practical training – trainer -.  5 years on the job experience. 

· Trade test centre – trade tester: red seal certificate or equivalent in the trade (e.g. effluxion of time).  5 years experience in the trade and / or testing of apprentices in the trade. 
	√
	√
	√
	
	
	

	4. If the trainers, mentors, coaches or trade testers are not competent as specified by the CHIETA, evidence is available of an equivalent in trade. 
	· No red seal certificate, evidence of for instance:

· Experienced engineering & training practitioner

· Work history based on documentary evidence such as records of service CVs & testimonials relevant to the trade

· Statement of equivalence of qualifications from SAQA


	√
	√
	√
	
	
	

	6. ADMINISTRATIVE SYSTEM

	1. Applicant has a process in place to capture, store, maintain and update apprentice information from registration up to completion of phases to exit from the apprenticeship.
	· Reporting procedure that indicates frequency and format of reporting to CHIETA and between employer / provider / DTTC

· Process to keep apprentice records for at least 3 years after completion of apprenticeship

· Administrative system able to keep information on:

· Name and registration number

· Contact details

· Demographic information

· Education and training background and experience

· Special and additional learning needs

· Resource factors

· Trade for which apprentices are registered

· Performance during the apprenticeship

· Achievement during and at the end of the apprenticeship
	√
	√
	√
	
	
	

	2. Applicant has a system to keep apprenticeship records in the format that CHIETA requires and in line with the organization’s process.
	· Apprenticeship system / templates to ensure that at least the following records are kept:

On-the-job training:

· Employment records 

· Training planned and executed

· Apprentice training and logbook 

· Evaluation / examinations / tests 

· Counselling/review meetings 

· Attendance of apprentices
Off-the-job training:

· Personal details

· Employer details

· Training plan

· Attendance

· Training received

· Testing plan 

Trade test centre:

· Personal details

· Employer details

· Trade test results
	√
	√
	√
	
	
	

	3. Applicant has a process in place to keep apprentice records secure and confidential.
	· Secure paper-filing facilities and/or a secure computer-based system of records
	√
	√
	√
	
	
	

	4. Applicant has a process to keep back up set of apprentices’ records, contracts and / or certificates.
	· Back-up system


	√
	√
	√
	
	
	

	7. APPRENTICE SUPPORT AND GUIDANCE

	1.
Applicant has a process in place to support and guide the apprentice.
	· Guidance and support policies and procedures that indicates how learners are in introduced to and supported through the apprenticeship
	√
	√
	
	
	
	

	8. TRAINING OF APPRENTICES 

	1. Applicant has a process in place to train the apprentices.
	· Training policy and procedures relevant to the trade
	√
	√
	
	
	
	

	2. Applicant has learning programmes in place that address all the outcomes relevant to the trade.
	· Learning programme matrix (as per Party 3 of the Training Schedule)
	√
	√
	
	
	
	

	3. Applicant has a training plan in place to train the apprentices.
	· Training plan that indicates – 

On-the-job training:

· Each training activity 

· Where training activities take place

· Which items on the training schedule are addressed in each activity

Off-the-job training:

· Scope of training 

· Type / nature of training 

· Duration of training

· Scheduling of training 

· Reference to training materials
	√
	√
	
	
	
	

	4. Applicant made the staff aware of the CHIETA code of conduct pertaining to individuals involved in apprentice training.
	· Awareness campaign plan

· CHIETA Code of conduct signed by all staff
	√
	√
	
	
	
	

	5. Applicant has a process in place to manage off-site / on-site / theoretical training.
	· Management of off-site training policy and procedure
	
	√
	
	
	
	

	9. MANAGEMENT OF TESTING 

	1. Applicant has a process in place for module and phase tests for the apprentices.
	· Testing policy and procedures that indicates:

· Methods, instruments / tools

· Cycle of testing

· Timing and arrangements that is flexible to accommodate specific needs / constraints of the apprentice
· Testing process that is fair, valid and authentic (plan, prepare, conduct, feedback & review)

· Security and confidentiality requirements relating to results
· Testing guide
	√
	√
	
	
	
	

	2. Applicant has a process in place for learners to lodge a complaint or grievance.
	· Complaint or grievance policy and procedure. This could be part of other processes of the applicant
	√
	√
	
	
	
	

	3. Applicant has a certification process in place to certify apprentices listing his / her demonstrated skills related to the modules comprising that phase as prescribed in the conditions of apprenticeship.
	· Certification policy and procedures
· Certificate template (Phase 1-3)
· Certification policy and procedure
· Where needed MoU if certification process delegated

	
	√
	
	
	
	

	10. TESTING OF APPRENTICES

	1. Applicant has a process in place to ensure that the candidate could attempt a trade test.
	· Trade test application process, that includes:

· Preparing candidates (including sect 28 candidates)

· Lodging application
	
	√
	
	
	
	

	2. Applicant has a process in place to keep trade test tests secure and confidential.
	· Security process

· Safe / lockable place
	
	
	√
	
	
	

	3. Applicant has a process in place for trade testing candidates.
	· Trade test policy and procedures that indicates a fair, authentic and high standard process of testing (plan, prepare, conduct, feedback & review)

· Trade test guide that includes– 

· Bookings

· Administration of candidates reporting for trade testing

· Pre-test briefing (instructions & selection of tests)

· Preparation of test faculties

· Conduct of and during the test

· Problems & deviations from the normal procedure

· Evaluation

· Feedback

· Complaints & appeals

· Processing results

· Fraud or cheating by the candidates or testers
	
	
	√
	
	
	

	4. Applicant has a process in place for learners to lodge a complaint or grievance.
	· Complaint or grievance policy and procedure. This could be part of other processes of the applicant
	
	
	√
	
	
	



B.4:
HUMAN RESOURCES

B.4.1
Trainer (Facilitator / Instructor)

	Trade
	Surname / Name
	Id No.
	Trade Certificate & Code
	Relevant Educational Qualification 
	Years Relevant Work Experience

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


B.4.2
Workplace Coach
	Trade
	Surname / Name
	Id No.
	Trade Certificate & Code
	Relevant Educational Qualification 
	Years Relevant Work Experience

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


B.4.3
Trade Tester 

	Trade
	Surname / Name
	Id No.
	Trade Certificate & Code
	Relevant Educational Qualification 
	Years Relevant Work Experience

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


C
OUTCOME OF SITE VISIT EVALUATION

	Background To The Report (if any)
	


D.1:
SUMMARY OF SITE VISIT OUTCOME

	Financial Viability
	Organization financial viable
	Yes
	No

	General Sustainability
	Organization sustainable
	Yes
	No

	Physical Resources
	Physical Resources in place 
	Yes
	No

	
	Copies of equipment and tool list attached
	Yes
	No

	Human Resources
	Adequate Staff (e.g. Trainer, mentor, coach & trade tester)
	Yes
	No

	
	Copies of certificates and supporting documents attached
	Yes
	No

	Administrative System
	Required administrative system in place
	Yes
	No

	Support and guidance
	Required support and guidance process in place 
	Yes
	No

	Training 
	Required process in place to ensure apprentcie will be trained as specified in the Training schedule
	Yes
	No

	Management of Testing / Examination
	Employer has required process in place to manage testing /examination of apprentcie
	Yes
	No

	Testing of Apprentices
	DTTC Has Process In Place To Ensure Apprentices Are Tested
	Yes
	No

	Relevant CHIETA Declaration / Codes Signed
	Signed CHIETA Declaration Of Occupational Health And Safety For Apprentices (Section 4 - SD-001)
	Yes
	No

	
	Signed CHJETA Declaration By CEO (Section 5 - Sd-001)
	Yes
	No

	
	Signed CHIETA Declaration Of Readiness (Section 6 - SD-001)
	Yes
	No

	
	Signed CHIETA Code Of Conduct By Organization (Section 7 - SD-001)
	Yes
	No

	
	CHIETA Code Of Conduct Signed By All Staff - (Section 8 - SD-001)
	Yes
	No

	
	Authorization By Management Executive (Section 10 - SD-001)
	Yes
	No

	Attachments To The Application 

	One Of The Following If Applicable:

· Partnership

· Company

· Trust

· Closed Corporation

· Section 21 Company

· Agency 

· Provincial Department Of Education Confirmation That Institution Is A Public FET Institution
	Yes
	No
	N/A

	
	Tax Clearance Certificate
	Yes
	No
	N/A

	
	Exemption Letter. 
	Yes
	No
	N/A

	
	Health And Safety Audit Report From A Reputable External Organization
	Yes
	No
	N/A

	
	Health And Safety Audit Report From A Reputable External Organization
	Yes
	No
	N/A

	
	Letter From Auditor / Financial Officer Indicating Financial Viability
	Yes
	No
	N/A

	
	Memoranda Of Understanding
	Yes
	No
	N/A

	
	Inventory List Of Educational Resources Per Module
	Yes
	No
	N/A

	
	Signed Tool & Equipment  List Per Trade  
	Yes
	No
	N/A

	
	Staff Code Of Conduct
	Yes
	No
	N/A

	
	Apprentice Code Of Conduct
	Yes
	No
	N/A

	
	List Of Administrative Staff
	Yes
	No
	N/A

	
	List Of Trainers, Coaches  Or Trade Testing Staff 
	Yes
	No
	N/A

	
	Qualifications And Experience Of Trainers, Coaches  Or Trade Testing Staff
	Yes
	No
	N/A

	
	REPORTING PROCEDURE 
	Yes
	No
	N/A

	
	GUIDANCE AND SUPPORT POLICIES AND PROCEDURES 
	Yes
	No
	N/A

	
	TRAINING POLICY AND PROCEDURES 
	Yes
	No
	N/A

	
	LEARNING PROGRAMME MATRIX 
	Yes
	No
	N/A

	
	Training Plan 
	Yes
	No
	N/A

	
	Phase Test Policy And Procedures 
	Yes
	No
	N/A

	
	Complaint Or Grievance Policy And Procedure. 
	Yes
	No
	N/A

	
	Trade Test Policy And Procedures
	Yes
	No
	N/A

	Summary of Findings / Gaps (If any of the above were ticked as NO)
	


D.2:
RECOMMEDATION MADE BY CHIETA EVALUATOR

D.2.1: Scope Of Accreditation
	
	Accreditation
	
	Extension of Accreditation
	
	Re-Accreditation


D.2.2.
Accreditation For the Following Trades
	Boilermaker
	Electrician
	Diesel Mechanic
	Rigger
	Fitter
	Motor Mechanic
	Turner
	Instrument Mechanician
	Welder


E.
Site Visit Accreditation Feedback
The CHIETA Evaluator needs to provide feedback to the organization representative. After feedback both parties needs to sign the Accreditation Report

E. 1.1
Signature Of Chieta  Evaluator
	Name: 
	
	Signature:
	

	
	
	
	

	Date:
	
	
	


E. 1.2
Signature Of Organization Representative

	Name: 
	
	Signature:
	

	
	
	
	

	Date:
	
	
	


	

	


E. 1.3
Comments

	

	


=====================================================================================================
F:
RECOMMENDATION BY CHIETA APPRENTICESHIP UNIT AND ENDORSEMENT BY THE RELEVANT COMMITTEE (This is Only For CHIETA Office Use)

F. 1.1
Site Visit Evaluation Report Recommended By

	Name: (Apprenticeship Unit)
	
	Signature:
	

	
	
	
	

	Date:
	
	
	


F.1.2
Site Visit Evaluation Report Endorsed By

	Date Of Committee Meeting:
	
	Decision Number:
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