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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-024   MONITORING REPORT

NOTE:
The CHIETA Evaluator must complete all relevant fields. The Monitoring Report will only be processed if all relevant fields are completed. Where fields have not been completed the Monitoring Report will be referred to the relevant CHIETA Evaluator to be duly completed. 

A:
MONITORING DETAILS

A.1:
GENERAL 

	Date Of Monitoring
	

	Monitoring Team
	Name & Surname
	

	
	Role In CHIETA
	

	Date Of Monitoring Report
	

	Report Compiled By
	Name & Surname
	

	
	Role In CHIETA
	

	
	Contact Number
	

	
	E-mail
	


A.2:
ORGANIZATION PROFILE (to be verified during the site visit)
	Legal Name
	

	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
	

	
	Cell Phone Number
	

	
	E-mail Address
	

	Accreditation Number (if applicable)
	


B
PREPARATION FOR MONITORING

B.1:
ORGANIZATION SCOPE OF ACCREDITATION / INSPECTION 

	
	Boilermaker
	
	Rigger
	
	Turner


	
	Electrician


	
	Fitter
	
	Welder


	
	Diesel Mechanic
	
	Motor Mechanic
	  
	Instrument Mechanician (Process Control)


B.2:
TYPE OF ACCREDITATION / INSPECTION 

	
	Accredited Employer Of Apprentice Training
	
	Inspected Employer Of Apprentice Training


	
	Provider Of Apprentice Training
	
	DTTC


B.3
Reason For Inspection 
	Routine
	Suspension
	Poor Progress
	Complaints
	Appeal
	Special request by Committee
	Other


B.4
Issues To Be Considered For Monitoring (previous reports, complaints, grievances, appeals)
	


C
FINDINGS DURING THE MONITORING SITE VISIT
C.1
Monitoring Of Apprentice Documentation

The PST Apprenticeship Evaluator must:

· Validate apprentice documentation that has changed or is new / updated from the last inspection or monitoring audit. 

· Attached copies of documents required on annual basis and documents that have been amended.
	Evidence Required
	Applicant
	Changed

	
	Off-the-job Training (Provider)
	On-The-Job Training (Employer)
	Trade Test Centre
	Yes
	No

	1. ORGANIZATIONAL REQUIREMENTS

	· 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
	√
	√
	√ (not INDLELA)
	
	

	· Tax clearance certificate (Annual document)
	√
	√
	√ (not INDLELA)
	
	

	· Signed CHIETA declaration of occupational health and safety for apprentices (Section 4 - SD-001)
	√
	√
	√
	
	

	· Health and Safety Audit Report from a reputable external organization (Annual document)
	√
	√
	√
	
	

	· Health and Safety minutes
	√
	√
	√
	
	

	· Fire Compliant Certificate (Fire Department)
	√
	√
	√
	
	

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

	· Signed CHIETA Declaration BY CEO (Section 5 - SD-001)
	
	
	
	
	

	· Signed CHIETA code of conduct by Organization (Section 7 - SD-001)
	√
	√
	√
	
	

	· Signed CHIETA declaration of readiness (Section 6 - SD-001)
	√
	√
	√
	
	

	2. FINANCIAL VIABILITY

	· Letter from Auditor / Financial Officer indicating financial viability (Annual document)
	√
	√
	√
	
	

	· Valid annual Balance Sheet
	√
	√
	√
	
	

	· Financial policy and procedures 
	√
	√
	√
	
	

	· Budget for apprentice implementation
	√
	√
	√
	
	

	· Business plan
	√
	√
	√
	
	

	3. SUSTAINABILITY

	· Workplace skills plan
	
	√
	
	
	

	· Sector Skills Plan
	
	√
	
	
	

	· Memoranda of Understanding
	
	√
	
	
	

	4. PHYSICAL RESOURCES

	· Lease agreement; or

· Evidence of ownership 
	√
	√
	√ (not INDLELA)
	
	

	· Inventory list of educational resources per module
	√
	√
	
	
	

	· Signed tool / equipment  list per trade  
	√
	√
	√
	
	

	5. HUMAN RESOURCES

	· HR policies and procedures
	√
	√
	√
	
	

	· Development plan
	√
	√
	√
	
	

	· Appraisal system
	√
	√
	√
	
	

	· Staff Code of Conduct
	√
	√
	√
	
	

	· Apprentice Code of Conduct
	√
	√
	√
	
	

	· Organogram
	√
	√
	√
	
	

	· List of administrative staff
	√
	√
	√
	
	

	· List of trainers, coaches  or trade testing staff 
	√
	√
	√
	
	

	· Qualifications and experience of trainers, coaches  or trade testing staff
	√
	√
	√
	
	

	6. ADMINISTRATIVE SYSTEM

	· Reporting procedure 
	√
	√
	√
	
	

	· Apprenticeship templates 
	√
	√
	√
	
	

	7. APPRENTICE SUPPORT AND GUIDANCE

	· Guidance and support policies and procedures 
	√
	√
	
	
	

	8. TRAINING OF APPRENTICES

	· Training policy and procedures 
	√
	√
	
	
	

	· Learning programme matrix 
	√
	√
	
	
	

	· Training plan 
	√
	√
	
	
	

	· Awareness campaign plan
	√
	√
	
	
	

	· CHIETA Code of conduct signed by all staff - (Section 8 - SD-001)
	√
	√
	
	
	

	· Management of off-site training policy and procedure
	
	√
	
	
	

	9. MANAGEMENT OF APPRENTICES

	· Phase test policy and procedures
	
	
	
	
	

	10. TRADE TESTING OF APPRENTICES

	· Trade test policy and procedure
	
	√
	√
	
	

	· Complaints, grievance & appeal policy and procedure
	
	
	√
	
	


C.2
Monitoring Of Implementation
Please note:
The PST Apprentice Evaluator will require proof in terms of questions asked below:
C.2.1
Monitoring Of Trade Test Implementation By The Employer Of Apprentice Training A Year Prior To The Accreditation / Inspection Site Visits Or Last Monitoring Site Visit

Please note:
A trade test candidate refers to both an apprentice (section 13) and Section 28 candidate

	Criteria
	Outcome
	Remarks

	
	Yes
	No
	

	1. SUSTAINABILITY 

	1.1 Did you register apprentices on Contracts of Apprentices in the year prior to your accreditation / inspection or monitoring sit visit?
	
	
	Number:

	1.2 Do you have apprentices in process of completing Phase 1 – 4 apprentice training (to be completed per trade)?
	
	
	Trade:
________________

Phase 1:

Phase 2:
Phase  3

Phase 4:

	2. MANAGEMENT OF THE PHYSICAL RESOURCES Monitoring for this section is conducted through a Site Walk About

	2.1 Is the premise suitable for indenturing prospective apprentices as per the scope of accreditation/inspection?
	
	
	

	2.2 Are the tools, machinery and equipment applicable to the on-the-job apprentice training serviceable, suitable and accessible to the apprentice to conduct apprenticeship training?
	
	
	

	2.3 Do you have all tools, machinery and equipment available for the on-the-job apprentice training (as per CHIETA Tool and Equipment list)?

	
	
	

	3. MANAGEMENT OF THE HUMAN RESOURCES - Monitoring for this section is conducted through the evaluation of the HR Records

	3.1 Do you manage your human resource effectively to ensure a high standard of on-the-job apprentice training?
	
	
	

	3.2 Are the coaches certificated in the trade they coach against?
	
	
	

	3.3 Are the coaches regularly appraised?
	
	
	

	3.4 Is the ratio of coaches to apprentices as per the CHIETA’s requirements?
	
	
	

	3.5 Do you have sufficient administrative staff to administer the apprenticeship effectively and efficiently?
	
	
	

	3.6 Have you had any changes in staff complement since the last accreditation / monitoring (see Employer’s Organogram)?
	
	
	

	3.7 If answered yes tin question 3.6, did you register the coaches with the CHIETA (CHIETA SD-110)? 
	
	
	

	4. MANAGEMENT OF THE ADMINISTRATIVE RESOURCES– Monitoring for this section is conducted through the evaluation of the HR Records and Site Walk About

	4.1 Are the training results recorded on the CHIETA prescribed Phase Report template?
	
	
	

	4.2 Have you forward the Phase Reports to the CHIETA?
	
	
	

	4.3 Are the training results kept secure and confidential?
	
	
	

	4.4 Are back up of trade test results made?
	
	
	

	5. MANAGEMENT OF HEALTH AND SAFETY– Monitoring for this section is conducted through the evaluation of the Health and Safety Records and Site Walk About

	5.1 Does the Employer’s facility reflect the outcome of the health safety audit as per the Employer’s Health and Safety Report?
	
	
	

	6. MANAGEMENT OF APPRENTICE SUPPORT AND GUIDANCE - – Monitoring for this section is conducted through the evaluation of the Support and Guidance Records

	6.1 Do you have appraisal meetings with the apprentice at least twice a year (check 10% of apprentices)?
	
	
	

	7. MANAGEMENT OF APPRENTICE TRAINING - Monitoring for this section is conducted through the evaluation of the Training Records

	7.1 Is staff in place to manage the training (on-the-job, off-the-job and N2) of the apprentice (e.g. coaches & administrative staff)?
	
	
	

	7.2 Is the management of training conducted in terms of the CHIETA Conditions of Apprenticeships, CHIETA Training Schedule and Contract of Apprenticeships?
	
	
	

	7.3 Is a training plan followed (check 10% of apprentices)?
	
	
	

	7.4 Is technical class attended, where applicable (check 10% of apprentices)?
	
	
	

	7.5 Is off-job-training training in line with the CHIETA Training Schedule?
	
	
	

	7.6 Is on-job-training training in line with the CHIETA Training Schedule?
	
	
	

	7.7 Did you visit the Provider of Apprentice / FET Institution to manage training across sites?
	
	
	

	7.8 Do you have regular meetings with the coaches?
	
	
	

	7.9 Do you have copy of the Annual Report  (January) submitted by the Provider / DTTC on the apprentices to the CHIETA, and is the necessary actions taken where required to ensure the apprentice receive quality training and support where needed?
	
	
	

	7.10 Is a coach available for an interview?
	
	
	Coach name and surname:

Trade:

Feedback:



	7.11 Is an apprentice available for an interviewed?
	
	
	Apprentice name and surname:

Trade:

Contract year:

Feedback:

	8. MANAGEMENT OF PHASE TESTING - Monitoring for this section is conducted through the evaluation of the Training Records

	8.1 Is staff in place that conduct phase testing (e.g. coach & supervisor)?
	
	
	

	8.2 Is the phase testing fair, valid and reliable? 
	
	
	

	8.3 Is a phase test certificate issued (certificate for each phase level – 1, 2 and 3)?
	
	
	

	8.4 Did you submit the apprentice Phase Report on time to the CHIETA?
	
	
	

	9. MANAGEMENT OF TRADE TESTING - Monitoring for this section is conducted through the evaluation of the Training Records

	9.1 Is a process in place to manage the trade test preparation of apprentices?
	
	
	

	9.2 Are apprentices sent for trade preparation at a CHIETA accredited Provider of Off-the-job-Training, and is the Employer paying for the trade test preparation (check 10% of apprentices)?
	
	
	

	9.3 Is application for trade test made via the CHIETA to a CHIETA accredited trade test centre (check 10% of apprentices)?
	
	
	

	9.4 Is a process is in place to address trade test failures (check 10% of trade test failures)?
	
	
	


C.2.2
Monitoring Of Apprentice Training Implementation By The Provider of Off-the-Job Apprentice Training A Year Prior To The Accreditation Site Visits Or Last Monitoring Site Visit

Please note:
A trade test candidate refers to both an apprentice (section 13) and Section 28 candidate

	Criteria
	Outcome
	Remarks

	
	Yes
	No
	

	1. SUSTAINABILITY

	1.1 Have you trained any apprentices in the last year?
	
	
	

	2. MANAGEMENT OF THE PHYSICAL RESOURCES – Monitoring for this section is conducted through a Site Walk About

	2.1 Is the premise suitable for the off-the-job training of apprentice as per the scope of accreditation?
	
	
	

	2.2 Are the educational resources suitable and accessible to the apprentice?
	
	
	

	2.3 Are the tools, machinery and equipment serviceable, suitable and accessible to train the apprentice against the CHIETA Training Schedule?
	
	
	

	2.4 Do you have sufficient tools, machinery and equipment available for the number of apprentices being trained (as per CHIETA Tool and Equipment list)
	
	
	

	2.5 Do you have suitable lecture rooms to train the apprentices?
	
	
	

	3. MANAGEMENT OF THE HUMAN RESOURCES –  Monitoring for this section is conducted through the evaluation of the HR Records

	3.1 Do you manage your human resource effectively to ensure a high standard of off-the-job training?
	
	
	

	3.2 Are the trainers certificated or equivalent (e.g. 5 years) in the trade they train against?
	
	
	

	3.3 Do all trainers have training / facilitation qualifications?
	
	
	

	3.4 Are trainers regularly appraised? (see Provider’s Appraisal Minutes / Records)
	
	
	

	3.5 Is the ratio of trainer to apprentices in line with the CHIETA’s requirements?
	
	
	

	3.6 Do you have sufficient administrative staff to administer off-the-job training?
	
	
	

	3.7 Have you had any changes to training staff (see Provider’s Organogram)?
	
	
	

	3.8 If answered yes tin question 3.7, did you register the coaches with the CHIETA (CHIETA SD-110)?
	
	
	

	4. MANAGEMENT OF THE ADMINISTRATIVE RESOURCES – Monitoring for this section is conducted through the evaluation of the HR Records and Site Walk About

	4.1 Are the records of off-the-job training recorded?
	
	
	

	4.2 Did you forward the CHIETA’s Mid-term Report to the CHIETA and employer?
	
	
	

	4.3 Are records of training kept secure and confidential?
	
	
	

	4.4 Are back up of training records made?
	
	
	

	5. MANAGEMENT OF  HEALTH AND SAFETY  – Monitoring for this section is conducted through the evaluation of the Health and Safety Records and Site Walk About

	5.1 Does the training facility reflect the outcome of Provider’s Health and Safety Report?
	
	
	

	6. MANAGEMENT OF OFF-THE-JOB TRAINING – Monitoring for this section is conducted through the evaluation of Off-The-Job Records

	6.1 Do you manage and conduct trade test preparation according to the CHIETA procedures as outlined in PROC-003?
	
	
	

	6.2 Do you confirm that a phase test was conducted prior to accepting the apprentice for the next level of off-the-job training?
	
	
	

	6.3 Is dedicated staff in place to manage the off-the-job training of the apprentices?
	
	
	

	6.4 Did you follow the Training Plan? (check 10% of  apprentices)
	
	
	

	6.5 Is the off-job-training in line with the CHIETA‘s Training Schedule? (check 10% of  apprentices)
	
	
	

	6.6 Do you have regular meetings with the trainers (see Provider’s Minutes / Records)?
	
	
	

	6.7 Is a trainer available for an interview?
	
	
	Trainer name and surname:

Trade:

Feedback:

	7. MANAGEMENT OF TRADE TEST PREPARTION – Monitoring for this section is conducted through the evaluation of Trade Preparation Records

	7.1 Did you conduct trade test preparation of the trade test candidate against a formal programme, which includes preparing the trade test candidate to work against a timeframe in line with the allocate times for a trade test (check 10% of trade test candidates)?
	
	
	


C.2.3
Monitoring Of Trade Test Implementation By The Decentralized Trade Test Center A Year Prior To The Accreditation Site Visits Or Last Monitoring Site Visit
Please note:
A trade test candidate refers to both an apprentice (section 13) and Section 28 candidate

	Criteria
	Outcome
	Remarks

	
	Yes
	No
	

	1. SUSTAINABILITY OF THE DTTC

	1.1 Have you trade tested any trade test candidates in the last year?
	
	
	

	2. MANAGEMENT OF THE PHYSICAL RESOURCES Monitoring for this section is conducted through a Site Walk About

	2.1 Is the premise suitable for trade testing as per the scope of accreditation?
	
	
	

	2.2 Are supporting resources suitable and accessible to the trade test candidate to conduct a trade test?
	
	
	

	2.3 Are the tools, machinery and equipment applicable to the trade test serviceable, suitable and accessible to the trade test candidate to conduct a trade test?
	
	
	

	2.4 Do you have all tools, machinery and equipment available for the trade test (as per CHIETA Tool and Equipment list)?
	
	
	

	3. MANAGEMENT OF THE HUMAN RESOURCES - Monitoring for this section is conducted through the evaluation of the HR Records

	3.1 Do you manage your human resource effectively to ensure a high standard of trade testing?
	
	
	

	3.2 Are the trade tester officers certificated in the trade they trade test against?
	
	
	

	3.3 Are the trade tester officers regularly appraised?
	
	
	

	3.4 Is the ratio of trade test officer to trade test candidates correct as per CHIETA’s requirements?
	
	
	

	3.5 Do you have sufficient administrative staff to administer the trade test process?
	
	
	

	3.6 Have you had any changes in staff complement since the last accreditation / audit (see DTTC’s Organogram)?
	
	
	

	3.7 If answered yes tin question 3.6, did you register the coaches with the CHIETA (CHIETA SD-110)?
	
	
	

	4. MANAGEMENT OF THE ADMINISTRATIVE RESOURCES– Monitoring for this section is conducted through the evaluation of the HR Records and Site Walk About

	4.1 Are the trade tests results recorded on the CHIETA prescribed Consolidate Trade Test Report template?
	
	
	

	4.2 Have you forward the CHIETA’s Annual Report to the CHIETA and employer??
	
	
	

	4.3 Are the trade test results kept secure and confidential?
	
	
	

	4.4 Are back up of trade test results made?
	
	
	

	5. MANAGEMENT OF HEALTH AND SAFETY– Monitoring for this section is conducted through the evaluation of the Health and Safety Records and Site Walk About

	5.1 Does the trade test facility reflect the outcome of the health safety audit as per the DTTC Health and Safety Report?
	
	
	

	6. MANAGEMENT OF TRADE TESTING– Monitoring for this section is conducted through the evaluation of Trade Test Records

	6.1 Were the trade tests managed and conducted according to the CHIETA procedures as outlined in PROC-005 and CHIETA DTTC Confidentiality Agreement signed by the DTTC? 
	
	
	

	6.2 Were the trade tests kept secure and confidential as per the CHIETA DTTC Confidentiality Agreement?
	
	
	

	6.3 Were complaints, grievances or appeals lodged?
	
	
	

	6.4 Were the Schedule Of Trade Test submitted monthly to INDELA and the CHIETA?
	
	
	

	6.5 Is a trade test officer available for an interview?
	
	
	Trade Test Officer name and surname:

Trade:

Feedback:


D
STEPS TO BE TAKEN

	Criteria
	Steps
	Completion Date

	Financial Resources
	
	

	Sustainability
	
	

	Physical Resources
	
	

	Human Resources
	
	

	Administrative Resources
	
	

	Health And Safety
	
	

	Support And Guidance
	
	

	Training Of Apprentices
	
	

	Management Of Testing 
	
	

	Trade Testing Of Apprentices
	
	


E:
RECOMMEDATION MADE BY THE CHIETA EVALUATOR

Please tick the relevant Box under the relevant Heading (E.1  - E.2)

E.1
Accreditation Status
	Continue Accreditation 
	De-accreditation
	In-Dept Audit


E.2
Inspection Status
	Continue Apprenticeship Training
	In-Dept Audit


Comments:

	

	

	

	

	

	


F:
Site Visit Monitoring Feedback
The CHIETA Evaluator needs to provide feedback to the organization representative. After feedback both parties needs to sign the Monitoring Report

F. 1.1
Signature Of Chieta Evaluator
	Name: 
	
	Signature:
	

	
	
	
	

	Date:
	
	
	

	
	
	
	


Comments
	

	


F. 1.2
Signature Of Organization Representative
	Name: 
	
	Signature:
	

	
	
	
	

	Date:
	
	
	


Comments
	

	


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

G. 1.1
Site Visit MONITORING Report RECOMMENDED By

	Name: (Apprenticeship Unit)
	
	Signature:
	

	
	
	
	

	Date:
	
	
	


G.1.2
Site Visit INSPECTION Report Endorsed By

This Part of the Monitoring Report only needs to be completed if the CHIETA Evaluator recommended that the organisation be de-accredit, de-approved or-de-inspected as an organisation to implement apprentice training.
	Date Of Committee Meeting:
	
	Decision Number:
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