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ETDQA 
Communication 9/2010
Attention:
APPRENTICE TRAINING RELATED ACCREDITED, INSPECTED AND POTENTIAL EMPLOYERS

From:

Ayesha Itzkin
, ETDQA Executive Manager

Cc:

Juanita Wilkins, CHIETA Apprentice Training Co-ordinator

Date:

24 May 2010
SUBJECT:
REQUIREMENTS TO INDENTURE A PROSPECTIVE APPRENTICE, AND REGISTER A CONTRACT OF APPRENTICESHIP WITH THE CHIETA
1. BACKGROUND
The CHIETA National Artisan Training Committee (NATC) reviewed the procedures for the indenturing of a prospective apprentice and the registration of a Contract of Apprenticeship with the CHIETA.
During the recent review by the ETDQA of this process, it became evident that a more streamlined process can be put into place that would facilitate a shorter time frame for the indenturing and registration process.
Various options were discussed, and it was decided that in future the indenturing and process for the registration of apprentice contracts will proceed in parallel with the process to evaluate the employer suitability.  This will ensure that no time is wasted, and that as soon as the approval is given by the NATC, the contracts are already in place, and then final registration can be done quicker.
In view of the above:

The revised processes are outlined in this communiqué to ensure that all future applications to indenture a prospective apprentice and to register a Contract of Apprenticeship remain compliant with the requirements of the Manpower Training Act, 1981, while still ensuring the process can be completed in a shorter time frame.  In future, the processes will have to be amended – this, after new Regulations are promulgated under the Skills Development Amendment Act.
2. WHAT IS THE PROCESS TO INDENTURE THE PROSPECTIVE APPRENTICE?
After selecting a prospective apprentice, you need to notify the Apprenticeship Unit of the CHIETA of the employment of the prospective apprentice in a trade by completing the Notification Of Employment Of A Prospective Apprentice in a Designated Trade (see attached Notification). 
Note on time-frame: From the date that the employer signs the Notification Of Employment Of A Prospective Apprentice in a Designated Trade form for Internship, until the date that the CHIETA registers the Contract of Apprenticeship is 3 months only. This time-frame is in accordance with the MTA and it must be adhered to.

The list of documents that must be submitted with the above-mentioned Notification are as follows:

· Certified copy of identification document.

· Certified copies of highest educational qualifications.

· Recent completed medical certificate (see attached an example of a Medical Certificate). 
The ETDQA Apprenticeship Unit will have to evaluate the Notification based on the following:

· If the employer has been accredited or inspected against the trade in question by the CHIETA. This will provide evidence on:

1. Stability of the employer.

2. Suitability of the employer to assume responsibility under the prospective contract.

3. Adequate equipment, tools, machinery and premises.

4. Adequate range of work (e.g. limitations).

· Suitable age of candidate, as specified on certified copy of identification document.

· Suitable entry-level educational qualification of candidate, as specified on certified copy of educational qualifications.

· Completed and signed medical certificate.

· Previous disputes, grievances or appeals lodged by apprentices.

3. WHAT IS THE PROCESS TO REGISTER A CONTRACT OF APPRENTICESHIP?
Together with the Notification, the Employer completes, signs and forwards three (3) Contracts Of Apprenticeship to the CHIETA for registration (see attached Contract Of Apprenticeship). The following is important when entering into the Contract with the prospective apprentice, and must be done:

· The parties must sign all 3 contracts with a black pen.

· The signatures on the original and the duplicate must be identical, and two persons must sign as witnesses to each signature.

· All signatures must appear in the same order on the original and duplicate.

· If the employer is a company or partnership, the signature of a responsible person, e.g. partner, owner, manager or director, is required. The official title of the person, who signs in such cases, must be clearly indicated.

· The date on which the last person signs the contract must be given in the appropriate spaces on the page 3 above the signatures.

· All contracting parties must initial any alterations. 

The signed Contracts must be submitted to the ETDQA Apprenticeship Unit in order to be registered, where after two copies of the contract will be sent to the employer. The employer needs to submit one copy to the apprentice for his/her records and safekeeping. 

4. WHAT IS THE PROCESS TO OBTAIN WORKPLACE SITE APPROVAL?
If the employer site is not accredited or not previously inspected against the trade in question, the employer needs to complete the Accreditation Application Form and submit the Application Form to the ETDQA Apprenticeship Unit. 

The ETDQA Apprenticeship Unit will either arrange with the:

· Accredited employer to apply for extension of its accreditation to include the trade; or 

· Arrange with the employer for a site inspection to be conducted by the CHIETA. 

Queries can be directed to Juanita Wilkins on jwilkins@chieta.org.za.

NB DOCUMENTS: DOUBLE CLICK EACH DOCUMENT TO OPEN IT
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MANPOWER TRAINING ACT, 1981


(Regulation 3)


The CHIETA





NOTIFICATION OF EMPLOYMENT OF A PROSPECTIVE APPRENTICE IN A DESIGNATED TRADE

The following details relate to the employment of a prospective apprentice in a designated trade:


[Part A must be completed by an employer who employs or has in his employment a minor as a prospective apprentice in a designated trade in an industry and area in respect of which a committee referred to in section 5(2) of the Act has been established or is deemed to have been established. Parts A and B must be completed by an employer who is lodging an application to indenture a person other than a minor as an apprentice in a designated trade in an industry and area in respect of which a committee referred to in section 5(2) of the Act has been established or is deemed to have been established. 

Parts A, B and C must be completed by an employer who wishes in terms of section 18 (3) of the Act to indenture a minor or other person as an apprentice but who is not engaged in an industry and in an area in respect of which the relevant trade has been designated in terms of the Act]


		Requirement

		Evidence



		PART A



		1. Name of employer

		



		2. Address of employer’s Head Office

		



		3. Address where business is carried out

		



		4. Industry in which employer is involved

		



		5. Contact Person at Employer site where the prospective apprentice will obtain workplace experience

		



		6. Telephone Number of Contact Person at Employer site

		



		7. E-mail Address of Contact Person at Employer site

		



		8. Full names and surnames of prospective apprentice 

		



		9. Date and place of birth of prospective apprentice

		



		10. Population group to which prospective apprentice belongs

		



		11. Residential address of prospective apprentice

		



		12. Identity document number of prospective apprentice (attach certified documentary evidence)

		



		13. Name and address of parent or legal guardian in the event of a minor

		



		14. Name of last school attended by prospective apprentice

		



		15. Standard passed by prospective apprentice (attach certified documentary evidence)

		



		16. Highest Technical Qualification (attach certified documentary evidence)

		



		17. Has prospective apprentice done military service? Yes or no

		



		18. In the event of “yes” indicate during what period and supply his registration number 

		



		19. In what designated trade is the prospective apprentice engaged or is he to be engaged?

		



		20. On what date was the prospective apprentice engaged by you or is he/ she to be engaged in the above-mentioned trade?

		



		21. Has the prospective apprentice’s service with you been continuous?  

		



		22. (a) Supply the names of previous employers and the periods in respect of which the prospective apprentice was employed by them in the above-mentioned trade. In each instances certified documentary evidence of service must be attached 

		



		22. (b) Supply proof of CHIETA accredited providers of practical training or approved FET institutions where the prospective apprentice received practical  training or attended technical classes

		



		23. What period is suggested for the reduction of the normal period of apprenticeship in respect of service mentioned in 21? 

		………………………. years

………………………. months.



		24. State the following with regard to the designated trade mentioned under item 19:


(a) Average number of artisans employed during the preceding 12 months in the establishment where the prospective apprentice is to be trained

		



		(b) Actual number of artisans employed in the designated trades in question in the establishment referred to in (a) at the date of this notification

		



		(c) Number of apprentices in the designated trade in question in the establishment referred to in (a) at the date of this notification

		



		(d) Number of persons employed in the establishment in the designated trade in question who are not indentured and are not artisans at the date of this notification

		



		25. How long has the employer been engaged in the industry?

		



		26. Is the employer qualified and working as an artisan in the trade concerned?

		



		27. Equipment and tools available for the trade in which the prospective apprentice is to be trained (see  CHIETA’s Equipment and Tool List)

		



		28. The details of the CHIETA approved FET Institution where theoretical training will take place

		



		29. The details of the CHIETA accredited provider of practical training where practical training will take place

		



		30. The name of the mentor / coach for the prospective apprentice 

(Please note that the mentor / coach must be registered with the CHIETA, if not registered please supply copy of trade certificate.


The CHIETA approved ratio of mentor/coach to learner is 1:2 )

		



		31. Telephone Number of the mentor / coach for the prospective apprentice

		



		32. E-mail Address of the mentor / coach for the prospective apprentice

		



		PART B



		1. Marital status of prospective apprentice

		



		2. Number of dependants of prospective apprentice

		



		3. What wage is paid or will be paid to the prospective apprentice?

		……………………… Year One

……………………… Year Two


……………………… Year Three


………………………. Year Four



		4. Is the prospective apprentice in a position and prepared to attend technical classes as prescribed?

		



		PART C



		1. State the SETA in terms of whose conditions of apprenticeship the employer and prospective apprentice wish to enter into a contract

		



		2. Is the employer, the prospective apprentice and his guardian, if the apprentice is a minor, aware of the fact that the provisions of the Manpower Training Act, the contract of apprenticeship and the relevant conditions of apprenticeship, as they may be amended from time to time, will be legally binding once the contract has been registered?

		



		PART D



		The above details are, to me best knowledge and belief correct






		Name and Surname of the employer representative duly authorized to complete this Notification:

		



		Signature of employer representative:

		

		Date:
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CONTRACT NUMBER __________________
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CONTRACT OF APPRENTICESHIP IN TERMS OF THE


MANPOWER TRAINING ACT, 1981

(REGULATION 7)


THIS CONTRACT OF APPRENTICESHIP made and entered into between ……………………………………………


………………………………………………………………………………………………………………………………………


of (address) ……………………………………………………………………………………………………………………….


(hereinafter referred to as the Employer, of the one part, and ………………………………………………………………


…………………………………………………. identity number ……………………………………………………………….


born on the ………………… day of ……………………………………….(month) 20……….. (hereinafter referred to as 


the Apprentice), assisted herein by his / her guardian (if applicable) ………………………………………………………


of (address) ………………………………………………………………………………………………………………………


……………………………………… of the other part.


WITNESSETH:


1. THAT the Apprentice, having been found physically fit, being deemed to have passed the examination for the ……………………… certificate and having been granted a remission of ……………. years ……………..


months ………………. days by the Registrar of Manpower Training in respect of previous service and experience, does of his own free will and, where required, with the consent of his guardian, by these presents agree -  


(a)
to bring himself as an Apprentice to the Employer in the trade of …………………………………………….


………………………………………………….. designated in terms of section 13 (1) of the Manpower Training Act, 1981 (hereinafter referred to as the Act), in respect of the …………………………………………. (industry) referred to in Government Notice ………………………………. dated …………………………. for the unexpired portion of the period of apprenticeship, viz …………………... years ………………….. months ……………….. days, subject to the provision of section 13(2) (h) and 21 of the Act, commencing on the …………………………. 20.., and for such further period as he / she may required to serve in terms of any condition of apprenticeship described in terms of section 13 (2) of the Act; 


(b)
to serve the Employer, faithfully, honestly and diligently and to obey all lawful and reasonable commands and satisfy the requirements of the Employer or those duly placed in authority over him;


(c)
not to disclose or communicate to any person whomsoever any information relating to the business of the Employer;


(d)
not to  be interested directly or indirectly, whether as a paid agent or an employee, in any business or undertaking other than that of the Employer and not to absent him / herself from his/her employment without the sanction of the Registrar;


(e)
to attend, in accordance with the requirements of the conditions of apprenticeship applicable to him / her, such classes or courses or take such correspondence courses or portions thereof as may be applicable for the purpose of receiving technical or other instruction and to take such examinations as may, from time to time, be conducted by the relevant educational body in connection with such classes or courses and to conduct him / herself at such classes or courses or examinations in a seemly manner and in accordance with good discipline;


(f)
to record daily in his / her logbook in accordance with the conditions of apprenticeship applicable to him / her such particulars as may be prescribed of the training which he / she has received from the Employer and to furnish the Employer, as required, with a true copy of the recordings made in the logbook;


(g)
…………………………………………………………………………………………………………………………..


……………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………


……………………………………………………………………………………………………………………………


2. THAT the EMPLOYER does by these presents agree – 


(a)
to bind him / herself to receive the Apprentice for the period stated and to teach efficiently or cause to be taught efficiently the Apprentice in the trade and industry specified in paragraph 1 (a);


(b)
to pay such fees in respect of technical instruction as he / she may be required to pay in terms of any notice under section 13 of the Act;


(c)
to remunerate the said Apprentice at a wage not less that the rate prescribed in terms of section 13 (2) or (3) of the Act in the conditions of apprenticeship in respect of the trade and industry mentioned in paragraph 1 (a): Provided that in the event of the Registrar requiring a higher remuneration in respect of a major apprentice such percentage increase of the prescribed remuneration shall be recorded here and shall be paid to the apprentice: Percentage increase …………………………….………………..………………


………………………………………………………………………………………………………………………………. 


(d)
to endorse and sign this contract on completion of the period of apprenticeship and transmit it through the secretary of the committee or sub-committee in question for noting termination by the Registrar before handing it over to the Apprentice as his / her property.


3. THAT it is further agreed between all the parties to the contract that – 


(a) if the Employer is satisfied that the Apprentice has committed a serious breach of the terms of his / her contract or that the Apprentice has conducted himself in an unseemly manner and contrary to good discipline and such conduct is not conducive to his / her training, the employer’s business or the attainment of the object of the Act, whether during or outside his / her working hours or when attending classes or courses or taking examinations in accordance with the conditions of apprenticeship or during his / her stay in a hostel, if such stay relates to his / her apprenticeship, the Employer may forthwith suspend the Apprentice for a period not exceeding the number of days which Apprentice ordinarily works in a week and shall report the matter to the committee or sub-committee in question within three days of the date on which he suspends the Apprentice;


(b) where owing to slackness of work or an exigency in the industry in paragraph 1 (a), short time is being worked by the Employer, he / she may with written approval of the Registrar, given after consultation with the committee or sub-committee in question, employ the Apprentice on short time for such period or periods and under such conditions as may be stipulated by the Registrar;


(c) they will comply with any other relevant conditions of apprenticeship or modifications thereof or exemptions therefrom or relevancy requirements of the Act not specifically mentioned herein.


IN WITNESS WHEREOF the contracting parties hereto have hereunder set their hands this ………………..


day of …………………………… 20………


AS WITNESSES:


		1. ……………………………………………....




		



		2. ……………………………………………….

		……………………………………………………………



		

		Employer



		1. ……………………………………………....




		



		2. ……………………………………………....

		……………………………………………..…………….



		

		Guardian



		1. ……………………………………………....




		



		2. ……………………………………………....

		……………………………………………..…………….



		

		Apprentice





REGISTERED at the CHIETA this …………………….…………………….. day of ……………………. 20……….


……………………………………………..


CHIETA ETDQA Representative


TRANSFER


[Not to be completed until the approval of the Registrar as required in terms of section 22 (2) has been obtained and transmitted to the Employer via the committee or sub-committee in question]


With the consent of all parties to this contract the services of the Apprentice and the rights and obligations of the Employer are hereby transferred to …………………………………………………………………………………………..


……………………………………………………………………………………………………………………….…………….


with the effect from the date of registration hereof. In witness whereof the contracting parties hereto have hereunder set their hands this ………………………………………. day of ………………………… 20………..


		1. ……………………………………………....




		



		2. ……………………………………………….

		……………………………………………………………



		

		Employer



		1. ……………………………………………....




		



		2. ……………………………………………….

		……………………………………………………………



		

		New Employer



		1. ……………………………………………....




		



		2. ……………………………………………....

		……………………………………………..…………….



		

		Guardian



		1. ……………………………………………....




		



		2. ……………………………………………....

		……………………………………………..…………….



		

		Apprentice





REGISTERED at the Office of the CHIETA, this …………………day of ……… 20 …………. 


…………………………………………..


CHIETA ETDQA Representative


TERMINATION


(To be filled in on completion of the term of apprenticeship under this contract)


THIS IS TO CERTIFY THAT the Apprentice, ………………………………………………………………………


has completed his / her training under this contract and in accordance with the provisions of the Act and the conditions of apprenticeship which were binding upon him / her this ………………. day of ……………….. 20…….


………………………………..


Employer


Termination noted


………………………………….20………





……………………………….….….


CHIETA ETDQA Representative


CANCELLATION


Note – No contract of apprenticeship shall be rescind except – 


(a) with the consent of the Registrar, by agreement of the parties hereto; or


(b) by the Registrar, after consultation with the committee in question, on his own initiative ot at the instance of any party thereto, if he / she is satisfied that it is expedient to do so. 
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MANPOWER TRAINING ACT, 1981


(Regulation 8)


		MEDICAL CERTIFICATE








I hereby declare that (full name) …………………………………………………………………………………..


…………………………………………………………………………………………………………………….……


sex ………………………………………… population group ……………………………………..………………


who declares that he / she is ……………………………………………………………….…… years of age at 


present, has been examined by me with the following results:


I am satisfied / I am not satisfied that he / she is on good health and suitable for training in the trade …………………………………………………………………………………………………………………………..


or similar trade without danger to himself/herself or others.


1. Are the lungs sound? …………………………………………………………….……………………...….


2. Are the sounds, impulse and rhythm of the heart normal? …………………….……………………….


3. Is there any hernia? ………………………………………………………….……………………………..


4. Is there any defect –


in figure?………………………………………………………………………………………………………


in sight (including colour blindness and depth perception)? ……………………………………………


in speech …………………….……………………………………………………………………………….


5. (a) Are the teeth sound? …………………………………………………………………………………...


(b) If not, do they require immediate treatment? ……………………………….………………………..


6. Are there tonsil or adenoid defects? ………………………………………………………………………


7. Is there any sign of appendicitis? …………………………………………………………………………


8. Are there any signs of illness or disease? ……………………………………………………………….


9. Is there any sign of epilepsy? ……………………………………………………………………………..


10. Is the applicant apparently free from any infectious or contagious disease? ………………………..


11. Does the applicant suffer from any physical disability that is likely to disadvantage him/her in the course of training? ……………………………………………………………………………………….. 


12. Do you consider the applicant be normal mentally? …………………………………………………………………………………………………………………


…………………………………………………………………………………………………………………


____________________________


Signature of District Surgeon /


 Medical Practitioner


Date ……………………………………………….


Address ……………………………………………


………………………………………………………


………………………………………………………


Department of Labour Prescribed Form
MAN 690
Page 1 of 1

Department of Labour Prescribed Form

MAN 690


Department of Labour Prescribed Form
MAN 690
Page 2 of 2



[image: image1.png]
