Workplace Skills Plan and Annual Training Report 

Official link  

http://www.serviceseta.org.za/WSP_ATR/wsp_home.html#deadlines
Whether you pay R50 or R5 000 per month for Skills Development Levy, you are entitled to get back a portion of the money you have paid in the form of Levy Grants. The Services SETA listened to complaints coming from small and micro enterprises in the Services Sector regarding how difficult it is to complete the Workplace Skills Plan on the current format prescribed by the Services SETA. A simplified form has been developed to make grants more accessible to all companies.

The Services SETA has decided to assist companies by following the procedures indicated and explained below:

1. Companies with 50 or more employees, temporary and permanent employees in total, will complete the normal Workplace Skills Plan and Annual Training Report already implemented and utilized for the past year;

2. Companies with 20 to 49 employees, temporary and permanent employees in total, will complete the shortened Workplace Skills Plan and Annual Training Report; and

3. Companies with 1 to 19 employees, temporary and permanent employees in total, will complete the SME Claim Form. It is important to note that companies who wish to take on learners in learnerships may not complete the combined form and will still have to complete the form in 2 above. The companies that will follow the SME Claim form route will have to also submit the letter of intent before the due dates mentioned below to prohibit the sweeping of the relevant employer accounts. If equity targets have been included in the training the cash grant will also be paid out to the company.

4. Companies who wish to take part in the Voucher System should submit the letter of intent for the Voucher System and will receive their Mandatory Grant on receipt of the Letter of Intent.

Please note that in most instances the documents listed under all "Latest Updates" are in Adobe Acrobat format. In order to read the Adobe Acrobat format you need to have the Adobe Acrobat Reader software installed on your computer. Please click here for instructions on how to do this.

If you are not able to download this software then MS Word versions of most documents may be found under the Media and Documents section from the website home page

http://www.serviceseta.org.za/Media_Documents/media_index.html

Please make a note of the following Submission Deadlines for WSP's & ATR's that are due from this year :

· Workplace Skills Plans for 2005 / 2006 will be due by the 30th September 2005.

· Reason being due to the re-designing of the Templates to include the two new aspects as per D.O.L.

· The template is not yet available, however once it is you will all be notified.

· The old format must not be used to submit the new WSP 2005/2006 as they will not be accepted or processed.

· Thereafter all WSP's submissions will be due by the 30th June of every year.

· Annual Training Reports for 2004 / 2005 are due by the 31st July 2005.

· The old format for the ATR can be used for this year only

· Thereafter all submissions are to be made using the new template and it will be due by the 30th June of each year.

· From next year the ATR must be handed in along with the new WSP for that particular year.

I hope this serves to clarify any misunderstandings you may have regarding the new submission dates. Should you have any further

queries regarding the above you may contact Bronwyn Wynne on 011 715 - 1800 or e-mailed

to bronwynw@serviceseta.org.za”

All training reports must include letters of intent in respect of all training providers utilized by the employer showing that the training provider is in the process of obtaining accreditation and proof of expenditure in respect of all training done and it must be submitted with the Annual Training Report/ Simplified Annual Training Report/ SME Claim Form. It is important to note that the Implementation grant is limited to 45% of the employer’s Skills Development Levies paid to SARS.

Companies who do not submit proof of expenditure incurred in respect of the training reported on, could also attached a signed certificate from a registered accountant with the Association of Chartered Accountants stating that the statement of expenditure is correct, relate to the training claimed for in this claim and that the proof of expenditure is available for auditing purposes on request by the Services SETA.

Only companies who have submitted a Workplace Skills Plan in the case of 1 and 2 above are entitled to claim the Implementation Grant. In the case of the SME Claim form in paragraph 3, the company is automatically entitled to the implementation grant.

Skills Development Levies paid by employers who did not submit the relevant grant applications before the due dates will forfeit the grants for that particular year.

Please note that a Workplace Skills Plan has to be completed for each financial period starting from year 2000.

It is preferred that those SDFs (both internal and external) who have been trained through the Services SETA’S SDF training interventions to submit WSPs online using the Service SETA's Oracle database. Please phone the Services SETA's SDF Officer, Bibi Moosa on telephone (011) 715 1800 for more information on how to go about obtaining the relevant documentation for this process.

If you do not have access to the Internet you can still submit the WSPs via fax and post to the Services SETA. Please note that the last page of the WSP has to be signed and faxed to the Services SETA as official proof of authorisation.

The same on-line capture information detailed above for the Workplace Skills Plan, applies to the Annual Training Report. Please remember that the last page of the Annual Training Report has to be signed and faxed to the Services SETA as official proof of authorisation.

