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On behalf of THETA, I would like to present 
this first Scarce Skills and Career Guide to 
Learners, Skills Development Facilitators 
and Career Guidance Counselors. THETA 
has seen the dire need for such a guide 
in order to help learners make informed 
career decisions in the field of tourism, 
sports, conservation and gambling. 

We often refer to the tourism industry as if 
it was one industry. The tourism industry is 
an umbrella term for many industries, which 
collectively provide numerous offerings that 
serve the tourists. The products and services 
offered range from fine dining in a restaurant to 
a walk in a pristine safari. It is an industry with 
lots of diversity and exciting challenges. Learners 
are fascinated by the concept Tourism, and think 
and dream of themselves doing the travelling. 

This guide attempts to shed some light to learners 
with regard to the nature of employment in the 
tourism industry. The guide provides information 
on work environment in tourism organisations, 
career opportunities, types of qualifications 
available and accredited training providers 
offering Learnerships in the sector. 

Career Guidance Counselors at learning 
institutions and at the workplace will find this 
guide useful in identifying and selecting THETA 
accredited service providers for Learnership 
purposes and other skills programmes. Skills 
Development Facilitators will find it as a useful 
handbook that provides information on workplace 
skills plan and submission guidelines. It is my wish 
to see this guide improve  to cover more aspects 
of career education in future, I will therefore, 
appreciate any feedback from our stakeholders 
on the contents of this guide.

Warm Tourism Regards
Mike Tsotetsi
Chief Executive Officer
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Vision, Mission, Values

VISION 
           Our people skilled for a sustainable future

MISSION 
           To facilitate the achievement of excellent standards and growth  

                      through the development and recognition of people

VALUES 
           •	Service	Excellence
	 	 •	Efficiency
	 	 •	Equity
	 	 •	Integrity
	 	 •	Partnership
	 	 •	Quality	Accessibility
V

ision, M
ission, Values
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T
HETA - the Tourism, Hospitality 
& Sport Education & Training 
Authority – is a statutory body, 
established in terms of the 
Skills Development Act, No. 
97 of 1998. THETA’s mandate 
is to implement National 

Skills Development Objectives as per the 
agreement with the Department of Labour. 
This includes accountability for, among 
others, the development and implementation 
of a Sector Skills Plan within the framework 
of the National Skills Development Strategy; 
to promote and register Learnerships, the 
quality assurance of training providers 
and programmes; management of levy 
income and disbursements to ensure the 
development of skills and economic growth 
within the sector.

1.1 THETA’s Role in the Sector

preparing a Sector Skills Plan (SSP) which 	
addresses the training and development 
needs of the sector, the SSP is updated 
annually	to	reflect	current	training	and	
development needs and trends; 

developing and maintaining relevant 	
unit	standards,	qualifications	and	skills 
programmes for the sector; 

promoting the development of the skills of all 	
people employed in the sector; 

encouraging employers to train their 	
employees, provide opportunities for work 
experience and employ new staff when 
opportunities occur; 

encouraging employers to participate in 	
learnerships and other skills development 
programmes; 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

improving the employment prospects of 	
disadvantaged people by assisting work 
seekers to become skilled and work  
ready,	and	employers	to	find	qualified	
employees;
increasing the levels of investment in 	
education and training in the sector, 
including through the administration of the 
levy-grant system; and
quality assuring education and training 	
in the sector, through the accreditation of 
training providers and assessors and the 
establishment and maintenance of quality 
assurance systems.

1.
INTRODUCTION  TO  theta
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THETA’s Structure1.2 

Membership of THETA Board 1.2.1 

Board Member Representing Organisation

Chris Johnson - Chairperson HILD

Thabo Mahlangu – Deputy Chairperson SACCAWU

Alison Burchell SRSA

Donald Chiloane Independent

Robyn Christie ASATA

Peter Kirchoff NTGSA

Caleb Mabaso FEDHASA

Temple Machili SACCAWU

Brian Magqaza BCRCAT

Joseph Maqhekeni NACTU

Matsatsi Marobe TBCSA

Boniswe Mbovane Independent

Buhle Mthethwa NAFCOC

Sipho Ndzuzo SAFPU

Doctor Nkosi SASCOC

Steve Pila LOC

Leela Reddy HIAWU

Bulelwa Seti DEAT

Phillemon Sito ECCAWUSA

Luvuyo Tyikwe FAWU

Brian Ward CATRA

Sidney Zimba CASA

Themba Zulu HOTELICCA
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THETA Management1.2.2  
 
 
 

Chief	Executive	Officer
Mike Tsotetsi
mike@theta.org.za

Responsible for the overall management of 
THETA. 

Chief	Financial	Officer
Ben Keet
cfo@theta.org.za

Responsible	 for	 the	 overall	 financial	
management of THETA.

ETQA Manager
Ebrahim Boomgaard
ebrahim@theta.org.za

Responsible for THETA’s accreditation 
and quality assurance functions, including 
THETA’s accreditation as an ETQA (education 
and training quality assurance body)

Programme Manager
Puni Karuthasen 
puni@theta.org.za

Responsible for overall management and 
implementation of THETA projects. 

Skills Development & Learnerships Manager
William Chuene
william@theta.org.za

Responsible for the overall management 
of all skills planning initiatives, including the 
preparation and updating of the sector skills 
plan, the administration of the levies and 
grants function, and the activities of THETA’s 
five	chambers.	

Also responsible for the management of 
THETA’s Learnerships function - receiving 
Learnership proposals, Learnership 
applications, evaluation and approval, 
registrations, support to employers and 
learners, etc.
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THETA Chambers1.2.3  
 
 

Hospitality Chamber - which represents accommodation services, food preparation, catering and 
food and beverage services, fast foods, restaurants.

Chamber Co-ordinator:
Muzi Mwandla (Acting)
muzi@theta.org.za

Tourism and Travel Services Chamber - which represents retail and general travel operations, inbound 
tourism services, airlines, car rental event management.

Chamber Co-ordinator:
Muzi Mwandla 
muzi@theta.org.za

Gambling and Lotteries Chamber - which represents casinos, bookmakers, lotteries, horse racing, 
LPM Industry and Bingo.

Chamber Co-ordinator:
Leonard Strong
leonards@theta.org.za

Conservation and Guiding Chamber - which represents all forms of tourist guiding (including 
adventure guiding), wildlife conservation, trekking and safari operators, museums and cultural heritage 
sites and botanical gardens.

Chamber Co-ordinator:
Veronica Rikhotso
veronica@theta.org.za

Sport, Recreation & Fitness Chamber	-	which	represents	sports,	recreation	and	fitness	services,	
event management, indoor and outdoor sports, sporting events and activities, hunting, parks and 
beaches, recreational fairs and shows.

Chamber Co-ordinator:
Maureen Mashebane
maureenm@theta.org.za
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The process of transforming 
the South African 
workplace to ensure 
equity and productivity 
began with the new Labour 
Relations Act (LRA) of 
1995, which promotes fair 

labour practices and simplifies dispute 
resolution procedures for business and 
labour. It was followed by the Basic 
Conditions of Employment (BCoE) Act of 
1997, covering the day-to-day rights of 
people in the workplace.

From the mid 1990s, a range of Acts was 
passed which profoundly affected education 
and training in South Africa.
The	 South	 African	 Qualifications	 Authority	
Act, Number 58 of 1995;
The Skills Development Act, Number 97 of 
1998; The Skills Development Levies Act, 
Number 9 of 1999; and
The Employment Equity Act, Number 55 of 
1998.

In simple terms, their functions are to make 
training happen (Skills Development Act) to 
make training affordable (Skills Development 
Levies Act) to make training effective  (SAQA 
Act) to make training equitable  (Employment 
Equity Act) 

2.1 The SAQA Act

The	 SAQA	 (South	 African	 Qualifications	
Authority) Act outlines a new education 
and training system for South Africa which 
is intended to help the country achieve 
political, social and economic transformation 
by unlocking the full potential of each learner 
through their 

participation in “outcomes - based education” 
which focuses on “competence”.

Central	 to	 this	 is	 the	 National	 Qualification	
Framework, which locates all education 
and training on a grid in a way that integrates 
“formal education” with “vocational training”.  
It also provides for the formalisation of 
previously non-formal learning programmes, 
by requiring that they meet certain design 
and	 quality	 specifications.	 The	 modules	
are called “unit standards” and the whole 
programme	a	“national	qualification”.	The	aim	
is to encourage the provision of all education 
and training in line with this framework, giving 
learners mobility and national recognition and 
employers a way of ensuring the quality of 
people they train and employ.

The	other	significant	factor	in	this	new	system	
is the issues of “competence” which focuses 
on what a person can do and explain rather 
than how they acquired their skills/knowledge. 
This	is	the	first	time	that	learning	achievements	
in both formal and non-formal learning 
environments are recognised, thus including 
a wide range of learning achievements in 
the workplace. This in turn facilitates further 
learning, career pathing and labour market 
mobility.  

The Act stipulates that there be strong 
stakeholder involvement in determining 
standards of competence across all learning 
areas, and the new quality assurance 
measures to improve learning provision. 
SAQA’s work also includes 
registering the National Standards Bodies 
(which are ‘bodies responsible for establishing 
education and training standards or 
qualifications’)	and	accrediting Education and 
Training Quality Assurance Bodies (which are 
responsible for ensuring that the education 
and training provided is meeting the required 
standards).

2.
OVERVIEW OF APPLICABLE                                      
legislation
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2.2 The Skills Development Act

The Skills Development Act (SDA) introduces 
mechanisms to improve the relationship 
between the provision of education and the 
skills needs of workplaces.  These include 
new learning programmes, new approaches to 
implementing workplace-based learning and 
financial	incentives. 

Like the SAQA Act, the SDA is completely 
changing workplace learning. The vision is 
of an integrated skills development system, 
which promotes economic growth, increased 
employment and social development by focusing 
on education, training and proper employment 
services.   

A cornerstone of the Act is the introduction of 
new forms of learning – called ‘learnerships’ and 
‘skills programmes’. It also creates a framework 
and structures to support the implementation 
of the National Skills Development Strategy, 
including Sector Education and Training 
Authorities (SETA’s); a skills development levy-
grant scheme; the National Skills Authority 
(NSA); the National Skills Fund (NSF); the Skills 
Development	Planning	Unit	(SDPU);	and	labour	
centres.

The Act aims to increase the amount of money 
spent on education and training in the workplace, 
and to make sure the money is well spent.  
While the Skills Development Levy Act of 1999 
sets up the rules for the collection of levies, the 
SDA	specifies	that	the	money	should	be	spent	
on education and training that is registered on 
the NQF and that meets real needs in the labour 
market. 

One of the main changes in the way in which 
training is organise, is that the Seta’s must 
promote	and	organize	 training	within	a	sector,	
rather than within an industry as the old Industry 
Training Boards had done.  This means that 
people who are not formally employed in an 
industry – but work or want to work within a sector 
(e.g. small business, the unemployed) – can 
gain access to the development opportunities 
where they could not do so beforehand.
 
2.3 Skills Development Levies Act

The Skills Development Levies Act provides 
the laws and regulations for funding for the 
development of the workforce, in line with the 
Skills Development Act.  

From 1 April 2001 it required all organisations 
with an annual payroll of more than R250 000 
to pay a skills development levy of 1% of their 
payroll.  (While there are exemptions available 
for some organisations, all employers must 
register and then apply for exemption.)

From February 2004, the Minister of Finance, 
Mr. Trevor Manuel increased the threshold for 
skills development levy payment from R 250 
000 to R 500 000. Effective from August 2004 
organisations whose annual payroll is less 
than R 500 000 are no longer required to pay 
Skills Development Levies. Applications for this 
exemption must be made with SARS as outlined 
above)

The levy is payable monthly to the South African 
Revenue Service (SARS).  When registering as 
a levy payer, organisations are asked to stipulate 
to which SETA they belong, so that the levy can 
be forwarded to that SETA.  Employers whose 
main business activity falls within Tourism and 
Hospitality or the THETA Standard Industry 
Classification	(SIC	Codes) should specify their 
levies be paid to THETA / SETA 25.

70% of the levy is refundable to organisations 
in the form of grants, once they meet the 
various requirements set out for each grant.   
For example a grant of 50% of their annual levy 
is payable once the SETA has approved the 
organisation’s choice of a Skills Development 
Facilitator and the content of their annual 
Workplace Skills Plan. A further 20% of 
their annual levy is payable should the 
organisation claim for a Discretionary 
Grant. 
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A portion of each levy (18%) is sent to the 
National Skills Fund for national priorities 
– like schemes for the unemployed, 
women, the disabled and previously 
disadvantaged persons, while a maximum 
of 10% is retained for the SETA’s running 
costs. 2% is allocated to SARS for the collection 
of the levies.

2.4 Employment Equity Act

The right to equality is enshrined in the South 
African Bill of Rights.  In line with this fundamental 
right, the Employment Equity Act (EEA) aims to 
promote equality in the workplace - to eliminate 
unfair discrimination and to ensure employment 
equity as a form of redress. The Act also aims to 
create a workforce which is representative of all 
South Africans.

The EEA affects almost every aspect of 
employment policy and practice:
recruitment procedures, advertising and 
selection criteria; 
appointments and the appointment processes; 
job	classification	and	grading;
remuneration	and	employment	benefits;	and	
terms and conditions of service 

The	 Act	 identifies	 a	 number	 of	 ‘designated	
groups’ (or special groups) which require special 
attention in order for equitable workplaces to be 
created.  These groups are black people (that 
is, African, Coloured and Indian people), people 
with disabilities and women.  Employers are 
required to report on these categories of people 
(gender, race and disability) in their Workplace 
Skills Plans and annual training reports. The 
Skills Development Act states that the Workplace 
Skills Plans must assist organisations to attain 
their employment equity targets.

The	EEA	also	identifies	‘designated	employers’	
(that is, those who employ more than 50 people 
and	make	 a	 particular	 level	 of	 profit)	 who	will	
especially be held liable if they do not comply 
with the demands of the Act.  Designated 
employers	 must	 implement	 affirmative	 action	
measures for people from designated groups 
to achieve employment equity.  To do so, they 
must appoint a senior manager in charge of 
employment equity; consult with employees; 
analyse its employment policies, practices and 

procedures to identify barriers to employment; 
prepare an Employment Equity Plan jointly 
with its employees and report on progress.

The Act also provides for the establishment of 
a Commission of Employment Equity, which is 
a stakeholder body responsible for establishing 
Codes of Good Practice.  The Act requires that 
these codes are monitored and enforced, and 
says how this should happen.

2.5 The Broad-Based Black Economic 
Empowerment Act (BBBEE Act) & 
the Tourism Charter 

Tourism	has	been	identified	as	one	of	the	leading	
5 sectors in the South African economy. The 
tourism industry is still however largely white-
owned and managed. Some of the larger listed 
tourism entities have begun transformation 
processes-however these are still in their 
infancy and are focused largely on equity 
ownership. A recent study commissioned by 
the Department of Environmental Affairs and 
Tourism in 2003, has estimated that only 6% 
of listed tourism entities have BEE ownership. 
Average management and control of the listed 
entities indicates that 15% are black males, 
and 2% are black women. 81% are white 
males. The transformation challenge therefore 
remains enormous. (Source www.tbcsa.org.
za)
What is Black Economic Empowerment?
Black	 Economic	 Empowerment	 is	 defined	 in	
the BEE Act as:

“…An integrated and coherent socio-economic 
process that directly contributes to the 
economic transformation of South Africa and 
brings	about	significant	increases	in	the	number	
of black people that manage, own and control 
the	country’s	economy,	as	well	 as	 significant	
increases in the number of Black people1♣  
that manage, own and control the country’s 
economy,	as	well	 as	 significant	decreases	 in	
income inequalities.”.
What is the purpose of the Broad Based Black 
Economic Empowerment Act?
To establish a legislative framework for the 
promotion of black economic empowerment; 
To empower the Minister to issue codes of 

1 ♣ The term ‘Black people’ refers to African, 
Indian and Coloured South African citizens.
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Good Practice and to publish transformation 
charters;
To establish the Back Economic Empowerment 
Advisory Council;  And to provide for matters 
connected therewith.

2.5.1  What is the Tourism Charter?

The Charter and Scorecard are the tourism 
industries’ commitment to furthering 
transformation and Black Economic 
Empowerment in the Tourism Sector. 

The Tourism BEE Charter expresses the 
commitment of all stakeholders in the tourism 
sector to the empowerment and transformation 
of the sector and its commitment to working 
collectively to ensure that the opportunities and 
benefits	 of	 the	Tourism	 sector	 are	 extended	 to	
Black South African as well. 

* Please note the Tourism BEE Charter is now 
under	review	since	the	gazetting	of	the	Codes	of	
Good Practice on BEE. 

2.5.2   What is the difference between  
               the Charter and the Scorecard?

The Tourism BEE Charter expresses the 
commitment of all stakeholders in the Tourism 
sector to the empowerment and transformation 
of the sector and its commitment to working 
collectively to ensure the opportunities and 
benefits	 of	 the	 tourism	 sector	 are	 extended	 to	
black South African as well.  

The Tourism Scorecard, on the other hand, is the 
tool which measures that commitment through 
indicators, targets and weightings. The Charter 
and Scorecard are, however, often referred to 
collectively since they go hand in hand and are 
published as one document. 

THETA’s interest is to gauge commitment to and 
achievement of the 2009 Milestones as they 
pertain to the Skills Development Indicator. Skills 
Development	is	weighted	at	20%	in	the	first	five	
years for the period, ending 31 December 2009, 
thereby displaying its relative importance in 
terms of impacting human capacity building in 
the tourism sector.

2.5.3  What is the Charter’s  
                 scope of Application?

The Charter and Scorecard apply to all privately 
owned enterprises within the tourism sector, and 
to all parts of the value chain in that sector,
inter alia –
Accommodation
Hospitality and related services
Travel distribution systems

The Tourism Charter excludes THETA member 
employers or organisations grouped within SIC 
Codes 96419 (Operation and management of 
horse racing events and clubs and academies) 
and 96494 (Gambling, licensed casinos & the 
national lottery - incl. bookmakers, totalisators, 
casinos, bingo operators) as employers within 
the Gaming & Lotteries Chamber have separate 
arrangements with the Department of Trade & 
Industry for their sectors’ transformation.
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3.1 What are the Skills Development  
           Act   and Skills Development  
           Levies   Act?
   
The Skills Development Act of 1998 promotes the 
development and improvement of the skills of the 
country’s workforce.  In addition to information 
about skills development itself, the Act requires 
that employers pay a skills development levy from 
which they can claim portions for the training they 
have implemented.  This compulsory levy was 
given force in 1999 in the Skills Development 
Levies Act, which outlines the details of who 
should pay the levy and what amounts should 
be paid.  It also announced that the levy scheme 
would begin on 1 April 2000.

3.1.1 How is the levy calculated?

The levy is 1% of the “leviable amount”, this 
being “the total amount of remuneration, paid or 
payable, or deemed to be paid or payable, by an 
employer to its employees during any month”.   

Included are: 
Normal salary, wages, overtime pay, bonus, 
gratuity, commission, leave pay etc.
Remuneration paid to employees who do not 
have to pay tax - i.e. their remuneration falls 
below the income tax threshold.
Pensions and retirement allowances.
50 % of travelling allowances.
50 % of any allowances to holders of public 
office
Fringe	 benefits	 valued	 in	 terms	 of	 the	 Income	
Tax Act (in the Seventh Schedule). 

Excluded are:
Lump sums from pension, provident and 
retirement annuity funds.
Amounts payable to a learner in terms of a 
contract	of	employment	(as	defined	in	the	Skills	
Development Act).
Amounts paid to independent consultants or 
labour brokers.

Reimbursive allowances – e.g. entertainment or 
travel allowances.
Amounts paid to non-executive directors of 
private companies.

(When	the	levy	was	first	initiated	on	1	April	2000,	
the “leviable amount” was 0, 5%.  This was 
increased a year later, as planned, to 1 %.)
 

3.1.2 Who has to pay the levy - when and
           to   whom?

The levy must be paid by every employer who 
is registered with the South African Revenue 
Services (SARS) for PAYE, even if they only 
pay PAYE for a single employee; and/or has an 
annual payroll in excess of R500 000.
Some	organisations	that	fulfill	these	criteria	may	
be exempt, however (see below).
Employers are required to pay the levy to SARS, 
no later than seven days after the end of each 
month.

3.1.3 How do employers register for
            payment of the levy?

From May 2003, SARS introduced a statement 
(statement of account EMP2) integrating the 
following three aspects in respect of SDL 
payments:

Acknowledgement of payment received (IRP/
UIF/SDL213);
Final demand to submit a return EMP201 (EMP 
204); and
Final demand for payment of outstanding amount/
additional penalty/interest (EMP208)

While only some employers have to pay the levy, 
every employer must register as an employer 
with SARS.  This is so that THETA has a record 
of every employer in the sector, whether or not 
they are exempt from paying the levy.

3.
SKILLS DEVELOPMENT  
           Levies & Grants SYSTEM



17Skills Development Facilitator | Hand Book - 2008 - 2009

Levy registration forms (SDL 101) and an 
“Employer Guidelines to Registration” (SDL10) 
are	 obtainable	 from	 any	 SARS	 office	 or	 from	
their	website	(www.sars.gov.za).			

When completing the registration form, it is 
important that THETA’s SETA number  - which is 
“25”  -  is inserted under question number 6.2.1  
-  as this instructs SARS where to re-direct the 
funds intended for each SETA (Sector Education 
& Training Authority);  

The correct Standard Industry Code (SIC) for an 
organisation is inserted under 6.2.1. – called the 
“Chamber / Activity code”. This code indicates the 
micro-sector in which an organisation is located 
– e.g. 64106 is “management and operation of 
game lodges” and 96418 is “management and 
operation of motorised sporting”. The long list of 
codes can be found in the “Employer Guidelines 
to Registration” (SDL10).

If an organisation has a number of branches or 
sites, an additional registration form (SDL 102) 
must be completed for each branch or site.

3.1.4 Can an employer be exempted 
           from paying the levy?

While every employer must register with SARS, 
the following employers can apply for exemption 
from paying the levy:
employers whose payroll is less than R500 000 
per year and who are not required to register for 
PAYE; 
any public service employer in national or 
provincial sphere;
national or provincial public entities, if 80% or 
more of their expenditure is defrayed directly or 
indirectly from funds voted by Parliament;
any	municipality	in	possession	of	a	certificate	of	
exemption from the Minister of Labour; and
religious or charitable institutions, or any fund 
which is exempt from the payment of income 
tax.
The application for exemption is contained in the 
SDL101 form - also available from any SARS 
office	or	from	their	website.

The application for exemption is contained in the 
SDL101 form - also available from any SARS 
office	or	from	their	website.

 3.
SKILLS DEVELOPMENT  
           Levies & Grants SYSTEM
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3.2    How are levies allocated, & what  
         can  be claimed? 
 
3.2.1 How are the levies allocated?

National Skills Fund (NSF) 
For priority projects for National Skills Development

18%

SARS 
For administration of the collection of levies

2%

The relevant SETA

80%

10% for admin and operational costs.
70% is available as grants to 
employers who paid the levy and met 
the criteria for grants.

3.2.2   What can employers claim from 
           levies paid?

Grants are payments made by THETA to 
employers in the sector who have met the criteria 
for various categories of grants.  Employers may 
claim grants of up to 70% of the levy they have 
paid. There are two kinds of grants: mandatory 
grants and discretionary grants.  

Mandatory grants are paid by THETA when 
employers who pay the levy meet the established 
requirements and these are approved by THETA.  
The mandatory grant of 50% is payable in four 
quarterly payments on THETA’s approval of the 
Workplace Skills Plan (including the nomination 
of the Skills Development Facilitator); and the 
Implementation Report. 

Discretionary grants are paid to employers who 
implement skills initiatives that are usually in 
addition to those in the Workplace Skills Plan 
and	that	are	defined	in	terms	of	the	SETA Grant 
Regulations issued in July 2005. 

Note: Employers cannot claim grants against 
the cost of training implemented, only grants in 
proportion to the skills levies paid. 
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3.2.3 Summary of Grants

GRANT

% EMPLOYER’S LEVY

April ’06 – 
March ‘07

April ’07 – 
March ‘08

April ’08 
–March ‘09

Due date for submitting 
application

Mandatory grants

Workplace Skills 
Plan

50% 50% 50%
06/07: 30 June 2006
07/08: 30 June 2007
08/09: 30 June 2008Annual Training 

Report  

Discretionary grants
Refer to www.theta.
org.za	for	criteria

20% 20% 20%

TOTAL AVAILABLE 
FOR GRANTS 70% 70% 70%

3.2.4 How to apply for Mandatory Grants

Grants are payments made by THETA to 
employers in the sector who have met the criteria 
for various categories of grants. Employers may 
claim grants up to 70% of the levy they have 
paid.  There are two kinds of grants:  mandatory 
grants and discretionary grants. 

Mandatory grants are paid by THETA when 
employers who pay the levy meet the established 
requirements and these are approved by THETA.  
This grant is payable on approval of the nominated 
Skills Development Facilitator, a Workplace Skills 
Plan and Annual Training Report. 

Discretionary grants are paid to employers who 
implement skills initiatives that are usually in 
addition to those in the Workplace Skills Plan.

3.2.5 Qualifying for Mandatory Grants 

To qualify for mandatory grants, levy-paying 
employers must be registered with THETA and 
their levy payments must be up-to-date.  To 
ensure that THETA has the correct information 
from SARS, and that it meets the demands of the 
Auditor General and to ensure that employers 
get the correct Grant payments, all THETA levy
 

paying employers are required to: 

Complete the EMP201 page on the THETA 
SMS database, this page allows the employer to 
complete the same information as required on
the SARS EMP 201 and will include the following 
information: 

Financial year•	
Date Paid•	
For which month•	
Amount paid•	
Save the payment•	

Employers are required to complete this 
information from April 2005 to date and thereafter 
on a monthly basis.

Alternatively, employers are requested to fax 
a copy of the monthly SARS EMP 201 form to 
THETA at 0865053346 or alternatively email 
scanned copies to 	 cfo@theta.org.za with the 
subject heading ‘EMP201’. 

Employers need to forward all copies from March 
2005 to date and thereafter on a monthly basis.

This will assist THETA in paying the grants 
timeously by enabling the reconciliation of 
accounts that might otherwise delay the 
payment.
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4.1 What is a Skills Development 
           Facilitator (SDF)?

The Skills Development Facilitator (SDF) is 
responsible for the development and planning 
of an organisation’s skills development strategy 
for	 a	 specific	 period.	 	 This	 will	 include	 the	
development and implementation of an annual 
Workplace Skills Plan, the submission of an 
Annual Training Report/Implementation Report 
and Discretionary Grant applications. 

He or she also serves as a resource to the 
employer with regard to conducting skills audits/
skills needs’ analyses, the criteria required 
for accreditation as a Training Provider,  and 
should be able to advise on application for and 
implementation of Learnerships.
 
4.2 The functions of a Skills  
           Development  Facilitator (SDF

The SDF is responsible for: 
assisting the employer to become registered 	
with THETA;
assisting the employer and employees with 	
the development of a Workplace Skills Plan 
(WSP);
submitting the WSP to THETA;	
advising the employer on the implementation 	
of the WSP;
assisting the employer with the drafting of 	
an Annual Training Report/Implementation 
Report against the approved WSP;
formulating training practice to comply with 	
Discretionary Grant requirements
submitting applications for Discretionary  	
Grants 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

advising the employer on THETA’s quality 	
assurance requirements wrt. Accreditation as 
a workplace Training Provider; and
Serving as a contact person between the 	
employer and THETA. 
Providing THETA with additional information 	
that may be required.

4.3 Who can be appointed as a 
           Skills Development Facilitator?

A Skills Development Facilitator (SDF) can be 
an employee; or 	
a formally contracted, external person; or 	
a person who is jointly employed by a number 	
of other employers to assess the skills 
development needs of the group of employers 
and employees concerned. 

4.4 What criteria should be used to
           appoint a Skills Development 
           Facilitator?

When selecting an SDF, employers should include 
any trainer, employee or union representative/s 
or advisory committee in the process. 

The following criteria and competences should 
be considered when selecting an SDF: 

A good understanding of the National 
Qualifications	Framework	(NQF);

the capability to conduct a training needs analysis 
and develop the organisation’s Workplace Skills 
Plan for submission to THETA;

the capability to compile reports to THETA on the 
organisation’s implementation of its Workplace 
Skills Plan; 

if the organisation has not achieved accreditation 
by THETA, 

4. 
SKILLS DEVELOPMENT Facilitators
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the capability to prepare, submit and steer the 
company’s Application for Accreditation 
as a Training and Development Site OR to 
manage the contracting out of training and 
development to accredited providers; and 
the capability to advise on and monitor 
implementation of the WSP, including training 
delivery, assessment and quality assurance as 
required by THETA. 
 
4.5 How can employers ensure the 

competence of a Skills Development 
Facilitator?

Four unit standards were developed under the 
auspices of the Standards Generating Body for 
Occupation-Directed Education, Training and 
Development Practitioners to equip SDFs to 
perform their functions.  

4.6 What can employers gain by 
appointing and using a Skills 
Development Facilitator?

Apart from the value added by a competent 
person attending to skills development and skills 
enhancement needs within an organisation, 
organisations who pays the skills levy may claim 
up to 70% of their levies back in grants if the SDF 
submits grants applications in accordance with 
the prescribed requirements.

 4.7 Process for registration as a 
           Skills Development Facilitator

If you have not yet registered a Skills Development 
Facilitator	and	have	now	been	identified	a	Skills	
Development	 Facilitator	 for	 your	 organization,	
please apply for registration on the THETA SMS 
system.  
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7.1 What is a Sector Skills Plan (SSP)?

The Sector Skills Plan is a strategic document 
researched and developed by SETA’s for industry 
and stakeholders that clearly outlines economic 
trends	 in	 the	 sector,	 through	 the	 identification	
of the skills currently used and, therefore, skills 
that	are	in	demand	in	the	sector.	It	also	specifies	
the skills development priorities and outlines key 
strategies for the sector.

All SETA’s are required to complete, submit 
and annual update a Sector Skills Plan to the 
Department of Labour. The quality of Sector 
Skills	 Plans	 can	 be	 enhanced	 significantly	 if	
information received from grant applications - 
WSP’s, Implementation Reports and other grant 
claims is accurate. 

7.2 How is the Sector Skills 
           Plan compiled?

THETA produces the Sector Skills Plan (SSP) 
according to strict guidelines provided by the 
Department of Labour, following research 
and consultation across the tourism sector, 
using data gathered from a variety of sources: 
documentation, publicatiÍons, reports, stakeholder 
workshops and interviews, economists’ reports 
and workplace skills plans. 

This process is made possible through the 
sector’s involvement and endorsement of our 
activities. 

The compilation and analysis of the SSP allows 
THETA to develop a thorough framework for 
facilitating and supporting skills development.

7.3 The purpose of a Sector Skills Plan

To identify current and future skills 	
requirements in the relevant sub-sectors, 
industries	 or	 professions	 for	 the	 benefit	 of	
employers, communities and individuals. 

To develop a strategic plan stating:  	

a the key challenges presented by
											the	identified	needs;
b. the results to be achieved  

                      in the     form of success 
           indicators,     and 
c. the methods to achieve 

                      those results. 

To guide the formulation of national strategies 	
for skills development and the allocation of 
resources, including the National Skills Fund, 
discretionary grants, bursaries and other 
such grants under the levy grant system, 
donor and others.

7. 

Sector Skills Plan (SSP)
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This section contains information 
from the Dept. of Labour’s (DoL) 
Framework for Identifying and 
Monitoring Scarce & Critical Skills. 
The purpose of this information 
and training document is to clarify 
expectations with regard to the 

collecting and reporting of scarce and critical 
skills in the THETA Sector.

8.1 Defining Scarce and Critical Skills

While there are various national and sectoral 
discussions and debates about scarce and critical 
skills,	there	is	no	commonly	agreed	definition	or	
understanding of what the term “scarce skills” 
means, nor how “scarce skill” differs from “critical 
skill”. 

In South Africa these terms are used seemingly 
interchangeably in the current dialogues on 
skills and skills development. For example, the 
President has been quoted as telling Cabinet 
that economic growth is being blocked because 
of “critically scarce skills”. The NSDS (2005-
2010) uses “critical” in Objective 1 in respect of 
providing information about skills shortages and 
“scarce” in Objectives 2 and 4 in respect of the 
delivery of training programmes to address skills 
shortages. The Government’s Programme of 
Action refers to scarce skills but does not provide 
a	definition.

It is worth noting from the outset that all countries 
and research agencies in the labour market 
arena, labour market intervention specialists and 
economists, use different terminology to express 
the notion of scarce and critical skills.

Most often the term used relates to a level of 
“relative demand for skill” or “skill shortage”.  
Interestingly, Government Immigration 
Departments internationally are more inclined 

to	 a	 greater	 specificity	 where	 “skilled	 worker	
permits”	are	issued	against	identified	current	and	
future skills shortages which are impeding 

Íeconomic activity and growth either nationally 
or in a particular geographic region (Canada 
and	Australia).	These	skills	are	then	defined	as	
occupations. Some countries go so far as to 
prohibit the issuing of work permits for occupations 
and/or occupational levels in which there is a 
known over-supply (for example, Ireland).

Skill associated with occupation is usually 
identified	using	an	education	proxy,	i.e.	a	measure	
of	 qualification	 and	 sometimes	 experience.	 In	
the South African skills development context, 
as	 reflected	 in	 the	 1997	 Green	 Paper:	 Skills	
Development Strategy for Economic and 
Employment Growth in South Africa, skill is 
defined	 as	 “the	 necessary	 competencies	 that	
can be expertly applied in a particular context for 
a	defined	purpose”	and	“competence”	has	three	
elements:

Practical competence – the ability to •	
perform a set of tasks.
Foundational competence – the ability to •	
understand what we ourselves or others 
are doing and why.
Reflexive	 competence	 –	 the	 ability	 to	•	
integrate or connect our performance 
with an understanding of the performance 
of others, so that we can learn from our 
actions and are able to adapt to changes 
and unforeseen circumstances.

•	
Within the Organising Framework for Occupations 
(OFO) that forms part of this Framework, ”skill” is 
defined	as	the	ability	to	perform	competently	the	
roles and tasks associated with an occupation.

For the purpose of completing the Five Year 
Sector	 Skills	 Plan	 and	 Annual	 Updates,	 the	
following	definitions	are	to	be	applied:

8.1.1 Scarce Skills - refer to those occupations 
in	which	there	is	a	scarcity	of	qualified	and	
experienced people, currently or anticipated 
in the future, either (a) because such 

8.  
Organising Framework for Occupations 
(OFO) 
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skilled people are not available or (b) they 
are available but do not meet employment 
criteria.  This scarcity can arise from one or 
a combination of the following, grouped as 
relative or absolute: 

a) Absolute scarcity: suitably skilled 
people are not available, for example:

A •	 new or emerging occupation, i.e. there 
are few, if any, people in the country 
with	the	requisite	skills	(qualification	
and experience) and education and 
training providers have yet to develop 
learning programmes to meet the skills 
requirements.
Firms, sectors and even the country are •	
unable to implement planned growth 
strategies and experiencing productivity, 
service delivery and quality problems 
directly attributable to a lack of skilled 
people.
Replacement demand•	 	would	reflect	
an absolute scarcity where there are 
no people enrolled or engaged in the 
process of acquiring the skills that need 
to be replaced.

b) Relative scarcity: suitably skilled people 
available but do not meet other employment 
criteria, for example:

Geographical location•	 , i.e. people are 
unwilling to work outside of urban areas.
Equity considerations•	 , i.e. there are 
few if any candidates with the requisite 
skills	(qualifications	and	experience)	
from	specific	groups	available	to	meet	
the	skills	requirements	of	firms	and	
enterprises.
Replacement demand•	 	would	reflect	
a relative scarcity if there are people 
in education and training (formal and 
work-place) who are in the process 
of acquiring the necessary skills 
(qualification	and	experience)	but	where	
the lead time will mean that they are 
not available in the short term to meet 
replacement demand. 

8.1.2 Critical Skills, on the other  hand, in 
keeping with international trends refers to 
specific	key	or	generic	and	“top	up”	skills	within	
an occupation.  In the South African context 
there are two groups of critical skills: 

Key or generic skills, including (in •	
SAQA-NQF terminology) critical cross-
field	outcomes.	These	would	include	
cognitive skills (problem solving, learning 
to learn), language and literacy skills, 
mathematical skills, ICT skills and 
working in teams.
Particular	occupationally	specific	“top-•	
up” skills required for performance within 
that	occupation	to	fill	a	“skills	gap”	that	
might have arisen as a result of changing 
technology or new forms of work 
organisation.
Both scarce and critical skills must be •	
identified	at	the	occupational	level,	with	
scarce skills being considered against 
the occupation itself and critical skills 
being	reflected	as	specific	skills	within	
the occupation.

Both	scarce	and	critical	skills	must	be	identified	
at the occupational level, with scarce skills 
being considered against the occupation itself 
and	critical	skills	being	reflected	as	specific	
skills within the occupation

8.2   What is the OFO?

The	 OFO	 is	 a	 skill-based	 coded	 classification	
system, which encompasses all occupations in 
the	South	African	 context.	The	 classification	 of	
occupations is based on a combination of skill 
level and skill specialisation which makes it 
easy	 to	 locate	 a	 specific	 occupation	within	 the	
framework. 

It is important to note that a ‘job’ and ‘occupation’ 
are not the same.

“Job” is seen as a set of roles and •	
tasks designed to be performed by one 
individual for an employer (including self-
employment) in return for payment or 
profit.	
“Occupation” is seen as a set of jobs or •	
specialisations whose main tasks are 
characterised by such a high degree of 
similarity that they can be grouped together 
for	the	purposes	of	the	classification.	

The	occupations	identified	in	the	OFO	therefore	
represent a category that could encompass 
a number of jobs or specialisations, e.g. the 
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occupation “General Accountant” would also 
cover the specialisations “Financial Analyst” and 
“Insolvency Practitioner”. 

Identified	occupations	are	classified	according	to	
two main criteria: skill level and skill specialisation, 
where skill is used in the context of competency 
rather than a description of tasks or functions.

The skill level of an occupation is related to 
competent performance of tasks associated with 
an occupation. Skill level is an attribute of an 
occupation, not of individuals in the labour force 
and can operationally be measured by:

the level or amount of formal education •	
and/or training;
the amount of previous experience in a •	
related occupation; and
the amount of on-the job training•	

usually required to perform the set of tasks 
required for that occupation competently. It is 
therefore possible to make a comparison between 
the skill level of an occupation and the normally 
required educational level on the NQF as well as 
entry, intermediate and advanced levels referred 
to in the NSDS. This comparison is illustrated in 
Figure 1. 

The skill specialisation of an occupation is a 
function	of	the	field	of	knowledge	required,	tools	
and equipment used, materials worked on, and 
goods or services provided in relation to the 
tasks performed. 

Figure 1: Comparison between skill levels 
covered by Major Groups in OFO and NQF and 
NSDS levels 
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8.3 Why the OFO?

The purpose of the OFO is:

a)  to help identify Scares & Critical Skills and 
to ensure uniformity in naming  occupat ions 
within & across sectors.

b) DoL’s Employment Services for South 
Africa (ESSA) will draw information for  
reporting on Scarce & Critical Skills directly from 
the OFOs as reported on WSPs  & ATRs from 
2007 going forward.

8.4 OFO Descriptors

Occupations	 are	 classified	 according	 to	 the	
functions performed in the occupation. E.g. 
132201 – Finance Manager  

Description of functions:
“Plans, organises, directs, controls and 
coordinates	the	financial	and	accounting	activities	
within	an	organization”

Types of Finance Managers according to OFO:

Account Systems Manager •	
Budgeting Manager•	
Chief Accountant•	
Chief	Financial	Officer	(CFO)•	
Finance Director•	
Financial Administrator•	
Financial Controller•	
Foreign Exchange Manager•	
Internal Revenue Controller•	
Revenue Assessment Manager •	
Revenue Fraud & Prosecutions •	
Manager Etc.

8.5 Classification of Occupations

The	OFO	classifies	occupations	into	five	groups,	
namely Major Group, Sub-Major Group, Minor 
Group,	Unit	Group	and	Occupation.	Each	of	these	
groups has a code, the Major Group has a single digit 
code, Sub-Major Group has a two digit code, Minor  
Group	has	a	three	digit	code,	Unit	Group	has	a	
four digit code and the Occupation has a six digit 
code.

The OFO classification and it’s groups are easily 
demonstrated in the graphic below, using the 
example of a Network Analyst as an occupation.

8.5 Reporting on the THETA SMS

The following is an example of the OFO 
classification	as	reflected	on	the	THETA	SMS:

1 Major Groups – Managers
13 Sub-Major Groups – Specialist Manager
132301 Occupations – Personnel/HR Manager

The 6-digit level, i.e. Occupations, is the level 
that will be reported by SDFs, in the WSP & ATR 
they	will	submit	for	their	organizations.	
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9.1 What is the SMS?

The SETA Management System (SMS) is a 
computer application. This application is accessed 
via our website by stakeholders who have registered 
a Skills Development Facilitator. 
SMS was designed and developed with our 
outsourced IT partners Deloitte and Touché Seta 
Services.

9.2 Benefits of THETA Utilising an 
          Online System / SMS

It is used to check, monitor and update •	
organisational information. Currently the 
alternative data source used by SETA’s is 
from SARS or the Department of Labour 
database. This information is more 
often than not unreliable or out of date.   

Provides for a complete database of the •	
correct and updated Skills Development 
Facilitator and Employer Contact Persons. 
(If not the same person). This is important 
because the SDF is the main contact point 
between the company and the SETA. 
When an SDF is replaced, the Employer 
Organisation must notify THETA in writing 
at the time. 

 
Records Training Committee members and •	
details. These details should be updated 
when a new member joins or an old member 
resigns or annually, as required. (Applicable 
to employers of 50 persons or more only) 

Allows input and viewing of Workplace Skills •	
Plan (WSP) and Implementation Report 
(IR). In this application you can view plans 
and reports submitted per levy or scheme 
year. A report input cannot be edited for a 
previous levy year. Once the plan has been 
submitted information cannot be changed. 
  
 
 

 
 
 
 
 

Monitors Levies and Grants:  This  •	
screen allows member employers and/or 
their appointed SDF to monitor monthly SDL 
contributions and calculate grant allocations, 
prior to payment. If irregularities are noted, 
member employers are encouraged to be 
proactive and contact THETA to try to rectify 
before it impacts on their grant disbursements. 
THETA encourages employers to keep their 
SDL201 proof of payments attached to 
banking deposits / online transfers. THETA’s 
SMS	 allows	 for	 confirmation	 of	 the	 same,	
cross-checking and reconciliation purposes. 

9.3 How do I Access it?

Before you can access SMS you need to have 
a	 computer	 with	 Internet	 access	 and	 SMS	 User	
Identification	and	password.	Only	registered	Skills	
Development Facilitators have access to the SMS 
system.
A	 registered	 SDF	 specifies	 their	 own	 Username	
and Password when they apply to THETA for 
acceptance as a Registered SDF.  The requested 
User	Name	and	Password	 is	activated	by	THETA	
when the application for registration as an SDF has 
been approved by the Levies & Grant Department.

For queries, please refer to ‘Process for 
registration as a Skills Development Facilitator’ 
or contact:

Ms. Abigail Shabangu  
Levies & Grants Co-ordinator 
abigail@theta.org.za
Ms. Nomhle Shabangu
Levies & Grants Administrator 
nomhle@theta.org.za  

Keeping your password safe is your responsibility. 
If you feel it has been compromised, CHANGE 
IT! Your password is CASE SENSITIVE but not 
restricted to only alpha or numeric

9.  
Introduction to the SETA Management System
(SMS)
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STEP ACTION
4.

CLICK on the Company Name with your mouse.

The Organisation Info Screen will appear (this application is currently open).

Various TAB KEYS appear on the top margin of the Organisation Info Screen; and the function 
of each TAB KEY is summarised below:
 

TAB KEY                                                        DESCRIPTION

Organisation Info                                          Update contact details and physical address

Org Contacts                                                 Add optional contact persons

SDF                                                                 Update Qualifications and Role / Function / `
                                                                         Responsibilities      

WSP Plan & Report                                       Input data and review for correct / valid  
                                                                        statistical representation

Training Committee                                      Update member details

Grants & Levies                                             Monitor monthly contributions and ensure 
                                                                         payments updated

Associated SDF                                             Any SDF linked to company via other  
                                                                         subsidiaries / divisions

5.
You may:
Add new information, 
Change existing information or 
Delete irrelevant info from these applications by selecting the relevant TAB KEY
Press ENTER to ensure that all changes are updated on the SMS. 

6.
Log-off or EXIT the SMS when all required actions are performed on specific TAB KEY chosen

Click on the “LOCK AND KEY” icon in the top left corner of the SMS Menu

OR

Close the screen window by clicking on the “X”, in the top right corner
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