
	AMAJUBA DISTRICT MUNICIPALITY


             CODE OF GOOD PRACTICE

                  TRAINING AND DEVELOPMENT POLICY
1.
PURPOSE

To promote education and training in the Municipality and to empower all employees as 
per the Skills Development Act, Employment Equity Act and the Basic Conditions of 
Employment Act. 

2.
POLICY


The types of training courses and the development thereof will be determined by the 
Municipality. All education and training will be needs-based from the Municipality’s point of 
view. Employees are encouraged to become involved in their personal development, to 
manage their own careers by indicating to their supervisors their training needs 
requirement.


The Municipality recognizes that its human assets are its most vital resource and is 
therefore, committed to ensuring that all employees receive appropriate education and 
training:

· To enable them to meet the requirement of their present jobs

· To cater for personal development and the attainment of national qualification

· To enable them to make the most of their ability


Employees are encouraged to take advantage of all development opportunities that are 
available to them.

3.
PROCEDURES


The Assistant Director: HRM and or SD Facilitator/Officer will assume overall                    
responsibility for:

· Implementation of this policy

· Co-ordinating all training and learning activities throughout the Municipality


Every Departmental Director or Senior Manager is responsible for the training and 
development of his or her staff through the formulation and implementation of the 
Workplace Skills Plan (WSP).


As a rule, SETA accredited and registered service providers will be appointed and used by 
the Municipality. In addition to training enabling employees to become competent at their 
jobs, the Municipality will pay particular attention to specific training and learning 
arising 
from internal or external pressure of business, i.e. legislation e.g labour laws.


The Municipality believes that its employees should be empowered through training and 
education to become better South African citizens for the good of the country as well as the 
Municipality.


The municipality shall continue to promote skills development of non-employees through 
opening itself up as a training ground for Learnerships and provider of Bursary Scheme (if 
necessary) for studies relevant to the Municipality.


The Municipality respects individual dignity and therefore, encourages elder employees to 
enrol on the Basic Skills Education programmes made available by any institution within 
the jurisdiction of the Municipality.

4.
Staff training is categorised as follows

4.1
STATUTORY TRAINING


This is training required by law for employees to carry out specific tasks.


4.2
VOCATIONAL TRAINING


This is skills training aimed at filling specific skills gaps in the current employment 

position.


4.3
DEVELOPMENT TRAINING


This training is aimed at obtaining a tertiary qualification, i.e. diploma or degree.

5.
In view thereof that:

5.1
4.1 above has to be complied with prior to appointing a person, training to comply with 

statutory requirements will be the exception to the rule and will be dealt with on an ad-hoc 
basis but within the scope of this policy.
5.2
Staff training will;
5.2.1
be focused on current job skill development or filling of skills gaps; and
5.2.2
be conducted only via SETA accredited institutions or by state institutions.

6.
Generic work skills training i.e. the basic skills you need to do your job (e.g. Computer 
literacy) will not be made available to attend, except in respect of new  
programmes/innovations.
7.
Please note the following:


(i)
Contract employees (but not consultants) may also seek nomination for training;


(ii)
Course nomination will be done via the – Application for Nomination: Training 


Course Form; (obtainable from HR Department or the Intranet);
(iii) The HRM is instructed to inform the HOD if the course is not in compliance with accepted/approved skills development notification;


(iv)
The HOD may nominate a staff  member to attend training;

(v) All training is to be within the limitations of the budget;

(vi)
Special leave is to be granted to staff who are nominated to attend training and 
who are to sit for examination/test as a result of such training courses.
8.
ROLE OF THE HEAD OF DEPARTMENT

8.1
All HOD’s are accountable for employee development such as:

· Identifying the knowledge, skills and abilities associated with an employee’s position.

· Undertake to assist staff with the completion of the Skills Audit Form.

· Prioritising training in the skills questionnaire based on budgetary constraints.

9.
WHAT IS EXPECTED FROM STAFF?

9.1
To complete the Skills Audit Form on skills development with the assistance of the 
HR department and relevant HOD and 
have it signed by your HOD and hand it 
to Human Resources. 


9.2
The HRM will study this form and if need be discuss/amplify same via your 
HOD/supervisor.
9.3
Each staff member for each individual course you wish to attend (and when the 
course is offered) is to complete the Application for Nomination: Training Course 
Form, submit it to the HRM who in turn will complete the relevant sections.

NOTE:

(i)
No course attendance may be approved without the Course Nomination 


Form having been duly signed and filed;

(ii) Persons being nominated for training and who fail to attend on those dates or cancels nomination or fail to sit for the examination may be held liable for costs;

(iii) Persons who fail examination where applicable will be required, at own cost and time, to sit for a re-examination;

(iv) Should such re-examination also be unsuccessful or such person fail to undergo re-examination, the costs of the training course, unless good cause is shown, may be recovered from the staff member.

10.
WHAT IS EXPECTED FROM THE HUMAN RESOURCES DEPARTMENT? 

10.1
To assist with the completion of Skills Audit Form and skill needs analysis. 

10.2
Coordinate and monitor the implementation of training preferably were possible 
with accredited institutions and aligned with preferred NQF levels.
10.3
To bring to the attention of training courses on offer to HOD’s and staff.

NOTE:


HOD’s and Staff who become aware of training courses must also bring same to 
the attention of the HR Department.
11.
GENERAL GUIDELINES

11.1
If the paper trail is not complete then nomination for training cannot be approved – 
[Note: 
from Application for Nomination: Training Course form that job description 
also has its part to play and job descriptions must be updated];
11.2
The training offered by numerous companies (the so-called “Glossy” invitations) 
are as a rule not acceptable for staff training;

11.3
S&T to attend training will be debited to the departmental S&T Vote;
11.4
The policy applies to all staff training.

11.5
Attendance of Seminars and Workshops are outside the scope of this Policy.

12.
STUDY LEAVE 

12.1
Examinations

12.1.1
For the purpose of sitting as a candidate at any examination approved by the 


HOD, two (2) days special leave will apply, a day prior to the day of examination 


and a day for the Actual examination.  Supporting documentary proof of the 


examination timetable must be 
attached to the Leave Form.

12.2
Special Leave for Study purposes 

12.2.1
Special Leave of 10 days per annum for study purposes, on full pay, may be 


granted by the HOD to obtain the following qualification:  B-Degrees, Honours, 


Masters or Post Graduate Diplomas.
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