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COMMISSION FOR CONCILIATION, MEDIATION & ARBITRATION

CCMA/2024/11-ETD

ESTABLISHMENT OF A PRE-APPROVED LIST OF ACCREDITED TRAINING SERVICE
PROVIDERS FOR A PERIOD OF THREE (3) YEARS

A Compulsory Briefing Session will be held as follows:
Date 07 August 2024: at 11:00 AM Through Microsoft
Teams (Virtual)
Bid Closing Date, time and venue:
23 August 2024 at 11:00 AM

at CCMA National Office, 28 Harrison Street, JCI Building, 8th Floor, Johannesburg
(Deposit in the tender box)

COMPULSORY BRIEFING SESSION:

BELOW IS THE LINK TO ACCESS THE COMPULSORY BRIEFING SESSION

Join the meeting now (ctrl + click to join the link)

Meeting ID: 311 129 272 989
Passcode: QJS3JF

FAILURE TO ATTEND THE VIRTUAL BRIEFING SESSION WILL LEAD TO DISQUALIFICATION OF THE BID
It is the responsibility of bidders to ensure that they can access the briefing link before the briefing session



https://teams.microsoft.com/l/meetup-join/19%3ameeting_NTMzZWU0YTktMmVlYS00ZjA2LTliMjYtZDQ0ZDdhOTEzYTNi%40thread.v2/0?context=%7b%22Tid%22%3a%22fcb5eb25-2f24-4dc5-a952-3346b8237d12%22%2c%22Oid%22%3a%221b2a95fd-0b44-4e6b-bc09-c5f1c6453da5%22%7d
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SECTION 1: GENERAL CONDITIONS OF BID




Proprietary Information

CCMA considers this Request for Proposal (RFP) and all related information, either written or verbal,
which is provided to the respondent, to be proprietary to CCMA. It shall be kept confidential by the
respondent and its officers, employees, agents and representatives. The respondent shall not disclose,
publish, or advertise this RFP or related information to any third party without the prior written consent of
CCMA.

Enquiries

21

2.2

All communication and attempts to solicit information of any kind relative to this RFP should be

channeled in writing to:

Name: Mr. Khumbuzile Ndevu

Telephone Number: +27 11 377 6636
Email address: Tenderenquiries@ccma.org.za

Closing date for enquiries in relation to this RFP will be 12 August 2024 at16:00.

The enquiries will be consolidated, and CCMA will issue one response and such response will be posted,

within two days after the last day of enquiries, onto the CCMA website (www.ccma.org.za) under tenders

i.e. next to the same RFP document.

The CCMA may respond to any enquiry in its absolute discretion and the bidder acknowledges that it will
have no claim against the CCMA on the basis that its bid was disadvantaged by lack of information, or

inability to resolve ambiguities.

Bid Validity Period

Responses to this RFP received from bidders will be valid for a period of 120 days counted from the bid
closing date.

Instructions on submission of Bids

Bids should be submitted in duplicate (2 hard copies) and one electronic copy (on USB) in PDF format
all bound in a sealed envelope endorsed, CCMA/2024/11-ETD: ETABLISHMENT OF A PRE-
APPROVED LIST OF ACCREDITED TRAINING SERVICE PROVIDERS FOR A PERIOD OF THREE
(3)YEARS


mailto:Tenderenquiries@ccma.org.za
http://www.ccma.org.za/

441

&K

The sealed envelope must be placed in the bid box at the Main Reception area of the CCMA National
Office, 28 Harrison Street, JCI Building, 8th Floor, Johannesburg, 2001 by no later than 11:00 AM
[Telkom time] on the 23 August 2024 Bids must be submitted in the prescribed response format,

herein reflected as Response Format.

The bid closing date, bidder name and the return address must also be endorsed on the envelope.

If a courier service company is being used for delivery of the bid response, the bid description must
be endorsed on the delivery note/courier packaging and the courier must ensure that documents are
placed / deposited into the bid box found on the 8t floor Reception area, JCI Building, 28 Harrison
Street, Johannesburg, 2001. The CCMA will not be held responsible for any delays where bid

documents are handed to the CCMA Receptionist/ officials.
No bid response received by telegram, telex, email, facsimile or similar medium will be considered.

Where a bid response is not in the bid box at the time of the bid closing, such a bid document will be

regarded as a late bid. It is the CCMA’s policy not to consider late bids for tender evaluation.

Preparation of Bid Response

5.1

All the documentation submitted in response to this RFP must be in English.

The bidder is responsible for all the costs that it shall incur related to the preparation and submission

of the bid document.

Bids submitted by bidders which are, or comprised of companies must be signed by a person or persons
duly authorised thereto by a resolution of the applicable Board of Directors, a copy of which Resolution,
duly certified, must be submitted with the bid.

The bidder should check the numbers of the pages of its bid to satisfy itself that none of their
documents are missing or duplicated. No liability will be accepted by CCMA in regard to anything

arising from the fact that pages/documents of a bid are missing or duplicated.

A valid Tax Clearance Certificate with the tax compliance status PIN must be included in the bid
response to verify bidders’ tax compliance status.

All bidders must be registered on the Central Supplier Database (CSD) prior to submitting bids and
include in their bid a copy of their Master Registration Number (Supplier Number) in order for CCMA
to verify the bidder’s tax status on CSD and other Governing compliances.



Supplier Performance Management

Supplier Performance Management is viewed by the CCMA as a critical component in ensuring value for
money acquisition and good supplier / or service provider relations between the CCMA and all its

suppliers.

The successful bidder shall, upon receipt of written notification of an award, be required to conclude a
Service Level Agreement (SLA) with the CCMA, which will form an integral part of the supply agreement.
The SLA will serve as a tool to measure, monitor and assess the supplier ‘s performance and ensure

effective delivery of service, quality and value-add to CCMA’sbusiness.

Supplier Development

The CCMA promotes enterprise development. In this regard, successful bidders may be required to
mentor SMMEs and/ or Youth-Owned businesses. The implications of such arrangement will be subject

to negotiations between the CCMA and the successful bidder.

CCMA’s Rights

8.1

The CCMA is entitled to amend any bid conditions, bid validity period, RFP specifications, or extend
the bid closing date, all before the bid closing date. All bidders, to whom the RFP documents have
been issued and where the CCMA has record of such bidders, may be advised in writing of such
amendments in good time and any such changes will be posted on the CCMA’s website under the
relevant tender information. All prospective bidders should therefore ensure that they visit the website
regularly and before they submit their bid response to ensure that they are kept updated on any

amendments in this regard.

The CCMA reserves the right not to accept the lowest priced bid or any bid in part or in whole. The
CCMA normally awards the contract to the bidder who proves to be fully capable of handling the

contract and whose bid is functionally acceptable and/or financially advantageous tothe CCMA.
The CCMA reserves the right to award this bid as a whole or in part.
The CCMA will verify the submitted reference letters with the clients.

The CCMA reserves the right to consider the guidelines and prescribed hourly remuneration rates for
consultants as provided in the National Treasury Instruction 03 of 2017/2018: Cost Containment

Measures, where relevant.

The CCMA reserves the right to request all relevant information, agreements and other documents to
verify information supplied in the bid response. The bidder hereby gives consent to the CCMA to
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9.

conduct background checks on the bidding entity and any of its directors / trustees / shareholders /

members.

Undertakings by the Bidder

9.1

92

9.3

94

9.5

9.6

10.

By submitting a bid in response to the RFP, the bidder will be taken to offer to render all or any of the
services described in the bid response submitted by it to the CCMA on the terms and conditions and

in accordance with the specifications stipulated in this RFP document.

The bidder may be required to attend an interview should CCMA require such and the bidder shall be
notified thereof in good time before the actual presentation date. Such interview may include a practical

demonstration of understanding products or services as called for in this RFP.

The bidder agrees that the offer contained in its bid shall remain binding upon him/her and receptive
for acceptance by the CCMA during the bid validity period indicated in the RFP and calculated from
the bid closing hour and date such offer and its acceptance shall be subject to the terms and conditions

contained in this RFP document read with the bid.

The bidder furthermore confirms that he/she has satisfied himself/herself as to the correctness and
validity of his/her bid response; that the price(s) and rate(s) quoted cover all the work/item(s) specified
in the bid response documents; and that the price(s) and rate(s) cover all his/her obligations under a
resulting contract for the services contemplated in this RFP; and that he/she accepts that any mistakes

regarding price(s) and calculations will be at his/her risk.

The successful bidder accepts full responsibility for the proper execution and fulfilment of all
obligations and conditions devolving on him/her under the supply agreement and SLA to be concluded

with CCMA, as the principal(s) liable for the due fulfilment of such contract.

The bidder accepts that all costs incurred in the preparation, presentation and demonstration of the
solution offered by it shall be for the account of the bidder. All supporting documentation and manuals
submitted with its bid will become CCMA property unless otherwise stated by the bidder/s at the time

of submission.

Reasons for disqualification

10.1

The CCMA reserves the right to disqualify any bidder which does any one or more of the following,
and such disqualification may take place without prior notice to the offending bidder, however the

bidder will be notified in writing of such disqualification:



10.1.1

10.1.2

10.1.3
10.1.4

10.1.5

10.1.6

1.

Bidders who fail to comply with the National Treasury Directives with regard to Tax

Compliance Matters.

Bidders who submit incomplete information and documentation according to the requirements
of this RFP document.

Bidders who submit information that is fraudulent, factually untrue orinaccurate.

Bidders who receive information not available to other potential bidders through fraudulent

means.

Bidders who do not comply with mandatory requirements if stipulated in the RFP document;

and/or

Bidders who fail to attend a compulsory briefing session if stipulated in the tender advert and/

or in this RFP document.

Response Format (Returnable Schedules)

1.4

12

11.21

Bidders shall submit their bid responses in accordance with the response format specified below (each

schedule must be clearly marked):

Cover Page: (the cover page must clearly indicate the RFP reference number, bid description and

the bidder’'s name)
Schedule 1:

Executive Summary

11.2.2 RFP document (duly completed and signed)

11.2.3 Copy of Company Registration Documents

11.24 Copy of Identity Documents of the owner(s)

11.2.5 Proof of Medical Certificate confirming disability of the owner(s) (ifapplicable)

11.2.6 Latest Central Supplier Database Report

13

Schedule 2

11.3.1 Valid tax clearance certificate(s), A tax compliance status PIN must be included in the bid

response to verify bidders’ tax compliance status;

11.3.2 Annexure 1: SBD 1 (duly completed and signed)

11.3.3 Annexure 2: SBD 3.3. (duly completed and signed);
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14

1134
11.3.5
11.36
11.3.7
11.3.8
11.3.9

Annexure 3: SBD 4 (duly completed and signed);

Annexure 4: SBD 6.1 (duly completed and signed)

Annexure 5: SBD 7.2 (duly completed and signed);

Annexure 6: CCMA'’s Standard Condition of bid and General Condition of Contract(signed)
Annexure 7: POPIA consent form (duly completed and signed)

Financial Statements for the latest financial year signed by an independent registered

Accountant.

11.3.10 Copy of Joint Venture/ Consortium/ Subcontracting Agreement duly signed by all parties (if

applicable).

Note: If a bidder is a Consortium, Joint Venture or Prime Contractor with Subcontractor(s),
the documents listed above (11.3.1-11.3.5) must be submitted for each Consortium/ JV

member or Prime Contractor and Subcontractor(s).

Schedule 3:

1141 Response to Section 2 of this document, in line with the format indicated in this RFP

document.



12.  Bid Proposals screening

Bids shall be screened in terms of the following process and conditions:

121 Initial Screening: During this phase, bid responses will be reviewed for the purposes of assessing

compliance with RFP requirements including the general bid conditions, which requirements include

the following:

Submission of a valid Tax Clearance Certificate with a tax compliance status PIN.
Submission of Company Registration Documents.

Submission of copy of Identity Document(s).

Submission of latest Central Supplier Database report.

Medical certificate confirming disability of the owner (s) (If applicable).

Completion of all Standard Bidding Documents and other requirements, as reflected in
this RFP.



SECTION 2: INTRODUCTION AND BACKGROUND
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1

SPECIAL INSTRUCTIONS TO BIDDERS

1.1 Bidders shall provide full and accurate answers to the questions posed in this RFP document, and,

where required explicitly state “Comply/Non-Compliance” regarding compliance with the requirements.
Bidders must substantiate their response to all questions, including full details on how their
proposal/solution will address specific functional/ technical requirements; failure to substantiate may
lead to the bidder being disqualified. All documents as indicated must be supplied as part of the bid

response.

1.2 Failure to comply with Mandatory Requirements will lead to the bidder being disqualified.

2.

INTRODUCTION

2.1 The Commission for Conciliation, Mediation and Arbitration (CCMA) is an independent statutory

organisation that was established by the Labour Relations Act of 1995 (LRA) to deliver dispute
prevention and resolution services to the people of South Africa. The core mandate of the CCMA is
derived from the purpose of the LRA, which, amongst others, is to advance economic development,

social justice, labour peace and the democratisation of the workplace.

2.2 The CCMA is also committed to investing in the training and development opportunities for the

3.1

workforce as required by the Skills Development Act 97 of 1998 (as amended). As per this Act, the
CCMA provides training opportunities for the workforce (employees and independent contractors) to
promote skills development, create prospects of work and labour mobility, acquire new skills set, create

space for new entrants to the labour market and gain work experience (experiential learning).

PURPOSE

The purpose of this document is to call for proposals from accredited and competent training service
providers to form part of a panel of preferred training providers for the CCMA’s National, Provincial
and Regional offices over a period of three (3) years. The appointed panel of training service providers
shall provide various training programmes and will be engaged on an “as and when required basis”.
The availability of a panel of training service providers will benefit the CCMA in that it will streamline
the procurement, contracting and management processes and save time spent on the Request for

Quotes (RFQ) process.

3.2 The CCMA conducts the organisational training needs analysis on an annual basis, which are,

consolidated into an annual training plan for implementation. Training interventions are categorised
according to the skills requirements and levels, which determine whether training will be credit or non-

credit bearing, and the training intervention is outsourced as per the annual training plan and the

11



4.2

4.3

4.4

4.5

4.6

quarterly training schedule. The numbers involved in requested training varies and can only be

provided at the time the training is required.

TERMS OF REFERENCE

The Education Training and Development Unit is responsible for providing internal capacity building
to develop skills of CCMA employees and independent contractors so that they are able to meet the
expected efficiencies of the organisation.

The CCMA seeks to establish a panel of training service providers who will promptly respond to the
training needs for a period of three (3) years from 1 September 2024 to 31 August 2027. There is no
guarantee that the training provider will be requested to provide training.

The training will be provided on an “as and when required basis” to the National, Provincial and
Regional offices of the CCMA and within the prescribed turnaround dates and times.

The training provider must have capacity to deliver hybrid training: via MS Teams and in person
training (physical attendance). Be able to provide training materials in the form of learner and
facilitator workbooks, which caters for a diverse group of people including people living with
disabilities.

The training provider must provide all relevant training logistics which include but not limited to training
registers, learner and facilitator evaluations, training reports, registration of learners with the relevant
SETA assessment, moderation and certification of assessment- based training and be able to provide
support should it be required by learners.

Pricing will be requested when the actual training is required.

12



5.

COMMITMENTS/UNDERTAKINGS

To be completed by the bidder.

The bidder must confirm compliance to the below requirements by indicating Yes/No:

COMMITMENTS/UNDERTAKING

YES/NO

5.1 Bidders must commit and undertake to provide hybrid

(virtual and in-person) training services.

5.2 Bidders must commit and undertaketo facilitate training
to diverse groups of people including people living with

disabilities.

13



TRAINING INTERVENTIONS

Below is a list of training interventions, training service providers must tick those that they have accreditation for and add any other training intervention/s they

provide with their Unit Standards.

TABLE A: LIST OF TRAINING INTERVENTIONS

CATEGORY TRAINING UNIT STANDARD | SPECIFIC OUTCOMES | PLEASE TICK | CREDIT
INTERVENTION (S) (v) BEARING
Management and Emerging Management As per Higher e Contextualizing Yes
Leadership Development Programme Education Institutions the
(HEI) accreditation Management
Role in the

Public Service,
Customer
Service,
Communication
and Quality
Assurance. The
Complete

Supervisor.

14



Middle Management

Development Programme

As per Higher
Education Institutions

(HEI) accreditation

Execute strategic
management
principles.

Apply problem
solving skills.
Explore advanced
learning
strategies.

Apply research
skills.
Communicate
effectively.

Yes

Advance Management

Development Programme

As per Higher
Education Institutions

(HEI) accreditation

Strategic
Management
Mastering
Management
Integrating the
People Factor.

Yes

15



Women Leadership and

Development Programme

120031

Analyse the role of
women's
organisations in
contributing to
transformation in
South Africa.
Contribute to the
development of
policy, legislation
and/or structures
that promote
gender equality
and women’s
empowerment.
Identify and apply
different methods
to promote the
voice of women
through advocacy
and mobilisation
activities.
Promote women's
visibility in

Yes

16



Power speaking and

Presentation skills

242840

authority,
decision-making
and leadership

roles.

Using verbal/oral
communication
skills to make an
effective
presentation.
Using non-verbal
communication
effectively to
reach audience.
Using and
maintaining a
good poise during
a presentation.
Handling
questions and

overcoming any

Yes

17



objections

effectively.

Executive Leadership

Programme

120300

Explain the
concept of
leadership.
Differentiate
between
leadership and
management.
Analyse
leadership
theories.

Apply the different
roles and qualities
of leadership in a

work context.

Yes

Strategic Leadership

243116

Participate in
formulation and
communication of
organizational

vision, purpose,

Yes

18



principles, and
values.

Examine and clarify
concepts and
issues in relation to
overall government
strategy, objectives,
and priorities.
Identify priorities
and initiate actions
to achieve
objectives.

Initiate actions to
position the public
sector organisation
to

Respond to
changes in the

environment.

19



Leading Remote Teams

Workshop

Create a virtual
team environment
based on
relationships and
camaraderie.
Establish clear
team expectations
based on mutual
trust and respect.
Communicate
effectively anduse
technology that
fits the situation.
Identify ways to
foster an
environment of
virtual teamwork,
group effort, and
cooperation.

Use the right tools
to manage
processes and

projects remotely.

No

20



Build an online

team culture.

Project Management

120372

Explain the
nature of a
project.

Explain the
Nature and
application of
project
management.

Explain the
Types of
structures that
are found in a
project
environment.

Explain the
application of
handling

structures

Yes

21



in a project
environment.
Explain the
major
processes
and activities
required to
Manage a

project.

Finance for Non-Finance

Managers

242861

Demonstrate an
understanding of
the basic financial
requirements and
contribution within
own unit.

Identify and apply
the basic
Principles of
budgeting in own
work context.
Process
quotations

according to

Yes

22



Public sector
policies and
procedures.
Handle basic
financial queries
relating to own

work context.

Policy Development and

Management

230448

Explain current
legislation and
policies applicable
to organisations.
Describe the
processes that
contribute to the
development of
policies.

Identify gaps in
policies that
impact in specific
contexts.
Prepare and use
techniques that

Contribute to

Yes

23



policy
development in

organisations.

ETDP Skills Train the Trainer: Facilitator 117871 Plan and prepare Yes
Development for facilitation.
Programmes Facilitate learning.
Evaluate learning
andfacilitation.
Assessor 115753 Demonstrate Yes

understanding of
outcomes-based
assessment.
Prepare for
assessments.
Conduct
assessments.
Provide feedback
on assessments.
Review

assessments.

24



Moderator

115759

Demonstrate
understanding of
moderation within
the context of an
outcomes-based
assessment
system.

Plan and prepare
for moderation.
Conduct
moderation.
Advise and
support
assessors.
Report, record,
and administer
moderation and,
Review
moderation
systems and

processes.

Yes

25



Coaching

114215

Explain the
concept of
mentoring.
Describe the
characteristics of
a good mentor.
Explain the
importance of
knowledge in
mentoring.
Apply the skills
and techniques
required of a

mentor.

Yes

26



Mentoring

113909

Explain the
concept of
coachingin a
business
environment.
Demonstrate
skills and
techniques
required of a
coach.

Develop an action
plan to coach two
team members.
Gather evidence
and monitor

progress.

Yes

Material Development

123394

Plan and prepare
for development.
Develop learning

materials.

Yes

27



Develop learning
facilitation
guidelines.

Pilot and evaluate
the development.

Skills Development
Facilitator

15232

Identify and
prioritise learners’
learning
requirements.
Plan and organise
learning
interventions.
Coordinate
learning
interventions.
Review and report
on learning

interventions.

Yes
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Office Administration
and employee

support programmes

MS Suite

Ms Excel 116943

Create and edit a
graph.

Load data from an
external data
source to produce
a given
spreadsheet
result.

Insert and edit
objectsina

spreadsheet.

Yes

Excel

116937

Demonstrate an
understanding of
the principles of
spreadsheets.
Create, open, and
save
spreadsheets.
Produce a
spreadsheet from
agiven

specification.

Yes
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Edita
spreadsheet.
Format a
spreadsheet.
Check spelling in
a spreadsheet.
Printa
spreadsheet
using features
specific to
spreadsheets.
Create and edit a
table.

Ms Word

119078

Create and edit a
table.

Format a table
according to given
requirements.
Create and edit
columnsin a

document.

Yes

30



Format columns

in a document.

Ms PowerPoint

117923

Prepare and
produce a
presentation
according to a
specified brief.
Adjust settings to
customise the
view and
preferences of the
presentation
application.

Work with multiple
presentations.
Format a
presentation
according to given
specifications.
Use special
presentation

effects.

Yes
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Apply special
formatting to a
presentation
according to given
specifications, to
enhance the
presentation.
Customise a
presentation for a

specified purpose.

Business and report writing
Skills

12153

Use textual
features and
conventions
specific to
business texts for
effective writing.
Identify and collect
information
needed to write a
text specific to a
particular function.
Compose a text
using plain

Yes
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Language for a
specific function.
Organise and
structure a text
appropriately for a
business function.
Present a written
text for aparticular
function in a
business

environment.

Records Management

242866

Identify legislative
policy and
procedure
requirements that
determine records
managementin a
public sector
organisation.
Explain the
purpose of a
records

management

Yes

33



system in the
context of a public
sector
organisation.
Operate a records
storage and
retrieval system in
a public sector
organisation.
Maintain a
records storage
and retrieval
system in a public
sector

organisation.

Asset management

243265 (generic
management/ link to
industry you are in)

Review the
current status and
condition of the
assets of the
business unit and
identify
opportunities for

Yes
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improvement, or
problems.
Develop and
implement action
plans to improve
the efficiency of,
or to correct
problems in, the
use of the assets
of the business
unit.

Manage and
monitor the use of
motor retail
Business unit
assets.

Analyse and
interpret reports
and present them
to relevant
stakeholders.
Discuss and

Explain issues

35



Related to
Managing the
assets of a motor

retail department.

Effective Communication
Skills

120394

Explain
communication
processes and
the role of the
leader in this
process.

Identify and utilize
appropriate
communication
tools and
strategies.

Utilize information
technology to
enhance
communications.
Develop
strategies to
overcome barriers

to communication.

Yes

36



Apply the
theories,
principles, and
models of
communication to
a leadership role
within a specific
context.

Apply the
principles of
effective
communications
in media

relations.

Interpersonal skills
and Time

management

Interpersonal skills

10622

Identify, explain
and describe the
purpose and
Process of
scheduling
activities in own

business.

No
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Organise and
prepare business
activities and
Estimate their
duration.

Develop
strategies to deal
with interruptions.
Develop an
effective business

schedule.

Time management

114589

Demonstrate an
understanding of
communication
channels in
Business and

everyday life.

Conduct written
and verbal
communication
within the

No
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business

environment.

Use
communication in
a business
environment.
Maximise the use

of time.

Anger Management

14776

Manage anger to
enhance personal
effectiveness.
Organise oneself
for work.

Apply stress
management
technigues.

No

Conflict Management

114226

Describe the main
sources of conflict.
Explain
appropriate

techniques in

No
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conflict
management.
Describe the
appropriate action
plan and
Strategies to
manage conflict.
Explain the
attributes of an
effective conflict

manager.

Emotional Intelligence

252031

Demonstrate
knowledge and
understanding of
the principles and
concepts of
emotional
intelligence in
respect of life and
work relations.
Analyse the role of
emotional

intelligence in

No
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interpersonal and
intrapersonal
relationships in life
and work
situations.
Analyse the
Impact of
emotional
intelligence on life
and work
interactions.
Evaluate own
level of emotional
intelligence in
order to determine
development

areas.

Managing Generation “Y”

Workshop

Recognising
Current
Generation Y’
strengths and

challenges.

No
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How to Tap into
Generation Y’
Energy.

How to Motivate
Generation Y’.
Recognising
Generational
Differences.

Change Management

115407

Explain why
change
management isan
important process
for organisations
to achieve trading
results.

Identify examples
of planned change
and reactive
change in an

organisation.

No
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Describe a model
for effective
change
management and
its management.
Identify reasons
for resistance to
change and
indicate ways to
overcome them.
Identify the risks
inherent in any
change
management
programme and
indicate ways to
manage them.
Identify and apply
the competencies
of an effective

change agent.
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Meeting and Minutes Taking

13934

Demonstrate an
understanding of
the agenda of
meetings.
Explain the
purpose and
objective of
minutes of
meetings.

Take minutes of
meetings.

Yes

Stress Management

15096

Describe stress in
personal life and
work situations.
Analyse the
causes of stress
in personal life
and work
situations.
Describe typical
reactions to

stress.

No
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Apply strategies
to manage stress
in personal life
and work

situations.

OHS: First Aid and
Firefighting

First Aid

119567

Demonstrate an
understanding of
emergency scene
management.
Demonstrate an
understanding of
elementary
anatomy and
physiology.
Assess an
emergency
situation.

Apply First Aid
procedures to the
life-threatening

situation.

Yes
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Treat common

injuries.

Firefighting

12484

Discuss and
explain
procedures for
dealing with fires
in the workplace.
Identify the type of
fire, its context
and select the
appropriate
firefighting
procedure.
Identify, select,
and check
appropriate
firefighting and

safety equipment.

Yes
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Fight containable
lextinguishable
fires.

Retreat from fire
site and hand over
to appropriate
personnel.
Report/record
status of fire and

equipment.

Executive Secretarial
Training

110531

Analyse
administrative
functions and
structures, and
assess systems
needed.
Research and
develop plans for
the establishment
and improvement
of administration

systems.

Yes
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Implement
administrative
systems.

Provide
monitoring, control
and evaluation of
administration

systems.

Creative / Narrative writing

119459

Write/sign
effectively and
creatively on a
range of topics.
Choose language
structures and
features to suit
communicative
purposes.

Edit
writing/signing for

fluency and unity.

Yes

Archiving system

14340

Store information
using an existing

storage system.

Yes
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Retrieve
information from
an existing
storage system.
Store valuable
documentation
and reference
materials

securely.

Maintaining Work Life

Balance Workshop

113907

Explain the
Concept of
wellness.

Identify factors
that influence
wellness and the
effects of wellness
over time.
Investigate the
effect of wellness
on peopleina
group or team.
Discuss ways to

improve the

No
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Wellness ofa

group or team.

Sage

113911

Demonstrate
knowledge and
understanding of
the kind of
information
stored.

Manage data inan
electronic system.
Use information in
an electronic
system to manage
client
relationships.
Demonstrate
knowledge and
understanding of

potential

Yes
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integration of the
system with other

systems.

Office Administration

110631

Analyse
administrative
functions and
structures, and
assess systems
needed.
Research and
develop plans for
the establishment
and improvement
of administration
systems.
Implement
administrative
systems.

Provide

monitoring, control

Yes
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and evaluation of
administration

systems.

Self-Management

14048

Take conscious
decision to
improve towards
excellence
through the use of
self-analysis.
Believe in one's
personal
capabilities
through positive
self-esteem.
Neutralize
stressful
influences and to
maintain

effectiveness

No
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Through stress
tolerance.

Apply conscious
decision to
succeed through

resiliency.

Other training

interventions

Sign Language Training

115079

Ask permission of
a Deaf person
using South
African Sign
Language (SASL).
Offer thanks and
apologies
involving a Deaf
person using
South African Sign
Language (SASL).
Make a request of
a Deaf person
using South
African Sign
Language (SASL).

Yes
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Offer assistance
to a Deaf person,
using South
African Sign
Language
(SASL).

Corporate Governance and
Ethics Workshop

264400

Determine own
accountability in
respect of
corporate
governance.
Develop
processes for
operationalising
the corporate
governance policy
of the entity within

the function.

Determine own
accountability in

respect of

No
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corporate
governance.
Develop
processes for
operationalising
the corporate
governance policy
of the entity within
the function.
Assess and apply
the key issues
critical for
Compliance with
corporate
governance
principles.

Assess key
procurement
concepts to
Determine their
Impact on
corporate

governance and
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social

responsibility.

Evaluate the
legislative
environment
influencing
corporate
governance and
social

responsibility.

Interpreting Financial

Statements

117156

Analyse the basic
elements of an
income and
expenditure
statement.
Analyse the basic
elements of a
balance sheet.
Compile a
personal assets
and liabilities

statement.

Yes
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Use the evidence
in financial
statements to
make a financial

decision.

Best Practices for managing

Accounts Payable

119350

Demonstrate an
understanding of
accounting
principles and
reporting
requirements and
nature of functions
in the public
sector.

Use accounting
techniques and
approaches to
process financial
information.
Apply end of
period accounting

procedures in the

Yes
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Preparation of
financial
statements.
Apply procedures
necessary for
control over cash
transactions and
balances.

Utilise procedures
for reporting and
recording
accounts
receivables.
Utilise procedures
for recording and
reporting on
liabilities in the

public sector.
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Supply Chain Management

119345

Identify and apply
the principles of
Supply Chain
Management.
Apply Supply
Chain
Management
policies and
procedures within
the public sector.
Utilise supply
chain
management
systems and
resources to fulfil
the function
effectively.
Secure and
manage supplier

contracts.

Yes
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Understanding the Elements
of King IV

12885

Explain the
responsibilities of
the different role
players.

Prepare
information
concerning
practical aspects
of corporate
governance and
accountability.
Demonstrate
knowledge of risk
management
elements related
to corporate

governance.

Yes

Monitoring and Evaluation

337059

Contextualise
different
approaches toand
theories of
Monitoring and

evaluation in a

Yes
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particular
organisation.
Demonstrate
understanding of
research design
and methodology
for monitoring and
evaluation an
organisation or
programme in a
specific context.
Design a
monitoring and
evaluation plan for
a specific context.
Collect
appropriate data
aligned to specific
indicators in a
monitoring and

evaluation plan.
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Analyse and
interpret collated
data.

Present the
Findings and
recommendations
of a monitoring
and evaluation

project or plan.

End to end Supply Chain

119345

Identify and apply
the principles of
supply chain
management.
Apply supply
chain
management
policies and
procedures within
the public sector.
Utilise supply
chain
management

systems and

Yes
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resources to fulfil
the function
effectively.
Secure and

manage supplier

contracts.
1SO9001 Needs to No
1SO14001 demonstrate its

ability to
1SO45001 ,

consistently

provide products
and services that
meet customer
and applicable
statutory and
regulatory
requirements, and
Aims to enhance
customer
satisfaction
through the
effective
application of the
system,
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ISO 14001: 2015

including process
es for
improvement of
the system and
the assurance of
conformity to
customer

and applicable
statutory and
regulatory

requirements.

Responds to the
latest trends, such
as an increasing
recognition by
companies to
factor in both
external and
internal elements
that influence their
impact, including

climate volatility.
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Other key
improvements in
the new version
include:

A greater
commitment from
leadership.

An increased
alignment with
strategic direction
Greater protection
for the
environment, with
a focus on
proactive
initiatives.

More effective
communication,
driven through a
communication
strategy.

Life cycle thinking,
considering each
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ISO 45001: 2018

stage of a product
or service, from
development to
end-of-life.
Promotes a safe and
healthy working
environment by providing a
framework that helps

organizations to:

e Identify and
control health and
safety risks.

e Reduce the
potential for
accidents.

e Aidlegal
compliance.

e Improve overall

performance.
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Business Research
Intelligence and
Communications Unit
(BRICS) Training

Social media - Content

creation and marketing

114583

Demonstrate
knowledge of
marketing
concepts
applicable to a
new venture
operation.
Analyse the
product/service
requirements of
the target market
of a new venture.
Demonstratean
understanding of
the market
research process.
Develop a
marketing plan for
a new venture.
Evaluate and
Modify the

marketing plan.

Yes

67



Digital Marketing / digital

content and copywriting

244612

Assessing
media/channels
for creative
application.
Describe the
impact of target
market
characteristics on
creative options.
Adapt writing to
given mediums.
Adapt writing to
specific categories
and markets.
Evaluate copy
Against given

specifications.

Yes

Brand
Communication/Managemen
t

10048

Describe factors
influencing
branding.
Explain brand

familiarity.

Yes
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Introduction to desktop
publishing

117666

Demonstrate an
understanding of
Desktop
Publishing.
Apply Desktop
Publishing
processes.

Test the
completed work
against objectives.
Present the

results.

Yes

Advanced Graphic
Designing

117635

Define the
essence and
scope of graphic
design.

Explain the
principles of
graphic design.

Yes

Statistical Package for the
Social Sciences (SPSS)

Data Analysis

258741

Understand and
construct
frequency bar
charts.

Yes
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Understand
scatterplots.
Understand and
interpret Stem and
Leaf displays.
Understand and

explain Box Plots.

Power Bl

119351

Describe the basic
elements of a
computer-based
information
system.

Utilise computer
applications
commonly found
in the publicsector
environment.
|dentify
opportunities to
use the computer
as a management

tool.

Yes
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Monitor and
control information
to prevent

technology risks.

Public Relations
Management

115410

Explain the nature
and purpose of
PR.

Explain the role of
PRinthe
organisation.
Assist with PR
operations related
to open -days.
Assist with PR
operations related
to exhibitions.
Assist with PR
operations related
to conferences,
seminars and

special events.

Yes
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Data/ Digital Analytics 10056 Analyse data and Yes
marketing
information.
Interpret data and
marketing
information.
RISK AND Remote Barn Owl Risk N/A Training on Power Yes
COMPLIANCE Management Sessions 1&2— BI.
(target  Free  refresher Refresher training
training) for the new
module on
Barnowl.
Public Sector Enterprise Risk N/A Public Sector Yes

Management (ERM):
Aligning Risk, Strategy, and

Performance

ERM.

SWOT analysis.
Risk registers.
Historical data
analysis.

Risk governance
and board.

The risk universe.

King IV
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Understanding
COSO and ISO
31000:2018
Regulatory
regime and its
impact.

Public Legal and
compliance
considerations in
the public sector.
Establish key risk
indicators (KRIs).
Create risk
dashboards and
reports.
Escalation
procedures for

high-risk
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situations sector

view of ERM.
Business Resiliency and N/A Training on Yes
Risk Business

Resiliency and
Risk on how to
develop and
enhance
organisational
resilience.
Design and
deliver effective
exercises for
crisis, emergency
and business
continuity
management

programmes.
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Conducting
effective Business

Impact Analysis.

Risk Appetite and Tolerance

N/A

Practical
Implementation of
Risk Appetite and

Tolerance.

Explain the
difference
between risk
appetite, risk
tolerance and

thresholds.

Develop a risk
appetite
framework and
supporting
governance

processes.

Develop risk
appetite metrics

Yes
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and trigger levels

for action.

Customise and
use risk appetite
within your
organisations
ERM framework.

Establish Key Risk
and control
indicators based
on the risk

appetite metrics.

Compliance Risk

Management Plan training

N/A

Understand the
compliance
management
process, a basic
functional
understanding of
key compliance
principles &

activities.

Yes
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Compliance Monitoring
training

N/A

The practical
application of the
CRMP process,
and principles,
methods, tools

and options.

Yes

Compliance Policy and
Framework training

N/A

The effectiveness
of the
Management of
compliance risks
and identify areas
of weakness that
need to be
Improved or

enhanced.

Yes

Professional Evaluation and
Certification Board (PECB)
high level Management
training  for  Executive
Management for BCM and
BCM Champions

N/A

Introduction to
Business
continuity
Benefits of
Business

Continuity.

No
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What is Business
Continuity
Management?
BCM Key
Functional
Elements.
Business
Continuity
Management
Objectives.
Drivers of
Business
Continuity
Management.
Key Concepts
Business
Continuity

Terminology.
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Supply Chain

Management

Contract Management and
Negotiations

377896

Explain the
Legislative
Environment, the
role players,
terminology and
the role of
contract
documents
pertaining to
contract
management.
Perform Contracts
Administration
activities.
Perform Records
Management
activities.
Manage
Relationships and
Monitor
Performance on

Contracts.

Yes
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Supplier Relationship
Management

336719

Interpret the
organisational
strategy and
identify the issues
and focuses to be
included in
relationship
management
strategies.
Analyse the
relationship
between supply
chain partners
and effective
contract
management.
Build and
maintain good
customer
relationships.
Analyse ethical
and professional

issues relating to

Yes
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supplier and
customer

relations.

BBBEE Training
(Intermediate Training on the
Procurement, Socio-
Economic, Enterprise &
Supplier Development
Scorecards and Calculating
Total Measured

Procurement Spend)

N/A

Introduction to
BBBEE
Foundational
knowledge about
BBBEE, historical
context,
objectives, and
principles of
BBBEE within the
South African
business

landscape.

Levels of BBBEE:

Levels or
Categories of
BBBEE, the

No

81



scorecard system
used to measure
empowerment
levels, ownership,
management
control, skills
development, and
Verification  and
Accreditation
Process for
BBBEE
compliance.
Ethics and Legal
Considerations
frameworks
related to BBBEE,
anti-fronting
legislation,
fraudulent
practices, and the
importance of

transparency and

82



integrity in BBBEE

initiatives.

BBBEE
Compliance and

Scorecards.

PFMA & Treasury
Regulations

114873

Demonstrate an
understanding of
the Public Finance
Management Act
(PFMA).

Apply rules and
regulations to
administration of
office finance.
Describe the
elements of an
income and
expenditure
statement.

Assist in planning

and preparing a

Yes
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budget for own
section.
Analyse a basic

balance sheet.

Human Resources
(HR)

Developing and Aligning HR
Polices to Human Resource
(HR) Standards and a Post -

Pandemic world of work

N/A

Embrace Flexible
Work
Arrangements.
Redefine
Company Culture.
Prioritize
Employee  Well-
being The blurring
boundaries
between work and
personal life.
Digital
Transformation of
HR.

Yes
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Risk Management for
Human Resource (HR)

Professionals Workshop

252025

What is HR risk
management?
What are the key
risk areas?

Why is HR risk
management
important?
Creating risk
management

plan.

Yes

Service Delivery Best
Practices Impacting Human
Resources (HR)
Effectiveness Workshop

N/A

HR operating
model.

Channels through
which HR
presents itself to
its internal
customers
(employees,
managers, etc.) to
deliver services.
Structure, roles,
processes, and

technology used

No
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by HR to provide
support.
Components of an
HR Service
Delivery Model.
Roles and
Structure:The
model defines the
roles within HR,
such as HR
business partners,
specialists, and
shared services. It
also outlines the
organizational
structure.
Capabilities
include the skills
and competencies
required for each
role.

Processes, the
processes
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Involved in
Delivering HR
services, such as
talent acquisition,
on boarding,
benefits
administration,
performance
management, and
employee
relations.
Enablers, Factors
that support
service delivery,
such as
technology,
governance, and
measurement.
Customer-Centric
Approach,
adopting a
“customer-centric”

approach, HR
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Focuses on
meeting the needs
of its internal
customers.
Customer
satisfaction is
measured, and
continuous
improvement is
implemented.
Drivers for
Change in Service
Delivery Models:
Workforce Shifts,
Changes in
workforce
demographics,
remote work, and
gig economy
dynamics impact
how HR services

are delivered.
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Technological
Advances,
Automation, self-
service portals,
And Al-driven
Tools influence
service delivery.
Business
Strategy: Aligning
HR service
delivery with
organizational
goals and
priorities.
Benefits of
Effective HR
Service Delivery
Models Efficiency:
Streamlined
processes reduce
administrative
burden. Employee

Experience:

89



e Improved services
enhance
employee
satisfaction. Cost
Savings: Efficient
models lead to
cost savings.
Strategic Impact:
Effective service
delivery supports
organizational

Success.

Human Resources (HR)
Standards Workshop

N/A

Purpose and
Governance
Mechanism and Sound
HR practice.

o  Minimum set
of good HR
practices that
organizations
should

implement.

No
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HR Professional
Practice
Standards,
operations/tactical
processes within
specific areas of

HR management.

Strategic HR Business
Partnering Workshop

N/A

This workshop is
designed to
Elevate HR
professionals into
strategic business
partners.
Participants will
Enhance their
strategic thinking,
leadership
capabilities, and
business acumen
within the dynamic
field of Human

Resources.

No
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The workshop
Goes beyond
traditional HR
functions,
focusing on
Aligning HR
Strategies with
overall business
objectives.
Attendees will
gain insights into
crafting HR
Initiatives that
drive
organizational
SuCCess.
Understand the
evolution and
Importance of
Strategic HR
management.
Explore HR'’s role

As a strategic
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Partner in
organizational
success.

Learn techniques
to align HR
strategies with
overall business
goals.

Conduct a
strategic analysis
of the business
environment.
Enhance
leadership and
communication
skills for effective
engagement with
organizational
leaders.

Develop strategic
thinking and

problem-solving
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capabilities within
an HR context.
Explore the role of
emotional
intelligence in HR
leadership.
Understand the
importance of
workforce
planning in
achieving
organizational
objectives.
Identify and
Develop key
talents within the
organization.
Develop Key
Performance
Indicators (KPIs)
to measure HR’s

impact on
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organizational
success.
Evaluate HR
Programs and
Initiatives using
effective
measurement
methods.
Identify current
trends and
challenges in the
HR landscape and
explore
continuous
improvement
strategies for
Enhancing HR

effectiveness.

95



Job Evaluation

337064

Explain the role
and
responsibilities of
a job evaluation
panellist.

Explain a job
evaluation
process and the
implications for
panel
recommendation.
Apply knowledge
of a business
environment to
make an informed

recommendation.

Yes

Information
Communications
Technology (ICT)

Azure for Data Engineer

N/A

Introduction to
Data Engineering
on Azure

Exam DP-203:
Data Engineering
on Microsoft

Azureis a

No
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comprehensive
certification that
covers various
aspects of data
engineering in

Azure.
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Azure for Data Scientist

N/A

Certification Exam

Preparation:

0 The certification
exam for Azure
Data Scientist
Associate is DP-
100: Designing
and Implementing
a Data Science
Solution on
Azure.

0 The exam
objectives and
skills measured
are: Design and
prepare a
machine learning
solution. Explore
data and train
models. Prepare
a model for

deployment.

No
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Deploy and

retrain a model.

Azure DevOps Engineer

N/A

Certification:

Earn the Microsoft
Certified: DevOps
Engineer

Expert certificatio
n.

To qualify, one
must hold at least
one of the
following
certifications:
Microsoft
Certified: Azure
Administrator
Associate
Microsoft
Certified: Azure

No
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Developer
Associate
certification
validates
expertise in
enabling
continuous
delivery using

Azure DevOps.

Azure solution Architect

N/A

AZ-300 Exam

Here are the
topics covered in
the AZ-300
exam and the
relative weight of

each section:

Deploy and
Configure
Infrastructure (25-
30%).

Implement
Workloads and

No
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Security (20-
25%).

e (Create and
Deploy Apps (5-
10%).

e Implement
Authentication
and Secure Data
(5-10%).

e Develop for the
Cloud and for
Azure Storage
(20-25%).

Oracle Linus System
administration 1 & 2

N/A

This course covers
essential skills for Oracle

Linux administrators.

e |Installation:
Install Oracle
Linux 7.

o Kermel
Configuration:

Understand and

No
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Use the
Unbreakable
Enterprise Kernel
(UEK).

Software
Management:
Install  packages
from Unbreakable
Linux Network and
other repositories.
Ksplice: Learn to
update the kernel
without rebooting.
User and Group
Administration:
Set up users and
groups.
Networking:
Configure network

settings.
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-Security: Manage firewalll,
iptables, and other security

features.

-Oracle Database
Preparation: Prepare the
system for Oracle

Database.

-Monitoring and
Troubleshooting: Utilize
Linux monitoring tools and

troubleshoot issues.

e Oracle Linux
System
Administration Il

-This advanced course
builds on the skills from the

first course. Topics include:
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-Storage and File Systems:
Learn about partitions, file

systems, and swap.

-IPv6 Configuration:
Understand IPv6

networking.

-OpenSSH Tools: Master
ssh, scp, sftp, and ssh-

keygen.

-System Logging:

Configure system logs.

-Oracle on Oracle: Explore
Oracle’s comprehensive

solution.

e Troubleshooting:
Learn how to
troubleshoot
problems
effectively.

Pre-requisites:
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-Familiarity with UNIX and
Linux basics is helpful. If
needed, consider reviewing
the UNIX and Linux

Essentials course.

TOGAF 9.2 Foundation

N/A

The TOGAF® 9.2
certification is administered
by The Open Group, an
organization that provides
guidance on implementing,
deploying, managing, and
maintaining enterprise

architecture.

1. Understand the Basics:
e The TOGAF 9.2

certification consi

sts of two levels:
o Levelt:

Foundation:

Focuses on basic

No
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concepts,
principles, and
terminology.

o Level 2: Certified:
Involves deeper
understanding,
application, and
analysis of
TOGAF
concepts’.

2.Study Resources:

e TOGAF Study
Guide Resources:

-The Open Group provides
study guides for both the
3rd and 4th editions of
TOGAF.

-TOGAF Certification for
People program, ADM
(Architecture Development

Method), and more.

e Online Courses:
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-enrolling in online courses
that specifically
cover TOGAF 9.2 Part 1

Foundation.

-Platforms like Udemy offer
comprehensive video
courses to guide through
essential  concepts and

methodologies.

e Study Guides:
-Explore study guides like
the Togaf® 9 Foundation
Study Guide (4th
Edition).

-This resource supports
students preparing for
the TOGAF 9 Part 2

Examination.

It covers learning

objectives beyond the
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foundation level,
emphasizing application

and analysis*.

e Official
Documentation:
-Refer to the TOGAF

Library for detailed
information and official

documentation.

e Practice and
Review:
-Take advantage of
practice exams and

sample questions.

-Understand

the Architecture
Development Method
(ADM) thoroughly.

-Familiarize oneself with

key concepts, such as
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architecture content
metamodels and

catalogues.

-Apply knowledge to

practical scenarios.

Introduction to Power Bl
Platform

N/A

1.Microsoft PL-300:
Power Bl Data Analyst
Exam:

e This exam

assesses your
skills related to
Power Bl data
analysis. It covers
topics such as
connecting to data
sources,
evaluating data,
and
understanding
column properties.

e Udemy that

covers Power Bl

No
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Essentials and

exam preparation.

Advanced DAX for Microsoft
Power B

N/A

1. Advanced DAX for
Microsoft Power Bl
Desktop (Udemy):

-This hands-on, project-
based course is designed
for users who want to take
their Power Bl skills to the

next level.

-Application of DAX skills
to real-world business

intelligence use cases.

-The course covers topics
such as DAX formula and
storage engines, query
evaluation, columnar
structures, and VertiPaq

compression.

No
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-In addition, , explore
scalar functions, iterators,
advanced time intelligence,
calculated table joins, and

more.

2. Microsoft Certified:
Power Bl Data Analyst

Associate:

-While not specifically an
“Advanced DAX” exam,
the PL-300

certification assesses
your skills related to Power

Bl data analysis.

-It covers areas such as
using Power Query, writing
DAX expressions,
assessing data quality, and

understanding data security
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(including row-level security

and data sensitivity).

3. Additional Study
Resources:

-Explore the full course
outline of the Udemy
course mentioned above to
understand the depth of

DAX topics covered.

-Consider other learning
platforms ike Class Central

for related courses.

- Explore tools like DAX
Studio and Power Bl's

Performance Analyser.

Data Warehousing

N/A

1. TestDome:

-Test Dome offers a Data
Warehouse Online
Test that assesses

knowledge of creatingand

No
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Administering data

warehouses.

-The test includes SQL live
coding tasks related to
CRUD operations, schema
conversion, OLAP cubes,

and SQL queries.

-It's a great way to practice
and earn a certificate of

achievement.:

2. Career Ride:

-Career Ride provides
an online practice test on

Data Warehousing.

-The test contains multiple-
choice questions (MCQs)
to evaluate your

knowledge.
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-It's suitable for technical
rounds of job interviews,
written tests, and

certification preparation.

3.Udemy Practice Exams:

-Udemy offers Data
Warehousing Practice

Exams for Interviews.

-These timed tests cover
topics like Data
Warehousing, Data
Modelling, and related

concepts.

Big Data

N/A

1. AWS Certified Big Data
- Specialty (BDS-C00):
-This certification exam is
intended for individualswho

perform complex Big Data

No
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analyses using Amazon
Web Services (AWS).

-It validates technical skills
and experience in
designing and
Implementing AWS
services to derive value

from data.

-The exam covers topics
such as core AWS Big Data
services, architectural best
practices, automation of
data analysis, and security

best practices.

-Recommended knowledge
includes at least 2 years of
experience using AWS
te