
 

 
 

1 
 

F-082 Skills Development Service Level Agreement Authorisation: Confidential 

www.labournet.com | 0861 LABNET | support@labournet.com 

 
Bloemfontein: 051 447 2331  |  Cape Town: 021 552 4220  |  Durban: 031 266 6570  |  East London: 043 726 9844  |  JHB East: 011 916 7700  |  JHB North: 010 590 9422 | Garden 

Route: 044 873 6085 | JHB South:  011 867 0086  |  JHB West: 011 958 0539  |  Port Elizabeth: 041 373 2994  |  Pretoria: 012 991 1445   Rustenburg: 014 594 2349  | Nelspruit: 013 751 

3262 | Bethlehem: 051 447 2331 | Kimberley: 051 447 2331 | Polokwane: 012 991 1445 | Richards Bay: 031 266 6570  

Version: (01-12 -2022) Authorisation: National S&E Manager 

 

1. Retainer – Skills Development Service Breakdown 

 

Our professional Skills Development services are flexible, cost effective and are driven by the business needs of our clients. Below is the outlined 

terms and conditions which both parties agree to on signing of the document.  

 

     Skills Development 

Service 
Activities 

LabourNet Responsibility The Company Responsibility 

Risk 
Assessment 

LabourNet will conduct risk assessment/audit to identify potential 
risks and non-compliance to the Act with regards to Skills 

Development. 

The Company will provide LabourNet with the necessary information and 
ensure all information is accurate and complete and will do so in a timely 

manner. 

Attendance 

LabourNet will always opt to have off-site(online) attendance first, 
should the matter or the company need on-site attendance, this will 

be covered by the company’s hours as indicated in the below 
section. LabourNet will provide onsite Attendance within 72 hours 

provided it is for a single booking and the company is within a 
50km radius of the nearest LabourNet region. Distance travelled 

will be billed at SARS rates per km travelled. 

Although attendance is included in the monthly retainer fees; failure by a 
Company to notify LabourNet of matters not proceeding on a specific date 

within 24hrs of such appointment, will result in the Company being 
invoiced at the hourly rate for time booked and for the travel time booked. 

Should the company opt for On-site attendance, the company must be 
aware that this will involve more hours being utilised from their annual 

service cover. The company will ensure there are no outstanding retainer 
fees or invoices and will be made aware should the attendance be out of 

their agreed service hours 

Employee Take 
on 

LabourNet will complete an employee take on document during the 
first client engagement to ensure effective implementation of 

product software and LMS registration. 

The client will provide LabourNet with the necessary information to 
complete the client take on in full. 

Legal 
Appointments 

LabourNet will assist the Company to appoint an internal SDF or 
LabourNet ISDF and SD Committee members (for Companies with 
more than 50 employees) by providing the Company with guidance 
and the correct appointment letters. LabourNet will explain duties, 

roles, and responsibilities.  

The Company will appoint a SDF and Committee members if necessary 
and recognise and acknowledge the duties and responsibilities. The 
Company will co-sign the appointment letter. The Company will keep 

record of this activity. 

Categorisation 
of OFO codes 

LabourNet will assist the Client in categorising all the client's staff 
members, by Job Title, in accordance with statutory requirements 

pertaining to the Organising Framework for Occupations. 

The client will provide LabourNet with the relevant information, in the 
format requested by LabourNet, on an agreed upon date, and inform 
LabourNet of substantial changes made as and when applicable. The 

client will keep record of this activity. 

Skills 
Development 

Workplace 
Skills 

Plan/Annual 
Training Report 

Submission 

LabourNet will compile the Workplace Skills Plan and Annual 
Training Report as per statutory requirements and as per 

information submitted to LabourNet, to the applicable Sectorial 
Education & Training Authority prior to the legislative deadline for 

submission. 

The client will provide LabourNet with the relevant information, in the 
format requested by LabourNet, on an agreed upon date. The client will 
review the drafted WSPATR documentation and commit to submission. 

The client assumes responsibility for the implementation of said 
Workplace Skills Plan. The client will keep record of this activity. 

Staff Training 

LabourNet will provide the Company with monthly online training on 
a schedule determined by LabourNet, at no additional cost. 

LabourNet will also provide training on any updated legislation as 
and when necessary. 

The Company will ensure that their relevant role-players attend the 
training as determined by LabourNet’s training schedule. 

Committee 
Consultation 

LabourNet will facilitate an online consultative meeting with the 
committee prior to the submission of the WSP and ATR to the 

relevant SETA on a predetermined agenda in line with the SDA. 

The client will provide LabourNet with the relevant information, in the 
format requested by LabourNet, on an agreed upon date. The client will 
instruct the secretary to take minutes. The client will keep record of this 

activity being concluded. 

On-going 
support and 

advice  

LabourNet will respond to queries or questions regarding Skills 
Development and implementation within 8 working hours. 

The Company will provide LabourNet with the relevant information when 
asking for advice and provide the relevant detail to allow LabourNet to 

respond to the query as accurately as possible. 

Annual review 
of 

implementation 
and new risk 
identification 

LabourNet will conduct an annual risk assessment/audit to identify 
potential risks and non-compliance to the SDA and SDLA. 

The Company will provide LabourNet with the necessary information and 
ensure all information is accurate and complete and will do so in a timely 

manner. 

Communication 
on any 

amendments to 
legislation 

LabourNet will ensure that any important updates to legislation are 
communicated to the company in a timely manner. 

The Company will ensure all relevant details in clause 6 are correct to 
ensure they receive the correct communication. The company will ensure 

that the labournet.com domain is whitelisted in their email servers to 
ensure that important updates do not get sent to Spam folders. 

LMS System 
LabourNet will provide its Learner Management System to any of 
the company’s staff at no additional cost. LabourNet may at any 

time update the courses made available  

The Company will ensure all the required staff details are sent to 
LabourNet to ensure these staff are enrolled on the system. 

Online Library 
LabourNet will provide an online library of templates and 

information regarding any legislation that the company will have 
access to 24/7. 

The company will ensure they utilize this service in the need of immediate 
templates or information. 

Software 
LabourNet consults off our Software Platform. Should the company 

opt to only use the software, normal software costs will apply. 
The Company needs to ensure that they provide LabourNet with all the 

relevant information to accurately consult off this platform. 

Helpdesk 
As part of the agreement, LabourNet will provide the Company with 

Access to our Helpdesk to assist system related queries. 

The Company will provide LabourNet with the necessary information and 
ensure all information is accurate and complete and will do so in a timely 

manner. 

Discretionary 
Grant 

Assistance 

Where necessary, LabourNet will assist the company to apply for a 
Discretionary Grant from the relevant SETA. LabourNet will provide 

the Company with Support, Advice and Guidance and ensure 
communication of Discretionary timelines on an annual basis. 

The client will provide LabourNet with the relevant information, in the 
format requested by LabourNet, on an agreed upon date. The client will 
review the drafted documentation and commit to submission. The client 

assumes responsibility for the implementation of said Plan. The client will 
keep record of this activity. 

http://www.labournet.com/
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Management 
Awareness 

Presentation 

LabourNet will provide top level management with an online 
facilitated presentation with regards to the awareness of Skills 

Development and what it entails. 

The Company will ensure that their relevant role-players attend the 
presentation as determined by the client’s availability. 

Tax benefit 
consultations 

LabourNet will facilitate an online session themselves or through a 
3rd party to consult on current tax benefits associated with the 

clients training and possible benefits on the Training plan. 

The client will avail themselves and ensure that all the relevant people are 
booked into the tax benefit session. 

Learner 
Management 
and tracking 

LabourNet will assist the client with Learner tracking through our 
software. LabourNet consult off software that enables reporting to 

the relevant SETA and will assist with implementation of the 
information together with the client. 

The client will avail themselves to ensure that the onboarding on the 
system takes place. The client will provide LabourNet with the necessary 
information timeously to ensure effective consultation and reporting may 

take place.  

Election, 
Training and 

appointment of 
Committee 

Where applicable, LabourNet will facilitate the Election and 
Appointment of a Skills Development Advisory Committee through 
surveys. LabourNet will advise the Client on the election process 

based on best practices and statutory requirements. LabourNet will 
draft the nomination forms and appointment letters and inform staff 

of this initiative.  

The Client will distribute the nomination forms, collect, and collate the 
election results, and supply the collated information or a summary thereof 

to LabourNet. The client will appoint the applicable staff members in 
writing and display, in a prominent location, the names and roles of the 
elected Committee Members.  The client will keep record of this activity 

being concluded. 

Skills 
Development 

Training 
Identification 
assistance   

LabourNet will review, identify, and advise on existing compliance 

related training needs and advise on Training providers relevant to 

those interventions. 

LabourNet will also advise on Training Providers for any other 

identified training needs within the client’s business. LabourNet will 

supply the client with Surveys to identify additional training needs. 

The client agrees to share training related information with LabourNet, in 
the format requested by Labournet, on an agreed upon date. The client 

further agrees to facilitate the completion of the applicable surveys by the 
relevant stakeholders.  

Staff 
Awareness 

LabourNet will provide the Company’s Staff with a form of 
awareness training to ensure the staff are aware of the Skills 

development act and what it entails. 

The Company will ensure that their relevant role-players attend the 
presentation as determined by the clients availability. (online) 

SETA Audit 
Assistance 

LabourNet will provide the Company with assistance in a SETA 
audit should they be audited. 

The Company will provide LabourNet with the necessary information and 
ensure all information is accurate and complete and will do so in a timely 

manner. 

 

*The End* 
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