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1 Background 
 

Transport Education Training Authority (TETA) performed Mandatory Grant visits for the ATR submitted. 

During the site visits it became evident that many companies were unable to provide evidence for the training 

reported during the Mandatory Grant (MG) applications.  

Companies continued to receive mandatory grants but failed to provide evidence that they trained employees 

or unemployed learners. This created a high risk for TETA and the request to provide training evidence and 

these guidelines documented wish to reduce the risk to an acceptable level. 

 

 

2 Research performed with other SETAs 
 

TETA consulted with other SETAs to determine how ATR evidence is verified and this is the outcome from the SETAs that 
TETA engaged with: 

2.1 40% of the SETAs do not require evidence during the WSP/ATR submission. ATR evidence is verified 

during monitoring /verification visits after submission or before the first payment is processed in 

September. 

 

2.2 33% of the SETAs require ATR evidence during the WSP/ATR submission process. 

• SETAs require a sample (either 5%, 50%, 60% or 100% (one SETA)) of evidence to be uploaded. The 

following evidence is required: 

- Invoices (preferably invoices with large amounts); 

- Attendance Registers; 

- Certificates or Statement of Results; 

- Proof of payment; and 

- Summary of training (this additional criterion is required by only one SETA) 
 

2.3 27% of the SETAs did not provide feedback. Calls and emails from TETA were unanswered. 

Training Report (ATR) 
Guidelines on Annual Training Report (ATR) evidence to be 

uploaded on the Skills System during 2025/26 WSP/ATR submission 
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3 Mandatory Grant Monitoring Process 
 

TETA will select a sample of Mandatory Grants (MG) submitted and perform monitoring visits. TETA will contact 

the Skills Development Facilitators (SDF) or company to agree on a date and time for the visit. TETA will provide 

the SDF or company with a list of ATR evidence required during the site visit. TETA may request additional 

evidence during the site visit and the SDF or company will be provided with reasonable time to provide such 

information. The evidence will be provided in the format as agreed to between TETA and the company or SDF. 

 
Signed MG monitoring reports must be uploaded on the Skills System under the Monitoring and Evaluation tab 

 
 

4 Supporting Evidence 

 
Below is a hierarchy of evidence required. The evidence listed on top is the best suitable evidence and in 

cases where that evidence is not available the entity may provide the second level of evidence. The evidence 

listed below is not an exhaustive list. Companies / SDFs may upload additional evidence according to their 

needs. 

 
The evidence must be clearly labelled/titled/named and linked to an OFO code reported on the ATR. If the 

company reported one OFO code on more than one record/line. The following serve as an example: 

 
OFO Code 

2022-312201 

 
Geographical 

Ekurhuleni Metro 

 

Intervention 
Bursary 

 

Certificates, Academic Records, Statement of Results or Trade test 

results (where applicable) for completed training reported. 

 

 

 

1.  

2.  

3.  

4.  

5.  
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Attendance registers (including logbooks, virtual class registrations 

or proof of registration) 

 

1. The learner details. E.g., Name, Surname, ID number, etc. 

2.  

3.  

4.  

5.  

Invoices and Proof of Payment (where applicable) 

 

 

1.  

2.  

3.  

4.  

5.

 

6.
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5 Guidelines on evidence to be uploaded 
 

Evidence must be uploaded on the WSP and ATR Document Upload tab. Select the ATR Evidence under the 

Document Type drop down. No limit is placed on the number of records/evidence that can be uploaded. 
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5.1 Sample size required during submission 

Companies are required to provide evidence based on the company size. All training reported by small 

companies must be supported by 20% of the evidence. Large and Medium companies must provide a 

sample of 5% for all interventions reported. TETA may request a further sample during the evaluation 

process. TETA will request evidence in writing. A query letter may be sent from the system or a TETA 

staff member may send an email requesting the information necessary to evaluate the grant. It will be the 

prerogative of the chamber/unit to determine if 100% of the evidence will be required or if a sample 

approach will be followed and in case of the latter the sample size. 

 
* Refer to guidelines above on what evidence is required 

 
 

Requested documents must be provided within five (5) working days to avoid rejection of the MG application. 

TETA may also conduct a monitoring visit and request to inspect the evidence uploaded or any additional 

evidence. The evidence must be provided during the monitoring visit for verification. 

 

 

6 Evaluation of the Mandatory Grant Applications focusing on ATR evidence 

 
TETA reserve the right to change the evaluation criteria. This right will not be exercised reckless to the 

disadvantage of a Mandatory Grant Application 

 
During the evaluation process TETA will evaluate the training evidence provided. TETA may request additional 

evidence. A query letter may be sent from the system or a staff member may use his/her organisational email to 

request training evidence. Requested documents must be provided within five (5) working days. 

 
Failure to provide the ATR evidence required as per the guidelines above may result in the Mandatory Grant 

being rejected/declined. A company may appeal a MG rejection and provide the ATR evidence requested. TETA 

will evaluate the reasons why the company failed to provide the evidence requested as well as the evidence that 

was provided and may reconsider the outcome of the MG application. 

 
 

7 Outcomes of a grant based on the ATR Evidence 
 

If SDFs assess that it will not be possible to finalise and upload the ATR evidence the SDF may request for an 

extension. During the evaluation process TETA will issue a query letter to all companies that did not upload any 

or insufficient ATR evidence in line with this guideline. Failure to respond to the query will result in the grant 

being rejected. 

 
SDFs may appeal declined Mandatory Grant Applications and provide the required evidence. TETA will evaluate 

the appeal along with the supporting evidence. 


