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EXTERNAL MEMORANDUM 
 

 

To: HWSETA STAKEHOLDERS 

 

From: BAAKEDI JANE MOTUBATSE: EXECUTIVE MANAGER: ETQA 

 

Date: 31 AUGUST 2020 

 

Subject: CONDUCTING SITE VALIDATIONS FOR ASSESSMENT CENTRE ACCREDITATION ONLINE 
 

 

Dear Stakeholder, 

 

 

The HWSETA shall conduct the site visit online starting from 30 September 2020 for assessment Centre accreditation 

for recommendation to the QCTO 

 

The above site visit processes shall remain the same as per the assessment Centre checklist/ tool, except for the 

actual face to face contact. Instead of the HWSETA travelling to the Assessment Centre site, the following shall take 

place: 

 

• The SDP applying shall record a video of the site, in line with the checklist/tool that is used for the relevant site 

visit, and send it to the HWSETA, with relevant listed documents on the site visit/validation tool. 

The video shall: 

✓ be recorded following the sequence of the items as listed in the tool, to make it easier for the HWSETA official to 

complete the tool; 

✓ be clear for the HWSETA officials to make informed decision/s; 
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✓ be continuous i.e start from the outside and proceed to the inside of the building; 

✓ show the SDP/employer name, outside or at the entrance; 

✓ depict all the relevant equipment required; 

✓ have a narrator (name, surname and position) who narrates different aspects of the video for the viewer to 

understand/follow what was recorded; 

✓ have start and ending; 

 
 

The HWSETA shall evaluate the video and supporting documents, by completing the relevant tool. Feedback on the 

video evaluation shall be provided to the SDP within six weeks after the video is submitted. The following documents 

in good standing must be summited together with the video: 

ANNEXURE A: A Recorded Video as per the tool 

ANNEXURE B: 

1. Accreditation letter from QCTO as an (Skills Development Provider (SDP) 

2. Valid Tax clearance certificate 

3. Company registration with CIPRO/CIPC 

4. Company’s financials 

5. The Company organogram 

6. Occupational Health and Safety certificate/Audit 

7. Copies of qualifications of personnel including their CVs 

8. Human Resource policies 

9. Assessment policies 

 
If the video covers all the items on the tool and is found to be compliant, the normal process of recommendation for 

approval to the QCTO shall be followed. 

 

By submitting the video to the HWSETA, the SDP declares that the recorded video is the true reflection of what is 

available onsite. The HWSETA reserves the right to conduct unannounced site visit to the SDP site, to verify the 

existence of the equipment and premises as recorded on the video submitted. 

 
For any clarity, please contact the HWSETA head 

office official Nomsa Mdunana, email address 

nomsam@hwseta.org.za 

Your cooperation is appreciated. 
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Take care and warm regards 

 

 

 

 
 

Baakedi Jane Motubatse 

Executive Manager: ETQA 
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