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APPLICATION FOR ACCREDITATION AS A TRAINING OFFICE


	Instructions for completion of this application:
1. Please ensure that you are familiar with the current SAICA Training Regulations and Accreditation Criteria (Annexure 2 to the Regulations) before completing this application form.
2. This form must be completed by the prospective training officer.
3. Please complete this form electronically. Hand-written forms will not be accepted or considered.
4. Please note the meeting dates of the Training Programme Sub-Committee (TPSC) as reflected on the SAICA website and the deadline for submission of applications for consideration by TPSC.
5. Please also note the fee payable with this application as reflected on the SAICA website.
6. All new applications for accreditation must undergo a Pre-Accreditation Review.  The Review is conducted by a SAICA Reviewer.  The Review must be conducted before the application can serve at a meeting of SAICA’s TPSC for consideration. SAICA will endeavor to ensure that applications received by the requisite deadline are reviewed,  however this is dependent on the availability of the SAICA Reviewers.  



	1. 
	Name of proposed training office
	

	2. 
	Name of proposed training officer
	

	3. 
	Designation of the proposed training officer (partner; sole proprietor,    director, CFO, etc)
	

	4. 
	Name of proposed person who will be responsible for administration       relating to training contracts
	

	5. 
	Name of person who completed this questionnaire
	

	6. 
	Postal address of proposed training office

	
	

	7. 
	Street address of proposed training office

	
	

	
	
	

	8. 
	Proposed training office landline number, if applicable
	

	9. 
	Cell phone number of proposed training officer
	

	10. 
	E-mail address of proposed training officer
	

	11. 
	Title, name and surname of the individual the proposed training officer reports to, if applicable
	

	12. 
	E-mail address of the individual in question 11, if applicable
	



	13. 
	When was the organisation established?
	mm
	yy

	14. 
	Has this office ever previously been accredited by SAICA?
	Yes
	No

	15. 
	If yes, what were the circumstances of its de-accreditation?
	

	16. 
	Will the new office be a branch of another existing office?
	Yes / No
	SAICA ID of existing office

	17. 
	Please indicate what type of legal entity your organisation is (please tick)

	Sole proprietor
	
	Private company
	
	Incorporated
	
	Public sector
	

	Partnership
	
	Public company
	
	Close corporation
	
	



	18. 
	Entity registration number, if applicable
	
	


	


	19. 
	Skills development levy number, if applicable
	


	


	20. 
	SETA with which the training office is registered
	


	


	21. 
	IRBA practice number of office (if in public practice)
	

	
	
	

	22. 
	IRBA registration number of proposed training officer
	

	
	
	

	23. 
	SAICA membership number of proposed training officer
	


	


	24. 
	Is the proposed training officer registered as a SAICA assessor?
	Yes
	No


	


	25. 
	How many CAs(SA) are employed in your organisation? 
	

	
26. 
	
How many AGAs(SA) are employed in your organisation, if applicable? 
	

	
	
	

	27. 
	How many RAs are employed in your organisation, if applicable? 
	


	
	






	ACCREDITATION STATUS SOUGHT

	

	28. 
		Do you want to be accredited as an Audit and Assurance Training Office?
	Yes
	No




	29. 
		Do you plan on having all your trainees on Audit and Assurance?
	Yes
	No




	30. 
	How may SAICA trainees do you wish to employ?
	

	31. 
	If your office is successful in its accreditation application; would you like your contact and basic details to be listed on the SAICA public website, (visible to trainees and other stakeholders) Please refer to the POPI act as attached 
	Yes
	No

	

	PLEASE SUBMIT THE FOLLOWING INFORMATION WITH THIS APPLICATION

	
ATTACHMENT 1:

	A letter of motivation (on an official letterhead of the training office) explaining why you wish to obtain accreditation as a SAICA training office.

	
ATTACHMENT 2:
An overview of the business explaining where and how the prospective trainees will be trained including an organogram which reflects how the training programme will fit into the entity structure and the reporting lines of the trainees and training officer.

	
ATTACHMENT 3:

	Copies of the appropriate entity registration form (CIPC documents) and the latest PAYE Statement of Account (EMPSA), if applicable.

	
ATTACHMENT 4:


Evidence in support of the following accreditation criteria from Annexure 2 of the Training Regulations, as indicated below. 

	A1

	Criterion
	The training office complies with all legal and regulatory aspects required for the training programme.

	Evidence
	Please provide evidence that:
1. The training office:
1. is tax compliant;
1. has a valid Employment Equity plan, where applicable;
1. complies with Occupational Health and Safety Regulations;
1. is a going concern; 
1. complies with the Basic Conditions of Employment Act, the Labour Relations Act and other applicable employment-related legislation; and
1. is registered and contributing to the relevant SETA (e.g. Fasset), where applicable;
1. In the case of Audit and Assurance training offices:
1. the training office is registered as a practice with the IRBA; and
1. the training officer is registered with the IRBA as an RA.




	A2

	Criterion
	The employment contract for trainee accountants complies with SAICA’s requirements. 

	Evidence
	Please provide a copy of the template employment contract you intend to use for your trainees reflecting the following:

1. The employment contract contains at least the following information:
· Employer’s and trainee’s details:
· employer’s full name;
· employer’s address;
· employee’s full name;
· employee’s job title;
· employment details;
· place/s of work; 
· start date of employment; and
· working hours and days of work. 
· Payment details:
· pay or the rate and method of calculating pay;
· rate for overtime;
· any other cash payments;
· any payments in kind and their value;
· frequency of payment; and
· any deductions.
· Leave details regarding any leave to which the trainee is entitled including provision for study leave.
· If applicable, the training office’s requirements regarding post-graduate studies (for the individual trainee).
· Period of notice required.

1. The employment contract is:
· in writing and be signed by the employer and the trainee; 
· concluded when the trainee commences employment;  
· updated if any of the details change; and
· kept by the employer for a period of three years after the termination or completion of the training contract.

1. The employment contract: 
· indicates that it is entered into in relation to the Training Regulations; and
· is for at least the duration of the training contract, taking into account any extension of or reduction in the term of the training contract.


	
	


	B1

	Criterion
	The training officer, on behalf of the training office, accepts responsibility for all aspects of the training programme.

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. Trainees, reviewers, evaluators and assessors involved in the training programme have reasonable access to the training officer.
1. The training officer is involved in all aspects of the training programme and/or has procedures in place to review delegated work and processes.
1. The training officer has implemented appropriate structures/procedures to oversee the training programme.
1. The training officer implements a structured process for the review and evaluation of the assessment process.

All documentation requested for SAICA interventions must be submitted as required and the prospective training officer must be available for the pre-accreditation review. 



	B2

	Criterion
	The training officer is sufficiently senior and experienced and has the full support of those charged with the governance of the organisation. 

	Evidence
	With reference to the organogram, please explain how:

1. The training officer is sufficiently senior and experienced to be able to enforce the provisions and requirements of the Training Regulations within the training office.
1. There are accordingly direct reporting lines and clear communication lines between the training officer and executive management.

Please provide signed declarations from key members of senior management reflecting their support for the training programme.



	B4

	Criterion
	The training office applies the current version of the Training Regulations.

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. The training officer has communicated the current version of the Training Regulations to all role players in relation to their responsibilities 
1. [bookmark: _Hlk531078544]The current version of the Training Regulations is readily available.
1. The training office’s registration complies with the Training Regulations.
1. The training officer’s registration complies with the Training Regulations. 
1. All role players apply the current version of the Training Regulations as they relate to their responsibilities.



	B5

	Criterion
	Each trainee receives sufficient and appropriate supervision, guidance, development and feedback within a supportive learning environment, at all times, whether in-person or remotely.

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. The training officer is responsible for ensuring that each trainee is supervised by: 
· appropriately experienced and qualified persons;
· who are technically competent; 
· who understand their responsibility towards developing the prescribed competencies of the trainees assigned to them; and
· who model appropriate professional behaviour.
2. Structures/procedures have been implemented to ensure that managers/supervisors are trained and monitored.
3. Assessors in the office remain up to date in matters affecting their role
4. Structures/procedures have been implemented to create a supportive learning environment for trainees.

Please include the years of experience and qualifications of members of staff who will be supervising trainees.



	
B6

	Criterion
	Each trainee is provided with appropriate support to encourage academic progress

	Evidence
	Please provide an explanation of how you intend to provide trainees with financial and/or non-financial support to encourage them to make academic progress.



	B7

	Criterion
	The office must facilitate and encourage the display and practice of professional behaviour through structures and facilities for in-person and/or remote work.

	Evidence
	Please provide an explanation of the relevant structures in your office.



	B8 

	Criterion
	Adequate financial resources must be allocated to the training programme

	Evidence
	Please provide a budget for the proposed programme including all costs for the purposes of training and development and the payment of fees to SAICA and, where applicable, IRBA. 




	C2

	Criterion
	The training office has work of sufficient and appropriate range and depth to support the allocated quota of trainees.

	Evidence
	Please provide evidence that:
1. The nature, industry and business model of the training office allows for the required range and depth of exposure.
1. The training office’s client base/available work supports the number of productive staff in the office (including trainees). 

If your business model is based on client engagement, please complete the client summary and detail templates provided.

If you intend to train your trainees through rotations within your organisation please provide a rotation plan reflecting the different departments/business units where your trainees will gain exposure, the length of each rotation and competencies expected to be gained in each rotation.



	C3

	Criterion
	The training office provides trainees with experience of increasing complexity and of the necessary range and depth in the prescribed tasks and competencies.

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. The office follows a structured and equitable approach to providing each trainee with the required exposure.
1. The range and depth of exposure allows trainees to develop competence in the prescribed competencies. 
1. The office has processes in place to address trainees’ exposure and development needs.


Please complete the Training Plan and PVAA examples templates.

If you wish to be recognised as an Audit and Assurance training offices please ensure that you include the learning outcomes for the Audit of Historical Financial Statements and, where applicable, other related engagements in the Integrated Exposure Plan component of the Training Plan.



	C4

	Criterion
	The training office has processes in place to ensure that trainees meet the core experience hour requirements over the term of the training contract.

	Evidence
	Please provide an explanation of how you intend to record and monitor trainees’ core experience hours and how you intend to address potential shortcomings as they arise.



	
C5

	Criterion
	On-the-job experience constitutes the most significant portion of each trainee’s learning experience.

	Evidence
	If you intend to use simulations to supplement practical experience on the job please include this in your Training Plan.



	C7

	Criterion
	Each trainee has a reasonable opportunity to achieve the prescribed competencies relating to IT.

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. Trainees have access to sufficient and appropriate information technology to enable them to meet SAICA’s prescribed competencies in respect of IT / digital acumen.
1. Trainees are adequately trained on the use of information technology and software applications relevant for the prescribed competencies.



	
C8

	Criterion
	The training office encourages the display of life-long learning and provides appropriate opportunities to enable trainees to maintain relevant technical and professional knowledge to perform their work with due care. 

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. The office communicates and demonstrates the importance of life-long learning as a professional behaviour.
2. The office must have mechanisms in place to identify learning needs and to provide and monitor relevant learning interventions.



	

C9

	Criterion
	The training office encourages the development and display of ethical behaviour. 

	Evidence
	Please provide an explanation of how you intend to comply with the following requirements. 
In providing information please reflect on your intended structures, processes and procedures for implementing the training programme:

1. The office creates a culture of ethics by:
· encouraging discussion of ethical issues and consideration of ethics in all engagements and interactions;
· implementing structures and procedures for all staff including trainees to communicate ethical concerns without fear of victimisation; and
· taking steps to discipline individuals who display unethical behaviour.
1. The office develops trainees’ ethical reasoning process through deliberate discussions on ethics and/or ethics training on a regular basis over the course of the training contract, followed by individual reflection to:
· identify development needs; and
· commit to activities to meet the development need(s) identified and apply what was learnt in practice..



	Undertaking

	In the event of accreditation being granted, this organisation -
· acknowledges that it will continue to meet those requirements as laid down by SAICA for the training of trainee accountants; 
· undertakes to make available to the representatives of SAICA such further information as may reasonably be required, to satisfy the Training Requirements Committee that the training of trainee accountants will be conducted effectively and in a suitable environment;  and
· acknowledges the requirement under the SAICA Training Regulations to notify in writing the training department of SAICA of any change in its ability to meet the training requirements as set out in the SAICA Training Regulations.

	

	

	I certify that 
· all the information provided in this application form and the attachments is true, accurate and complete; and
· I have read and understood the following documents:
· Guidance and criteria relating to the accreditation of training offices.
· Current SAICA Training Regulations.




	Signature
(Prospective Training officer)
	
	Date
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