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EVIDENCE REQUIREMENTS FOR DISCHARGING TRAINEES 

Published January 2018 

 

One of the duties and responsibilities of a training officer, based on the SAICA Training Regulations, is 
to “fulfil the obligations imposed on him by SAICA, pertaining to the training of the trainee accountant”.1 
To fulfil this duty, SAICA requires that the training office should have sufficient evidence about the overall 
competence of the trainee accountants when they are discharged from their training contracts.  

Accordingly, all requirements for discharge must be adhered to on all prescribed tasks. In practice this 
means that the trainee accountants must have received a final rating of 4 at an advanced level for 
compulsory and elective tasks and a final rating of 4 at a basic level for residual tasks. Professional skills, 
too, should be signed off at a final rating of 4. Furthermore, the assessor should answer “yes” to indicate 
that the trainee has “demonstrated the required final competence level” for all technical and professional 
skills. In the final assessment needs analysis (ANA) the assessor must furthermore sign off to indicate 
that he/she reviewed (and is in agreement with) the ANA conclusions reached by the evaluator – thus 
that the trainee accountants have demonstrated all professional conduct competencies. 

As part of the SAICA training office monitoring process, SAICA reviewers randomly select a sample of 
discharged trainees, as well as trainees whose training contract status on the SAICA Training Contract 
Management System (TCMS) is shown as completed, and moderate their assessment forms, and, in 
particular, their final ANAs. Unfortunately there have been cases where the reviewers found that trainees 
had been discharged without evidence of overall competence – thus the requirements set out above were 
not met.  

When trainees are discharged, the training officer certifies in writing that the trainee “has been assessed 
and judged as competent” in terms of Regulation 8 of the Training Regulations:  

8.1 The training officer must fulfil his duties and responsibilities as set out in Annexure 3 of these 
Regulations; 

8.2 Failure by a training officer to perform the duties and responsibilities as set out in these Regulations 
is considered to be unprofessional conduct and will be dealt with in terms of the SAICA By-laws. 

This means that a training officer who fails to properly assess the trainees’ competence prior to 
discharging their training contracts, and/or is unable to present evidence of the trainees’ competence 
when requested to do so by SAICA, is in breach of SAICA’s Training Regulations. This has serious 
consequences, because such training officers can be referred to the Professional Conduct Committee 
for investigation and possibly the imposition of a penalty or fine.  

 

 

                                                            
1 Annexure 3 of the 2017 SAICA Training Regulations.  
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The following are examples of insufficient evidence of overall competence: 

 

1. Not indicating “Yes” in the column of “Demonstrated the required final competence level” on one 
or more prescribed tasks; 

 

2. One or more competencies was not rated as 4 at an overall level; 

 
3. While the competencies received a rating of 4, an assessment of “basic” was noted for compulsory 

and elective tasks; 

 

4. The assessor did not sign off on Professional Conduct values [PC(C) tasks], thus not indicating 
agreement with conclusions from the evaluator regarding the demonstration of professional 
conduct competencies; 

 

5. No final ANA was completed; 

 

6. A trainee was discharged on TCMS prior to the completion of a final ANA; 

 

7. Overall ratings of 4 in the ANA were not supported by evidence in the Technical Skills Reviews 
(TSRs) and/or Professional Skills Reviews (PSRs) or opening ratings; and  

 

8. The training officer who discharged a trainee from a training contract was not a registered 
assessor. 

In cases such of these the training officers who discharged the trainees would have been referred to the 
Professional Conduct Committee.  

 

Proposed remedial action for training officers 

If training officers realise that trainees were discharged without sufficient evidence, they may consider 
the following interventions to try to rectify the situation: 
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Potential pitfall when discharging a 
trainee 

Proposed recommendations to rectify the situation 

Not indicating “Yes” to one or more 
prescribed tasks in the  “Demonstrated 
the required final competence level” 
column 
Or 
Assessor did not sign off for PC(C) tasks, 
thus not indicating agreement with 
conclusions from the evaluator regarding 
the demonstration of professional 
conduct values 

 If the assessor forgot to tick the field as “Yes” but the 
trainee had demonstrated the FINAL competence 
level: 
 The training officer may attach an explanatory 

statement to the final ANA. This statement must 
be signed by both the training officer and the 
trainee; or  

 The training office may complete an additional 
ANA, in which the FINAL competence levels have 
been rectified. 

 If the trainee has not demonstrated the required 
FINAL competence level for a task, the training officer 
must as soon as possible report this in writing to the 
Accreditation and Monitoring Committee at SAICA for 
consideration.   

One or more competencies are NOT at 
an overall rating of 4 
Or 
Overall ratings of 4 in the ANAs are not 
supported by evidence in the TSRs or 
PSRs or opening ratings 
 

 If possible the training office must provide the trainee 
with an additional client assignment or simulation to 
enable the trainee to demonstrate the prescribed 
tasks at a rating of 4. Once the trainee has 
successfully demonstrated the tasks at a level 4 
rating – 
 the evidence must be recorded in a new TSR 

and/or PSR; and  
 the training officer must complete a new final ANA. 

 If the training office is unable to obtain sufficient 
evidence that the trainee has demonstrated all of the 
prescribed tasks at a rating of 4, the training officer 
must as soon as possible – 
 report the matter in writing; and  
 specify remedial interventions undertaken by the 

training office 
to the Accreditation and Monitoring Committee at 
SAICA for consideration.  

Competencies are rated at 4, but the 
ratings are “basic” for compulsory and 
elective tasks  
Suggestion: 
…rated at 4, but the assessor assessed 
some of the prescribed tasks/compulsory 
and elective tasks at a basic level  
 

 If the trainee has demonstrated competence at an 
advanced level for the compulsory and elective tasks, 
but the ANA incorrectly reflected the ratings as basic – 
 the training officer may attach an explanatory 

statement to the final ANA. The statement must be 
signed by both the training officer and trainee, and 
must state that the compulsory and elective tasks 
were demonstrated at an advanced level; or 

 the training officer may complete an additional ANA 
in which the tasks have been assessed at an 
advanced level./showing that the tasks have been 
demonstrated at an advanced level. 

 If the trainee failed to demonstrate compulsory and 
elective tasks at an advanced level, the training officer 
must as soon as possible – 
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Potential pitfall when discharging a 
trainee 

Proposed recommendations to rectify the situation 

 report the matter in writing; and 
 specify remedial interventions undertaken by the 

training office  
to the Accreditation and Monitoring Committee at 
SAICA for consideration. 

No final ANA was completed  If the trainee is still employed at the training office, the 
training officer must obtain the required completed 
TSRs, PSRs and ANAs. 

 If the trainee is no longer employed at the training 
office – 
 an independent external assessor should be 

appointed to assess the discharged trainee; and 
 the matter should as soon as possible be reported 

to the the Accreditation and Monitoring Committee 
at SAICA for consideration. 

A trainee was discharged prior to a final 
ANA being completed 

The training officer should complete an explanatory 
statement to explain why the trainee was discharged 
before the completion of the final ANA. The statement 
should be signed by the training officer. 

The training officer who discharged a 
particular trainee from a training contract 
is not a registered assessor 

Trainees should be discharged after review and 
moderation by either internal or external registered 
assessors. Documented evidence of this review process 
must be maintained at the training office. 

 

In conclusion, we would like to thank our training officers for all their efforts and the care displayed in the 
SAICA assessment process. Discharging SAICA training contracts is a big responsibility and the evident 
commitment of the majority of the training officers is much appreciated. 


