
Lockdown update | Training office visits, ITC and APC 
 
Dear Training Officers and Training Office administrators, 
  
I hope you’re all well and managing the transition into the next phase of the lockdown. 
  
This communication covers two key areas impacted by the lockdown:  
  

 Date changes for the ITC and APC 
  
 Remote training office visits 

  
  
Date changes for the ITC and APC 
  
Please refer to the attached document for detailed information on the impact of the lockdown on 
the ITC and APC dates for 2020 and 2021 
  
Please send any questions regarding the exams or the date changes to ITC@saica.co.za or 
APC@saica.co.za, as appropriate.  
  
  
Remote training office visits 
  
The process for 2020 
We have taken the decision to continue with Training Office visits remotely for the remainder of 
2020.  
  
Since we first implemented the remote visit process mid-March, we have conducted 40 remote 
office visits. Thank you to those offices who have already participated in the remote visit process. 
We now have a better understanding of some of the challenges and we will continue to refine the 
process as this unfolds for the rest of the year. 
  
To help smooth the way for the visits that are still to be conducted in 2020, we would like to clarify 
the following: 

  
 This is not a self-evaluation process. The visit includes the same level of interaction as a site visit, 

except that the kick-off meeting, trainee group interview and debrief meeting will be conducted 
via an online meeting platform. Please liaise with your reviewer regarding the logistics for 
these meetings well in advance of the visit. 

  
 The same documentation is required for the visit whether conducted remotely or on site. If you 

are experiencing any challenges with providing the required information, please also discuss this 
with the reviewer in advance of the visit. 

  
 With the move to a more principle-based approach we have noted that there has been some 

confusion regarding the documents required to be submitted before and on the day of the visit. 
Please note the following in clarification of the requirements: 

  
o Please submit the following with the visit questionnaire in advance of the visit (per the 

timing in the visit scheduling email):  



 All documented policies and procedures relevant to the training programme, together 
with information regarding how these documents have been communicated to the 
relevant role players.  

 Evidence in support of criteria A1, A2, B8, C2 and C3.  
  

o Please provide evidence in support of all remaining criteria, A3, B1, B2, B3, B4, B5, B6, B7, 
C1, C4, C5, C6, C7, C8, C9, D1 and D2 at the latest on the day of the visit. 

  
  
Guidance on evidence to be provided 
I have attached the guidance document for evidencing compliance with each of the criteria. If, 
having read the document, you are still unsure about what to provide as evidence, please either 
contact me or discuss this with your reviewer in advance of the visit.   
  
Here is some information relating to specific criteria that are proving challenging: 
  
 A1 – please note that a declaration of compliance with the indicators in this criterion is 

sufficient. If you believe that you have not complied with any of the indicators, then please 
provide additional information. 

  
 B2 and B3 – please provide us with an organogram reflecting the reporting lines referred to in 

these criteria. 
  
 C2 – We have removed the requirement to provide information in a specific format for this 

criterion. However, in order to assess whether the office has work of sufficient and appropriate 
range and depth to support the allocated quota of trainees and to allow trainees to meet the 
SAICA competencies, we still require information on the client base and/or rotations:  

  
o If your business model includes a client base, we require detail regarding the hours and fees, 

how these are spread across the compulsory, elective and residual skills and the number of 
staff who contribute to those hours and fees. The attached client summary spreadsheets and 
the client detail document reflect the level of detail and information required. If you are 
unable to provide the information required, please discuss this with the reviewer in advance 
of the visit to determine alternative evidence that can be provided. 

  
o If you 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 – We have removed the requirement to provide information in a specific format for this 

criterion. However, we still require information on activities that trainees will perform to 
demonstrate competence in each task, the expected progression of the trainees and information 
on scheduling/planning, if applicable. The attached Generic Training Plan reflects the 
information required. If you would like to use this document, please tailor it to your office’s 
programme so that it only includes the elective and residual skills applicable to your programme. 
If you train your trainees through rotation it may be more relevant to include some of this 
information (e.g. expected levels of competence) in the rotation plan. 

  
 C4 – Please provide a summary of the hours to date for your trainees, any variances, and 

information on how you are monitoring and addressing shortfalls. 



  
 D2 – Please provide access to your assessment documents for active trainees as well as any 

trainees whose contracts were discharged/completed since your last visit. If you are 
experiencing challenges in providing this information, please discuss this with your reviewer in 
advance of the visit.   

  
  
In line with our previous correspondence, please contact me if you have any questions or concerns 
about your visit or any aspects of the training programme. 
  
  
Kind regards 
  
Tonia Jackson CA(SA) 
SAICA | Project Director: Training 
+27 83 260 5288 tonia@coachcreative.co.za 

 


