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1. Accredited. What next? 

Congratulations on your recent accreditation as a SAICA training office. This is the start of the journey and the 
partnership with SAICA to train prospective Chartered Accountants (SA) and Associate General Accountants (SA). 
 
In the accreditation process you have already presented evidence of your ability to comply with SAICA’s 
accreditation criteria for training offices. The results have been communicated to you in the evaluation attached to 
the letter confirming the office’s accreditation status.  
 
A good starting point would be to work through the comments in those documents and to address any 
shortcomings and/or recommendations set out in the evaluation. 
 
Below are probable next steps following accreditation: 
 
a. SAICA Training Regulations 

You were supplied with a copy of the latest set of regulations. It is important to be familiar with the 
requirements of these regulations to ensure appropriate implementation of the training programme in the 
training office. 
 
The regulations are usually updated annually and you are reminded that the latest version of the regulations 
must be in use and communicated to all stakeholders in the office at any point in time. 
 

b. Registration as an assessor 
If the training officer is not yet registered as an assessor (s)he should attend the next available SAICA 
Assessor Training Workshop. The workshop will provide the very necessary information to implement 
assessment in the training office while there is also other important information shared regarding SAICA 
accreditation requirements and related procedures. 
 
The SAICA Training Regulations allow 8 months from accreditation for the training officer to register as an 
assessor. It is however strongly recommended that you acquire the required knowledge regarding assessment 
as soon as possible as the assessment of trainees begins as soon as their contracts start.  
 
Please remember: 

• 12 months from accreditation SAICA will be monitoring the functioning of the assessment process; and 

• 12 months from accreditation trainees on 3-year contracts would have completed two of only six 
evaluation forms required for sign-off of their contracts. 

 
c. Appointment of trainee accountants 

Even if the first trainee accountants are already employed by the training office you may have to sign new 
employment contracts that provide for the SAICA training contract and provisions of the training regulations. 
Please refer to the requirements of criterion A7. 
 
The SAICA Training Regulations allow for a probation period of 6 months and require that the training 
contracts be registered on the SAICA Training Contract Management System (TCMS) within 7 months from 
the training contract start date.  
 
The SAICA Training Regulations further provide for the automatic de-accreditation of a training office should 
no trainees be registered for a period of 12 months. If your recruitment and registration processes are delayed 
for whatever reason communicate with SAICA in this regard. 
 

d. Time recording process 
Trainees and training offices are required to keep records of trainees’ core experience hours. Core experience 
hours are defined in the SAICA Training Regulations. 
 
If you do not have an existing system/process to record employees’ time it is important to consider such 
processes for trainee accountants in order to meet SAICA’s requirements in this regard. If you do have a 
system in use it is important to consider how the categorisation of time would relate to SAICA’s definition of 
core experience hours and to consider how this will be monitored in the office. 
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e. Policy documentation 

The SAICA accreditation criteria include requirements for formal policy documentation in relation to the roles 
and responsibilities of stakeholders in the training office (refer criterion B2) and the assessment process (refer 
criteria D2, D3 and D4).  
 
The setting and drafting of policy documentation creates the ideal opportunity to consider how the different 
aspects of the SAICA training programme will function in the office and, if the training officer is dependent on 
other departments or will be delegating some responsibilities as set in the Training Regulations, it would be 
worthwhile knowing how monitoring processes will work and how various individuals will be held accountable. 
 
The SAICA accreditation criteria also require the formal communication of the policy documents and processes 
whereby the documents are readily available to stakeholders. Refer to the detailed criteria and also the 
requirements for trainee induction referred to below. 
 

f. Induction for trainee accountants 
SAICA requires that all trainee accountants attend a formal induction within 6 months from their contract start 
date. Refer criterion C1 where the indicators set out the topics to be addressed (as a minimum). 
This would be the opportunity to explain the processes and procedures (as considered and documented in 
formal policies as referred to above) to trainees and potentially also to other stakeholders.  
 
By the time you present the induction programme you would probably have updated/improved upon the 
Generic Training Plan that was submitted to SAICA with your application for accreditation. Changes may have 
been necessary based on comments in the evaluation sent to you with your letter of accreditation and/or based 
on what you learned at the assessor training workshop. 
 
The induction programme also serves the purpose of sharing the Generic Training Plan (office specific 
“syllabus”) with trainees (and you may also want to include reviewers, evaluators and other assessors in this 
session).  
 

g. Implementation of assessment 
This is probably the biggest challenge after accreditation. You will have learned about the assessment process 
during the training and the completion of your portfolio of evidence to become a registered assessor. 
 
This knowledge has to be shared with staff members in the office who will be working with or supervising 
trainee accountants and whom you many need assistance from in implementation of the process.  
 
Formal training sessions should be arranged to discuss the assessment process, forms, SAICA requirements 
in this regard and the Generic Training Plan(s) and/or rotation plan(s) that set out the benchmark/standard to 
be implemented in the office. 
 
Trainees’ first TSR and PSR forms are due two months from their contract start dates. 
 
There is a whole category of assessment criteria (Category D) that deals with the assessment process. Refer 
specifically to criterion D3 that requires of the training officer to monitor the process and the quality thereof. 
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2. A comparison of requirements before and after accreditation 

The evaluation of your training office that was done based on your application for accreditation was based on 
SAICA’s accreditation criterion for training offices. 
 
After accreditation the training office is required to maintain compliance and take further steps to ensure 
compliance based on implementation of what the office undertook to implement at point of accreditation. 
It should also be noted that not all criteria were considered pre-accreditation.  
 
The table below sets out the criteria with brief comments about additional requirements post-accreditation. Please 
note that the full set of requirements and related guidance is set out in section 6 of this document. 
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A1 Appropriate legal form   - 

A2 Tax compliance   - 

A3 Employment Equity   - 

A4 Occupational Health and Safety   - 

A5 Going concern   - 

A6 SETA registration   - 

A7 Employment contract   While a template or an example of a contract of an 
employee not registered on a SAICA training contract 
may have been accepted before accreditation, please 
take note of matters specific to SAICA trainee 
accountants as set out in the indicators, evidence 
requirements and additional guidance at criterion A7. 

B1 Professional environment and 
preparation 

  While the focus was largely on the office appearance 
pre-accreditation the SAICA Reviewer now also 
evaluates the quality of the offices preparation for the 
visit. 
Trainees’ opinion regarding the environment may also 
be taken into account. 

B2 Roles and Responsibilities   You may have been accredited without formal 
documented roles and responsibilities. These must be 
formally documented by the time of your post-
accreditation visit. 

B3 Information Technology   - 

B4 SAICA and assessor 
registration of training officer  

  The office may have been accredited prior to the 
training officer’s registration as a registered assessor. 

B5 IRBA registration (if applicable)   - 

B6 Executive support   Evidence of continued support is required. The 
declaration should be renewed post-accreditation and 
for all monitoring interventions thereafter. 

B7 Training officer assuming 
responsibility 

  At the point of accreditation SAICA evaluated office’s 
proposed structures and procedures. After 
accreditation implementation of these processes and 
the effectiveness thereof are evaluated. 

B8 Appropriate supervision and 
guidance. 

  

B9 Administration of the training 
programme. 

  

B10 Budget   - 
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B11 Training Regulations   The office must provide evidence that the latest 
Training Regulations were communicated and 
explained to trainees and administrators. 
The office’s adherence to the requirements is also 
evaluated. 
If trainees were employed prior to accreditation of this 
office you have to pay particular attention to the 
requirements of RPL. 

B12 CPD requirements   The training officer and assessors must continue to 
meet SAICA’s CPD requirements. 

C1 Induction for trainee 
accountants 

  A formal induction must be presented within 6 months 
from each trainee’s contract start date. 
Induction may be presented in-house and the office 
could consider the CAvival Toolkit (available via the 
SAICA website). 
There are also service providers who present 
induction workshops for trainees covering the SAICA 
requirements. Please note however that office-
specific information such as the generic training plan 
and relevant policies may then still need to be 
covered in-house.  

C2 Range and depth of experience   The latest client portfolio information should be 
supplied and it may have been necessary to update 
the Generic Training Plan and/or Rotation plan(s). 

C3 Core experience hours    

C4 Adherence to the simulation 
limits 

  This must be kept up to date with the actual process 
in your office, i.e. the Generic Training Plan must 
clearly reflect the actual mode of exposure used by 
the office. 

C5 Use of simulations   If trainees have completed simulation activities these 
will be reviewed. 

C6 Awareness of lifelong learning   At the point of accreditation, the office stated what the 
plans are and after accreditation SAICA monitors 
actual implemented processes. 

D1 

Assessment of trainee 
accountants 

  New!  
 
Please take specific note of the requirements of these 
criteria and ensure that the required documentation is 
in place and that the processes have been 
appropriately implemented. 

D2   

D3   

D4   

D5   

 

3. Scheduling of the visit 

SAICA will contact you to schedule your post-accreditation visit, which will take place within 12 months from the 
date on which the office was accredited. 
 
The visit will be booked for a 6-hour period on the date provided, and will be conducted on a single day unless your 
office has been categorised as a large office or is located outside of South Africa; in which case the visit will be 
conducted over two days. 
 
As training officer, you will be required to be available for the full duration of the visit. In addition, you will be 
required to make your trainees and assessors available for face-to-face interviews on the day of the visit. 
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4. Preparing for the visit 

SAICA will request you to complete a questionnaire and provide you with a list of documents, some of which are 
required in advance of the visit and others which will be inspected on the day of the visit.  
 
Missing or incomplete documentation may impact on the ratings received for the visit. Refer to section 6 of this 
report for further guidance of evidence required for each criterion. 

 

 
5. Ratings and what they mean 

 
Once the visit has been completed your office will be awarded two ratings – a risk rating and a compliance rating. 
 
Compliance rating 

The compliance rating reflects the office’s compliance with the accreditation criteria based on the findings in the 
report. Your office will be awarded an overall compliance rating following the visit as follows: 

 

• 1 – The criteria for continued accreditation have been met. 
• 2 – The criteria for continued accreditation have been largely, but not entirely met. 

• 3 – The criteria for continued accreditation have not been met to a significant extent. 

• 4 – The criteria for continued accreditation have not been met.  
 

Note: Two successive 4 ratings may result in de-accreditation. 
 

Risk rating 

The risk rating is impacted by a variety of factors which may or may not relate directly to the findings in the report.  
 
Impact of the risk rating: 

• Low – the office will be visited again 36 months after the final report is issued. 
• Medium – the office will be visited again 24 months after the final report is issued. 

• High – the office will be visited again 12 months after the final report is issued. 

• Very High – the office will be visited again 6 months after the final report is issued. 
 
As the risk rating may be impacted by factors outside of the visit report it can also change between visits unless the 
result of the visit was a Very High risk rating. 

 

6. Evidence requirements 

The table on the pages that follow reflects the evidence required for each accreditation criterion together with 
additional guidance. The guidance reflects areas of particular emphasis which, from the experience of the 
reviewers, is often missed by new offices and can impact significantly on the post-accreditation visit.  
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CATEGORY A – OPERATING COMPLIANCE 

 

A1 

Criterion The training office is an appropriate legal form 

Indicators N/A 

Evidence  Appropriate entity registration form, where applicable 

Additional 
guidance 

• The details on the questionnaire should agree to the details on the registration 
documents/CIPC confirmation certificate. 

• The same registered entity should be reflected throughout – i.e., the registered name of the 
office should be the name of Training office on SAICA’s database, theIRBA website, where 
applicable (see criterion B5) and the PAYE Statement of Account (see criterion A6).  

 
 

A2 

Criterion The training office is tax compliant 

Indicators N/A 

Evidence  Declaration by training officer in the Re-accreditation Site Visit Questionnaire 

Additional 
guidance 

• Reliance is placed on the declaration in the questionnaire. 

• No other supporting documents are required. 

 

A3 

Criterion The training office has a valid Employment Equity plan, where applicable 

Indicators N/A 

Evidence  Declaration by training officer in the Re-accreditation Site Visit Questionnaire 

Additional 
guidance 

• Reliance is placed on the declaration in the questionnaire. 

• No other supporting documents are required. 

• If the office is exempt the response on the questionnaire should be “not applicable.” 

 

A4 

Criterion The training office complies with Occupational Health and Safety Regulations 

Indicators N/A 

Evidence  Declaration by training officer in the Re-accreditation Site Visit Questionnaire 

Additional 
guidance 

• Reliance is placed on the declaration in the questionnaire. 

• No other supporting documents are required. 

 

A5 

Criterion The training office is a going concern 

Indicators N/A 

Evidence  Declaration by training officer in the Re-accreditation Site Visit Questionnaire 

Additional 
guidance 

• Reliance is placed on the declaration in the questionnaire. 

• No other supporting documents are required. 
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A6 

Criterion The training office is registered with the relevant SETA (e.g. FASSET), where applicable 

Indicators N/A 

Evidence  Copy of PAYE Statement of Account (EMPSA) 

Additional 
guidance 

• The statement should be in the name of the training office. 

• Confirmation from the SETA is not sufficient – the office must provide the Statement of 
Account (EMPSA).  

• Offices below the R500 000 salary threshold are required to register as non-levy-paying 
members of the relevant SETA so as to make use of the benefits available. 

• If your SDL number changes, please inform SAICA so that the records are kept up to date. 

 

A7 

Criterion The employment contract for trainee accountants complies with SAICA’s requirements as set out 
in the Training Regulations. 

Indicators • All trainees have received a document containing at least the following information: 
o Employer’s and trainee’s details 

• Employer’s full name  

• Employer’s address  

• Learner’s name and   

• Information about the provisions of the Training Contract 
o Employment details 

• Place/s of work  

• Date of employment  

• Working hours and days of work  

• The date when a trainee’s employment will end 
o 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  

• Any deductions  
o Leave details 

• Any leave to which the trainee is entitled including provision for study leave 
o Indication that the employment contract is entered into in relation to the Training 

Regulations 
o If applicable, the training office’s requirements regarding post-graduate studies (for the 

individual trainee)  
o Notice/Contract period 

• Period of notice required, and  

• Duration of training contract  

• The Employment contract must be 
o in writing and be signed by the employer and the trainee;  
o concluded when the trainee commences employment;   
o updated if any of the details change;  
o kept by the employer for a period of three years after the termination or completion of 

the training contract 

• The trainee must be supplied with a copy of the contract of employment. 

Evidence  1. A copy of a signed employment contract of a currently active SAICA trainee accountant 
together with any annexures and other policies which attach terms and conditions to the 
contract 

2. Confirmation by trainee accountants that they are in possession of such a contract (refer 
Trainee Questionnaire) 
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A7 

Additional 
guidance 

• The employment contract must be entered into between the accredited training office and 
the trainee. 

• If the employment letter refers to other policies these policies must be provided as part of 
the evidence for this criterion.  

• All of the above indicators must be considered. 

• You may not include clauses prohibited by the SAICA bylaws or training regulations such as 
restraints of trade applicable to trainees after termination of the contract or reimbursement 
of costs other than disbursements to SAICA on early termination. 

• Academic progress:  
o If the office applies the academic progress rules to undergraduate studies we 

recommend that the rule as stated in the Training Regulations be included in the 
contract.  

o The academic progress rule in the contract must be correctly stated as reflected in the 
latest Training Regulations.  

o If the office requires a trainee to continue studying towards CTA and/or applies the 
academic progress rules to postgraduate studies then this needs to be explicit in the 
contract and stated separately from the definition in the Training Regulations. 

o  You may not include more stringent requirements for academic progress than allowed 
for in the Training Regulations. 

• Refer to the SAICA Labour Legislation guide available under Training officer resources on 
the SAICA website for further guidance and a template employment contract. 

 

A8 

Criterion 
The training office complies with the Basic Conditions of Employment Act and the Labour 
Relations Act 

Indicators N/A 

Evidence  Declaration by training officer in the Re-accreditation Site Visit Questionnaire 

Additional 
guidance 

• Reliance is placed on the declaration in the questionnaire. 

• No other supporting documents are required. 

• However, if non-compliance is noted in reviewing any other criteria a finding will be reflected 
here. 

 

CATEGORY B – THE TRAINING ENVIRONMENT: The training office must have appropriate physical, human 
and financial resources and procedures to provide an environment conducive to quality training and 
experience 

 

B1 

Criterion 
1. The premises of the training office are professional in appearance and functionality. 
2. The office is adequately prepared for the re-accreditation visit and has submitted complete 

documentation in line with the required timelines. 

Indicators 

Note: The list below is not exhaustive, and is for illustrative purposes only: 
1. Offices and facilities: 

• Functional office furniture and equipment 

• Meeting rooms for clients and staff 

• Professional reception area 
2. All documentation required for the visit was submitted as required – prior to the visit and at 

the start of the visit. 

Evidence  
1. Observation and evaluation by the training office reviewer 
2. Trainees’ perception of the training office environment (based on discussions in the trainee 

interview) 
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B1 

Additional 
guidance 

The quality of the documents and inspection of the offices impact this criterion. 
 

 

B2 

Criterion 1. The training office has formally documented policies setting out the following: 
• The responsibilities of the training officer and the trainee accountants; 

• The responsibilities of staff members who supervise trainees; and 

• The reporting lines of trainee accountants. 
2. The training office has formally communicated these policies to all trainee accountants 

Indicators Policy document exists, has been communicated to trainees and is available to trainees, e.g. on 
the training office intranet 

Evidence  1. Policy document that sets out the policies as specified 
2. Evidence that the policies were communicated to all trainees 
3. Evidence that the policy documents are available to trainees 
4. Confirmation by the trainee accountants in the Trainee Questionnaire and trainee interview 

that they understand the various roles and responsibilities 

Additional 
guidance 

• The responsibilities of the training officer and trainee accountant as set out in Annexure 3 to 
the SAICA Training Regulations should be used as basis for this policy document. 

• The documentation should include the responsibilities of staff who supervise trainees not only 
in their role as reviewers, evaluators and assessors but also reflecting the wider 
responsibilities of supervisors in relation to the trainees, for example providing on-the-job 
coaching and guidance. Responsibilities regarding assessment would normally be addressed 
in the policy referred to at criterion D2.  

• It is recommended that you include a version number or date of revision on the document for 
easy reference. 

• If you choose to base your document on a template from an external service provided, it is 
your responsibility to ensure that the content of policy reflects the actual process/structure of 
the office. 

 

B3 

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

Indicators Trainees have access to sufficient and appropriate information technology to enable them to 
meet SAICA’s prescribed competencies in respect of IT. 

Evidence  1. Evidence that trainees– 

• have access to a personal computer or laptop for their individual use 

• have regular and reasonable access to the internet when working in the office or at 
clients to enable them to use the internet effectively as a source of information 

• have regular and reasonable access to a personal office e-mail account to facilitate 
effective communication with SAICA 

• are adequately trained on the use of appropriate software applications, including, where 
relevant, audit, financial, data processing, e-mail and spreadsheet applications 

2. Trainees’ confirmation of the adequacy of IT resources and access thereto (based on 
discussions in the trainee interview and responses in the Trainee Questionnaires) 

Additional 
guidance 

None – the evidence requirements are considered self-explanatory. 

 

B4 

Criterion The training officer is a CA(SA) and a registered assessor 

Indicators N/A 

Evidence  
SAICA membership number and Registered Assessor number in response to relevant questions 
in the Re-Accreditation Site Visit Questionnaire 
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B4 

Additional 
guidance 

Remember that new Training Officers have 8 months from the date of appointment to become 
registered assessors. 

 

B5 

Criterion In the case of training offices offering Auditing and Assurance as an elective: 

• the training office is registered as a practice with the IRBA 
• the training officer is registered with the IRBA as an RA. 

Indicators N/A 

Evidence  
IRBA registration number for the training officer and the practice in response to relevant 
questions in the Re-Accreditation Site Visit Questionnaire 

Additional 
guidance 

• This criterion is only applicable if the office is accredited for the Auditing and Assurance 
elective. 

• The firm name registered with IRBA should be the same as the name of the accredited training 
office on SAICA’s database and the registered name of the office (see criterion A1). 

 

B6 

Criterion The training officer enjoys the full support of those charged with the governance of the 
organisation. There are accordingly direct reporting lines between the training officer and 
executive management 

Indicators The training officer should be sufficiently senior to be able to enforce the provisions and 
requirements of the Training Regulations within the training office 

Evidence  1. Declaration on a letterhead from those charged with the governance of the organisation 
indicating support and allocation of resources for the training programme and the training 
officer 

2. A high-level organogram of the executive structure of the training office, indicating the 
reporting lines of the training officer and the trainees, supervisors/managers and 
partners/directors of the training office 

Additional 
guidance 

The declaration is required from all offices; even sole-proprietors. 

 

B7 

Criterion The training officer, on behalf of the training office, accepts responsibility for all the trainee 
accountants and is a director or an employee (as defined in the Labour Relations Act) of the 
training office or an employee or partner of the partnership that is accredited as a training office. 

Indicators 1. Trainees, reviewers, evaluators and assessors involved in the training programme should 
have reasonable access to the training officer 

2. The training officer should be involved in all aspects of the training programme and/or 
should have procedures in place to review work and processes 

3. The training officer should be an employee (as defined in the Labour Relations Act) of the 
training office or an employee or partner of the partnership that is accredited as a training 
office. 

Evidence  1. Confimation by the trainee accountants that they have reasonable access to the training 
officer based on trainee interview  

2. Information on structures/procedures implemented to oversee the training programme 
3. The training officer is present for the duration of the re-accreditation visit 
4. The training officer is available for the duration of the re-accreditation visit 

Additional 
guidance 

None – the evidence requirements are considered self-explanatory. 
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B8 

Criterion 

Each trainee is appropriately supervised and, in the case of a training office accredited for the 
Auditing and Assurance elective, the number of Registered Auditors performing the audit 
function at a particular training office is large enough to ensure that each trainee accountant 
receives sufficient individual attention to acquire the necessary skills. 

Indicators The training officer must ensure that each trainee is supervised by appropriately experienced 
and qualified persons who are technically competent and who understand their responsibility 
towards developing the prescribed competencies of the trainees assigned to them. 

Evidence  1. Designations and qualifications of all the persons who supervise trainees and the names of 
the departments/business units in which these supervisors are situated. Where appropriate, 
an organogram indicating the reporting lines of trainees to these supervisors. 

2. Information on structures/procedures that have been implemented to ensure that: 

• All line managers/supervisors are adequately trained in respect of their duties relating 
to the training programme, including their responsibilities relating to the supervision of 
trainee accountants; 

• The performance of line managers/supervisors in relation to their responsibilities 
towards the training programme is monitored and reviewed; and 

3. Confirmation by trainee accountants that they receive adequate supervision and guidance 
and timeous feedback about work performed (based on trainee interview and Trainee 
Questionnaire) 

Additional 
guidance 

• Evidence must extend to supervision and guidance, not just assessment. 

• Evidence must be provided of training provided for managers/supervisors in relation to areas 
like management, coaching, providing feedback etc.  

• Evidence must be provided of how the supervisors/managers’ performance in relation to the 
trainees and training programme is monitored. 

 

B9 

Criterion The training programme is effectively and efficiently administered 

Indicators The training office must have adequate administrative resources to ensure the efficient and 
effective administration of the training programme and trainees’ training contracts, including the 
timeous lodgement of documents and fees with SAICA 

Evidence  1. A specific individual is tasked with this responsibility 
2. The performance of this individual in relation to his/her responsibilities towards the training 

programme is monitored and reviewed 
3. Trainees are registered for the correct elective(s) 
4. Structures/procedures have been implemented to ensure that the administrator understands 

his/her responsibilities relating to the training programme 
5. TCMS is used correctly 
6. All training contract-related fees are paid timeously 
7. Correct status of training contract records on TCMS 

Additional 
guidance 

• If there are any differences which need to be addressed – trainees registered for the 
incorrect elective, contracts not yet registered, invoices not paid on time, penalties etc. 
discuss reasons for this with the reviewer and provide evidence of correspondence with 
SAICA. 

• The administration aspects of RPL are also considered as part of this criterion.   

 

B10 - Not applicable for re-accreditation visits 

 

B11 

Criterion The training officer has communicated and explained the latest version of and any changes to 
the Training Regulations to trainee accountants, assessors and training office administrators and 
has ensured that the latest version of the Training Regulations is readily available. 
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B11 

Indicators 1. The training officer has communicated and explained the Training Regulations to trainee 
accountants, training office administrators and assessors 

2. The training officer has ensured that the Training Regulations are readily available. 
3. The Training Regulations are applied correctly in the training office, including the academic 

progress requirements 

Evidence  1. The trainee, training officer, assessors and the training office administrator have a working 
knowledge of the latest version of the SAICA Training Regulations and have access to the 
latest version the Training Regulations. 

2. Evidence provided for all accreditation criteria reflects the application of the latest Training 
Regulations in the office. 

Additional 
guidance 

Evidence provided throughout the visit of compliance/non-compliance with the regulations is 
considered as part of this criterion. The following specific evidence should be made available: 

• Evidence of how the latest version of the Training Regulations has been communicated and 
explained to the trainees. 

• Evidence of how RPL, if relevant, has been assessed. 

 

B12 

Criterion The training officer and all registered assessors at the training office comply with the SAICA 
CPD policy as at the end of the most recent three-year CPD cycle 

Indicators N/A 

Evidence  1. Declaration by training officer in the Re-Accreditation Site Visit Questionnaire 
2. Information on procedures that have been implemented to ensure that all assessors at the 

training office are up to date on assessment-related matters 
3. Findings in the moderation report confirm that the office is up to date with the latest 

assessment requirements and practices 
4. Confirmation by assessors that they are up to date on all assessment-related matters 

(based on assessor interview) 

Additional 
guidance 

Provide information on how assessors are kept up to date with assessment-related matters for 
example: 

• Evidence of attendance of relevant training such as the SAICA assessment Update 
Workshop. 

• Evidence of communication of findings from the moderation of assessment. 

 

B13 
Criterion Each trainee is provided with appropriate support to encourage academic progress 

Indicators Each trainee must be provided with appropriate support to encourage academic progress 

Evidence 
required 

1. Information on steps taken by the training office to provide trainees with financial and/or 
non-financial support to encourage them to make academic progress. 

2. Information from the trainee accountants that the training office provides them with support 
to encourage them to make academic progress (based on trainee interview and responses 
in the Trainee Questionnaires) 

Additional 
guidance 

Examples of information which could be provided to evidence support provided: 

• Study leave granted. 

• How trainees are planned on jobs during exam periods (e.g. away jobs, overtime, etc.) 

• Granting of study loans, bursaries etc. 

• How exam results are monitored. 
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CATEGORY C – THE TRAINING EXPERIENCE AND DEVELOPMENT PROGRAMME: The training office 
must offer a combination of the full spectrum of accountancy work, so that trainees can obtain training 
and experience relating to the prescribed competencies 

 

C1 

Criterion Each trainee receives a formal and suitably detailed induction programme within six months after 
the start date of their training contract 

Indicators All trainees receive an induction (either face-to-face or electronic) that will assist them to –  

• understand the need to develop the correct professional attitude to their traineeship; 

• be aware of the different roles of SAICA and IRBA; 

• understand the SAICA Training Programme; 

• understand the prescribed competencies for the SAICA Training Programme; 

• be aware of the responsibilities of training officers for planning and monitoring the skills 
development of trainee accountants; 

• be aware of their personal responsibilities with regard to their own skills development and 
assessment;  

• understand SAICA’s assessment process; 

• be familiar with the SAICA Training Regulations and the Code of Professional Conduct; and 

• use the SAICA Training Contract Management System (TCMS). 

Evidence  1. Table of contents of induction programme 
2. Attendance register of induction programme indicating that all registered trainees have 

received an induction 
3. Confirmation by the trainee accountants that they received an induction within six months 

from the start of their training contracts (based on the trainee interview and Trainee 
Questionnaire) 

4. Use of the SAICA Trainee CAvival Toolkit (if being used) 

Additional 
guidance 

• Evidence must be provided for ALL active trainees: 

• The office must provide a formal induction for all trainees in a formal manner within six 
months of the start date of their contracts, irrespective of any previous contracts, to ensure 
that the items listed above have been addressed in sufficient detail. 

• Note that as soon as a trainee registers as a user on TCMS they have a SAICA number 
and are able to access the CAvival Toolkit. (This does not mean that they have to register 
a training contract on TCMS.) 

 

C2 

Criterion Each trainee is given a reasonable opportunity to gain the prescribed competencies 

Indicators The training office must be able to provide non-repetitive experience of the necessary range and 
depth in the prescribed tasks and competencies 

Evidence  1. Information on the processes that are followed to schedule trainees on assignments/clients 
2. Confirmation by trainee accountants that they receive adequate exposure to meet the 

prescribed competencies (based on trainee interview and Trainee Questionnaire) 
3. Evidence from the moderation of assessment that all competencies are addressed 
4. Generic Training Plan (Annexure A)  
5. Information on the client base in the format as required by SAICA (Annexures B and C) 

Additional 
guidance 

The information provided must sufficiently indicate how the office provides and will continue to 
provide trainees with sufficient exposure to gain the prescribed competencies. 

Client summary and detail (Annexures B and C): 

• Ensure that the information provided relates to the most recent financial year of the firm and 
is not outdated. 

• Complete the information in full, as requested for Annexures B and C. 

• Provide comments on how the information, in Annexure B, was prepared such as the basis 
for the calculation of hours e.g. actual hours worked. 

• Provide information on any discrepancies between the Annexures. 
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C2 

 
Scheduling: 

• Should be equitable amongst all trainees. Provide information to explain any differences. 

• The scheduling must take into account the trainees’ development needs. 
 

Generic Training Plan (Annexure A): 

• The examples should be sufficiently detailed to reflect what the trainees could do or how the 
trainees would be expected to behave to demonstrate competence. 

• The examples must be documented per task and should address the whole task. 

• The examples should correlate to the client portfolio information in Annexures B and C and 
be relevant for the mode of exposure. 

• The expected hours should reflect sufficient non-repetitive exposure of increasing 
complexity in the compulsory and elective skills.  

• The expected hours’ exposure should correlate to the expected levels of competence in 
each year. 

• The expected levels of competence should be reasonable for the training office’s 
environment. The office is only required to document expected ratings in the Generic 
Training Plan for 12-month periods. These cannot however be the same for 3, 4 and 5-year 
contracts based on the different development expectations and rates for trainees on 
different contracts. If appropriate, it is recommended that the office document 6-monthly 
expected levels of competence as required for the assessment of development needs in the 
ANAs. 

• A rating of “1” is not considered appropriate for the generic training plan, as this indicates 
that the office plans to give trainees exposure to tasks which they are expected to be unable 
to perform even with significant guidance. 

• The professional conduct competencies may not be simulated. 

• Note the requirement that trainees, reviewers and evaluators be trained on the Generic 
Training Plan. 

 
Rotation plan (if applicable) 

• If trainees all complete the same rotations a generic rotation plan can be provided.Individual 
rotation plans will be required for each trainee indicating the area and length of the rotation 
mapped to competencies which will be covered during the rotation. 

• It may be appropriate to reflect expected ratings in the individual rotation plans rather than a 
generic training plan, taking into account whether there are single or multiple opportunities 
to display the tasks. 

Application for additional quota 

• The quota granted at the time of the office’s accreditation can be reconsidered during the 
visit. This will not be possible if the information provided is still the same as that provided for 
the application for accreditation. 

 

C3 

Criterion Each trainee has a reasonable opportunity to achieve the prescribed core experience hours over 
the term of the training contract (refer to the definition of core experience hours in the Training 
Regulations) 

Indicators Each trainee’s core experience hours are monitored and the training office has implemented 
processes to address potential shortcomings.  

Evidence  
1. Evidence that trainees’ core experience hours are monitored on a regular basis; and 
2. Summary of core experience hours achieved to date for each active trainee, per year of 

their contract. 

Additional 
guidance 

Remember that “core experience hours” as defined in the Training Regulations refers to all time 
spent by a trainee accountant on work or activities related to the prescribed compulsory, elective 
and residual competencies and excludes academic studies. 
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C4 

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

Indicators Simulations and other training interventions may not constitute more than  

• 10% of the total number of compulsory and elective tasks; and 

• 50% of the total number of residual tasks 

Evidence  1. Generic Training Plan (Annexure A) 
2. Evidence in the assessment forms reflecting compliance with the limits in this criterion. 

Additional 
guidance 

• No individual trainee may exceed the limit in this criterion. 

• The number of tasks addressed through simulation as documented in the Generic Training 
plan must be within the limits set by the criterion.  

• The 10% is calculated out of the total number of compulsory and elective tasks including 
professional skills. 

 

C5 

Criterion Simulations comply with SAICA’s requirements for simulations 

Indicators 1. Simulations comply with SAICA’s requirements for simulations 
Trainees’ competence is assessed on the tasks covered in the simulation, as evidenced by an 
assessment rating in a TSR/PSR 

Evidence  1. A description of the simulations provided to trainees, including: 

• How many simulations each trainee will be required to complete? 

• Which competencies/tasks are addressed in each simulation? 

• The duration of the simulation (in hours), including the assessment 

• How the development of trainees is addressed in the simulation 

• How trainees are assessed during the simulation 

• Does the simulation result in individual feedback to each trainee? 
2. Examples of simulations used, reflecting the simulation process from start to finish 
3. Evidence that the assessment rating arising from the simulation has been recorded in a 

TSR and/or PSR 
4. A list of the simulations completed by each active trainee. 

Additional 
guidance 

• Actual simulations provided must correlate with what is reflected in the Generic Training 
Plan. 

• Simulations must be conducted in line with the SAICA requirements for simulations set out 
in the Training Regulations.  

• It is recommended that separate TSRs/PSRs be prepared for simulations. If simulations are 
included with other information in the TSR/PSR it must be clear which tasks were 
demonstrated through simulation. 

 

C6 

Criterion Trainees are encouraged to develop an awareness of the importance of life-long learning 

Indicators Trainees must be made aware of the importance of remaining competent throughout their 
professional lives and must be provided with opportunities to remain up to date 

Evidence  1. Information on the steps taken by the training office in this regard, for example the provision 
of learning resources to trainees  

2. Confirmation by trainee accountants that the training office takes adequate steps to keep 
them informed of developments in the profession (based on trainee interview and Trainee 
Questionnaire). 

3. Information on steps taken by the training office to give trainees an opportunity to acquire an 
understanding of the ethical dimensions of the profession. 

4. Information completed by trainee accountants in the relevant section on ANA forms 
reviewed in the moderation report. 
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C6 

Additional 
guidance  None – the evidence requirements are considered self-explanatory. 

  

C7 – This criterion is effective from 1 January 2019 

Criterion Each trainee whose training contract has an end date after 31 March 2019 completes a formal 
ethics programme of 6 to 8 hours duration (including breaks). 

Indicators At the end of the course, trainees should understand: 

• What ethics are 

• Why ethics are important 

• How to build reputation and trust through ethics in one’s career and business 

• The consequences of ethical failure 

• What drives ethical choices 

• Different values and how they underpin behaviour in the workplace 

• How to integrate ethical principles and apply them to scenarios that typically arise in the 
accounting industry 

• Practical tools to help improve ethical behaviour 

• How to make ethical decisions in complex situations 

• The role of the chartered accountant in ensuring ethical and effective governance in 
organisations and his/her responsibilities in this regard 

• The role of the manager/employee in building an ethical culture in organisations and his/her 
responsibilities in this regard 

Evidence 
required 

1. Table of contents of ethics programme 
2. Attendance register of ethics programme that provides evidence that all trainees whose 

training contracts have an end date after 31 March 2019 have completed the ethics 
programme 

3. Examples of individual assignments completed by trainees that: 

• demonstrate that the trainee has gained an understanding of the concepts and 
principles presented and discussed 

• demonstrate that the trainee is able to integrate and apply the concepts and principles 
in practice 

(Note: The SAICA Reviewer will select a sample of assignments to be reviewed) 

Additional 
guidance 

New criterion. Further guidance will be added in future. 

 
 

CATEGORY D – Competence assessment 
The training office must have procedures in place to ensure regular monitoring of trainees’ practical 
experience, including procedures to ensure effective, regular and constructive assessment of each 
trainee’s competence 

 

D1 

Criterion 
The training office adheres to the requirements of the assessment process, as prescribed by 
SAICA  

Indicators 
The training office ensures that the assessment processes and procedures as prescribed by 
SAICA take place 

Evidence  

1. The following assessment documents for those active and discharged trainees selected by 
SAICA for moderation: 

• Two latest ANAs 

• The TSRs and PSRs included in the latest ANA 
2. A schedule/list/organogram indicating the allocation of trainees to evaluators and assessors in 

the training office (if applicable). 
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D1 

3. Confirmation by the trainee accountants and assessors that the assessment process 
functions as prescribed and that development needs are addressed (based on assessor and 
trainee interviews and Trainee Questionnaire) 

Additional 
guidance 

SAICA transfers the overall rating on the moderation report to the rating for this criterion and it may 
significantly impact the overall category rating. 

 
 

D2 

Criterion 

The training officer takes steps to ensure that trainees, evaluators, reviewers and assessors 
understand– 
1. The objectives of assessment 
2. The training office’s assessment policy and documents 
3. The prescribed competencies and tasks; and 
The SAICA assessment appeals process. 

Indicators 

1. Policy document contains, at a minimum the following items and has been communicated to 
trainees, evaluators, reviewers and assessors: 

• Timing and frequency of completion of assessment forms 

• Office policy for the distinction between Basic and Advanced 

• Assessment appeals process 
2. Trainees, reviewers and evaluators have received formal instruction/training on the  

• Assessment policy 

• The prescribed competencies and the Generic Training Plan,  

• The assessment process and documents, and  

• The SAICA assessment appeals process 

Evidence  

1. Document that sets out the organisation’s assessment policy, including the SAICA 
assessment appeals process 

2. Evidence that the policy has been communicated to all trainees, reviewers, evaluators and 
assessors 

3. Evidence that trainees, reviewers and evaluators have received formal instruction/training on 
the  

• The prescribed professional and technical competencies and the Generic Training Plan 

• The assessment process and  

• The assessment documents 
4. Confirmation by the trainee accountants that they understand the objectives of assessment 

and the assessment process (based on trainee interview and Trainee Questionnaires) 
5. Confirmation by the assessors that they understand the objectives of assessment and the 

assessment process (based on assessor interview) 

Additional 
guidance 

Assessment Policy document 

• If you choose to base your document on a template from an external service provided, it is your 
responsibility to ensure that the content of the policy reflects the actual process/structure of the 
office. 

• It is recommended that you include a version number or date of revision on the document for 
easy reference. The document must be kept up to date with changes in the assessment 
process. 

• The policy should include or refer to the SAICA Assessment Appeals process (now Annexure 
7 to the SAICA Training Regulations). 

• The office policy regarding the distinction between basic and advanced should be in the 
assessment policy. i.e. how this is applied in the office not only a definition. 

• The office policy regarding the timeframes for completion and related dates (turnaround times) 
should stipulated in the policy.  

• It is recommended that the requirement to complete at least one PC(C) and one other 
professional skills tasks every two months be stipulated in the policy. 

 
Communication and training 
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D2 

Note the requirement that trainees, reviewers and evaluators be trained on the Generic Training 
Plan. 

 
 
 
 

D3 

Criterion The training officer ensures the effectiveness and fairness of the assessment process 

Indicators 
The training officer regularly evaluates the effectiveness, timeousness, fairness and consistency of 
the assessment process 

Evidence  
1. Documented procedures for the review and evaluation of the assessment process  
2. Evidence that the training officer regularly evaluates the effectiveness, timeousness, fairness 

and consistency of the assessment process and the reviewers, evaluators and assessors 

Additional 
guidance 

If you choose to base your document on a template from an external service provided, it is your 
responsibility to ensure that the content of the policy reflects the actual process/structure of the 
office. 

 

D4 

Criterion 
The training office has procedures in place to adjudicate in instances where trainees and 
reviewers or evaluators cannot reach agreement on a rating for a task 

Indicators Documented procedures are in place and have been communicated 

Evidence  
1. Document that sets out the procedures to adjudicate in instances where trainees and 

reviewers and evaluators cannot reach agreement on the rating for a task 
2. Evidence that the procedures have been communicated to all trainees. 

Additional 
guidance 

Note that this is distinct from the Assessment Appeals process as documented in criterion D2. 
Rating differences cannot be referred to SAICA. 

 

D5 

Criterion 
The training office has an appropriate ratio of SAICA registered assessors to trainees (minimum of 
1 assessor per 15 trainees) 

Indicators The training office ensures that a ratio of 15 trainees to 1 SAICA registered assessor is maintained 

Evidence  
1. Information about the ratio of trainees to assessors (Note: A single assessor may not be 

responsible for more than 15 trainees) 
2. Where applicable, the details of external assessors should be provided. 

Additional 
guidance 

This excludes assessors not involved in the programme. 

 
 

MODERATION REPORT 

 

D1.1 

Technical Skills Review / Professional Skills Review Forms 

 

1. Do the trainees complete at least one TSR every two months? 

Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 
 



 
 

20 
 

2. Do the trainees make at least one PC(C) entry and one entry in relation to another professional skills task in the 
PSR every two months? 

Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 

3. Do the trainees document specific and detailed examples of professional skills capabilities in the PSR? 

Additional 
guidance 

Consistency and quality: 

• Evidence should consistently be presented for professional skills rated.  

• The evidence should be sufficiently detailed to support the ratings and should be presented 
as a positive statement reflecting specific examples or events on the relevant engagements.  

• Evidence presented for PC(C) values should preferably be verifiable. Evidence presented for 
other professional skills must be verifiable.  

 

4. Do the trainees complete all sections of the TSR with due care, including: 

• Are all the tasks addressed in the period included in the form? 

• Is the cover page completed in full?  

• Has the assignment been described? 

• Have the decision tree paths, to support ratings, been documented? 

Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 

5. Do reviewers complete the TSRs/PSRs timeously after the trainees have completed the form? (The Training 
Regulations suggest that the forms be reviewed within three weeks.) 

Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 

6. Do reviewers complete all sections of the TSRs/PSRs with due care, including: 
• Are decision tree paths documented to support ratings? 

• Have they completed the classification of the task as Basic and Advanced? 

• Are developmental comments documented (for example, what the trainee should do differently on the next 
assignment) in the case of rating differences between them and the trainee? 

• Have they clearly indicated whether PC(C) evidence is acceptable (positive, specific and preferably verifiable)? 

• Are ratings only provided in relation to other professional skills tasks where the trainee has provided specific 
and detailed and verifiable examples? 

Additional 
guidance 

• Reviewers should not accept insufficient evidence from trainees to support the rating. This 
should result in a rating difference and developmental comments should be documented. 

• Developmental comments are those that help the trainee understand what they could do 
differently next time. 

 

7. Do the trainees sign off and date the TSRs/PSRs timeously to indicate final agreement with the form? 

Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 

D1.2 

Assessment Needs Analysis Forms 

 

1. Are the ANAs completed every six months? 
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Additional 
guidance 

 None – the evidence requirements are considered self-explanatory. 

 

2. Do trainees complete all sections of the ANA with due care, including: 

• Are the full list of competencies and tasks included in the form? 

• Are the core experience hours completed? 

• Are opening ratings correctly transferred? 

• Are ratings from the TSRs/PSRs carried forward correctly? 

• Are major assignments for the next six months documented? 

• Have the trainees documented their academic progress accurately? 

• Have the trainees documented all the relevant information pertaining to training courses they have attended? 

Additional 
guidance 

If the office uses manual templates these must be tailored to the office’s programme. 

 

3. Do evaluators complete all relevant sections of the ANA with due care, including: 

• Have they correctly determined an overall rating of competence for each task? (i.e. the relevant full list is 
reflected and considered) 

• Have they indicated (Yes/No) whether the PC(C) principles have been adequately demonstrated and 
commented accordingly for each value? 

• Have they correctly indicated (Yes/No) whether development is required for each task (based on expected 
ratings) and each PC(C) value? 

• Have they commented on the developmental plan for the previous period? 

• Have they prepared a suitably detailed developmental plan for the next period? 

Additional 
guidance 

• Overall ratings of competence bust be supported by underlying evidence. I.e. you cannot 
include basic ratings overall if there is no basic evidence and vice versa. 

• Conclusions on PC(C) principles must be supported by underlying evidence provided in the 
PSRs. 

• Evaluators are required to discuss the PC(C) principles with trainees. Document comments 
regarding the discussions in the field provided. 

• The assessment of development needs must be done for ALL tasks whether or not they have 
been rated previously. 

• Development needs must be assessed against expected levels of competence. 

• The expected levels of competence must be documented in the ANA and should be aligned to 
those documented in the Generic Training Plan. 

• Actions documented in the development plans must be sufficiently detailed to reflect how that 
specific development need will be addressed – for example the specific engagement to be 
assigned, section of the audit to be completed and/or evidence to be provided. 

• In the first 6 months of the contract there are unlikely to be development needs. However, this 
must be clear from the expected levels of competence documented in the ANA. 

 

4. Do the trainees and evaluators discuss and sign off the ANAs within four weeks from the end of the period 
under review? 

Additional 
guidance 

The timing of this discussion and sign-off is strictly applied. 
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5. Do assessors complete all relevant sections of the ANA with due care, including: 

• Have they performed a summative assessment every six months for each of the prescribed tasks (determining 
whether or not trainees have met the final competence requirements)? 

• Have they signed and dated the form within six weeks from the end of each six-month period to certify to: 
o The integrity of the carry-forward ratings from the previous ANA? 
o The overall ratings as reflected in section 1 of the ANA? 
o The conclusions reached by the evaluator regarding the demonstration of PC(C) values? 
o The adequacy of the development plan? 
o The credibility of the assessment process? 

Additional 
guidance 

• A final ANA must be prepared for a trainee before their contract is discharged. The assessor 
must sign each task to indicate that the final level of competence was achieved before the 
contract is discharged on TCMS.  

• Note that in signing off the ANA the assessor is certifying the credibility of the assessment 
process. 

 

 


