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Introduction 
Successful Human Resource Management is the key to the prevention and 
solution of many of the problems currently facing South African business 
organisations and government institutions. This programme is aimed at school 
leavers and young adults (18-24 years) interested in entering the HR profession 
and who would like to develop their understanding and the application of 
human resource management principles and practices.

Duration of programme
4 x 5 Day Interactive Study Schools (12 months)

Entry Level Requirement
Grade 12 (Matric Certificate)

Certification
Learners who successfully complete:
•	 A	Portfolio	of	Evidence	(1	per	Study	School),	
•	 The	Summative	Integrated	Assessment	(SIA),	as	well	as	
•	 The	 National	 Final	 Summative	 Integrated	 Assessment	

(FISA)	
will receive a certificate of competence as this qualification 
is	accredited	by	the	SABPP.

Career Prospects
· HR Clerk
· HR Administrator
·	 Payroll	Administrator

Phase 1

Activate Head  
and Heart

Discover:
•	 Why	HR	Practices	are	important
•	 Key	HR	Practices	within	an	

organisation
•	 How	HR	Practices	affect	you

Phase 2

Enable Hands
Apply	HR	Practices:
•	 HR	Planning
•	 Talent	Acquisition
•		 Placement
•	 HR	Administration
•	 Employee	Relations
•	 Employee	Wellness
•		 ETD

Phase 3

Establish Habits
Practice	what	you	have	learnt:
•	 Complete	Portfolio	of	Evidence
•	 Prepare	yourself	for	the	World	of	
Work

Action Learning
This	programme	will	activate	the	learners’	heads,	hearts	
and	hands	through	a	number	of	interesting,	fun	and	

challenging	experiential	training	activities,	such	as	business	
simulations,	games,	case	studies	and	group	conversations.

Practical Implementation
Through	practical	work	related	Portfolios	of	Evidence,	
monitoring and mentoring of the learner’s classroom 

experience,	learners	will	ultimately	be	prepared	to	enter	
the	World	of	Work.

Our Approach

CERTIFICATE: HRm PRACTICEs & suPPoRT

SAQA Qualification FET Certificate HRM Practices and Support – 
NQF Level 4 Qualification ID: 67463 (Learning Programme: 49691)
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CORE  
FUNDAMENTAL 

ELECTIVE

UNIT STANDARD 
ID

UNIT STANDARD LEVEL CREDITS

Study School 1

Core 12153 Use the writing process to compose texts required in the business environment 4 5

Core 9973 Apply basic business concepts 3 8

Fundamental 119469 (Old 8975) Read/view,	analyse	and	respond	to	a	variety	of	texts 4 5

Fundamental 119467 (Old 8973) Use language and communication in occupational learning programmes 3 5

Fundamental 119462 (Old 8974) Engage	in	sustained	oral/signed	communication	and	evaluation 4 5

Fundamental 119471 (Old 8979) Use language and communication in occupational learning programmes 4 5

Fundamental 119459 (Old 8976) Write/present/sign	for	a	wide	range	of	contexts 4 5

Fundamental 119465 (Old 8970) Write/present/sign	texts	for	a	range	of	communication	contexts 3 5

Fundamental 119472 (Old 8968) Accommodate audience and context needs in oral/signed communication 3 5

Fundamental 119457 (Old 8969) Interpret and use information from texts 3 5

Elective 10037 Take orders from customers to fulfil a need for goods and/or services 4 10

Study School 2

Core 10978 Recruit and select candidates to fill defined positions 4 10

Core 10980 Induct a new employee 4 6

Core 117495 Assess legal contracts for business 4 8

Study School 3

Core 12135
Represent stakeholders in consultations and discussions on matters that arise at 
shop floor level

3 3

Core 10170 Demonstrate understanding of employment relations in an organisation 3 3

Core 10983 Participate	in	the	implementation	and	utilisation	of	equity	related	processes 4 5

Elective 10169 Administer	data,	system,	payments	and	provide	advice	related	to	compensation 4 4

Study School 4

Core 14551 Analyse the skills development legislation and apply it in the workplace 4 4

Core 117877 Perform	one-to-one	training	on	the	job 3 4

Core 114941 Apply knowledge of HIV/AIDS to a specific business sector and workplace 3 4

Elective 117870 Conduct targeted training and development using given methodologies 4 10

Fundamental 9015
Apply	knowledge	of	statistics	and	probability	to	critically	interrogate	and	effectively	
communicate findings on life related problems

4 6

Fundamental 9016
Represent analysis and calculate shape and motion in two and three dimensional 
space	in	different	contexts

4 4

Elective 10038 Conduct follow-up with customers to evaluate satisfaction levels 4 14

Fundamental 7468
Use	mathematics	to	investigate	and	monitor	the	financial	aspects	of	personal,	
business,	national	and	international	issues

4 6

Programme Overview
Study School 1: Key	elements	of	HR	in	the	organisation. This includes 
an overview of the full HR function; an appreciation of the individual 
in business and society; the background of how businesses work in 
South	Africa,	 as	well	 as	 guidance	 on	 how	 to	 participate	 effectively	
in the workplace (customer relationship management; the context 
of written and verbal communication in organisations and critical 
interactive and entrepreneurial skills). 

Study School 2:	This	Study	School	includes	HR	Planning,	recruitment	
and	selection,	induction,	contracts,	motivation	and	remuneration	

Study School 3:	This	Study	School	includes	Labour	relations,	contracts	
and	 legislation,	 disciplinary	 and	 grievance	 procedures,	 control	
and	 time	 management.	 Employment	 relations	 systems,	 structures	 

and	 approaches;	 employment	 relations	 legislation,	 the	 roles	 of	 the	
various stakeholders; procedures and agreements; administration 
– compensation systems and practices; administration of HR 
information systems as well as supervising a work unit to achieve 
individual	and	team	objectives.	
Study School 4:	 This	 Study	 School	 includes	 ETDP	 environment,	
coaching,	 employee	 wellness	 and	 evaluation	 of	 the	 HR	 function.	
Legislation	 driving	 skills	 development	 –	 the	 objectives	 and	
structures	 of	 SAQA/NQF;	 ETDP	 skills:	 coaching	 –	 demonstration	 of	
tasks,	 assessment	 of	 competence,	 providing	 support	 and	 advice	 in	
regard	to	tasks;	employee	wellness	–	HIV/AIDS,	employee	assistance	
programmes,	 counselling,	 promoting	 a	 work/life	 balance	 and	 the	
calculation of labour turnover and absenteeism.
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CUSTOMISED SOLUTIONS
Maccauvlei has 60 years’ experience in 
developing and offering training solutions. 
Every organisation is unique and the 
dynamics are different. Maccauvlei takes 
pride in offering customised solutions in 
line with client specific needs.

MACCAUVLEI’S TRAINING  
METHODOLOGY

At Maccauvlei Learning Academy we believe 
in activating the heads, hearts and hands of our learners  
through a number of interesting, fun and challenging 
experiential training activities, such as business simulations, 
games, case studies and group discussions. Through this 
behaviour-based skills training, learners will develop the 
competencies as identified by the client.

With Maccauvlei’s action learning approach, learners get 
the opportunity to experience and reflect in such a way that 
knowledge can be practically applied, immediately. It is 
through practical workplace-based assignments, monitoring 
and mentoring that learners experience the results of their 
application and ultimately get assessed upon.

Maccauvlei’s training methodology ensures successful content 
delivery, retention and improved workplace efficiency and 
effectiveness (Return on Investment).
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