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VISION, MISSION AND MANDATE OF THE DEPARTMENT OF EDUCATION
VISION

Our vision is of a South Africa in which all our people have access to lifelong education and
training opportunities, which will in turn contribute towards improving quality of life and
building a peaceful, prosperous and democratic society.

MISSION

To provide leadership in the construction of a South African education and training system for
the 21st century.

MANDATE

The vision for the transformation of the higher education system is articulated in White Paper 3:
A Programme for the Transformaton of Higher Education (1997). Central to this vision is the
building of a rational, seamless higher education system that grasps the intellectual and
professional challenges facing South Africans in the 21st century, and meets the learning needs
of individuals and the development needs of our society and economy.

The building of such a system necessitates, among other things, the promotion of quality
teaching and research, not only in public universities and technikons, but also in privately
established institutions of higher learning, It is primarily for this reason that the Higher
Education Act, 1997 (Act No. 101 of 1997)(hereafter referred to as "the Act"), makes it a2
tequirement for private institutions offering higher education to register with the Department of
Education (DoE).

The registration of private higher education institutions, in accordance with the Act, applies only
to institutions that offer leatning programmes that result in the awarding of whole qualifications
such as certificates, diplomas or degrees at levels 5 to 8 of the National Qualifications
Framework (NQF). Registration, as required by the Act, means that an institution is granted the
legal authority to offer accredited higher education programmes and qualifications. This
requirement applies to all private institutions, be they local or foreign.

The aim of registering these institutions is to ensure that -
a) all registered private higher education institutions offer an acceptable quality of education;

b) current and prospective students receive higher education from institutions that have the
resources, capacity and/or expertise to deliver quality programmes;

c) the public obtains qualifications that are aligned with the National Qualifications Framework;
and

d) the education system continues on a path of transformation in accordance with government
policy and regulation.



8 No. 24976 GOVERNMENT GAZETTE, 28 FEBRUARY 2003

Registration can, therefore, be seen as a means Qi;protecung the integrity of the higher education
system and the interests of the public.

Chapter 7 of the Act deals specifically with private higher education institutions. The Regulations
for the Registration of Private Higher Education Institutions, 2002, of which this guide and the
application form are an appendix, provide the legal framework within which the Registrar of
Prvate Higher Education Institutions is required to regulate the registration of private higher
education institutions in terms of the Act.
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ACRONYMS USED IN THE GUIDE AND APPLICATION FORM

ABET
CHE
CIPRO
DoE
FET
FTE
GAAP
GET
HEQC
NQF
PAAB
SAAS
SAICA

SAQA

Adult Basic Education and Training

Council on Higher Education

Companies and Intellectual Property Registration Office
Department of Education

Further Education and Training

Full-time equivalent

Generally Accepted Accounting Practice

General Education and Training

Higher Education Quality Committee

National Qualifications Framework

Public Accountants’ and Auditors’ Board

South African Auditing Standards

South African Institute of Chartered Accountants

South African Qualifications Authority
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APPLICATION TYPES -

Regulations 3, 4 and 5 stipulate the following:

1) Application for registration

Any person intending to establish and maintain a private higher education institution must
complete an Application for Registration as a Private Higher Education (Form APX-01) and

submit it to the registrar at least 18 (eighteen) months before the institution commences its
operations.

i) Application for amendment

An institution wishing to amend its registration or provisional registration in terms of section 58
of the Act must complete an Application for Amendmenr (Form APX-02) and submit it to the
registrar at least 12 (twelve) months before the proposed amendment comes into effect.

1) Application for conversion
An institution wishing to have its provisional registration converted to registration in terms of

section 54(1)(c) of the Act must complete an Application for Conversion (Form APX-03) and
submit it to the registrar by the date determined by the registrar.
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IMPORTANT CONSIDERATIONS FOR LODGING THE APPLICATION FOR
REGISTRATION

This guide and the accompanying application form must be used when a private institution
applies for registration as a private higher education institution.

Private institutions seeking registration should contact the DoE to discuss their eligibility to

register in terms of the Act. For an application to be considered for registration, the applicant
must -

a) propose to offer higher education as contemplated in section 1 of the Act; and
b) have established a juristic person in terms of the Companies Act, 1973 (Act No. 61 of 1973)
(hereafter referred to as "the Companies Act").

The requirements for registration are prescribed in the Act and operationalised in Chapter 3 of

the Regulations. In terms of the Act, the registration of private higher education institutions is
linked to two main criteria:

i)  Financial viability

The applicant must provide proof in the application that its income is or will be sufficient to
sustain its programmes in an acceptable manner and that it has, or will have, a stable financial
position that will enable it to maintain operational continuity.

The applicant must also submit proof that it has established financial surety or guarantees to
ensure that it meets its obligations to its enrolled students.

f) Institutional and programme accreditation

The applicant must propose to offer only programmes leading to qualifications that are
registered on the NQF. The application to the DoE must be supported by an application for
institutional and programme accreditation by the HEQC, a permanent committee of the CHE
established in terms of section 4 of the Act. On applying for registration, an applicant must
provide proof that an application for accreditation has been lodged with the HEQC.

Private institutions wishing to discuss accreditation should contact the HEQC directly at:

The Executive Director: Quality Assurance
The Higher Education Quality Committee
Council on Higher Education

P O Box 13354

THE TRAMSHED

0126

Telephone: 012 392 9120
Facsimile: 012 392 9132
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In considering the application, the Registrar is.required to consider, inter alia, the evidence
provided in the application, as well as the recommendations of the HEQC on the applicant’s
application for accreditation. On the basis of these, the Registrar must determine whether, if
registered, the applicant will maintain acceptable standards that are not inferior to those of a
compatable public higher education institutions.

IMPORTANT REQUIREMENTS FOR COMPLETING THE APPLICATION FORM

This guide was developed to assist institutions who wish to apply to the DoE for registration as
private higher education institutions. It is important to bear in mind that this document is only a
guide and that additional information may be required to support the application.

This guide accompanies an application form (Form APX-01). The guide is linked to the various
sections of the application form. Applicants are, therefore, strongly urged to read through the
guide carefully before commencing with the completion of the application form. Applicants ate
also strongly advised to read the guide in conjunction with the Act and the Regulations.

When completing the application form, the following must be bome in mind:

a) An application for registration must be lodged with the DoE at least 18 (eighteen) months
before the applicant proposes to initiate operations.

b) All sections of the form must be completed fully and in the required format and the form
must be submitted to the DoE. The Registrar of Private Higher Education Institutions will
not process an incomplete application or an application that does not address the items as
required.

¢) All application documents must catry the date of submission to the DoE.

d) The application documents can be accessed electronically in Microsoft Word for Windows

on the DoE website at: http://education.gov.za/DoFE Sites/Higher Education/Registrar.

Howevet, all applications must be submitted as hard copies.
e) The application fee must be paid by means of a cheque made out to the DoE.

f) Important supporting documentation in the form of listed annexures must be provided as
part of the application.

g) The application consists of the following 11 sections:

FORM

Section A: Administrative data (Items 1-6)

Section B: Company registration and governance particulars (Items 7-20)
Section C: Particulats of learning programmes (Items 21 and 22)

Section D: Projected staff and student data (Items 23-25)

Section E: Data on GET and FET programmes (Items 26-28)

10
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ANNEXURES

Section F: Financial viability reports and legal documents (Items 29-34)

Section G: Quality assurance and monitoring (Items 35-37)

Section H: Inter-institutional agreements and marketing information (Items 38 and 39)

Section I: Admission information and student rules (Item 40)
Section J: Declaration on non-discrimination (Item 41)

Section K: Additional information to be submitted by foreign applicants only (Items 42-44)

An application checklist is provided at the end of this document to help applicants determine
whether all the required information is included.

In the spaces provided on Form APX-0I, the required information must be provided as
explained per item below. Each explanation corresponds to the item on Form APX-01.

11
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A. ADMINISTRATIVE DATA —

ITEM 1

Supply the legal name of the company that is applying for registration as a private higher
education institution. Only companies that are registered or recognised as juristic persons in
terms of the Companies Act are eligible to apply.

ITEM 2

Fill in the name, designation, telephone number, fax number and e-mail address of the
authorised contact person for all correspondence to the applicant.

ITEM 3
Fill in the postal address to which all correspondence to the applicant should be mailed.

ITEM 4

Fill in the physical address and contact details of the applicant’s head office. The street, number,
suburb and city or town must be clearly indicated.

ITEM 5

1f the physical address and contact details of the applicant’s main campus are different from
those of its head office, the physical address of the main campus must be indicated in the space
provided.

ITEM 6

Eill in the applicant’s website address.

B. COMPANY REGISTRATION AND GOVERNANCE PARTICULARS
ITEM7

Supply the legal name in which the applicant was established as a juristic person in terms of the
Companies Act. This name should be the same as in Item 1 above.

ITEM 8

Supply (if applicable) another official trading name, abbreviation, acronym or translation under
which the applicant is conducting its business_or intends to conduct its business.

12
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ITEM 9

Indicate the applicant’s type of juristic person (e.g. Prvate company or Association incorporated
under section 21).

ITEM 10

Fill in the company registration number as it appears on the Certificate of Incotporation ot
Certificate of Registration of Memorandum of External Company. The registration number
should be written in full, e.g. 2000/123456/09.

ITEM 11

Indicate whether the applicant is a local or a foreign juristic person, as defined in section 1 of the
Act.

ITEM 12

If the applicant is a foreign juristic person, indicate the country of origin.

ITEM 13

If the applicant is a foreign juristic person, please supply, in the spaces provided, the following
details of the parent institution in the country of origin:

a) Name of the parent institution

b) Name of the head of the parent institution
¢) Postal address

d) Physical address

¢) Telephone number

f) Fax number

g) E-mail address

h) Website address

ITEM 14
This item is divided into (a) and (b).

a) In the spaces provided, the following details of the head or Chief Executive Officer of the
applicant must be filled in: ‘

1) Name (including inidals and surname)

if) Designation

1) Identity number (Passport number and citizenship if not South African)
iv) Telephone numbers (including the cellular phone number, if available)
v) Fax number

b) In the spaces provided, the following details of the applicant’s directors must be filled in:
13
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1) Surname and initials ~
i) Tite -
1) Designation in the organisation

1v) Identity number (Passport number and citizenship if not South African)

ITEM 15

Fill in the applicant’s physical address and contact details to be used as domicilium citandi er
execurand for all purposes arising out of, ot in connection with, the application for registration
as a private higher education institution.

ITEM 16

If applicable, give the name of the applicant’s holding company, or any other organisation to

which the applicant is legally, commercially or academically subordinate, or on which it is
otherwise dependent, such as a trust or religious body.

ITEM 17

Indicate the relationship between the applicant and its holding company or any other
organisation as defined in item 16 above.

ITEM 18

In the spaces provided, fill in the names, titles and identity numbers of the owners of the
company, as reflected in the Memorandum and Articles of Association issued by CIPRO,

ITEM 19

In (a), fill in the name (of the firm) of the applicant’s auditor, appointed under Chapter X of the
Companies Act and registered as an auditor in terms of the Pubic Accountants’ and Auditors’
Act, 1991 (Act No. 80 of 1991). In (b) the auditor’s practice or registration number, as issued by
the PAAB, should be filled in.

ITEM 20
In this item the following details of the applicant must be filled in:

a) Value-Added Tax registration number

b) Income Tax number

c) Business registration number issued by the Metropolitan Council or Local Authority in
terms of the Regional Services Council Act, 1985 (Act No. 109 of 1985).

C. PARTICULARS OF LEARNING PROGRAMMES

The accreditation status of programmes with the HEQC is an important requirement of the Act
for the registration of private higher education institutions. The registrar must be satisfied that

14
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'the_ins‘titution will provide education of a standard not inferior to a comparable public
institution, and that it will comply with the requirements of the HEQC.

ITEM 21

Details of all programmes submitted to the HEQC for accreditation as higher education
ptogrammes must be supplied in Table 01.

For the mode of instruction, please choose either (a) contact education or (b) distance education.
Each mode is briefly explained below.

a) Contact education

This involves personal interaction with teachers or supetvisors through lectures, tutorials,
seminars, practicals and supervision, and occurs at the applicant’s premises or site(s).

b) Distance education

The interaction between students and teachers ot supervisors is undertaken through distance
education techniques, such as correspondence or telematic education. There are a number of
different forms of distance educatios, including:

1) Correspondence leaming

Cotrespondence learning takes place when there is little or no face-to-face contact
between the educator and the learner. The learner works independently with no support
services and the learning material is usually delivered by post or electronically.

i) Open leaming

Open learing is a form of distance education, which combines face-to-face and other
support services such as print materials and telematics.

ITEM 22

"Site" refers to any learning site, such as a campus, satellite campus or learning centre, controlled
and administered by the applicant. All leaming sites where higher education programmes are
delivered must be accredited. Only accredited programmes and sites of delivery for which the
applicant assumes legal and financial responsibility will be registered. In the columns provided in
Table 02, the following details of the proposed sites of delivery must be supplied:

2) The name and physical address of the site
b) Programmes to be delivered at the site

15
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D. PROJECTED STAFF AND STUDENT DATA i

ITEM 23

In TABLE 03, the headcount staff and student totals must be supplied for the first three years of
operation. The data must be supplied in the required format and according to the categories

supplied. The data must be for programmes that the applicant proposes to offer as higher
education programmes in accordance with the Act.

Before responding to this item, the following explanations must be taken into consideration:

a) Headcount student enrolment

A headcount student enrolment is literally a counting of heads. Students are counted as units,
regardless of whether they are full-time or part-time, and regardless of the number of courses for
which they are enrolled. For example, students enrolled for 20%, 50% or 100% of a full-time
curriculum will all be counted as units in a headcount total.

The headcount totals reported in the tables must be unduplicated ones. In an unduplicated
headcount enrolment total a student is counted once only. If a student is registered for more
than one qualification, he/she must be counted only for the qualification considered by the
applicant to be his/her main qualificaticn.

b) Headcount staff totals

A headcount total of staff is literally 2 counting of heads. Every applicant should indicate how
many of its staff are full-ime and how many are part-time.

©) Academic/Research staff

' These are the academic members of the applicant’s staff involved in teaching and research.

d) Support staff

These are the members of staff who, either directly or indirectly, support the applicant’s
instructional activities. To be placed in this category are members of staff who perform functions
such as academic support services, student support setvices, human resource management,
financial management and administration.

e) Service staff

These are members of staff who petform auxiliary services, such as the operation and
maintenance of the physical premises, and who work on, for example, building maintenance,
garden services, custodial services and security setvices.

16
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ITEM 24

In Table 04, the details of programmes the applicant proposes to offer as higher education

programmes in accordance with the Act must be supplied. The following explanation must be
taken into account before responding to this item:

NQF fields

In terms of Government Gazette No. 20234, of 25 June 1999, SAQA has determined the
following fields and sub-fields for putposes of registering qualifications with the NQF.
"Qualifications" refers to degrees, diplomas and certificates that an applicant proposes to award
to students on successful completion of a programme of study. Before completing the form, it
is important to check in which field your learning programme belongs.

01 Agriculture and Nature Conservation

Primary and secondary agriculture, nature conservation, forestry and wood technology,
horticulture.

02 Culture and Arts
Design studies, visual and performing arts, cultural studies, music, sport, film, television
and video.

03 Business, Commerce and Management Studies
Finance, economics and accounting, generic management, human resources, marketing,
procurement, office and public administration, project management, public relations.

04 Communication Studies and Language

Communication and information studies, language, literature.

05 Education, Training and Development
Schooling, higher education and training, eatly childhood development, adult learning.

06 Manufacturing, Engineering and Technology
Engineering and related design, manufacturing and assembly, fabrication and extraction.

07 Human and Social Studies

Environmental relations, general social science, industrial and organisational governance
and human resource development, people-/human-centred development, public policy,
politics and democratic citizenship, religious and ethical foundations of society, rural and
agrarian studies, traditions, history and legacies, urban and regional studies.

08 Law, Military Science and Security
Safety and justice in society, sovereignty of the state.

09 Health Sciences and Social Services ‘
Preventive health, promotive health and development services, curative health,
rehabilitative health services.
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10 Physical, Mathematical, Computer amt-Life Scignces

Mathematical, physical, life, information technology and computer, earth and space and
environmental sciences.

11 Services

Hospitality, tourism, travel, gaming and leisure, transport, operations and logistics,
personal care, wholesale and retail, consumer services.

12 Physical Planning and Construction

Physical planning, design and management, building construction, civil engineering
construction, electrical infrastructure construction.

NQF levels

While the development of level descriptors is still being finalised by SAQA, the following is a
guide for purposes of completing Form APX-01.

NQF level 5 broadly refers to certificates and diplomas.

NQF level 6 generally includes all first degree qualifications.

NQF level 7 refers to postgraduate qualifications at honours and mastet's degree levels.
NQF level 8 refers to doctoral degrees.

ITEM 25

In Table 05, the details of higher education programmes for which the applicant offers support,

such as tuition, on behalf of another institution must be supplied. Certifying institution refers to

the institution that is responsible for issuing certificates and awarding degrees and diplomas to
. successful students at the end of a programme of study.

E. DATA ON GET AND FET PROGRAMMES p
ITEM 26
a) By means of a Yes or a No, indicate whether you offer programmes in the GET band.

b) If Yes, the registration number as an independent school or an ABET centre must be
supplied. The number is assigned by the Provincial Education Department.

ITEM 27

By means of a Yes or a No, please indicate whether you offer programmes in the FET band.

18



STAATSKOERANT, 28 FEBRUARIE 2003 No. 24976 21

ITEM 28

If applicable, the GET and FET student and staff data for the current year must be supplied in
Table 06, in the required format and according to the categories indicated.

F. FINANCIAL VIABILITY REPORTS AND LEGAL DOCUMENTS

ITEM 29

ANNEXURE A(1)
Audited annual financial statements OR Audited three-year financial forecasts

2) Audited annual financial statements

An applicant that is already operating in the GET and/or FET band(s) or any other business,
but wants to extend its operations to higher education, must submit its most recent audited
annual financial statements for the existing business and a business plan for the proposed higher
education operations. For purposes of applying for registration as a private higher education
institution, the applicant’s directors must przpate and submit the audited annual financial
statements for the previous financial year. The preparation and presentation of the financial
statements must comply with the requirements of the Higher Education Act, 1997 (Act No. 101
of 1997), the Companies Act, 1973 (Act No. 61 of 1973 and the Statements of GAAP. The
financial statements must include the following:

- Auditor’s report

- Directors’ report

- Balance sheet

- Income statement

- Cash-flow statement

- Statement of changes in equity

- Summary of accounting policies
- Notes to the financial statements

The auditor’s report referted to above must comply with requirements as explained in the
following section:

1) The auditor’s report

In terms of the Act, the auditor’s report must be issued by a registered independent auditor. In
terms of form and content, the auditot’s report must conform to the SAAS 700 issued by the
SAICA. The auditor’s report must be issued on the auditor’s official letterhead. In the report, the
auditor must express his/het opinion on the approptiateness of the management’s use of the
going concern assumption in their preparation of the applicant’s financial statements. In terms of
section 56(1)(b) of the Act, the auditor’s report must be available for public scrutiny. Further, the

19
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auditor must indicate whether or not he/she concurs with the directors’ Financial Viability
Statement referred to below. )

if) Directors’ report

Any matter not dealt with in the balance sheet, statement(s) of changes in equity, income
statement, cash-flow statement or notes thereto, must be dealt with in the directors’ teport. Any
post-balance-sheet event that is material to the appreciation of the financial position of the

applicant, its changes in equity, and the results of its operations and cash flows must also be
tabled in the directors’ report.

In terms of format and content, the directors’ report must comply with section 299 and Part IIT
of Schedule 4 of the Companies Act. It must, therefore, include, but not be limited to, the
following aspects:

- Directors and secretary
- Prncipal activities/Nature of business
- Directors’ responsibilities
- Going concern assessment
- Operating results
- Dividends
- Review of operations
© Revenue
© Profit before tax
© Extraordinary items
- Share capital
- Post-balance-sheet events
- Financial viability statement

The following verbatim statement must constitute the Financial Viability Statement referred to in
the list above: '

I hereby confirm that I have no reason to believe that (name of the applicant)
is not financially capable of meeting its obligations to its studeats as
contemplated in section 53(1)(a) of the Higher Education Act, 1997 (Act No.
101 of 1997).

The Chief Executive Officer, or an official of similar standing, must sign the directors’ report.
b) Audited three-year financial forecasts

A new applicant who has not previously operated in any form whatsoever, must submit an
audited three-year financial forecast. The three-year financial forecast must consist of the
following:

a) Auditor’s report
b) Detailed assumptions
¢) Balance sheet

20
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d) Pro forma income statements for three years
¢) Pro forma cashflow statements for three years

9

Explanatory notes to the financial forecasts

aa) Detailed assumptions

These assumptions should serve as the basis for all the figures and calculations done in
the pro forma statements.

bb) Balance sheer

This statement must, on analysis, be in a position to provide answers to the following
questions:

- What assets does the applicant own?

- How much does the applicant intend investing in the proposed operations?
- What are the applicant’s sources of funding?

- What is the proportion of debt to be incurred vis-a-vis own capital/ equity?

cc) Pro forma income statements

These statements must, on analysis, be able to show all the sources of the applicant’s
income and the amounts to be generated from each source. They must further indicate

how the applicant is to meet the following funding requirements (start-up expenditure
line items):

- Capital costs

- Student accommodation

- Laboratory and/or workshop equipment

- Library facility

- Student support services

- Student financial aid

- Rescarch

- Quality assurance and quality promoton

- Professional fees (legal, financial, etc.)

- Costs for developing operational policies

- Systems design, purchase and implementation
- Promotion/Advertising/Marketing Costs

- Furniture

- Electronic equipment (teaching and learning)
- Vehicles

- Staff recruitment

- Staff salaries

- Rent

- Travel

- Recreation

21
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- Telecommunications —
- Office consumables, etc.

dd) Pro forma cash flow statements

These statements must indicate how much, during the first three years of operation, the
applicant expects to -

- generate for/from operating actuvites;
- generate for/from investing activities; and
- generate for/from financing actvites.

ec) Explanatory notes

Aspects that have not been dealt with as part of Assumpdons, should be clearly
explained in this section. Where applicabie, this section should include, but not be limited
to, the explanation of the following:

- Dividend policy (if any)
- Financing terms and condidons
" - VAT trearmen:, etc.

ITEM 30

ANNEXURE A(2): Business plan

The audited three-year financial fotecast or audited annual financial statements to be submitted
to the Registrar of Private Higher Education Institutions must be accompanied by a detailed
three-year business plan containing the following headings:

1. Executive Summaty of the Business Plan
2. Vision, Mission and Organisational Objectives
2.1 Vision

2.2 Mission
2.3 Objectives

3. Scope of operations

3.1 Description of infrastructure to be used and its suitability for the proposed programmes.
3.2 Nature and level of research to be conducted.

3.3 Areas in which expansion is contemplated within the first three years.

22
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4. Planned structure of the organisation

By means of an organogram, the planned structure of the organisation must be indicated. The
organogram must depict all the organisational divisions and their management. It must also
show the number of academic and support staff in each academic division. (As an example, see

the diagram below).
Director (full-time)
Department of Accounting Department of Business
1 head of department Magagement

1 full-time lecturer
8 part-time lecturers
12 tutors

1 administrator

1 secretary to HoD

5. Market Research, Assessment and Feasibility

5.1 Description of the target market.

1full-time secretary

3 full-time administrators
1 half-day counsellor

1 computer lab assistant

Department of IT

5.2 Curtent and long-term demand of the proposed programme offerings.

5.3 Degree of concentration of similar programme offerings by other public or private

providers in the geographical area of the applicant’s proposed location.

6. Risk Analysis and Management Strategies

6.1 External risks such as market risks and economic tisks.

6.2 Internal risks such as:

a) Governance/Management/Systems inadequacies/Capacity failure

b) Financial risk
¢) Marketing risk
d) Implementation risk

6.3 Risk management strategies:

a) Implementation and phasing
b) Risk monitoring indicators

¢) Financial risk indicators

d) Risk Management approach

23
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7. Organisational policies —
7.1 Staffing policy

a) Employment Equity policy as determined by the requirements of the Employment
Equity Act, 1998 (Act No. 55 of 1998).

7.2 Institutional policy dealing with:

a) Student admission policy

b) Language policy

¢) Rules relating to assessment, academic credits, progression and qualification
d) Fees and charges, including refund in case of cancellation and withdrawal
¢) Student financial aid

) Student support services

& Student rules and reguiations/Code of conduct

h) Staff and studenr grievance policies and procedures

7.3 Occupational health and safety policy.
7.4 HIV/AIDS policy

8. Implementation framework
8.1 Implementation time frames
8.2 The rationale for these time frames

8.3 Critical success factors for this projects
ITEM 31
' ANNEXURE A(3): Sutety agreement

In terms of Regulation 13(2), an applicant is required to set up surety or guarantee to ensure that
the applicant is able to meet its obligations to students for as long as it remains a registered
private higher education institution. As documentary proof to this effect, a signed certfied copy
of the Agreement must be submitted to the Registrar. In this agreement there must be a clear
indication of the following:

a) Partes entering into the agreement
b) What is agreed upon

¢) Terms

d) Conditions

¢) The amount of surety or guarantee
f) How the amount was determined
g Any other consideration
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The surety agreement must be structured in such a way that it takes into account enrolment
fluctuations.

ITEM 32
ANNEXURE B: Company registration documents

One of the eligibility criteria for registration as a private higher education institution is that the
applicant should be a registered or recognized juristic person established in terms the Companies
Act. As proof thereof, please submit signed certified copies of the Certificate of Incorporation,
Articles of Association and a Memorandum of Association, ot a Certificate of Registration of
Memorandum of External Company as issued by CIPRO of the Department of Trade and
Industry. To be regarded as valid, these documents should bear the official Seal and the signature
of the Registrar of Companies.

ITEM 33
ANNEXURE C: Occupational health and safety audit report(s)
The occupational health and safety compliance audit reports for all sites of delivery must be

submitted. The audit reports must be issued by a legally competent health and safety
professional or organisation.

ITEM 34
ANNEXURE D: Business registration certificate

A certified copy of the business registration certificate issued by the Metropolitan Council or
Local Authority in terms of the Regional Services Councils Act must be submitted.

G. QUALITY ASSURANCE AND MONITORING
The declarations contemplated under this section will bind the institution to the requirements of
the Act in terms of subjecting itself to the quality assurance mechanisms as determined by the
HEQC.
ITEM 35
ANNEXURE E: Declaration on application for accreditation
The following verbatim declaration must be submitted by the applicant on its official letterhead
and must be dated and signed by the Chief Executive Officer of the applicant or an official of
similar standing in the organisation:

I hereby declare that............ [flegal name of the applicant as in 1 above| has

applied to the Higher Education Quality Committee (HEQC) for accreditation of
the following programmes:
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2) v [
b . o
c . '

I farther declare that, if registered or provisionally registered, [legal name of the
applicant] shall comply with the requirements of the HEQC as contemplated in
section 53(1)(b)() of the Higher Education Act, 1997 (Act No 101 of 1997).

The original of this declaration must be submitted.
ITEM 36

ANNFEXURE F: Undertaking on institutional capacity

The following verbatim undertaking must be submitted by the applicant on its official letterhead

and must be dated and signed by the Chief Executive Officer of the applicant or an official of
similar standing in the organisation:

I hereby declare that, if registered or provisionally registered,............ [egal
name of the applicant] will not exceed the enrolment thar the facilities and
equipment can reasonably accommodate.

I further declare that............ [legal name of the applicant] has sufficient
space, equipment and instructional material to provide education and training
of sufficient standard ro achieve the objectives of each programme.

I also agree that, if registered or provisionally registered,............. [legal name
of the applicant] will maintain full records of each student’s admission,

academic progress and assessment of learning in respect of each programme.

I declare that all the sites listed in this application are administered and
controlled by............ [legal name of the applicant].

The original of this declaration must be submitted.
ITEM 37
ANNEXURE G: Declaration on monitoting and evaluation
The following verbatim undertaking must be submitted by the applicant on its official letterhead
and must be dated and signed by the Chief Executive Officer of the applicant or an official of
similar standing in the organisation:

I hereby declare that, if registered or provisionally registered,............ [egal

name of the applicant | shall comply with an evaluation of the institution at
intervals to be determined by the Registrar.

26



STAATSKOERANT, 28 FEBRUARIE 2003 No. 24976

29

I further declare that, if registered or provisionally registered, [legal name of
the applicant] shall comply with any other reasonable process arranged by the
registrar after consultation with the institution for the purpose of monitoring
compliance with the requirements of the Act and the conditdons of
registration.

The original of this declaration must be submitted.

H. INTER- INSTITUTIONAL AGREEMENTS AND MARKETING INFORMATION
ITEM 38

ANNEXURE H: Inter-instituticnal agreements

If applicable, signed certified copies of agreements with other education institutions, whether

South African or foreign, must be submitted. Each agreement must reflect the programmes
involved. Copies of letters and membership certificates are not acceptable for this purpose.

ITEM 39
ANNEXURE I: Student prospectus, calendar ot brochure

1f available, a copy of your student prospectus, calendar or brochure must be submitted.

I. ADMISSION INFORMATION AND STUDENT RULES

ITEM 40

ANNEXURE J: Enrolment forms, student conttacts, rules and regulations

Sample copies of your enrolment form, contract or written agreement with your students and, if

applicable, student rules and regulations must be submitted. An indication of admission criteria
and a proposed schedule of fees must be attached.

J- DECLARATION ON NON-DISCRIMINATION

ITEM 41

ANNEXURE K: Non-discrimination declaration

The following verbatim declaration must be submitted by the applicant on its official letterhead
and must be dated and signed by the Chief Executive Officer of the applicant or an official of
similar standing in the organisation:

1 hereby declare that [legal name of the applicant] does not discriminate on the
basis of race and that, if registered, [legal name of the applicant] will comply
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with the provisions of section 9(4) ofthe Cogstitution of the Republic of
South Aftica, 1996 (Act No. 108 of 1996). )

I accepr that the Registrar of Private Higher Education Institutions may, in
terms of section 29(3) of the Consatution of the Republic of South Africa,
1996 (Act No. 108 of 1996), and section 62(1) of the Higher Education Act,
1997 (Act No. 101 of 1997), cancel this institution’s registration or provisional
registration should it be proven otherwise.

The original of this declaration must be submitted.

K. ADDITIONAL INFORMATION TO BE SUBMITTED BY FOREIGN APPLICANTS
ONLY

ITEM 42
ANNEXURE L: Declaration on equality of qualifications

Proof that the home institution will accredit the applicable local qualifications is required. The
following verbatim equality of qualifications statement, signed by the head of the foreign
institution on the foreign institution’s official letterhead, and addressed to the Registrar, is to be
provided:

I hereby declare that [legal name of the applicant] will, subject only to the
availability of places, allow successful students from its registered South
Aftican institution to enrol unconditionally, without any further course work,
for further years of study in the same qualification at .................... or any
of its other sites.

. TTEM 43

ANNEXURE M(1): Proof of recognition in the country of origin

a

A foreign applicant wishing to be registered must provide proof that in its country of origin it is
recognised by official authorities as a higher education institution in terms of the statutes.

ITEM 44
ANNEXURE M(2): Proof of accreditation in the couatry of origin

A foreign applicant wishing to be registered must also provide proof that in its country of origin
it is accredited as a higher education institution in terms of the statutes.
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CHECKLIST

Please make sure that you have submitted Form APX-01 and attached all documents listed below. Fill in
this form and submit it with your application.

INSTUTIONS

| YES/NO | COMMENTS

Form APX-01;
pplication Form
Apnexure A(l):
Audited annual financial
statements or Audired three-year
fAnancial forecast

Annexure A(2):

Business plan

ANNEXURE AQ3):

TR

E ——

Surety agreement

Annexure B:

Company registration documnents
Annexure C:

Occupational health and sarety
audit report(s)

Anpexure D:

Declaration on application for
accreditation

Annexure F:

Undertaking on insdrutonal
capacity

Annexure G:

Declaration on monitoring and
evaluation

Angexure H:
Inrer-insttutonal agreements
Agnexuce I

Student prospectus, calendar or

o
¥
V-5

Enrolment forms, srudent
contracts, rules and regulations

SRR
TR

Angexure K-
Non-discrimination declaration

Y
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Agnexure L:
Equality of qualifications of
foreign institutions

Annexure M(1):

Proof of recognition in the

country of otigin

Proof of accreditation in the
country of origin
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DEPARTMENT OF EDUCATION

REGULATIONS FOR THE REGISTRATION OF
PRIVATE HIGHER EDUCATION INSTITUTIONS

APPLICATION FOR REGISTRATION AS A
PRIVATE HIGHER EDUCATION INSTITUTION

(Form APX-01)

Note: Applicants must consult the document: A Guide for Completing the Application for
Registration as a Private Higher Education Institution.

00392183—C
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A. ADMINISTRATIVE DATA —

1. Legal name of the applicant

2.  Particulars of authorised contact person

a) Name

b) Designation of contact person (e.g. MD, Principal, Head of Academic Affairs)

¢) Telephone number

d) Fax number

e) E-mail address

3. Postal address of the applicant

Code
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4,  Physical address and contact details of head office

Code

Telephone

Fax

E-mail address

5.  Physical address and contact details of main campus

Code

Telephone

Fax

E-mail address

6.  Website address ]

B. COMPANY REGISTRATION AND GOVERNANCE PARTICULARS

7.  Legal name of the applicant (same as in [tem 1)

8.  Official trading name, abbreviation, actonym or translation (if applicable)




36 No. 24976 GOVERNMENT GAZETTE, 28 FEBRUARY 2003

9.

10.

11.

12.

13.

—

Type of juristic person -~

Company registration number

Indicate whether the applicant is a local or foteign juristic person

If foreign, indicate the country of origin

Details of the parent institution

a) Name of the parent institution

b) Name of the head of the parent institution

c) Postal address

Code

d) Physical address

Code
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e) Telephone number

f) Fax number

g E-mail address

h) Website address

14.  Particulars of the Management
a) Chief Executive Officer or head of the institution

1) Name

i) Title

iif) Identity number (passport number and citizenship if not South African)

1v) Telephone number(s) including cellular phone number, if available

v) Fax number
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b) Names and identity numbers of the applicant’scurrent directors

Surname & Initials Title | Designation | Identity Number

15.  Domicilium citandi et executandi and contact details of the applicant

Code

Telephone

Fax /

E-mail address

16. Holding company or any other organisation to which the applicant is subordinate

17. Relationship between the applicant and the holding company or other organisation
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18. List of owners in accordance with the Articles of Association

Surname & Initials -

19, Details of the applicant’s auditors

a) Name of the applicant’s auditor

b) Registration number issued by the Public Accountants’ & Auditors’ Board

f |

L |

20. Tax and business registration details
a) VAT Registration Number (

b) Income Tax Number

c) Business Registration Number
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C. PARTICULARS OF LEARNING PROGRAMMES__

21.  Table 01: Programmes submitted to the HEQC for accreditation
Entrance Mode of | Language of| Minimum | Contact with
Name of prog © requirements | delivery | instruction | duration in students
months | Full- | Part-
time | time
22.  Table 02: Proposed sites for programme delivery
Name Physical address Programmes to be delivered
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D. STAFF AND STUDENT DATA

23.

24,

Table: 03: Total staff expected to be employed and students to be registered for higher
education progtammes during the first three years of operation. The data should be
expressed as headcount only.

Year 1 Year 2 Year 3
Students
Academic /Research staff
Full-time
Part-ume
Supoort staff
Full-tme
Part-ume
Service staff
Full-time
Part-time
Table 04: Data for each higher education programme.
NQF | NQF Name of the programme Student headcount
field level enrolment
Year | Year | Year
1 2 3
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25.  Table 05: Higher education programmes—for which the applicant provides or proposes

to provide support on behalf of another institution.

NQF | NQF | Name of the Certifying institution
field | level programme

Student
headcount
enrolment

Nature of
support

E. DATA ON FET AND GET PROGRAMMES

26.  (a) Do you offer any programmes in the GET band?

(b) If yes, provide the provincial registration number as an independent school or ABET

Centre

27. Do you offer any programmes in the FET band?

28, Table: 06: Total teaching staff employed and learnets enrolled, expressed as headcount, for

the GET and FET programmes.
GET FET
ea sta
Headcount
Students
Headcount

10




STAATSKOERANT, 28 FEBRUARIE 2003 : No. 24976 43

F. FINANCIAL VIABILITY REPORTS AND LEGAL DOCUMENTS

29. ANNEXURE A(1): Audited annual financial statements QR Audited financial forecasts.
30. ANNEXURE A(2): Business Plan.

31.  ANNEXURE A(3): Surety agreement.

32.  ANNEXURE B: Company registration documents.

33.  ANNEXURFE C: Occupational health and safety compliance audit report(s).

34. ANNEXURE D: Business registration certificate.

G. QUALITY ASSURANCE AND MONITORING
35, ANNEXURE E: Declaration on application for accreditation.
36. ANNEXURE F: Undertaking on institutional capacity.

37.  ANNEXURE G: Declaration on monitoring and evaluation.

H. INTER-INSTITUTIONAL AGREEMENTS AND MARKETING INFORMATION
38. ANNEXURE H: Inter-institutional agreements.

39.  ANNEXURE I: Student prospectus, calendar or brochure.

L ADMISSION INFORMATION AND STUDENT RULES

40. ANNEXURE J: Enrolment forms, student contracts and rules and regulations.

J. DECLARATION ON NON-DISCRIMINATION

41.  ANNEXURE K: Non-discrimination declaration.

K. ADDITIONAL INFORMATION TO BE SUBMITTED BY FOREIGN APPLICANTS
ONLY

42.  ANNEXURE L: Declaration on equality of qualifications.

43.  ANNEXURE M(1): Proof of recognition in the country of origin.

44, ANNEXURE M(2): Proof of accreditation in the country of origin.

11



44 No. 24976

GOVERNMENT GAZETTE, 28 FEBRUARY 2003

DEPARTMENT OF EDUCATION

REGULATIONS FOR THE REGISTRATION OF
PRIVATE HIGHER EDUCATION INSTITUTIONS

A GUIDE FOR COMPLETING THE APPLICATION
FOR AMENDMENT

(APX-02) ;



STAATSKOERANT, 28 FEBRUARIE 2003 No. 24976 45

TABLE OF CONTENTS
VISION, MISSION AND MANDATE OF THE DEPARTMENT OF EDUCATION. ..o 4
VISION 4
MISSION 4
MANDATE 4
ACRONYMS USED IN THE GUIDE AND APPLICATION FORM 6
APPLICATION TYPES 7
I)  APPLICATION FOR REGISTRATION tucevtsererererssirnseerestessssesiseseresssnsssesssessesassssensaessssesesssmeesssnssssmnes 7
1)  APPLICATION FOR AMENDMENT .cveiiieerimerrntressenernerersesesssressssssesessassssossssssasessassssesenesssenesesses 7
1)  APPLICATION FOR CONVERSION ..evetrrereniieatercentnaesisiseriesoressesassesossssssssessissssssereesssonsssmossssens 7
IMPORTANT CONSIDERATIONS FOR COMPLETING THE APPLICATION FOR
AMENDMENT 8
A. ADMINISTRATIVE DATA 11
I S S OO OO O PO OROURTRRUPROT 11
TTEM 2ottt sttt res eees s bttt e s s abe s s nanaaranasasssssnuesasersssanssbsnstssesssarnrnassossranessosnnns 11
B. TYPE(S) OF AMENDMENT(S) 11
TTEM 3ieiieicreeesritreresnree s an o ssae s saaas e s b e e sbt b s sht e s seb b es bR et s eants s esbansssabbbaae s s aee et s naeesan s s ee s aeaentaasats 11
C. AMENDMENT TO THE LEGAL NAME 11
ITEM 4 .oooeevieeeenineseeressesseeesesssesessesasesssaseseseresensssensressssssbossssstossasssatsuestonsutssssens sbssssssusreassrssiresssssrensanes 11
TTEM 5 oeiiecieeecerireiesetrreesei e tsesrssrsssaassssessssassanrasmsrseessssesssssnesssattentossnsassssstnssiosnssessstasserteesessaessnnesss 11
D. AMENDMENT TO THE TYPE OR FORM OF COMPANY 12
TTEIM Bevriereiieeseeistitereesureeas e s resersaaesse s e aaaessarassrssesrsrss sonbasinsrnsseassstsssssrasssesssenensstsnsesstarastnresssnaesas 12
E. AMENDMENT TO REGISTERED PROGRAMMES 12
E1. ADDITION OF A PROGRAMME ..coveuvuierrrerrimieesissississsssscssssessossssssasssessossanssssissssenessassssonssssaseanoses 12
TTEM 7 ooeeeeeeseeeeestaseessasestnstensassesssbanssesasens st esasentanossrnesosenesssbsstsnsbobostrnesessatassssnssatasnsentasasessssssssans 12
NQF FIELDS 1.vuortscueesecsssseessssscsssessssssssssssissssssssisssstsssss s esssases iessssassas s ssassassisssossasssssssssssssssssassssnes 12
NQF LEVELS wevutiutiiseenueuscsnssisssssesssessessssistsssas s ssasesaasisss shosssssssssssssssssssssnssssssstssssssanssassstosessssessessnses 13
MODE OF DELIVERY 1.vteuveevesterrereesearessessessesessessessaraessssessssstestasnsssestesississssensresssssest sasessosssnssssssssnseasass 13
2) CONLACE EAUCRLONL ......cevnvvesirriien i ssiressess iR b 13
b) DiStA0CE CAUCALON. ......nvvuvisrirsrsnsissesserissieseassess bbb 13
TTEM B oereeeeeeeeeeeeeeeteneaeseaessessesasssassasesssssebseseabosasatssssessessasabessasatatabasaberaasssbabsa e s st g sh st es bR s bbbt 14
3) Headcount Student EALOMMEDL...............ccvomsimiiimmmsnininsisss sttt st 14
B)  Headcount SEALE LOLUS ......ovvvnevriomecimeciricrmnrsiss st 14
©)  ACIdemiC/RESEACH SEE...........oovvoeevviissiisisecsiescess st 14
Q) SUDPOLE SR ......ooneorevvsieecie e S 14
€)  SEIVICE STALE ....ovvvncvueitsiiniesiss it R 15
E2. DISCONTINUATION OF A PROGRAMME .c.vivviuiiiiimersimisennisnssisssessssrsstesteeiisseessosimnsrnssssnssssasssanans 15
TTEM O neeoeeeeeeveeeirtraesiseeesissreassseeasseensnsrs s atasnsasassssiossssassassasssvanssnssststsassertssastetsssssnssesssnesstantanssenassnanas 15
TTEIM 10 reeieeceeeeeeeseseessessssossinasesrssanssssesnosesssesonsesnsesonssiinssessssesst aeassnsetossesesasserersassessndsssanisnnassnasas 15



46 No. 24976 GOVERNMENT GAZETTE, 28 FEBRUARY 2003

............................................................................................................................................

H. ANNEXURES

ANNEXURE A: PROOF OF CHANGE OF LEGAL NAME .....cccccrererrirurressureesssescssnsessasessasnetssssnsasssaners
ANNEXURE B: PROOF OF CHANGE OF TYPE OR FORM OF COMPANY ....ccoveerrrrnearreneeesssresssreassneses
ANNEXURE C: PROGRAMME FEASIBILITY REPORT ..eccovevecrrreersrnureessreneessreessssnsessssesesassonssssessssossonse
ANNEXURE D: DECLARATION ON APPLICATION FOR ACCREDITATION .cccvrserresereessersrcscssessresereans
ANNEXURE E: REPORT ON PROGRAMME DISCONTINUATION ...ccvvreerieecsnessesesssosnsessrnssssessarensnense
ANNEXURE F: SITE AND PROGRAMME FEASIBILITY REPORT v.uvvreeiirenineseessasesseesssssssrasssssvassassessnn
ANNEXURE G: DECLARATION ON SITE CONTROL AND ADMINISTRATION...cccotssservereersissrssnesssssues
ANNEXURE H: OCCUPATIONAL HEALTH AND SAFETY COMPLIANCE AUDIT REPORT ....ccoonseeeesanes
ANNEXURE I: REPORT ON SITE DISCONTINUATION ..vvvcecrenterssmersssisansrosntosssssssssssssssssasasssnesssssssonnas
ANNEXURE J: AUDITED STUDENT HEADCOUNT ENROLMENT w.ccoveuimnrcmimonsnncmsmnasisnsssstsssssssssnsies
ANNEXURE K: REPORT ON INCREASE IN STUDENT HEADCOUNT ENROLMENT .....uccovurvrrersrersnnns

CHECKLIST




STAATSKOERANT, 28 FEBRUARIE 2003 No. 24976 47

VISION, MISSION AND MANDATE OF THE DEPARTMENT OF EDUCATION
VISION

Ol%! .vision is of a South Africa in which all our people have access to lifelong education and
training opportunities, which will in turn contribute towards improving quality of life and
building a peaceful, prosperous and democratic society.

MISSION

To provide leadership in the construction of a South African education and training system for
the 21st century.

MANDATE

The vision for the transformaton of the higher education system is articulated in Whire Paper 3:
A Programme for the Transformation of Higher Education (1997). Central to this vision is the
building of a rational, seamless higher education system that grasps the intellectual and
professional challenges facing South Africans in the 21st century, and meets the learning needs
of individuals and the development needs of our society and economy.

The building of such a system necessitates, among other things, the promotion of quality
teaching and research, not only in public universities and technikons, but also in privately
established institutions of higher leaming. It is primarily for this reason that the Higher
Education Act, 1997 (Act No. 101 of 1997) (hereafter referred to as "the Act"), makes it a
requirement for private institutions offering higher education to register with the Department of
Education (DoE).

The registration of private higher education institutions, in accordance with the Act, applies only
to institutions that offer learning programmes that result in the awarding of whole qualifications
such as certificates, diplomas or degrees at levels 5 to 8 of the NQF. Registration, as required by
the Act, means that an institution is granted the legal authority to offer accredited higher
education programmes and qualifications. This requirement applies to all private institutions, be
they local or foreign.

The aim of registering these institutions is to ensure that -
a) all registered private higher education institutions offer an acceptable quality of education;

b) current and prospective students receive higher education from institutions that have the
resources, capacity and/or expertise to deliver quality programmes;

¢) the public obtains qualifications that are aligned with the NQF; and

d) the education system continues on a path of transformation in accordance with government
policy and regulation.
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Registration can, therefore, be seen as a means of protecting the integrity of the higher education
system and the interests of the public. )

Chapter 7 of the Act deals specifically with private higher education institutions. The Regulations
for the Registration of Private Higher Education Institutions, 2002, of which this guide and the
application form are an appendix, provide the legal framework within which the registrar is
required to regulate the registration of private higher education institutions in terms of the Act.
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ACRONYMS USED IN THE GUIDE AND APPLICATION FORM

ABET
CHE
CIPRO
DoE
FET
GET
HEQC
NQF
PAAB

SAQA

00392183—D

Adult Basic Education and Training

Council on Higher Education

Companies and Intellectual Property Registration Office
Department of Education

Further Education and Training

General Education and Training

Higher Education Quality Committee

National Qualifications Framework

Public Accountants’ and Auditors’ Board

South African Qualifications Authority
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APPLICATION TYPES -

Regulations 3, 4 and 5 stipulate the following:

) Application for registration

Any person intending to establish and maintain a private higher education institution must
complete an Application for Registration as a Private Higher Education Institution (Form APX-

01) and submit it to the registrar at least 18 (eighteen) months before the institution commences
its operations.

i) Application for amendment

An institution wishing to amend its registration or provisional registration in terms of section 58
of the Act must complete an Application for Amendment (Form APX-02) and submit it to the
registrar at least 12 (twelve) months before the proposed amendment comes into effect.

1ii) Application for conversion

An institution wishing to have its provisional registration converted to registration in terms of

section 54(1)(c) of the Act must complete an Application for Conversion (Form APX-03) and
submit it to the registrar by the date determined by the registrar.
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IMPORTANT CONSIDERATIONS FOR COMPLETING THE APPLICATION FOR
AMENDMENT

This guide and the accompanying application form must be used when an institution applies for
an amendment of its registration or provisional registration. It is important to bear in mind that
this document is only a guide and that additional information may be tequired to support the
application.

This guide accompanies an application form (Form APX-02), which must be submitted when
applying for an amendment. The guide is linked to the various sections of the application form.
Institutions are, therefore, strongly urged to read through the guide catefully before commencing
with the completion of the application form. Institutions are also strongly advised to read the
guide in conjunction with the Act and the Regulations.

When completing the application form, the following must be borne in mind:

a) An application for amendment must be lodged with the DoE ar least 12 (twelve) months
before the date on which the amendment is proposed to come into effect.

b) The application form consists of the following sections:

Section A: Administrative data (Items 1 and 2).

Sectdon B: Type(s) of amendment(s) (Item 3).

Section C: Amendment to the legal name (Items 4 and 5).

Section D: Amendment to the type ot form of company (Item 6).

Section E. Amendment to registered programmes (Item 7-11).

Section F: Amendment to sites (Items 12-15).

Section G: Foreign institutions: Increase in student enrolment (Items 16-18).
Section H: Annexures.

&) All relevant sections of the application form must be completed. In all instances sections A
and B must be completed.

d) In section B the type(s) of desired amendment(s) must be indicated. An institution can apply
for any of the following five types of amendment(s), as reflected in the table below.
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TYPES.OF AMENDMENT | SUB-TYPES .0 . %
1. Legal name of the
institution
2. Change of type of company
3. Registered programmes a) Addition of a programme C and D only
b) Discontinuation of a E only
programme
c) Changes to the name of a Noge
programme
4. Sites of delivery a) Addition of a site F, G & H only
b) Discontinuation of a site I only
5. Foreign mstitutons: * J and K only
Increase in student
headcount enrolment

e

h)

)

An application for a particular type of amendment must be accompanied by the relevant
annexure(s) as indicated in the table in (d) above. A bnef description of each annexure is
provided below:

Annexure A: Proof of change of legal name, as issued by SACRO.

Annexure B: Proof of change of type or form of the company, as issued by SACRO.
Annexure C: Programme feasibility report.

Annexure D: Declaration on application for accreditation.

Annexure E: Report on programme discontinuation.

Annexure F: Site and programme feasibility report.

Annexure G: Declaration on site control and administration. :

Annexure H: Occupational health and safety compliance audit reports.

Annexure I: Report on site discontinuation.

Annexure J: Audited annual student headcount enrolment for the current academic year.
Annexute K: Report on increase in student headcount enrolment.

A detailed explanation of the content of each annexure is provided later in this guide.

An institution wishing to apply for amendment of its registered programmes and/or sites of
delivery must also apply to the HEQC for accreditation of the new programme and/or site.
The HEQC will forward the accreditation report directly to the DoE.

An institution that wishes to discontinue a programme ot site must also inform the HEQC.

The Registrar of Private Higher Education Institutions will not process an incomplete
application or an application that does not address the items as required.

All application documents must carry the date of submission to the DoE.

9



STAATSKOERANT, 28 FEBRUARIE 2003 No. 24976 &3

) The application documents can be accessed electronically in Microsoft Word for Windows
on the DoE website at: http://education.gov.za/DoFE. Sites/Higher Education/Registrar/.
However, all applications must be submitted as hard copies.

k) The application fee must be paid by means of a cheque made out to the DoE.

) Important supporting documentation in the form of listed annexures must be provided as
patt of the application, as indicated in the table in (d) above.

m) An application checklist is provided at the end of this document to help institutions
determine whether all the required information is included.

10
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A. ADMINISTRATIVE DATA -

‘\‘

In the spaces provided on Form APX-02 the required information must be provided as
explained per item below. Each explanation cotresponds to the item on Form APX-02.

ITEM 1
Supply the legal name of the institution that is applying for amendment(s).

ITEM 2

Fill in the registration number that appears on your certificate of registration as a private higher
education institution, as issued to your institution by the DoE.

B. TYPE(S) OF AMENDMENT(S)
ITEM 3

By means of an (X), an institution contemplating the amendment of its registration or
provisional registration must indicate which amendment(s) on the list below it wishes to effect:

Amendment to the legal name

Amendment to the type of juristic person

Amendment to registered programmes

Amendment to sites of delivery

Increase in student headcount enrolment (foreign institutions only)

APl S

C. AMENDMENT TO THE LEGAL NAME
ITEM 4

If the institution is applying for an amendment to its legal name, the proposed new name must
be supplied.

ITEM 5

If the institution’s trading name, abbreviation or acronym or the translation of its name is to
change, the new trading name, abbreviation, acronym or translation must be filled in.

11
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D. AMENDMENT TO THE TYPE OR FORM OF COMPANY
ITEM 6

The proposed new type of the company must be filled in. The conversion from one type of

company to another must comply with the requirements and procedures stipulated in the
Companies Act, 1973 (Act No. 61 of 1973).

E. AMENDMENT TO REGISTERED PROGRAMMES

E1l. Addition of a programme

ITEM 7

In Table 01 the details of a programme which the institution proposes to add, and offer, as a

higher education programme in accordance with the Act, must be supplied. The following
explanation must be taken into account before responding to this item:

NQF fields

In terms of Government Gazette No. 20234 of 25 June 1999, SAQA determined the following
fields and sub-fields for purposes of registering qualifications with the NQF. "Qualifications”
refers to degrees, diplomas and certificates that an institution proposes to award to students on
successful completion of a programme of study. Before completing the form, it is important to
check in which field your learning programme belongs.

01 Agriculture and Nature Consetvation
Primary and secondary agriculture, nature conservation, forestry and wood technology,
horticulture.

02 Culture and Arts
Design studies, visual and performing arts, cultural studies, music, sport, film, television
and video.

03 Business, Commerce and Management Studies
Finance, economics and accounting, generic management, human resources, marketing,
procurement, office and public administration, project management, public relations.

04 Communication Studies and Language
Communication and information studies, language, literature.

05Education, Training and Development
Schooling, higher education and training, eatly childhood development, adult learning,

06 Manufacturing, Engineering and Technology '
Engineering and related design, manufacturing and assembly, fabrication and extraction.

12
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07 Human and Social Studies -~ -

Environmental relations, general social science, industrial and organisational governance
and human resource development, people-/human-centred development, public policy,
politics and democratic citizenship, religious and ethical foundations of society, rural and
agrarian studies, traditions, history and legacies, urban and regional studies.

08 Law, Military Science and Security
Safety and justice in society, sovereignty of the state.

09 Health Sciences and Social Services
Preventive health, promotive health and development services, curative health,
rehabilitative health/services.

10 Physical, Mathematical, Computer and Life Sciences
Mathematical, physical, life, information technology and computer, earth and space and
environmental sciences.

11 Services
Hospitality, tourism, travel, gaming and leisure, transport, operations and logistics,
personal care, wholesale and retail, consumer services.

12 Physical Planning and Construction
Physical planning, design and management, building construction, civil engineering
construction, electrical mmfrastructure construction.

NQF levels

While the development of level descriptors is still being finalised by SAQA, the following is 2
guide for purposes of completing Form APX-02.

NQF level 5 broadly refers to certificates and diplomas.

NQF level 6 generally includes all first-degree qualifications.

NQF level 7 refets to postgraduate qualifications at honours and master's degree levels.
NQF level 8 refers to doctoral degrees.

Mode of delivery

a) Contact education

This involves personal interaction with teachers or supervisors through lectures, tutorials,
seminars, practicals, supervision, or other forms of required work, and occurs at the institution’s
premises or site(s).

b) Distance education

The interaction between students and teachers or supervisors is undertaken through distance
education techniques, such as correspondence or telematic education. There are a number of
different forms of distance education, including:

13





