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Correspondence leaming  takes  place  when there is no or little  face-to-face contact 
between the educator and  the  learner. The learner works independently with no support 
services and the learning m a t e d  is usually  delivered by post or electronically. 

Open learning is a form of distance  education, and combines face-to-face and other 
support se,Yices such as print materials and telematics. 

In Table 02 the derds or‘ h e  anticicxed effects  of  the  increase in the number of repstered 
programmes on staff and student hesdcount totals must  be indicated. Before responding to +Jus 
item, the following e-upianation should  be taken into account: 

a) Headcount smdent enrolment 

A headcount student enrolment is literdy 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 
whch they are  enrolled. For example, students enrolled for 20%, 50% or 100% of a full-time 
curricdum ullil all be counted as units in 3 headcount totai. 

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 
institution to be his/her main  quahficadon. 

b) Headcount staff  totals 

A headcount total of staff is  literally a counting of heads.  Every institudon should indicate  how 
many of its  staff  are Eull-time and  how  many  are  part-time. 

c) Academic/Research staff 

These axe the  academic  members of the  institution’s  staff  involved in teaching and research. 

d) support staff 

These are  the members of staff  who,  either  directly or indirectly, support the institution’s 
instructional activities. To be  placed  in this category  are members of staff who perform functions 
such as academic support services, student support services, human resource management, 
financial  management and a-stration. 
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e) Serv icesta f f  6 

-. 
These are members  of  staff who  perform  auxdwy services,  such  as the operation and 
maintenance  of the physical  premises, e.g., building  maintenance,  garden  services,  custodial 
services  and  security  services. 

E2. Discontinuation of a programme 

ITEM9 

In Table 05 the following  detaiis  of  the  programme that is to be  discontinued must be  supplied: 

a) NQF field. 
b) NQF level. 
c) Name of the programme. 
d) Proposed date on which the discontinuadon is due to  take  effect. 

ITEM 10 

In Table 04 the proposed changes in staff  and student data in relation to the reduction in the 
number of programmes must  be supplied  according to the categories  indicated. The information 
to'  be supplied must respond to each of the following questions in respect  of students, as  well  as 
each  category  of staff: 

What is the Current  total? 
What is the difference  between the current and the new  total? 
What will be the new  total if and when the proposed  amendment takes  effect? 

E3. Programmename change 

ITEM 11 

In Table 05, the details of the programme that is to undergo a  name  change must  be supplied. 

F. AMENDMENT TO SITES 

F1. Addition of a site 

In Table 06, details  of a site to be added must be supplied.  "Site"  refers to any learning site, such 
as a campus,  satellite  campus or leaming centre,  controlled and administered by the institution. 
All learning  sites  where  registered  lugher  education  programmes  are to be  delivered  must  be 
accredited. Only accredited  programmes  and  sites for which the institution assumes  legal  and 
hnancial responsibility will be registered. 

15 
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ITEM 13 

In Table 07, the proposed changes in staff  and student data in relation to the proposed increase 
in the number of sites must be  supplied  according to the categories  indicated. The information 
to be  supplied must answer  each  of the following  questions in respect of students as  well  as in 
respect  of  each  category of staff: 

What is the current total? 
What  is the difference  between the current  and the new total? 
What will be the new  total if and when the proposed  amendment takes effect? 

F2. Discontinuation of a  site 

ITEM 14 

In Table 08, details cf sites :o be  discontinued  must De supplied. The information to be supplied 
must  answer  each of the  following  questions in respect  of students as well as in respect of each 
category  of  staff: 

What is the cunent total? 
What is the difference  between  the current and  the  new  total? 
What will be  the  new  total if and when  the proposed amendment takes effect? 

In Table 09, proposed changes in staff and student data in relation to the  proposed decrease in 
the number  of  sites  must  be  supplied  according  to  the  categories  indicated. The information to 
be  supplied  must  answer  each of the  following  questions in respect of students as  well  as  in 
respect of each  category of staff: 

What is the current total? 
What is the  difference  between the current and the new  total? 
What will be the new total if and when the proposed amendment takes effect? 

ITEM 16 

The proposed student enrolment total  must be filled in. 

ITEM 17 

In Table 10, the proposed changes in student headcount enrolment per programmes must be 
supplied. The information to be  supplied  must  answer  each of the following  questions  per 
programme: 

16 
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What is the programme's NQF field? 4 

What is the programme's NQF level? -. 
What is the name of the programme? 
What is the cunent student enrolment? 
What is the difference  between  the current and the  new enrolment? 
What will be the new student enrolment if and when the proposed amendment takes effect? 

In Table 11 the proposed changes in staff and student data in  relation to the proposed increase 
in the number of students must  be  supplied according to the categories  indicated. The 
information to be supplied must answer  each of the following questions in respect of students as 
well as in respect of each category of  staff: 

What  is the cutrent total? 
'What is the difference bemeen the current and the  new totai? 
What d be the new total if and when the proposed amendment takes effect? 

H. ANNEXURES 

ANNExLrRE A: Prooi of change of legal name 

An institution wishmg to change its name  must lodge an application for amendment. Certified 
copies  of proof of  change of name, as issued by CIPRO of the Department of Trade and 
Industry, must be  attached. 

ANNEXURE B Proof of change of type or form of company 

An institution wishing to amend  its  type or form of company must lodge an application for 
amendment. Certified  copies  of  official proof of  change of type or form of company,  as  issued 
by CIPRO of the Department of Trade and Industry, must be attached to the application. 

ANNExlTRE C: Programme feasibility report , 

An institution wishing to apply for the registration of an additional programme must submit an 
application for amendment and a programme feasibility report. In terms of format and content, 
the report must  address the following: 

1. Raaonale andproposed dare ofimplementation 
2. Description of the target marker 
3. Current  and  long-term  demand for the  proposedprogramme offmngs 
4. Degree o f  concentrauon o f  similar programme o f f ihgs  at other  providers 
5. Fees to be  charged 
6. Affordability of the progamme in the  rarger market 
7. How the  instituu!on  has  prepared itself srmctudy and h c u o n d y  for du's expansion 

This report must be dated and signed by the Chief  Executive Officer or an official  of similar 
standing in the institution. 
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ANNEXURE D: D e h t i o n  on application for accreditation 

An institution wishing to apply for the registration  of an additional programme must submit the 
following verbatim declaration on its official  letterhead and the declaration must be dated and 
signed by the Chief  Executive  Officer of the institution or an official of s i m i l a r  standing in the 
organisation: 

I hereby  declare that . . .. . . . . . . . .,.[1egal name of the institution] has applied to the 
%her Education Quality Committee (HEQC) for accreditation of the following 
additional  programmes: 

a) .. 
b) .. 
c) .. 

I M e r  declare that, if registered or provisionally regmered, pegal name of the institution] shall 
comply  with the requirements of the HEQC as contemplated in section 53(l)@)(ii) of the Higher 
Education Act, 1997 (Act No. 101 of 1997). 

ANNEXURE E Report on programme discontinuation 

An institution wishing to discontinue a programme must submit an application for amendment 
to which  a report on programme discontinuation must be attached. The report must deal  with, 
but  not be limited to, the following: 

1. Rationale andproposed date ofinpiemencation 
2. Programmes to be affected 
3. Anuupated impact ofprogramme dscontinuadon on inscitution 
4. Arrangements  made for affected students  and staff 
5. Disputes of and aniung out o f  these  arrangements  and how they are to be resoived 

This report must be dated and signed by the Chief  Executive Officer or an official  of similar 
standmg in the institution. 

ANNEXURE F Site and progmmme feasibility report 

An institution wishing to apply for the  registration of an additional site must submit an 
application for amendment to which  a  site and programme feasibility report  must be attached. In 
terms of format and content, the report must  address the following: 

1. Rarionale andproposed date ofimplemenmuon 
2. Descrjption o f  the target market in the  proposed  location of  the site 
3. Current  and long-tern demand for the proposed  programme offenkgs 
4. Degree o f  concenmtion o f  s i d a r  propunme  offedngs a t  other providers in the 

geographical  area of  the instituuon ’s proposed  site 
5. Aflordabiliry of  the programme in the target market 
6. How the  institution has  prepared itseif scructurauy  and &cuondy  for rhis 

expansion 
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This report must be dated and signed by th&hef Executive Officer or  an official of similar 
standing in  the institution. -. 

ANNEXRE G Declaration on site control and administration 

I declare  that the addoonal site@  Listed in th is application is (are) 
administered  and  conh-olled by fieb& name of the hstituuon]. 

The original version of this declaration must be submitted. 

ANNECXL~ X: Occupational health and safety compliance audit report 

The ocmpational health and safety  compliance  audit report for each additional site of delivery 
must  be  submitted. The audit report must  be  issued by a legally competent health and safety 
professional or organisation. 

ANNEXURE I: Report on site discontinuation 

An institution wishmg to discontinue a site must submit an application for amendment to which 
a report on sites  to  be discontinued should be attached. The report must deal  with, but  not be 
limited to, the following: 

1. Ranonale  and proposed date ofimplementaubn 
2. hu'apated impact of site dsconthuation on institution 
3. Arrangements  made for the affected students and staff 
4. Disputes (if anH mshg  out of these mangements and how they are to be resolved. 
5 Proposed  date ofimplemenranon 

This report must be dated and signed by the Chief Executive Officer or an official of similar 
standing in the institution. 

ANNEXURE J: Audited student headcount enrolment 

I 

A registered  foreign institution wishing to apply for amendment of the conditions peaauung to 
student enrolment must submit, together with the appiication, an auditor's report on student 
headcount enrolment for the current academic  year. The auditor's report must be issued by an 
independent auditor registered  with the P U B  in terms of the Public Accounmts and Auditors 
Act, 1991(Act No. 80 of 1991). 

ANNXURE K: Report on increase in student headcount enrolment 

A registered  forergn institution wishmg to apply for amendment of the conditions pertaining to 
student enrolment must submit, together with the application,  a report on the intended increase 
in student headcount enrolment. The report must  deal with, but  not be limited to, the following: 
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1. Ramonale andproposed date ofimplemenmuon 
2. Resuit of the institution -3 market research 
3. Current and long-tenn demand for the current programme offerings 
4. How the institution has  prepared itself s a ~ c W y  and tLnctiondy for dus 

expansion 

20 
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CHECKLIST 

Please make sure that you have submitted Fonn APX-02and attached all the relevant documents 
listed  below. Fill in t h l s  form and submit it  with your application. 

Anne-wre A: I 
Proof of change o f  le& 
name  issued by CIPR 0 
Annexure B: 
Proof o f  change oi'qpe or I 
foxm of company 
ANNEXURE C: 

Proqamme feasibdy report 
Annexure D: 
Deduation on applcauon 
for accredtauon 
Annexure E: 
Report on programme 
drj.continuauon 
Annexure F 
Site  and  programme I I I 
feasibiLity  report 
Annexure G: 

~- 

Dedarauon on site  control 
and admhstrauon 
Annexure H: 
Occupauond hedth and 
safe& complance audit 1 ' I  
report 
Annexure k 
Report on site 
disconunuation 
Annexure I: 
Audited student  headcount 
enrolment 
Annexure IC 
Report on increase in student 
headcount  enrolment 

1 
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REGULATIONS FOR THE REGISTRA??ON OF 
PRIVATE HIGHER EDUCATION  INSTITUTIONS 

APPLICA’ITON FOR AMEND-T 

(Born DX-02) 
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A. A D M I N E I I U ~  DATA 
1. Legal name of the institution 

L 

-.  

2. Registration number issued by the Department of Education I 
I I 

3. By means of an m, indmte the  amendment(s) for which you wish to apply: 

3.1 Legal name of the institution 

3.2 Type of company 

3.3 Registered  programmes 

3.4 Sites of delivery 

n 
0 
0 
n 

3.5 Student enrolment (foreign institutions) 0 
C. AMENDMENT TO THE LEGAL NAME I 

4. What is the proposed new  legal name of the institution? 

5 .  What is the proposed new trading  name,  abbreviation or acronym or the proposed 
translation of the new  name of the institution? 

1 
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D. AMENDMENT TO THE TYPE OFJURISTIC PERSON 

6. What is the proposed  new type of company? 

1 

3 
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VISION, MISSION AND MANDATE OF THE DEPARTMEluT OF EDUCATION 

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

To provide  leadership  in the construction of a South African education and training system  €or  the 31s 
century. 

The vision for the transformation of the  higlner educadon  system is ardcuiated in WEUre Paue-. 3: L4 
,%gramme for &e ZmsAxnacon  oi-X@mzSdxaion (1997l. Central to this vision is &e bullding ~i 
a rational,  seamless k h e r  education  system that grasps  the  intellectual  and  professional  chailenges 
facing South Africans in the 21s  c~ntury, and  meets  the  learning  needs  of  individuals  and  the 
development  needs of our society md economy. 

'The building of such a system  necessitates,  among other b g s ,  the promotion of quality teachmg  and 
research, not only in public  universities  and  techmkons, but also in privately esublished kstitutions of 
higher  learning. It is primarily for &IS reason  that  the Hgher Education Acr, 1997 (Act No. 101 of 
1997j (hereafter  referred to as "the i l~t ' l ) ,  makes  it a requirement for private  institutions  offering k h e r  
education to regster 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  National  Qualifications  Framework (NQE). 
Registration, as required by the -kt, means that an institution is granted the legal  authority to offer 
accredited Wner 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 bgher 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  quahty programmes; 

c) the public obtains qualifications that are  allgned with the NQF; and 

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

Registration  can, therefore, be  seen as a means  of protecting the integrity  of  the  lugher  education 
system and the interests of the  public. 

4 
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Chapter 7 of the Act deals  specifically with private  hrgher education  institutions. The Re&tions fir 
the Regismuon of Pa'vate Higher Education Instituuo~s,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 

CHE Council on %her Education 

DOE Department of Education 

HEQC w h e t  Education Quality Committee 

NQF National Qualifications Framework 

6 
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APPLICATION TYPES IC. 

-. 
Regulations 3 ,4  and 5 stipulate the following: 

3 Application for registzation 

Any person intending to establish  and maintain a private hgher education institution must complete an 
Appbcation for Rem'sttauon as a Pnvate B@er Education hstituuon (Fonn APX-OI) and submit it to 
the  Registrar at least 18 (eighteen) months before the institution commences  its operations. 

ii) Application for amendment 

iii) Application for conversion 

An  institution wishing to have  its provisional registration converted to registration in terms of section 
54(l)(c) of the  Act  must  complete an AgDrication for Conversion (Form APLY-03 and submit it to  the 
Regstrar by the  date  determined by the  Registrar. 

7 
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IMPORTANT CONSIDERATIONS FOR LODGING THE APPLICATION FOR 
CONVERSION 

This guide  and  the  accompanplng  application form must  be  used  when an institution applies for the 
conversion of its  provisional  registration, that is, regstration in terms of section 54(3) of the Act, to 
registration in terms of section 54(l)(c). 

The requirements for regstration as  prescribed in the Act and operationalised in Chapter 3 of the 
Regulations are also applicable to institutions  applying for conversion. Furthermore, in determining an 
application for conversion, the Registrar of Private  %her Education Institutions must  take into 
consideration  the performance of the applicant in the  course  of  its  provisional  registration, 3s 
contemplated  in Chapter 6 of  the  Regulations. In determining  the  application for conversion,  therefore, 
the Regsttar must consider the  application  against the following main requirements: 

The applicant for conversion  must  provide  proof in the  applicarion that its income is or wdl  be 
sufficient to sustain  its  programmes in an acceptabIe  manner  and that it has or will  have a stable 
financial position  that d enable it to maintain operational  continuity. 

The applicant  must also submit proof that it maintains  the financd surety or guarantees  that  were 
established to ensure that it meets its obhgations to irs enrolled students. 

iii Institutional and programme re-accreditation 

In the  case  of  an institution granted  provisional  registration for two years or longer, the application for 
conversion  must  be supported by an application for institutional  and programme re-accreditation by 
the HEQC, a permanent committee of the CHE established in terms of section 4 of the Act. On 
applying  for  conversion, an applicanr  must  provide  proof  that an application for re-accreditation has 
been  lodged with the HEQC. 

Private  institutions wishing to lscuss re-accreditation  should contact the HEQC directly at: 

n e  Executive Director Quality Assurance 
n e  Higher Education Qualiry Committee 
Council on Hjgher Education 
P 0 Box 13354 
ir7iE TRAAtSHD 
0126 

Telephone: 012 392 9120 
Facshile: 012  392  9132 

iii) Dischatging of responsibilities of a registered institution 

The application for conversion  must  provide proof that the  applicant, in the course of its  provisional 
registration,  has  fulfilled the responsibilities  of a registered institution as contemplated in  Chapter 6 of 
the Regulations,  and that it has  complied  with  its  con&tions of registration. 

8 
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. ,  It is important to bear in mind that this docment is @y a  guide.  Additional information may be 

. .  required to support the application. 

IMPORTANT REQUIREMENTS FOR COMl'LETING THE APPLICATION FORM 

This guide  accompanies an application for conversion form (Form APX-O.$ The guide is  linked to the 
various  sections of the  application form. Applicants  are,  therefore,  strongly  urged to read the guide 

are also strongly  advised to read the guide  in  conjunction  with the Act and the  Regulations. 
. .  carefully  before  commencing with the  completion of the  application for conversion form. Applicants 

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

a) The application for conversion is divided as follows: 

PARTI: COMPLIANCE WITH THE REQUIREMENTS AND CONDITIONS OF 

Section 14: Institutional name  and  registration number (Items 1 and 2) 
Section B: Quality assurance  (Items 3-5) 
Section C: Financial management  (Items 6 and 7 )  
Section D: Maintenance of student records (Item 8) 
Section E. Other conditions of registration  (Item 9) 

REGISTMTION 

PART 11: APPLICATION FOR RE-ACCREDITATION 
Section F Details of programmes for re-accreditation  (Item 10) 
Section G. Details  of  sites  of  delivery (Item 11) 

. .  PART 111: ASSESSMENT OF INSTITUTIONAL MANAGEMENT 
Section H: Vision,  mission and organisational  goals (Item 12) 
Section I: Organisational structure (Item 13) 
Section J: Infrastructure and fadties (Items 14-16) 

Section L Risk Management  (Item 18) 
Section M. Implementation of student policies (Iteml9) 
Section N: Implementation of the Employment Equity Act  (Item 20) 
Section 0: Implementation of the  Occupational Health and Safety Act (Item  21) 

7 ,  Section K: Ability to atttact students (Item 17) 

PART W. A N N E W R E  
Section P(1): Annexures to be submitted by all institutions  applying for conversion (Items  22-24) 
Section P(2): Annexures to be  submitted by institutions granted provisional  registration for two 
years or longer ('Item 25) 
Section P(3): Annexures to be submitted by foreign institutions only  (Items  26-28) 

b) Part I of the application for conversion form is applicable to all institutions applying for 
conversion. 

c) Parts I1 and I11 must be completed & by institutions that have been granted provisional 
registration  for two years or longer. 

9 
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d) An application for conversion  submitted by an institution that has  been  granted  provisional 
registration  for two years or longer  must  be  accompanied by - 

i) an  annual report, submitted  in  terms of section 57(2) of the Act and regulation 29(1); and 
ii) an  application to the HEQC for institutional and programme re-accreditation. 

e) Part IV requires institutions applying  for  conversion to submit annexures. P(1) applies to all 
institutions and P(2) to institutions that have  been granted provisional  registration for two years or 
longer, while the annemes listed in P(3) must  be submitted by f o r 9  institutions only. 

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

g) All application documents must carry the  date of application to the Department of Education. 

h) The application documents can be  accessed  electronically in ~Wcrosofi Word for Windows on the 
DOE website  at: hm: /  /education.mv.za/DoE Sites/HiEher  Education/Re!zistrar/.  However, all 
applications must be  submitted as hard  copies. 

i) The application  fee  must be paid by  means of a cheque  made out  to the Department of Education. 

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

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

10 
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PART I: COMPLIANCE WITH THE -REQUIREMENTS AND CONDITIONS OF 
PROWIONAL REGISTRATION -. 

All institutions  applylng for conversion of provisional  registration must complete this part of the 
application  form. 

A. NAME AND REGISTRATION NUMBER 

Supply  the  name of the institution applying for conversion. This name must be the same name  in  which 
the institution was granted provisional  registration as a private  higher  education institution in terms  of 
the  Act. 

ITEM2 

Fill in  the  te!zistration  number that appears on your certificate of registration as a  provisionally 
registered  private  higher  education  institution, as issued to your institution by the Department of 
Education. 

B. QUALITY ASSURANCE 

ITEM3 

The institution must indtcate and, where  applicable, provide proof of, how, in the course of its 
provisional  registration,  it  has  complied with the  requirements of the HEQC, including the conditions 
of accreditation. 

ITEM4 

The institution must  indicate and, where  applicable,  provide proof of, how, in the course of its 
1 provisional  registration, it has  complied with conditions  of  registration on maintaining health and safety 

standards on its  premises,  including  its  sites of delivery. 

ITEM5 f 

The institution must  indicate  and,  where  applicable,  provide proof of,  how, in the course  of its 
provisional  registration, it has complied  with  conditions of registration on the provision of adequate 
facilities and equipment for its enrolled  students. 

C. FINANCIAL MANAGEMENT 

ITEM6 

If an institution, on being granted provisional  registration, is required to comply with particular 
conditions of registration  relating to its finances,  the institution must show how, in the course of its 
provisional regstration, it  has  taken steps to comply with such conditions of registration. Where 
necessary, proof of such  compliance must be  attached. 

11 
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The institution must show and  provide proof of  how,  in the course of its provisional  registration, it has 
maintained  the  necessary finand surety or guarantees to ensure that the institution meets  its financial 
obhgations to students. 

D. MAINTENANCE OF STUDENT RECORDS 

The institution must indicate  and,  where  applicable,  provide proof of, how, in the COuSe of its 
provisional  registration,  it  has  complied  with  conditions of registration  relating to & b g  records 
of each  student's  admission,  academic  progress  and  assessment of learning in respect of each regstered 
programme. 

Where an institution, on being  granted  provisional  registration, is required to comply with any other 
conditions of registration, it must  show  how, in the come  of its provisional  registration,  it has taken 
the necessary  steps to comply with these other conditions of registration. 

PART 11: APPLICATION FOR AN ACCREDITATION REVIEW 

Thls section of the  application form is applicable only to institutions that have  been  provisionally 
registered for two years or longer. 

F. DETAILS OF PROGRAMMES SUBMITIED FOR AN ACCREDITATION REVIEW 

Details of all programmes  submitted to the HEQC for an  accreditation  review must be  supplied in 
Table 01. 

G. DETAILS OF SITES OF DELNERY SUBMI'ITED FOR THE ACCREDITATION REVIEW 

ITEM 11 

"Site"  refers to any learnins site,  such as a campus,  satellite  campus or learning  centre,  controlled  and 
administered  by  the  provisionally  registered  institution. All learning  sites where registered  programmes 
axe delivered must be  accredited. Only accredited  programmes and sites of delivery  for  wluch  the 
institution  assumes  legal and financial responsibility will be considered for registration in terms of 
section 54(l)(c) of  the  Act. In the columns provided in Table 02, the following details of sites of 
delivery for which  the institution is seeking  re-accreditation must be  supplied: 

a) The name and physical  address  of the site. 
b) Provisionally  registered  programmes  delivered at the site. 

12 
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PART 111: ASSESSMENT OF INSTlTuTIONaL MANAGEMENT 
-. 

The business  plan  submitted on application for registration  provides  an instrument against  which the 
provisionally  registered  institution  can  conduct a self-assessment  of important dimensions of its 
organisational and managerial  capacities for achieving the organisation’s goals. The registrar’s  interest in 
how the institution  assesses its own performance  against  elements  in  its  business  plan  concerns the 
impression that this will provide  of  how  the  institution is managed, from an  organisational and 
operational point of view. The exercise d assist the registrar’s  assessment of the institution’s  potential 
to fulhl its  responsibilities  as a registered  institution. 

1 

This section of the  application  form is applicable  only to institutions that have  been  provisionally 
registered for two years or longer. 

H. VISION, MISSION AND ORGANISATIONAL GOALS 

The institution must give an indication of the  extent to which,  in the come  of  its  provisional 
registration, it has been  able  to  attain its vision,  mission  and  organisational  objectives. 

I. ORGANISATEONU STRUCTURE 

Should the  organisational  structure  of the institution be  different from the planned structure submitted 
on application, the institution  must  provide the considerations that informed the w e n t  structure, 
particularly  considerations  relating to academic divisions and  numbers of academic and support staff. 

J. INFRASTRUCTURE AND FAClLITIEs 

The institution  must report the degree  to  which the infrastructure it proposed on application, or the 
structure  outlined in Item 13 above,  has  met  the  needs  for  the  provision and delivery of its 
provisionally  registered  programmes, and for the nature and level of any Eesearch that it has conducted. 
Reportmg on th is  item  must  be  as  specific  as  possible (for example,  available equipment must be 
named  and  rations  for  number of students to  equipment  provided). The report must include an 
assessment  of how adequate the equipment  and  facilities  are for both the number of students enrolled 
and the nature  and  level  of  programme(s)  offered. 

ITEM 15 

If the  institution  has,  in  the  course of its provisional  registration,  applied for expandmg its operations, 
by addlag either  new leaming programmes or new  sites of delivery, it must  in this item give  details  of 
the expansion and report on the following 

i) The nature  of  the  expansion  applied for. 
ii) Whether  the  expansion was  in  line  with the areas  of  expansion  contemplated in the business 

Plan. 

13 
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I '  

iii) How such  expansion  has  impacted on the  operations and finances of the institution  and how 
the  institution's  management  has  dealt with the iqpact. 

i) The nature of the  shrinkage. 
ii) HOW such  shrinkage has impacted on the operations and finances of the institution  and how 

the institution's  management has dealt  with the impact 

KABILITYTOATI'RACTSTUDENTS 

I" 17 

The institution must comment on its performance in relation to its ability to attract students in the 
study fields of its programme offerings in the  course of its provisional  registration, in the context of the 
market  and  feasibility  assessment  it  had  conducted on application for registration. 

This item  requires the institution to evaluate  its  approach to risk management, and to comment on the 
implementation, in the come  of  its  provisional  registration,  of the risk management stxategies 
proposed  in its business  plan. A further indication of how the institution is maintaining its risk 
management  implementation plan is required. 

M. IMPliEMENTATION OF POLICIES CONCERNING STUDENTS 

An evaluation of the  institution's  performance  regarding  the  implementation of the following student 
related  policies  in  the  course of provisional  registration  must be provided: 

Student  admission policy; 

Rules  relating to assessment,  academic  credits,  progression and qualification; 
Fees  and  charges,  includmg  refund in case  of  cancellation and withdrawal; 
Student  financial aid; 
Student support service; 
Student  rules and regulations/code of conduct;  and 
Staff and student gfievance  policies and procedures. 

Language policy; 

14 
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N. IMPLEMENTATION OF EMPLOYMENT-BQUITY ACT 

ITEM 20 
-. 

An evaluation of the institution’s performance, in the course of  provisional regstration, on the 
implementation of the  requirements of the Employment Equity Act  must be furnished. 

0. WIXh4ENTATION OF OCCWATIONAL HEALTH AND SAFEm ACT 

ITEM 21 

An evaluadon of the  institution’s performance regardmg  the implementation of the requirements of the 
Occupational  Health and Safety  Act  in  the  course  of  provisional  registration must be  furnished, 
includmg  steps  taken by the  institution to address  shortcomings  identified in previous audit reports. 

P(1): -S TO BE SUBMI?TED BY ALL, INSTITUTIONS 

All institutions  applying for conversion  must submit the annexures in this section. 

ANNEXURE A: Non-discrimination d e b t i o n  

The following  verbatim  declaration must be submitted by the institution 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 confirm that this insaluuon does not dscrjminate  on the basis of race. I 
accept that  the  Department of Educauon max in terms of secuon  29(3) of the 
Cortsutuaon of the  Republic of South Afic4 1996 (Act No. 208 of 199@),  and 
secuon 62(I) of the Hgher Education Act, 2997 (Act No. 101 of 1997, cancel chis 
insu’kuuon’s condaond regstration  should it be proven othemse. 

The original of this declaration  must  be  submitted. 

ITEM23 

ANNEXURE B: Undeaalang on institutional capacity 

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

I hereby agree thaq if registered in terns of section 54(l)(c) of the figher Education 
Acq 1997 (Act No. IO1 of 1397),. . . .. . . . . .. . .... Begalname of theinstitution] d n o t  
exceed the enrolment  that  the iad t i e s  and equpment can reasonablyaccommodate. 

15 
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r M e r  confiim h a t  .............. .,[legal name o f  the institunon] has sufficient 
space, equpment and  instructional mated to provide education  and n-ahng of  
sufficient standard to acheve the  objectives o f  each programme. 

I also  agree thaq if registered in terns o f  section 54(l)(c) o f  the 
Acq.. ............... /le@ name o f  the jnstituuon] w d  rnahcain fid records o f  each 
student's  admission,  academic progress and  assessment ofle&gin respect of  each 
programme. 

I declare  that aV the sites  Listed in rlus appLcarion  are admustered and  controlled 
by.. ................ flegdnllame of the instit~~tion]. 

The o w a l  of t h i s  declaration  must be submitted. 

mi 24 

&NZWRJ3 C: Declaration on monitosiq md evaluation 

The following verbatim  undertaking  must be submitted by the institution on its  official  letterhead and 
must  be dated and s p e d  by the  Chief  Executive Officer of the applicant or an official of sundax 
standing in the orpsa t ion :  

- -  

I hereby  declare tAaq if registered  or prowsiond,v registered,. ................ 
name o f  the insu'mubn] shall comply with an evduatton of  the institution a t  intervals 
to be determined by the Regscar. 

/le& 

I M e r  deciare thaq if registered  or provisiondy  regstered,. ............... PC$ 

name o f  the institution] shall comply with any other  reasonable process arranged by 
the regism aher consultation  with the instirution far the purpose o f  monitonbg 
compLance with the requrements of the Mgher Education ACL; 1997 (Act No. IO1 
o f  1%7l and the conditions ofregismuon. 

The original of this declaration  must be submitted. 

P(2): ANNEXURES TO BE SUBMITfED ONLY BY INSTITUTIONS WHO HAYE BEEN 
GRANTED PROVISIONAL REGISTRATION FOR TWO YEARS OR LONGER 

ITEM 25 

ANNEXURE D: D e b t i o n  on appiication for an accreditation review 

The following  verbatim  undertakmg must be submitted by the institution on its official letterhead and 
must be dated  and  signed  by  the  Chief  Executive  Officer  of the applicant or an o f f i d  of s& 
standing in the  organisation. 

I hereby con& chat .................... /le$ name of the institution]  has  appled to the 
Higher  Education Q u d y  Committee  (HEQC) for an accreahtion review o f  rhe 
fodowingprogrammes: 

16 
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a) .. 
6) ., 
.) .. 

I 
h-. 

-.  

I hrther agree  tha< if registered h terms of  section  54(l)(c) o f  the Higher Educauon 
Act; 1997 (Act No. 101 o f  199;31 ............... fle& name of the insu'tutionj  shall 
comply with the requirements of  the HEQC as contemplated in section 53(1)@)@] o f  
the Act. 

The o@ of this declaration must be submitted. 

P(3): ANNExuReS TO BE SUBMI?TI;J) BY FOREIGN INSTITUTIONS ONLY 

ITEM 26 

ANNEXURE E: Equaliq of qualifications of foreign institutions 

Proof that  the home institution will accredit  the  applicable  local  qualifications  is  required. The 
following  verbatim e q d t y  of  qualifications statement, on the foreign institution's official letterhead, 
signed by the  head  of  the foregn institution and addressed to the  Registrar,  is to be provided: 

I hereby  confirm t h a t  .................... ./le& name of  the insu'ruaonj d, subject 
only to the availability ofplaces, d o w  successfid  students fiom its South Afican site 
to enrol uncondiaondly,  without any further  course  work, for M e r  years of  study 
in the same  quahficauon a t  ................. ..Je gzd name of the institution] or any o f  
its other  sites. 

I" 27 

ANNEXURE F Proof of recognition in the country of origin 

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

ITEM 28 

ANNEXURE G Proof of accreditation in the county of origin 

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

I 

List the names of the  programmes  for  which you applied  for  re-accreditation. 
17 
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CHECKLIST 

Please make sure  that you have  submitted Form APX-UZ and attached all documents listed below. Fill 
in t h i s  form and submit it with your  application. 

1 I Non-dscr~nauon declaration 
1 Annexure B: 

I 1 Declaration on appJcmon for an 1 I I 

Equdv  of qudfications o f  
foregn institutions 
AnnexureF: 
Proof of recognition in the 

Proof ofxcredrtauon in the 
c o u n q  of ongln 
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PART I 

A. NAME AND REGISTRATION NUMBER 

1. Legal name of the institution 

'I 

2. Registration  number  issued by the  Department of Education 7 
3. Describe how your institution has  fulfilled the requirements of the HEQC, includmg the 

conditions of accreditation. 

4. Describe how your institution has  complied with the conditions of registration relating to 
maintaining h d t h  and  safety  standards on its premises. 
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5. Describe how your institution has compliebith the  conditions of registration relating to 
the provision  and  maintenance of adequate facilit2s and  equipment for its enrolled 
students. 

C. FINANCIAL MANAGEMENT 

6. Describe how your institution has complied with the conditions of registration relating to its 
finances. 

.1 

7. Provide details of how your institution has  maintained its financial surety or guarantee. 

3 
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D. " I E N A N C E  OF STUDENT RECORDS 

8. Describe how your institution has complied with the conditions of registration relating to the 
maintenance of student records. 

E. OTHER CONDmONS OF REGISTRATION 

9. Describe how your institution has complied with any other condition(sj of registration. 

4 
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PART II 

F. DETAILS OF  PROGRAMMES SUBMI’ITED FOR AN ACCREDITATION REvlzW 

10. Table 01: Programmes submitted to the HEQC for an accreditation  review 

Name of programme Entrance 

Part-time Full-time 

Minimumdurationin Languageof Mode of 
requirements months instnaction delivery 

~~ --______.-- 

G. DETAILS OF SITES OF DELIVERY SUBMI”ED FOR THE ACCREDITATION 
REVIEW 

1 1. Table 02: Sites for programme  delivery 

Name Progammes to be delivered Physical address 

# 

5 
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PART IJI 

H. VISION, MISSION AM, ORGANISATIONAL GOALS 

12. Assess the extent to which your institution has  achieved its vision, mission and orgamsationd 
goals. 

I. ORGANISA~ONAL STRUCTURE 

13. If your organisational structure is different from what was originally proposed in your 
business  plan,  outline the considerations behind the establishment  of this current structure. 

J. INFRASTRUCTURE AND FACILmEs 

14. Assess the extent to which the  infrastructure and facilities proposed on application, or as 
outlined  in Item 13 above, have  met  the  needs  for the provision and delivery of your 
provisionally  registered  programmes, and for research, if any. 

6 
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15. Report on expansion. 

16. Report on shskhge. 

IC ABILITY TO ATTRACT STUDENTS 

17. Assess  your institution's performance in attracting students in the study fields of your 
programme  offerings in reiation to the market and feasibility  assessment I you conducted on 
application. 

I 

7 
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L. RISK MANAGEMENT 

18. Evaluate the performance of your institution's  approach to risk management and &e 
implementation and maintenance of its risk management  strategies. 

19. Evaluate  the  performance of your institution in its  implementation of poiides relating to 
students. 

N. IMPLEMENTATION OF EMPLOYMENT EQUITY ACT 

20. Evaluate the extent to whch your institution has achieved  its  goals  in the implementation of 
the Employment Equity Act. 

8 
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7. 

0. IMPLEMENTATON OF OCCUPATION& HEAJJJ3 AND SAFETYACT 

21. Evaluate the extent to which your institution has  achieved its goals in the implementation of 
the Occupational Health and Safety Act. 

PART IV 

ANNEXLTRES 

ANNEXURE A: Non-discrimination declaration. 

ANNEXURE B: Undertaking on institutional capacity. 

ANNEXURE C: Declaration on monitoring and evaluation. 

ANNEXURE D: Declaration on application for an accreditation review. 

$WNEXUW E: Equality of qual5cations of foreign institutions. 

ANNEXURE F: Proof of recognition in the country of origin. 

ANNEXUU G: Proof of accreditation in the country of origin. 

.’ 

9 
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DEPARTMENT OF EDUCATION 

REGULATIONS FOR THE REGISTM'IION OF 
PRIVATE HIGHER EDUCATION INSTITUTIONS 

A GUTDE FOR COMPr,F7TING THE ANNUAL REPORT 
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VISION, MISSION AND MANDATE OF THE DEPARTMENT OF EDUCATION 

VISION 

Out vision  is of a South Afnca  in whch all out 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 21'' century. 

MANDATE 

Tne vision for the trmsformation of  the  &her  education  system is articulated  in  the 
whire  Pgper 3: A P r o g m e  for the  Transformaucn o f  Hgher Education (1997). 
Central  to this vision is the budding of a rational,  seamless hgher education system  that 
grasps  the  intellectual  and  professional  challenges  facing South Africans in the 21'' 
century,  and  meets the learning  needs of individuals and the development needs of our 
society  and  economy. 

The budding 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 &her  learning. It is primarily for this reason that the Higher 
Educauon Act; 1997 (Act Ab. 101 of 1997)(hereafter  referred to as  !Ithe  Act"),  makes it a 
requirement for private  institutions  offering  higher education to register  with  the 
Department of Education (DOE). 

The regstration of private  higher  education  institutions,  in accordance with the Act, 
applies  only to institutions that offer  learning  programmes that result in the award 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 hgher education programmes 
and  qualifications  accredited by the  Higher  Education  Quality Committee (HEQC) of 
the Council on Higher  Education (CHE) and approved by the R e p e a r  of Private 
Higher Education Institutions. This requirement  applies to all private institutions, be they 
local or foreign. 

The aim of regstering private  institutions is to ensure that - 

a) all private  higher  education  institutions  offer an acceptable  quality  of education; 

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

c) the public obtains qualifications  that  are  allgned  with  the NQF; and 
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d) the  education  system  continues OM path of transformation in accordance with 
government policy  and  regulation. -. . 

Registration  can,  therefore,  be  seen as a means of protecting the integrity  of the hgher 
education  system and the interests of the public. 

Chapter 7 of the  Act  deals  specifically  with  private hgher education institutions. The 
Regulations for the  Registration of Private  Higher Education Institutions, 2002, of which 
this guide and annual reporting form are  an  appendix,  provide the legal  framework 
within whch the  Registrar of Private  %her Education Institutions is required to 
regulate  the  registration of private hgher education institutions in te,ms of the Act. 

As a further means of protecting the integnty of the hgher education  system and the 
interests of the public,  section 57 of the  Act  makes  it  mandatory for institutions to report 
on their operations annually in the  manner  determined by the  registrar. This section 
reads as follows: 

(I)  Every private  higher educauion 1nsu'tuuon musr; in accordance with generally 
accepted  accounting  practice, pnnuples and procedures - 

(a) keep books and records o f  income, expenahre, assets  and Labilities; 
($) prepare finanu'd s&temeLws  wiihzn  three months of the end cfthe  yeu, 

includng a t  least: 

fi'$ a statement ofincome and expenditure for the prevjous yea; 
(ii) a balance sheet as a t  the end o f  the previous year; and 
(fi) m y  other infomation the registrar may reasonably requre. 

(2) Every private hgher educanon  insu'turion musr; wjthin the period determined by the 
registrar - 

(a) ensure  an annual audit of  its books, records of account and financial statements 
by an  auditor, who must conduct the audit in accordance wirh g e n e d y  accepted 
auduhg  smdards; 

@) provide to the registrar a ceruxed copy of the auditor's  =port in respect of the 
fznancial smements refined to h subsecuon (I); and 

(c) provide to the registrar  any  additional infomation, paniculars or documents in 
the manner determned  by the regstrar. 

In terms of  regulation 29(1) of Chapter 6 of the  Regulations, an institution is required  to 
submit an annual report before 30 April of each  year. The  Department uses the 
information submitted in an  annual report to achieve the following  objectives: 

- To monitor and  evaluate  the performance of  each institution on an annual basis. 
To develop  prof3es of the  private  hlgher  education sector as a whole, through 
analyses of data such as participation  rates, throughput rates and staff and student 
profiles, in a manner and for reasons similar to the manner and reasons in and 
for which  the  public  higher  education  system is profiled. 
To foster  accountability wib the  private  htgher  education sector. 
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