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INTRODUCTION 

The government’s vision for the transformation of the Furthet Education and Training (FET) 
system is articulated in Wbite Paper 4: A Pmgrammejr tbe TranJfomation of Fufiber Educaiion and 
Training (7998). The FET provides intermediate to high-level skius aimed at addressiug the 
learning needs of individuals, human resource needs, and the skills development needs of our 
society and changing economy. 

The building of such a system necessitates, among other things, the promotion of quality 
teaching, learner support, and assessment in both public and private FET institutions. The 
Constitution requires providers of private education and training to be registered with the state. 
The Further Education and Training Act, 1998 (Act No. 98 of 1998) @ereafter referred to as “the 
Act”), together with the Replationsfor the Registration OfPniYltc FET Instihtions, 2003 (hereafter 
referred to as (‘the Regulations”), provide the legal framework for the registration of private 
institutions offering FET programmes. 

The registration of private FET institutions in accordance with the Act applies only to 
institutions that offer learning programmes that result in the a w a r e  of qualifications such as 
certificates registered at Levels 2 to 4 of the National Qualifications Framework (NQF). The Act 
does not deal with the registration of independent schools, as these schools are registered with 
the provincial education departments in terms of the South Afican Schooh Act, 1996 @ctNo, 84 4 
77763 Registration, as required by the Act, means that an institution is granted the legal authority 
to offer accredited FET programmes. This requirement applies to all private FET institutions, 
be they of local or foreign origin. 

The aim of registering private FET institutions is to ensure that: 

a) All registered private FET institutions offer an acceptable quality of education by 
adhering to section 29(3) of the Constitution oftbe R$wbkc ofSorr~h&m that requires them 
to maintain standards that are not inferior to s t a n d a d s  of comparable public FET 
institutions. 

c) Students receive education and mining from FET institutions that have the resources, 
capacity, expertise and structures to deliver quality prog*unmes. 

d) Students obtain qualifications that are registered on the National Qualifications 
Framework (NQF); and 

e) Private FET institutions observe ethical and fair business practices. 

The Ministry of Education recognises that the provision of FET programmes by private FET 
institutions plays an important role in widening access to education and responding to labour 
market needs. The regulation of private FET provision aims at ensuring that only private 
institutions with the necessary infrastructure and resources to provide and sustaiu quality FET 
programmes are licensed (registered) to operate. Registration is a means of protecting the 
integrity and image of the FET system and the interests of the public. 
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The Act and the Regulations, of which th is guide and the application fonn (Form Fpx-01) are 
appendices, provide the legal Eramework by means of which the Ditector-General, in his capacity 
as the Regis- of private FET Institutions, is required to regulate such institutions. 

In terms of the Act, a person who offers or pretends to offer FET programmes and 
qualifications or purports to perform an act on behalf of an FET institution without beiag 
registered is @ty of an offence and is liable on conviction to a fine or imprisonment not 
exceeding five years or both such fine and imprisonment. The Act further stipulates that a 
person who pretends that a qualification has been awarded to &/her by an FET institution, 
whereas no such qualification has been so awarded, is @ty of an offence and is liable, on 
conviction to any sentence, which m a y  be imposed for fraud. Subject to the transitional 
amngements provided for in the Act, no institutions must provide FET programmes unless the 
Registrar approves their application. In turns of the transitional axangements a person that has 
been exempt from registration must apply for registration by a date determined by the Minister 
by notice in the GoymrnGnt Gavtte. 
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ABBREVIATIONS AND ACRONYMS USED IN THE FORM 

AET Adult Education and Training 

CHE Council on %her Education 

CIPRO Companies and Intellectual Property Registtation Office 

FET Further Education and Training 

Generally Accepted Accounting Practice 
._ - __ __ -  

GAAP 

GET General Education and Training 

HE Higher Education 

NQF National Qualifications Framework 

P M B  Public Accountants’ and Auditors’ Board 

SARS South African Revenue Services 

SAAS South African Auditing Standards 

SAICA 

SAQA South African Qualifications Authority 

South African Institute of Chartered Accountants 

Umalusi General and Further Education and Training Quality Assurance Council 
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APPLICATION TYPES 

Regulations 3,4 and 5 provide for the following types of applications: 

a) Application for registration 

Subject to the transitional arrangement any person intendmg to establish and maintain a private 
FET institution must complete an App&ationfor registraation (Fom FPXUl) and submit it to the 
Registrat at least 18 (eighteen) months before the institution commences its operations. 

b) Application for amendment 

A private FET institution wishing to amend its registration or provisional registration in terms of 
the Act must submit an Appkcation for Amendvent (Fom PX-03) to the Registrar at least 12 
(twelve) months before the proposed amendment comes into effect. 

c) Application for conversion 

A private FET institution wishing to have its provisional registration converted to registration in 
terms of section 27(l)(c) of the Act must submit an Appbcationjr Conversion (Farm Fpxc)4) to the 
Registrar by the date determined by the Registrar. 

ELIGIBILITY CRITERIA AND REQUIREMENTS FOR REGISTRATION 

This guide and the accompanying application form must be used together with the Regulations 
of the Act when a private institution applies for registration as a private FET institution. 

A private institution seeking registration should contact the DOE to be supplied with the 
application form, guide for completing the form, the Regulations and the Act. In terms of the 
Act and the Regulations, an aspirant provider is elqgble to apply for registration as a private FET 
institution if it is registered or recognised as a company in terms of the CoqunieJ Act, 1973 and 
proposes to take responsibility for the following functions: 

x Registration of students for FET programmes leading to qualitirations that are registered at 
Levels 2 to 4 of the NQF, and 

x Provision and delivery of programmes that lead to qualifications that are registered at Levels 
2 to 4 of the NQF 

x Assessment of students. 

The requirements for registration are prescribed in the Act and detailed in Chapter 2 of the 
Regulations. In terms of the Act and the Regulations, the registration of an applicant as a private 
FET institution depends on whether the following three main requirements axe fulfilled: 
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a) Financial sustainability 

As proof of its financial sustainability, an applicant must 

x provide proof in the application that the income or income forecast Wiu be sufficient to 
sustain programmes in an acceptable manner and that the institution has, or will have, a 
stable financial position that will enable it to maintain operational continuiq. 

x submit proof that the institution has established financial surety or guarantees to ensure that 
it meets its obhgations to its enrolled students. 

x submit a signed declaration that the institution will contribute to a fidelity guarantee fund 
approved by the Registrar and will conttibute to such a fund according to the scale of 
payments determined by the Minister of Education in the Government Gaxette. 

b) Institutional and programme accreditation 

T h e  application to the Registrar must be supported by a sworn declaration that an application for 
institutional and programme accreditation has been lodged with Umalm; a council established in 
terms of the General and Fmtber Edacation and Training Qz4ab4 Assmance Act, 2001 (Act N0.58 Of 
200 1). UmaAusi is tasked with quality assurance in the GET and FET bands. 

Private institutions wishing to enquire about accreditation should contact Umalusi directly at: 

The Manager 
Accreditation 
Umahsi 
Private Bag XI 
QUEENSWOOD 
0121 

Telphone: 012 349 1510 
Facsimzk: 012 349 151 1 

In making a determination on the application, the Registrar is required to consider, inter aka, the 
evidence provided in the application, as well as the advice of Umahd on the applicant’s 
application for accreditation. 

c) Health and safety 

In the application for registration, an applicant must provide proof that the premises where FET 
programmes are offered, or are to be offered, comply with the requirements of the regulations 
on occupational health and safety. 
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IMPORTANT CONSIDERATIONS FOR COMPLETING THE APPLICATION 
FORM 

The aim of this guide is to assist persons who wish to apply for registration as private FET 
institutions. It is important to beat in mirid that this document is only a guide. The Registrar 
m a y  require additional information to support the application. 

This guide accompanies the ephcationfor ngisfrahon (Form FPX-01) and deals with 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 are 
also advised to read the guide in conjunction with the Act and the Regulations. 

All private institutions seeking registration should contact the DOE to be supplied with the 
registration forms, the guide, and schedule of fees. The DOE can be contacted telephonically at 
(012) 312 5878 during office hours. The application documents can be accessed electronically in 
Minasofi W d  jir Winhwtv~ on the DOE website at: www.education.ev.za/DoE- 
Braache s/FET Branch/ Private FET C olleses /Related documents. 

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

a) All sections of the form must be completed fully and in the required format. 

b) The application must be submitted to the Registrar with a non-refundable fee prescribed in 
the SchaM tfjes (FPX-02). 

c) The application must be submitted as a signed hard copy and must indicate the date of 
submission to the DOE. 

d) The non-refundable application fee must be paid by means of a bank guaranteed cheque 
made out to the Department of Education. 

e) Important supporting documentation in the form of Annexutes must be provided as part of 
the application. The application must be submitted bound in order to avoid the loss of loose 
Pages- 

f) Where a sworn d e h t i o n  is required, the oath must be taken with the commissioner of 
oaths at any offices of the South Afiican Polices Services. No other commissioner of oaths 
will be accepted. The Registrar will not accept photocopies of such a declaration. 

g) The application consists of the following 13 sections: 

FORM 
Section A Administrative data (Items 1-7) 
Section B: Company registration particulars (Items 8-13) 
Section C: Full details of holding company (Items 14 - 21) 
Section D: Particulars of ownership and management (Items 22- 28) 
Section E Details of applicant’s auditors (Items 29 - 30) 
Section F Particulars of FET programmes and qualifications (Items 31 - 33) 
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Section G: Staff and student data (Items 34 -35) 
Section H: Data on HE programmes (Items 36-37) 

ANNEXURES 1 - 19 
Section I: Financial viability reports and legal documents (Annexure 1-9) 
Section J: Quality Assurance and monitoring (Annexure 10-13) 
Section K: Information for the students and the public (Annexure 14-15) 

Section M Additional information for foreign institutions (Annexure 17-19) 
__- Section-L Declaration on gon-discrimination (Annexure 16) -- - 

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

In the spaces provided in the Appkationfot. ngirtratton (Fom FPX-Ol), the required information 
must be provided as explained per item below. Each explanation corresponds with the item on 
the Form. 

A. ADMINISTRATIVE DATA 

Item 1: Legal name of the applicant 

The legal name of the company that is applying for registration as private FET institution must 
be supplied. Only companies that are registered or recognised as juristic persons in terms of the 
Coqanies Act, 1973 @Id No 61 of 1973) are elqpble to apply. The Companies Ad provides for 
registtation as a private company, a section 21 company, a public company or an e x t d  
company. For more information on the registration of a company Visit www.cibro.eav.za, or 
contact the CIPRO customer care centre at 0861 843 384. 

Item 2 Postal addrtes 

The postal address for all correspondence to the applicant must be supplied 

Item 3: Physical address 

The physical address and contact details of the applicant must be filled in. The street, number, 
suburb and city or town must be clearly indicated. Domicilim cixanrh' et eXCCUtCltlClj means the 
physical address where the applicant chooses to receive all legal communications in connection 
with the application. 

Item 4: Telephone number 

The telephone number of the applicant must be filled in. 

Item 5: Fax numbes 

The fax number, which will be used for all correspondence with the applicant, must be tilled in. 
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Item 6: E-mail address 

The email address to which all correspondence may be sent must be hued in. 

Item 7: Website address 

The applicant's website address must be hued in. 

B. COMPANY REGISTRATION PARTICULARS 
- 

Item 8: Legal name of the company 

The legal name in which the applicant was established as a company in terms of the ConpanjeJ 
Act, 1973, must be supplied. This name should be the same as in Item 1 above. 

Item 9 Trading name, translation or acronym 

If applicable, the official trading name, abbreviation, acronym or tanslation under which the 
applicant is conducting or intends to conduct its business must be supplied. 

Item 10 Type of company 

The w e  of company applying for registration (e.g. private company, public company, external 
company, association incorporated under section 21) must be indicated. 

Item 11: Registration number 

The company registration number as it appears on the Cen'ttcatc ofIncotporation or C,$cate of 
Regirtdon 0fMemomnd.m ofExfmal Conpany must be filled in. The registration number should 
be Written in full e.g. 2000/123456/09. 

Item a. Company origin 
Whether the applicant is a foreign or local jutistic person as dehed  in the Act must be indicated 
by inserting either rlocalorfomign in the space provided. 

Item U: Country of origin 

If the applicant is a foreign jutistic person, the name of the country of o+ of the company 
must be supplied. 

C. FTJU DETAILS OF THE HOLDING COMPANY OR PARENT 
ORGANISATION 

Item 14 Holding company 

If applicable, the name of the applicant's holding company, or any other organisation to which 
the applicant is legally, commercially or academically subordinate must be supplied. 
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Item 15: Name and surname of the head of the holding company 

If applicable the name and surname of the head of the applicant's holding company or pntent 
organisation must be supplied. 

Item 16: Postal address 

If applicable, the postal address of the holding company or parent organisation must be supplied. 

Item 17: Physical address 

The physical address and contact details of the holding company or parent organisation must be 
filled in. The stteet number, suburb and city or town must be cleady indicated. DomXjiim a k a f  
et exea/fantli' means the physical address where the holding company or p"ent organisation 
chooses to receive all legal communications in connection with the application. 

Item 18: Telephone number 

The telephone number of the holding company must be filled in. 

Item 19: Fax number 

The fax number of the holdmg company must be filled in. 

Item 2 0  E-mail address 

The e-mail address of the holdmg company must be filled in. 

Item 21: Website address 

The website address of the holding company must be supplied. 

D. PARTICULARS OF OWNERSHIP AND MANAGEMENT 

This section refers to the applicant not the holdlng company. 

Item 22: Name and surname of the head of the applicant 

The name and sutname of the head of the applicant must be supplied. 

Item 23: Title of the head of applicant 

The title (Le. Mr/Ms/Dr/Prof/Mrs/Miss) of the head of the applicant must be indicated 

Item 24: Identity document or passport number 

The identity document number of the head of the applicant must be supplied. In cases where the 
head is not South Abeican, the passport number will suffice. 
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Item 25: Telephone number 

The telephone number through which the head of the applicant can be contacted must be filled 
in. 

Item 26: Fax number 

The fax number for all correspondence addressed to the head of the applicant must be filled in. 

Item 27: Details of owners or shareholders 

The names, titles and identity document numbers of subscribers to the Memorandum and Art& 
~ A & o n  issued by O R 0  must be provided If the owner or shareholder of the company is 
not South African, his or her passport number will suffice. 

Item 28: Details of the management 

The surname and initials, nationality, identity document number or passport number in the case 
of non-SA residents, designation of each member of the applicant‘s management must be 
provided. There must be an indication of whether a director is executive or non-executive. 

E. DETAILS OF THE APPLICANT’S AUDITORS AND BANKERS 

Item 29  Name of the auditor 

The name of the applicant’s auditor or auditing hn, appointed under the Conganies Act, 1973 
and registered as an auditor in terms of the Pnb~cAccountants’andAwditors’Act, 1991 (ActNo. 80 of 
1991) must be supplied. 

Item 3 0  Practice number of the auditor 

The auditor‘s practice or registration number issued by the PAAB should be hued in. 

F. DETAILS OF PET PROGRAMMES AND QUALIFICATIONS 

Item 31: Details of the FET programmes 

The following details of programmes submitted to Umalusi for acaeditation as FET 
programmes must be supplied: 

a) Name of the programme 
b) Entrance requirements 
c) Mode of delivery, which may be (a) contact education or (b) distance education or (c) mixed 

mode. Each mode is briefly explained below. 
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i) Cosmct education 

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

u? Distance educatibn 

The interaction between students and teachers or supervisors is undertaken through distance 
education techniques, such as correspondence or telematic education. An exampk of 
distance education is correspondence learning, which is characterised by little or no face-to- 
face interaction between the educator and the learner. The learner works independently with 
little or no support services other than print materials. The learning material is usually 
delivered by post or electronically. 

Mixed mode of delivery is an approach to learning and teaching that combines the contact 
and distance modes of delivery described in (i) and @) above. 

d) Languageofteaching. 
e) Minimum dutation for the programme in months 

The Table in this Item can be increased to suit the needs of the institution. If the application is 
not completed electronically, the Table can be duplicated to accommodate as many progauntn# 
as the applicant wants to offer. 

Item 32: Details of PET qualificatione 

Details of the qualifications for which students are registered or to be registered must be 
supplied. The following explanation must be taken into account before respondmg to this item: 

a) NQFfieliis 

In terms of Gomment Gaxette No. 20234, of 25 June 1999, SAQA determined the followiag 
fields and sub-fields for purposes of registering qualifications on the NQF. " ~ t i o n s "  
refers to certificates awarded to students on successful completion of a programme of study. 
Before completing the form, it is important to check in which held or sub-field your levntag 
programme belongs. 

OIAgrich and Nakm Consnvrlrion 

Primarg and secondary agriculture, nature conservation, forestry and wood technology, 
horticultute. 

02 C u h  andAtis 
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Design studies, visual and performing arts, cultural studies, music, sport., film, television and 
video. 

03 Bminess, Commm and Management StuaYes 

Finance, economics and accounting, generic management, human resources, marketing, 
procurement, office and public administration, project management, public relations. 

04 Commwzication Studies and Language 

Communication and information studies, language, literature. 

05Eakcation, Tmning and Detehpment 

Schooling, &her education and training, early childhood development, adult education. 

06 Manr/facturing, Enginemkg and Tecbnohgv 

w e e r i n g  and related design, manufacturing and assembly, fabrication and extraction. 

07 Hman and Social S&es 

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

08 Law, Miiihwy Science and Semi3 

Safety and justice in society, sovereigntJr of the state. 

09 Heakb Sciences and Social Smces 

Preventive health, promotive health and development services, curative health, rehabilitative 
health services. 

10 Pby.ncal, MatbematicaJ Coqztter and Life Sciences 

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

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

12 Pbydcai Pkrnning and Constmct2on 
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Physical planning, design and management, buildmg construction, civil engineering construction, 
electtical infrastructure construction. 

In respect of providing FET programmes, the relevant NQF levels are Levels 2, 3 and 4. 
Accordingly, when completing the application form, the applicant must choose from the three 
levels. 

The details required in this Table must be identical to the details of the qualification as registered 
in the SAQA NQF database. 

Item 33: Details of sites of delivery 

"Site" refers to any learning site, such as a main campus, satellite campus or learning centre, 
controlled and administered by the applicant The Registrar must approve all learning sites where 
FET programmes are delivered. Only accredited programmes and approved sites of delivery for 
which the applicant assumes responsibility will be approved by the Registrar. The following 
details of the proposed sites of delivery must be supplied: 

a) The name of the site 
b) Physical address of the site 
c) Programmes to be ddvered at the site 
d) The province where the site is located 

The Table in this Item can be increased to suit the needs of the applicant. If the application is 
not completed electronically, the Table can be duplicated to accommodate as many Sites as the 
applicant operates. 

i 

G. STAFF AND STUDENT DATA 

Item 3 4  Staff and student headcount data 

Subject to the transitional arrangement in terms of section 51 of the Act, for applicants that offer 
FET programmes, staff and student headcount totals must be supplied for the year in which 
the application for registration is submitted. The data must be supplied in the required format 
and according to the categories provided. Only data pertaiaiag to FET programmes must be 
supplied. 

Before responding to this item, the following explanations must be taken into consideration: 
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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 entolled, and regardless of whether they are enrolled for &st year, second or third 
year. In a headcount enrolment, a student is counted once only. 

b) Headcount stafftotals 

A headcount total of staff is also a counting of heads. The applicant should indicate how many 
of its staff members are full-time and how many are part-time. 

e) Teawstaap 

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

d) Suppl.ts& 

These are the members of staff who, either directly or inditectly, support the applicant’s teaching 
and learning activities. This category includes members of staff who perfom functions such as 
academic support services, student support services, human resource management, financial 
management and administration. 

e) Services& 

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

Item 35: Student data per FET qualitication 

Student data for each qualification for which students are registered or to be registered must be 
supplied. The data should be supplied as headcount by race and by gender. 

H. OPERATION IN HE 

Item 3 6  Providing HE programmes 

By means of an (x), the applicant must indicate in the appropriate box if the applicant is 
registered as a private &her education institution. HE programmes refer to programmes that 
lead to qualifications that are registered at or above levels 5 of the NQF. 

Item 37: HE registration details 

If applicable, the registration number issued by the Department of Education must be supplied. 
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I. FINANCIAL VIABILITY REPORTS AND LEGAL DOCUMENTS 

Annexure 1: Audited annual financial statements 

An applicant that is already operating in the GET and/or HE band@) or any other business, but 
wants to extend its operations to FET must submit its most recent audited annual finand 
statements for the existing business and a business phn for the proposed €?ET operations. The 

-gmparation and presentation of the financial s ~ ~ ~ c ~ p l y ~ ~ - ~ e ~ q - ~ e m e n t s  of 
the Act, the Regulations and GAAP. The financial statements must include the following: L 

- Awa%r’s npolt 
- Dinctors’nport 
- B&ne sbeet 
- Inmme stamtent 
- Casb-fiw statement 
- Stdement cfcbanges in cqstap/nsms/>nd 
- Summq Ofacmuntiffspolices 
- No&s to tbcjnancil statements 

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

a) The auditor’s reprr 

In terms of the Act, the auditor’s report must be issued by a registered independent auditor. 
In terms of form and content, the auditor’s report must conform to the S M  500 and 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 &/her opinion on the appropriateness of the 
management’s use of the going concern assumption in theit preparation of the applicant‘s 
hancial statements. 

A n y  matter not dealt with in the balance sheet, statement@) of changes in equity/reserves, 
income statement, cash flow and or notes thereto, must be dealt with in the directots’ report. 

\ A n y  post-balance sheet event that is material to the appreciation of the financial position of the 
applicant, its changes in equitylreserves, 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 Pattm 
OfScheaWe 4 of the Companies Act, 1973. It must, therefore, include, but not be limited to, the 
following aspects: 

- Dindon and s e m e  
- Prinnpa/ ucti~des/Natm g&mittess 
- Dindon’ nJponsibdides 
- Going cvnm assessment 
- OpHating nmks 
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- Dividendr 
- W e w  ofopemtions 

o RcyGnrre 

o W a o d n a t y  items 
0 Pmjt bejn tax 

- JbmCaPitd 
- Post-bahnce-sbett events 

The Chief Executive Officer, or an official of similar standing, must sign the directors’ report. 

Annexure 2: Three-year financial forecasts 

A new applicant that is in a start-up phase may not have audited annual financial statements. 
Therefore, instead of audited annual financial statements, it can submit a three-year financial 
forecast, which should include the following: 

Auditor’s report 
Detailed assumptions 
Balance sheet 
Pro forma income statements for three years 
Pro forma cash flow statements for three years 
Explanatory notes to the h a n d  forecasts 

The documents that constitute a three-year financial forecast should contain details indicated for 
each document below: 

i )  Dekai%d aswnpions 

These assumptions should seme as the basis for all the hgutes and calculations done in the pro 
forma statements. . 
5) Bahm sbeet 

This statement must, on analysis, 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 bd ing?  
What is the proportion of debt to be incurred vis-kis own capital/equity? 

$1 Pm f m a  inmme statements 

These statements must, on analysis, show all the sources of the applicant’s income and the 
amounts to be generated from each souce. They must M e r  indicate how the applicant is to 
meet the following funding requirements (start-up expenditure line items, as well as operating 
costs as shown in the pro-forma below): 
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These statements must indicate how much, during the first three years of opeation, the 
applicant expects to: - 
- genmte fwljvm opemting activities; 
- gmmte@r/fim investing &*v&s; and 
- genwatejir/jvmjnan&g actiitities. 
- Net amount to begenemttcd 

v) E+danatory notes 

Aspects that have not been dealt with, as part of Aimqbtions, should be dearly explained in this 
section. Where applicable, this section should indude, but not be limited to, the explanation of 
the fol low. - 
- Dividendpokg #any) 
- CapikaiJtnvckm 
- Financing terns and eon&ons 
- Retained eamngs 
- VAT hahtent, etc. 
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Annexure 3 Business plan 

The audited three-year financial forecast or audited annual financial statements to be submitted 
to the Registtar must be accompanied by a detailed three-year business plan containing the 
following headings: 

l. Executive summary 

2. Value Net Analysis 

Analysis of the players, added value, rules, tactics and scope with a sutnmary of the value 
addition proposition within the FET sector. 

3. Vision, Mission, and Values and Orgaaisational culture proposition 

3.1 Corporate strakgy 
3.2 Strategic objectives 
3.3 Sustainability reporting framework 

4. Scope of operations 

4.1 Description of infrasttucture to be used and its suitability for the proposed programmes. 
4.2 Agreements with industry for workplace exposure. 
4.3 Areas in which expansion is contemplated within the htst three years. 
4.4 Initiatives towards forward and revefse tracer studies as part of impact assessment 
4.5 Brief description of its approach to Total Quality Management 

5. Market research, assessment and feasibility 

5.1 Description of the target market and its potential 
5.2 Current and long-term demand of the proposed programme offerings. 
5.3 Degree of concentration of similar programme offecings by other public or private 

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

6. Risk analysis and management strategies 

6.1 Externalrisks 
6.2 Internal risks such as: 

a) Gomancel ManaJement/.!+rtems ina&qua&s/C@a~g fmlure 
b) Financial *k 
c) Marketing risk 
d) Ittp&mentation k k  

-I__ 

6.3 Risk management strategies: 

a) Risk Management approach 
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b) Rixk monitoring indicaon 
c) Financial risA: indcatws 
d) Iqthmentation andphasing 
e) Pmposed e#heny and eJeca%ness t q t x  

7. Organisational policies 

73-Glffiug policy- 
7.2 Occupational health and safety policy 
7.3 HW/AIDS policy and programmes 
7.4 Institution’s student and staff wellness progkmme 

8. Implementation framework 

8.1 Implementation time frames 
8.2 The ratiode for these time frames 
8.3 Criticd success factors 

Annexure 4: Surety agreement 

In terms of Regulation 12(2), an applicant is required to set up surety or guaranteeto ensure that 
the applicant is able to meet its obhgations to students for as long as it remains a registered 
private FET institution. As documentary proof to thereoE, a signed c&ed copy of the 
Agreement must be submitted to the Registrar. In the Sm@ Agnenzent there must be a dear 
indication of the following: 

a) Pmzies entetihg into tbe apment 
6) What ij aped Kpon 
c) T m s  
d) Conditions 
e) Tbe amount t f m n ~  orgumntee 
4 
9, Any 0 t h  m m * h d o n  

How tbe m o w t  was &$mined 

The surety agreement must be structured in such a way that it takes into account enrolment 
fluctuations. The beneficiaries of the S m p  Apemen2 should be students that are enrolled for 
approved programmes in the institution. 

Annexure 5: Declaration on fidelity guarantee fund 

The following verbatim undertaking must be submitted by the applicant on its official 1ette.thead 
and must be dated and signed by the Chief Executive Officer of the applicant or an official of 
similar standq in the organisation: 

I, the gndemgned, herely &ckm tbah ijl . . . . . . . . [kgd name oftbe applicannt/. . . . . ... r j  
registend wpmvisiona& registend, ......... [bgal name oftbe qp4-t .......... wil 
contribute to the $deb& guarantee f;nd approwd by tbe Reghtmr and make mcb 
coztdutions accordng to tbe xcak fpayments detetmned by the Minirtct: 
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Annexure 6 Company registration documents 

One of the %bility criteria for registration as a private FET institution is that the applicant 
should be registered or recognized as a company in terms the C0ttpanie.r Act. As proof thereof, an 
applicant must submit signed certified copies of the following documents issued by CIPRO of 
the Department of Trade and Industry: 

a) Cdzcate OfIncoqomtion 
b) Memorandum OfAssokadon 
c) Attikhs 0fRt.roOciation 
d) Most ncent Es t  ofDinttors 
e) Injimatzon andpadmkzrsjr the aw&tingjm oftbe coqhany 
f )  Cen‘$cate Of&&&ation OfMemorandvm @xtemal Coqany @@p&cabh) 
g) Memorandum of Extemal Coqany @qp&cab&) 

Documents listed in (0 and (g) above apply to external companies only. 

Annexure 7: Occupational health and safety audit report(s) 

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 accredited in t e n s  of the Ocncpationui Health and Saj4 Act, 1995(Act No 85 of 
1993). The auditor’s ceport must indicate the extent to which the applicant complies with the 
following pieces of legislation: 

Ocqationai Health and Syety Act, 1995 
GenMal Admini.r&afive Regulaz5on.r 
General Safes hguiationons 
Ebcivkai Instahtion Regulations 
Genetni Machinery Reguhtions 
Enuiwnmenta/ &gukationssfor workphces 
I-az Escakztor and Parsenger Conveyor Reguhtions 
hphtions for tbe integration ofthe Ocnrpational Health and S4e4 Ad 
Ebctnkai Machinery Reguhtions (wbetv @p&cabh) 
PmZties Regukahns 

The auditor’s report must be issued on the auditor’s or auditing firm’s official letterhead and 
should be dated and signed by the auditor or on behalf of the auditing b. 

In terms of format and content, the occupational health and safety audit report must focus on 
and contain the following: 

a) Mainheading: 
b) Identification of the report @e. to indicate that it is issued to the management of peg1 

name of the applicant]) 
c) Site: the report must indicate the physical address of each site audited 
d) Scope: the report must indicate which legislation is covered by the report and what activities 

constituted the audit) 
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* 

Audit opinion: the report must indicate whether the site is compliant or not, and if 
compliant, the report must indicate if it is safe to use for education and training purposes 
Signature (auditor or on behalf of the auditing htm) 
Date of the report 

h) Annexures: 
x Checklists and other documents used to arrived at the above audit opinion 
x Graphic representation of findings: 

Annexure 8: Business registration certificate 

A certified copy of the business registration certificate issued by the Local Authority in terms of 
the Regional Senrices Councils Act, 1985 (Act No. 109 of 1985) must be submitted. 

Annexure 9 Tax clearance certificate 

One original copy of the tax clearance certificate (IT SO) issued by SARS must be submitted, 
This certificate should not be older than six moths. 

J. QUALI'IT ASSURANCE AND MONITORING 

Annexure 10 Sworn 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, the zmderagned, h b y  deckan tbat.. . . ... . .. . . [hgai name $the app&ng.. . . . .. . .. bas 
qpked to the Counn./for Genmi and F~tiber Eakaataion and Training (vm&> j i r  
acmdtation oft.hefocrot.i.gp.o9..nmcs: 

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

The o q u d  copy of this declaration must be submitred. 

Annexure 11: Sworn declaration 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 Offica of the applicant or an official of 
similar standing in the organisatioa 
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I, tbc iundemgned benby &chn tbat if:. ......... @gal name oftbe applican~. ........ r j  
ngistcnd orpmvisionalb ngistend, the institution wzYl not exceed the enrolment that the 

fmXi%s and egu9ment can nasonabb accommoahte. 

I j . k ’ h  & c h  that. ........... [hgal name oftbe applicanq. .......... bas +&ent @acey 
eqement and instructional matenal to pmvid? education and training cfsuJ“ent standard 
to acbiew tbe oLjectives ofeachpmgramme. 

I ah0 a p e  tbat if ngzktmd or pmvisionaUy ngistend,. .......... ..[kgal name o f  the 
 an^. ............. Iyiu maintain JW ncod o f  each student’s aahission, aeadmic 
prognss and assessment o f  learning in nqect o f  each pmgramme. 

I & c h  tbat all the sites b e d  in this @&ation an administend and confmlled 
by. ........... [hgal name oftbe applcanq.. ............ 
I a h  declare thaty.. ......... .[kgd name o f  the appkcanq.. ......... bas tbe necessaty 
d m i k  and swppolt JtaJm2b appropriate qdaacations and experience to acbiew the 
o&ectiws of each pmgnmme. 

IMhr & c h  tbat ofieiahfim Gowmment will be alhwed uncondtional’ to conduct 
site ubits@r mtcation and ensuzing conpiann wz% the mn&tions ofreg3ration. 

The ongvlal copy of this dedaration must be submitted. 

Annexure 12: Sworn declaration on monitoring and evaluation 

The following verbatim undertalung 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 
s h i k  standing in the organisation: 

I, the nndmgned, hmby & c h  that j .  n@stend or provisonaI& 
ngrjtmd.. ......... .[kgal name o f  tbc @pkcannt/. .............. shall wz2b an 
emhation oftbe institution at intetvah to be &tennitzed by the RegiJtrac 

I j.k’h &chn tbat j .  ngistend or pmtinonaLj ngistend,. ......... [hgal name of the 
@pkmnq .............. .sbal cot.?& wz2b any 0 t h  nasonabh pmcess arranged the 
Rcgirtmt. @er consultation wz2b the institution f0r tbe putpose of monitoring mqtdiance 
tvitb the nquinments oftbe A c t  and the con&tions ofngirtration. 

The original copy of this declaration must be submitted. 

Annexure 13: Accreditation report issued by Umalusi 

In order to hnalise the evaluation of an application for registration as a private FET institution, 
the Registrar must consider the advice of Umalusi on the applicant’s application for accreditation. 
Therefore, on lodging an application for registration, an applicant is also required to submit to 
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Umalusi an application for accreditation. Private institutions wishing to enquire about 
accreditation should contact Umahsi directly a t  

Chi~Excmti~e O f i  
Urn& 
P.O. Box 742 99 
L W O O D  RIDGE- 
0126 

Tehphne: 012 349 1510 
Facshih: 012 349 151 1 

The DOE will obtain the accreditation report directly &om Urn&. The applicant is, therefore, 
not expected to submit this Annexure with the application for registration. 

~ ~ 

K. INFORMATION FOR STUDENTS AND THE PUBLIC 

Annexure 14 Student prospectus, calendar or brochure 

A copy of the applicant's student prospectus, calendar or brochure must be submitted. In terms 
of format and content, this document must comply with Regulation 25. 

Annexure 15: Enrolment forms 

A sample copy of the applicant's e n t o h a t  form must be submitted. 

L. DECLARATION ON NON-DISCRIMINATION 

Annexure 16: Sworn declaration on non-discrimination 

The following verbatim declaration must be submitted by the applicant on its official letterhead 
and must be dated and signed by the Chief Executive Ofhcer of the applicant or an of f id  of 
similar s t a n d q  in the organisation: 

I, the ~nhngned, bmby & c h  that ..... .[.pi name oftbe appliurntl.. ........ daJ not 
&&inatc on the basis of mce and that, j r  n@tmd.. ............ .[h& n m e  of t& 
q t p k a n ~ .  ............. will mmp& with tbc pvmkions of sectin 29Q) oftbc Con&&n 
ofthe Rpubkc ofSoutb+t.n, 1996 (4ctNo. 108 tf1994). 

I acqt  tbaf the Rc&tnzr OfPnwte Futfbcr E&&n and Tmning InJritulrbru may, in 
t m s  of section 29(3) ofthe Constit&on ofthe R@tbkc qSoutb &a, 7996 @ct No. 
108 of 1996), and section 35 oftbe Pn'yote F & h  E&cahn and Tm%ng Act, 1998 
(Act No. 98 of 1998), cand thrj ins t tdon Is ngistration wptv&od n-8. 

The original copy of this declaration must be submitted. 
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M. ADDITIONAL INFORMATION TO B E  SUBMITTED BY FOREIGN 
APPLICANTS ONLY 

Annexure 17: Undertaking on equality of qualifications 

An undertaking that the parent institution wiU accept as a basis for further study the applicable 
local qualifications is required. The following verbatim statement, signed by the head of the 
foreign institution on the foreign institution’s official letterhead, and addressed to the Registrar, 
must be submitted 

I 

I h b y  & c k  that [&gal name ofthe @p&ang my4 su&ect on4 to the avaihbiLty of 
p h s ,  &w sums@i stuhnts lFotff its ngrjtGnd South &an institution to enrol 
nnmnaftionaly, lyithout a y  ficther m m e  mrk, j r  jtrtber years of stu& in the same 
qua@catzon atpnnt institthn or any ofits other ites. 

Annexure! 18: Proof of official recognition in the country of origin 

A foreign applicant wishing to be registered must provide proof that in its country of origin it is 
recopised by official authorities as a public or private FET institution or equivalent in terms of 
the statutes. 

Annexure 19 Proof of accreditation in the country of origin 

A foreign applicant wishing to be registered must also provide proof that in its country of origin 
it is accredited in terms of the statutes to provide FET programmes. 
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CHECKLIST 

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

udf  d Annual Finand 

onal hcaltb and s@ty aut& 
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Smm &chration on non- 

Pmf ofncop'hn in the mnn@ of 

ofacmaifabon in the mnntty 




