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1. Programme  Design (Criterion 1)

Taking into account the minimum standards of criterion 1 and the supporting documentation you are providing, please answer the following questions.

1.1. How does the institution take into account the mission of the institution and its institutional plan?

The institution strives for excellence and provision of education by offering market related courses. The goals of the institution are:

· Provision of access to students who are historically disadvantaged

· Promotion of research

· Contribution to the economic empowerment of the country

· Promotion of education that is relevant and in line with the demands of the country

· Encouragement of self-directed learning

· Access to the job-market

The programme will enable students who cannot access traditional institutions to have an opportunity to learn skills that will provide employment or encourage entrepreneurship. The Reach Higher Campus offers students the opportunity to develop competencies in the field of Business Administration with the opportunity to specialize in Information Technology, Marketing or Travel and Tourism.

1.2. How does the programme meet the needs of students and other stakeholders?

The Human Resource Development Strategy of the country and the market need for qualified managers makes this programme an important contributor to the economy of the country. Students have expressed a need for this programme. The institution has contacted several employers who have indicated their interest in supporting a programme of this nature. The unique combination of practical application and workplace experience makes this programme unique. The institution prides itself on practitioners teaching on the programmes as this provides learners with the relevant exposure to the industry.
This program provides school leavers with a general course in business administration and is well suited to those seeking to attain professional expertise in the general management area. The program focuses on preparing managers for their challenging roles in a global plus local environment, specifically preparing people for management roles in public or private sector organisations. Besides exposing students to various core disciplines in business, it offers them opportunities to apply these concepts to the work environment. According to the baseline survey conducted with business the following skills are essential for graduates entering the labour market:

· computer literacy 

· research and strategic analysis skills 

· entrepreneurship and finance 

· management skills 

· professional writing and communication 

· legal skills 
1.3. How does it articulate with other programmes?
The programme has been benchmarked against several South African institutions. The BBA is in line with the public and private institutions BBA. In order to register the qualification on the NQF, the institution commissioned an education expert to undertake the benchmarking. This has influenced the design of the programme.
The programme articulates with all the other certificates and diplomas offered this institution. Students could apply for credits if wishing to transfer from a Certificate/Diploma to the BBA. The process followed will be in line with the RPL policy of the institution. On completion of this programme, learners should be able to access higher qualifications in the field of business administration or in the area of specialization chosen.

Programme Design
Title of Proposed Programme: Bachelor of Business Administration

Qualification Type: General Bachelor’s Degree

Designation: BBA

Qualifier: Specialisation in Information Technology or Travel and Tourism

Minimum Duration: 3 years

Minimum Duration: 4 – 5 years

Breakdown of NQF Credits at Different Levels

	Year 1
	120 credits at NQF Level 5

	Year 2
	120 credits at NQF Level 6

	Year 3
	120 credits at NQF Level 7


 Total: 360 credits

Purpose of the Qualification

1. The business community requires personnel who are technically skilled in the functional areas of management and who are able to think strategically, analytically and critically.

2. The practical focus of the programme increases the employability of the learner in the sub-fields of IT, Tourism Development and Travel management.

3. It provides a broadening of the skills base of the country by developing individuals who will be able to initiate and develop their own businesses.

4. This degree with its unique combination of practical experience and practical workplace experience is designed for those students who wish to develop their careers in a business context.

Career Options

· Business Administrator

· Economist

· IT manager

· Management Consultant

· Travel and Tourism Consultant

· Entrepreneur

· Manager

Assumptions of Learning in Place

The qualification assumes a competence in the language of instruction and the general theoretical and practical professional and academic knowledge, understanding and commitments accomplished at level 5 as described in terms of the competencies of the qualification and the area of specialisation.

The qualification may be earned in part by the recognition of relevant prior learning in a comparable tertiary environment. This can be assessed against the exit-level outcomes of the qualification on a case by case basis. This is subject to moderation by independent assessors.

Exit Level Outcomes for the BBA

Exit level outcomes are grouped into four components which together reflect the work of a manager in the business environment in the different areas of specialisation. The critical outcomes are integrated with the exit level outcomes.

The main exit level outcomes are listed and the full SAQA submission attached.

· The focus is on computer, numerical and communicative competence as applied to management and administration.

· Demonstrate reading, writing and speaking the language of instruction in ways that facilitate their own academic learning and functioning in a business environment.

· Demonstrate competence in interpreting and using numerical and elementary statistical knowledge to facilitate their own learning.

· Demonstrate knowledge and understanding of the various sub-disciplines forming the nature of business functions.

· Demonstrate the ability to apply knowledge in different business situations strategically

· Analyse and identify business trends and developments 

· Select and use business interventions and implementation strategies and management tools in ways which meet the needs of the business environment.

· Demonstrate the ability to work in a team to identify and implement best practice strategies

· Engage in short-term and long-term planning.

· Assess the performance of the environment in which they will operate and to develop intervention strategies to ensure sustained growth

· Develop competence in managing and administering business environments and supporting fellow employees in ways that are democratic, supportive, ethical and are well-organised.

· Learners demonstrate that they can function responsibly within the work environment

Apply principles and practices learnt in the classroom setting to their work setting in an efficient and effective manner.

Articulation

	Articulation with other Qualifications


	(a) Certificate in Office Administration; Certificate in Accounting and Business Administration; Certificate in HRM and Diploma in Tourism Development Management (all offered by institution and its branches)

(b) Honours degrees at any public institution or a B Tech degree at technikons. 

(c) Exit level qualifications

2 four week work placements in second and third year.


*Programme Structure

(Course Outlines for some of the subjects have been provided). The institution will complete development once the programme has been accredited).

	Year 1

	Computer Skills 
	Fundamental
	12

	Business Management 1A
	Core
	12

	Introduction to Financial Accounting
	Core
	12

	Economics 1A
	Core
	12

	Business English
	Fundamental
	24

	Life Skills
	Fundamental
	24

	Information Systems 1A
	Core
	24

	Total
	
	120 credits

	Year 2
	
	

	Business Management 1B
	Core
	12

	Economics 1B
	Core
	12

	Information Systems 1 B
	Core
	12

	Tourism Management 1 A
	Core
	12

	Workplace Project
	Core
	24

	Project Management 1
	Core
	12

	Business Communication 
	Fundamental
	12

	Advanced Computer Skills
	Fundamental
	24

	Total
	
	120 credits

	**Year 3
	
	

	Computer Science 1
	Elective
	24

	Environmental Studies
	Elective
	24

	Programming: Visual Basic
	Elective
	24

	Business Management 2 A
	Core
	12

	Strategic Management
	Core
	12

	Managing People
	Core
	24

	Tourism Marketing
	Elective
	24

	Workplace Project
	Core
	24

	Total
	
	120 credits


** Ongoing curriculum development will focus on including courses in Marketing, Business Law, Human Resource Management, Industrial Relations, Business Ethics and Entrepreneurship. The institution will develop these once accreditation has been granted. It is anticipated that these modules will be offered at second year level.
*Prescribed Textbooks

Carysforth, C & Damarell, C. 2000. Communication for Work. Heinemann Publishers, Sandown.

Cronje, DuToit, Motlala, Marais. 2004. Introduction to Business Management. Oxford University Press SA.

Schreuder, AMG and Theron, A. (latest). Careers: An Organisational Perspective. Juta, Cape Town.

Reach Higher Financial Accounting Manual.

Reach Higher Tourism Development Manual.

Dummies Guide to Networking, US.

Satzinger, Jackson, Burd (2002). Systems Analysis and Design in a Changing World. Course Technology Thompson Learning.

Wegner,T. (1999). Applied Business Statistics:Methods and Applications. Juta, Cape Town. 

* List will be finalised prior to registration of students

Rules of Combination
1. Students can be awarded credits for modules completed in other programmes if equivalence can be demonstrated.

2. Application for credits must be made at the time of registration to the RPL facilitator.

3. In keeping with the requirements of SAQA, exit qualifications may be awarded at the end of year 1 (Certificate in Business Administration) or at year 2 (Diploma in Business Administration). Students proceeding to year 3 must surrender exit qualifications in order for the award of the BBA to be made.

4. Students specialising in IT must complete Computer Science 1 and Programming in order to be awarded the BBA in IT. The Workplace Project must be completed in the field of IT.

5. Students specialising in Tourism Management must complete Environmental Studies and Tourism marketing in order to be awarded the BBA in Travel and Tourism. An additional R 880-00 must be paid for training in Galileo. The Workplace Project must be completed in the field of Travel and Tourism.

6. Progression to some modules is dependent on success in the underpinning modules (Economics 1A is a prerequisite for entry to Economics 1B). Please refer to registration rules for modules).

7. The Workplace Project is compulsory and the degree will not be awarded if the requirements have not been fulfilled.

8. Students who have completed other qualifications at this institution must apply for credits not exceeding 180 credits. 

9. Level 4 qualifications offered at this institution may provide access to the BBA if students have attained 60% and more.

10. The 3rd year is the final level of study and students who successfully complete all required modules and workplace training will be awarded the Bachelors Degree in Business Administration.

 Learning Activities

	Types of Learning Activities
	Hours Based on Credits
	% of Learning Time

	Lectures (face to face, limited interaction or technologically mediated)
	550
	15,3%

	Tutorials: individual groups of 30 or less 
	230
	6,3%

	Syndicate groups
	60
	1,6%

	Practical workplace experience
	360
	10%

	Independent Self study of standard texts and references
	1200
	33,3%

	Independent self study of specially prepared materials (case studies, multi-media, etc)
	1200
	33,3%

	Total
	3600
	100%


Time Table Information

	Year
	Contact Classroom Hours

	First Year
	184 hours

	Second Year
	184 hours plus 4 weeks workplace experience

	Third Year
	184 plus 4 weeks workplace experience


Assessment Policy for the BBA

In the assessment strategy, evidence must be demonstrated through a variety of options: case studies, problem-solving assignments, portfolios of learning materials, projects, written and oral examinations and workplace assignments. The final assessment will have the following:

· Assessment of the ability of the learner to be an entrepreneur and independent worker

· Ability of learner to work independently and efficiently in the business environment

· Measurement of the extent to which the learner has integrated the roles and knowledge delivered through the different modules in the programme.

· Measurement of the ability of the learners to perform important business functions competently (practical competence); understand the theoretical basis for these actions (foundational competence) and reflect on and make changes to business practices (reflexive competence).

The assessment criteria and evidence requirements are as follows:

In a practical business setting, a learning setting and a practical setting, or a situation that combines the practical, the simulated and the written, the learner will:

· Generate, explore and debate options for appropriate action;

· Identify the most suitable strategy in relation to a particular topic or issue;

· Provide reasons for selection of a particular strategy;

· Perform the identified action;

· Monitor and evaluate the particular action taken;

· Provide reasons for performance;

· Evaluate improvement areas;

· Reflect on learning;

· Develop a plan for future action, which reflects an integration of what has been learnt through reflection.

In addition, the critical cross-field outcomes are incorporated both in the teaching and learning as well as assessment:

· Identify and solve problems using critical and creative thinking

· Organise and manage oneself and one’s activities

· Collect, analyse, organise and effectively evaluate information

· Communicate effectively using visual and language skills in written and oral form

· Demonstrate an understanding of the world as a set of related systems by recognising that problem-solving contexts do not exist in isolation

· Develop skills for effective interpersonal communication to develop consensus using classical techniques as well as computer-facilitated groupware

· To demonstrate and analyse small group dynamics 

Formative Assessments

· Continual formative assessment is conducted and feedback provided to learners continuously

· Formative assessment consists of a short questions test, take home tests with long questions, short practical tasks in a group context

· Class presentations

· Formative assessments count for 60% of the overall mark

Summative Assessments

· There are two tests per module. These count for 40% of the overall mark. Alternative assessment other than that described here is related to the outcomes of specific modules. These are motivated for and explained in the module descriptors.

· The tests are based on practical application of theory to a practical scenario.

Rules for Qualification for the Examination
· Learners must complete the requirements for the rules pertaining to formative assessment

· A minimum of 40% average must be attained

· Learners must have attended 80% of lectures

PLACEMENT (WORK)

(Experiential)

	Duration and Year of Study
	Learning Outcomes
	Assessment Methods
	Placement & Monitoring Procedures

	4 weeks in second year

4 weeks in third year


	Learners demonstrate that they can function responsibly within the working environment. Competencies will be evident when candidates are able to:

· secure an internship within a relevant working environment;

· co-operate professionally in the work situation

· demonstrate the ability to engage critically with a wide variety of stakeholders regarding business issues and their area of specialisation

· Use and develop networking opportunities effectively;

· Apply principles and practices learnt in the classroom setting to their work setting in an efficient and effective manner. 
	In the case of the experiential learning component, the assessor is the supervisor of the learner in the workplace.

A form devised by the institution is provided to the supervisor who completes it at the end of the placement.
	· Students are provided with letters of introduction to potential employers for workplace placement.

· A description of the kind of work the learner should be exposed to is provided to the workplace.

· A form has to be completed by the supervisor at the end of the placement.

· The programme director includes the workplace placement on the system to indicate completion of this aspect of the curriculum.


Programme Design

This programme was designed using the expertise of various staff members in teaching at the institution. Earlier programmes offered were used as a guide for the preparation of the programme. The programme went through a rigorous benchmarking process. The need for this degree was assessed by the Head of the institution, the quality assurance office and the Executive Committee of the institution. The design of the programme has been influenced by developments in education throughout the world as well contemporary research into practice and theory. A cross section of university curricula was examined to establish the core features of the degree and to identify the specific emphasis on various core subjects. This is an ongoing process that requires familiarisation with current practices in education and industry. Thus relevance of the curriculum is constantly reassessed and enhanced for maximum effectiveness. As part of the QA processes of the institution, we will obtain feedback on the curricula of our programmes from professionals and academics either involved in the industry and academia to act as programme advisors. We invite feedback on the curriculum, course content, examination papers and assignments. The feedback from the advisors will be used to assess whether the curriculum provides the students with the experiential learning essential for success in the field.  The institution has over the years built up relationships with various academics in the field of business management/administration. The development of the modules was outsourced to these academics who upon receiving accreditation will be appointed as faculty members.

2. Student Recruitment, Admission and Selection 
2.1. Provide details of the information you plan to provide students about programme requirements.

The prospectus of the institution will have all the necessary requirements pertaining to the programme. Information would relate to course fees, programme structure, assessment requirements, entrance requirements and application and selection procedures and processes. On selection students will be provided with the reading lists and the BBA Learner’s Guide.
2.2. What are your admission requirements and how do they relate to the requirements for the academic level of the programme?
Matric with senior certificate or equivalent. A minimum of 10% will be admitted to the programme via the level 4 certificates offered by the institution or the equivalent. Foreign learners whose first language is not English may be required to provide proof of proficiency in English prior to admission on the programme. Mature age applicants and applicants with non-South African school leaving qualifications, or with substantial work experience may be admitted to the programme based on submission of a portfolio of evidence. This will be assessed by an RPL assessor. Provision has been made for applicants from certificate and diploma programmes to be awarded credits for only fundamental modules and be admitted to the BBA programme. 

2.3. How does the selection process take into account the optimal number of students to achieve the proposed learning outcomes?
In terms of the viability of the programme, management has decided that in the first year only 25 students will be admitted. The selection process will be carefully monitored and guided by the Academic Board. Expansion plans of the institution will be implemented once accreditation has been granted. This includes new IT equipment, library resources and employment of suitably qualified staff. 
2.4. How do your recruitment and admission policies take into account the objective of widening access to higher education?

As stated in our mission statement, we provide access to learners from historically disadvantaged backgrounds as a priority. In addition, the concept of small class tutoring, teletutoring and workplace experience provides learners with the opportunity to apply knowledge in a meaningful way. Our present arrangement with Abott Pharmaceuticals, Fly By Night or Day Travel and Zenel Aviation will absorb all 25 of the anticipated learners for workplace programmes. Discussions with these companies are ongoing, as the institution would like to achieve absorption of graduates from the BBA into these companies. Currently, graduates from our certificate/diploma programmes are assisted by the institution to find employment with companies that offer experiential learning placements.

3. Staffing.

3.1. Indicate how the qualification and expertise of the academic staff responsible for the programme and sufficient and relevant for the level and focus of the programe.

The institution interviews staff for the programme by using a score card. Certified copies of the qualifications are requested. Lecturers are recruited using a point system. If a lecturer scores 75 points, a contract is used for specific tasks and modules. The main components of the score card relate to qualification, relevant lecturing experience and work experience. The score card is updated as lecturer evaluations by peers and students become available. As this programme is a degree programme it is anticipated that lecturers will have experience and qualifications pertinent to the modules that they will be recruited for and substantial workplace experience. 

3.2. What kind of teaching and assessment competence does the academic staff        attached to the programme have?
All lecturers must have one qualification higher than the BBA. Recruits with no lecturing experience will be placed on a rigorous induction programme to introduce teaching and learning concepts. Mentoring programmes will also be introduced depending on the academic’s experience. All Reach Higher Campus staff are required to complete the Assessor Training Programme prior to commencement of teaching.

3.3. How does the research profile of the academic staff match the nature and level of the programme?
Research is encouraged especially for junior staff who have recently joined the campus. A research fund is available to enable staff to attend workshops and conferences. As this is a private institution, government funds are not available. All staff are encouraged to engage in curriculum research. We currently offer only undergraduate programmes/qualifications and research is not major focus. It is expected that this will change as we grow and begin to offer postgraduate qualifications.

3.4. What opportunities does the institution provide for academic staff to enhance their competencies and to support their professional growth and development?

Support is provided to full-time staff to study at this institution free of cost. If staff study at another institution and in an appropriate field of study, 50% of the fees will be paid back to the staff member on completion of studies. This is applicable to staff who are full-time. In exceptional cases, part-time staff may request assistance which will be considered in the forms of interest free loans or partial sponsorship. All staff are encouraged to attend workshops and conferences. Training is provided on assessment and curriculum development. An application has been made to the ETDP SETA for a grant. Coaching and mentoring is provided to all junior staff members.

3.5. What mechanisms does the institution have to ensure that recruitment of staff follows relevant labour legislation?
The institution is committed to the principles of the LRA and other related Acts. Recruitment policies are aligned and are provided in the annexures. Currently, the institution prides itself on providing opportunities for new graduates to have career opportunities in the academic field. Advertisements are placed internally and then in local newspapers. Recruitment and selection takes place in line with equity targets of the institution and have been submitted annually to the Department of Labour.

3.6. What mechanism does the institution have to ensure that the ratio between staff and students in the proposed programme are appropriate for the nature of the programme?

The institution is committed to ensuring small classes. 35% of the staff are at senior lecturer level and the rest are junior lecturers. 60% of the staff budget is committed to academic salaries.

3.7. To what extent are the academic and support staff sufficient in size and seniority for the nature and the field of the programme?

In terms of the workload model used by the institution, every attempt has been made to ensure that class numbers do not exceed 30-40. In addition small groups are encouraged via the tutorial system. We have benchmarked our ratios against public institutions where numbers in programmes exceed 300-400 in similar programmes. Administrative have clearly described duties and additional assistance is sourced when required. 

4. Staffing 
Attach the staff profile for the learning programme
The programme is currently not being offered. Please note that the table represents our current academic profile. New staff will be recruited as soon as accreditation is acquired.

	Name
	Age
	Gender
	Race
	Highest

Qualification
	Experience
	Position

	Adam Smith
	54
	M
	W
	M Com
	25
	Casual Academic 
Part-time

	Karl Marx
	60
	M
	W
	M Th
	30
	Senior Lecturer

Full-time

	Willy Shakes
	43
	M
	A
	Certificate in Travel & Tourism
	15
	Senior Lecturer
Full-time

	Ravi Shankar
	45
	M
	I
	Diploma in Accounting
	20
	Casual Academic
Part-time

	Gloria Estefan
	50
	F
	Other
	MA
	30
	Senior Lecturer
Part-time


Currently, we have 394 FTEs enrolled in higher education programmes. The institution has an additional 19 casual academics who are employed on 9 month contracts to service the different modules offered. Our ratios are small and do not exceed 25:1.

Support Staff

	Name
	Age
	Gender
	Race
	Highest Qualification
	Position

	Jack Chan
	40
	M
	Other
	Certificate in Office Administration
	Academic Administration

Manager

	R Charles
	58
	M
	W
	PhD
	Pricipal

	Thandi Fundisa
	25
	F
	A
	Matric
	Head of Student Services

	Ray Akerman
	30
	M
	W
	MBA
	Sales and Marketing


In terms of the minimum standards for this criterion, we will be employing additional staff to support the programme. It is envisaged that R Akerman will be appointed as Programme Co-ordinator.

5. Teaching and Learning Strategy
5.1. What activities does the programme have to promote student learning?

The programme is made up of a combination of lectures, explanation, notes, case studies, examinations and assignments. In addition there are 2 4 week placements that provide students with the opportunity to experience the world of work. Classes are small and individualized attention is provided.
5.2. How does the teaching and learning strategy reflect the institutional type, mode of delivery and student composition?
This is a contact, full-time programme and as such it is designed to enable learners to have independent learning. There are opportunities for critical crossfield outcomes to be incorporated in the learning process. Lecturers both full-time and part-time are available for consultation within stipulated hours.
5.3. How does the teaching and learning strategy ensure that it is appropriate for the learning outcomes?
This is constantly reviewed and realigned with the needs of the learners. Our self-evaluation questionnaires to lecturers and student feedback forms are assessed and used to improve teaching and learning. This is done at the end of every semester. In 2003, we introduced English and Numeracy as the evaluation plus student assessment indicated that this was problematic. We are using a computer based programme that has been developed specifically for the needs of the students. The programme has self-assessment tasks built in and the Head of Support Services can access student performance on the programmes. Details of all student assessment are reviewed at our weekly Academic Board meetings.
5.4. To what extent does the teaching and learning strategy make provision of staff to upgrade their teaching methods?

A budget is allocated each year for the training and improvement of staff. This year a budget of R 24 000 was allocated for this campus. All staff completed Assessor Training. Professor Mubin offered 2 workshops on Curriculum Development on all the campuses. It is envisaged that the programme will be given an additional budget allocation for new staff for the BBA programme. Attention will also be paid to research methodology.

5.5. What mechanisms to monitor progress, evaluate impact, and effect improvement are included in the strategy for teaching and learning?

Student progress is measured on a weekly basis. A Red Flag approach is adopted in that if a student is absent, does not complete assigned tasks or begins to underperform in tasks, the name of the student pops up on the screen of the Academic Administrator. The student is then called in for an interview and an effort is made to identify the problems and address the situation. The student is then Red Flagged and monitored closely. Results of the monitoring are tabled at the weekly Academic Board meetings. 

In addition, the institution uses lecturer self-evaluation forms, student evaluations (every semester) and a WHOLE CAMPUS review once a year.   Copies of the latest review are available. The Campus has found that since introducing the RED FLAG policy, throughput and drop-out statistics have improved significantly. 

6. Student Assessment Policies and Procedures 

6.1. To what extent are the policies and procedures for internal assessment appropriate for the mode of delivery of the programme?

All examination papers are moderated both internally and externally. All final examinations are moderated externally to ensure that quality is maintained and that learning outcomes are appropriately tested.

6.2. What mechanisms does the institution have for academic staff to monitor student progress?

Red Flag policy of the institution describe in 5.5. of submission. The weekly Academic Board meetings are extensive and all aspects related to student performance are placed on the agenda. All academics are briefed on this procedure and both part-time and full-time staff have to account for student progress.

6.3. What mechanism does the institution have to ensure the explicitness, validity and reliability of assessment practices?

Assessors are the lecturers on the programme. They are familiar with the field of study and appropriately qualified. They evaluate the programme and ensure that the assessment regime is in line with the learning outcomes of the programme. Assessors work with the Academic Board and are encouraged to enter into dialogues with both internal and external moderators. External moderators are persons competent in the field of study and should be ideally resident in the province. They are appointed for a period of three years or under exceptional circumstances for a year. The rationale is to maintain continuity and provide a monitoring of the curriculum development process. Recommendations for external examiners are called for at the beginning of each session and are forwarded to the Academic Board. External examiners are provided with a course outline, overall programme outcomes, information about the course to be assessed and the assessment task set by the academic. These are handled by the Academic Administrator and as such contracts, payments etc are dealt with by Admin. All draft examination papers are sent out and the external report provided to the academic. Changes are tabled at the Academic Board and are forwarded once again the external. A sample of 10% of the papers is sent out to the external examiner with a draft memorandum. Results are released only after they serve before the Academic Board.

5.4. How does the programme management relate moderator’s reports and external examiner reports and how are the latter used to improve teaching and learning? 
All changes and student performance in specific areas are discussed at the Academic Board. The head of the institution if required will enter into discussions with the academic to ensure that areas of the learning programme are strengthened or assessment changed based on the reports.

5.5.What system does the programme use for the recording of assessment results and the settling of disputes in relation to assessment results?
Students are provided with access to examination papers if there is a dispute in marks allocated. The examination paper may be reviewed in the presence of the Academic Administrator for not more than an hour. A remark of the examination may be requested in terms of the stated procedures. The application must be accompanied by payment as described in the Examinations Manual. This application must be submitted prior to the scheduling of supplementary examinations. No remarks are permitted for assignments and other forms of continuous assessment. The results of remarks are final and are sent to the external examiner for verification. Fees are refunded to the candidate if there is a change in the mark.

5.6. What mechanisms are in place to ensure that the assessment for RPL is rigorous and secure?

All results are forwarded to the Academic Board for verification. Please see attached RPL policy.
5.7. What mechanisms are in place for the development of staff competence in the field of RPL?

All staff have completed the Train the Trainer course and are qualified assessors. This is compulsory for all new staff as well.

List of External Examiners Used by Institution
	Name
	Position
	Discipline
	Highest Qualification
	Teaching Experience

	Leigh Anne Brooks
	Lecturer at SW University
	Psychology
	BA Honours
	4

	Mendez Takalo
	Lecturer at Reach Higher Campus (Cape Town) 
	Business Administration
	BBA
	5

	B Naidoo
	Retired Professor
	Education
	Ph D
	35

	J Rhodes
	Retired Professor
	Management
	Ph D
	35

	A B Carlos
	Lecturer at Technikon
	Hospitality Management
	M Tech
	12

	Chris Bear 
	Retired Lecturer
	Theology
	D Th
	36

	Lee Sook
	Reach Higher Campus ( JHB)
	Business Economics
	B Com Honours
	6

	Tom Jones
	Reach Higher Campus ( Pretoria)
	English
	MA
	7

	Betty Davis
	Senior Lecturer at XYZ Campus
	Travel and Tourism
	Diploma in Travel and Tourism
	10


7. Infrastructure and Library Resources
7.1. To what extent does the programme have suitable and sufficient lecturing venues in relation to the expected student intake and the nature of the programme.

Refer to lecturing venues document. The time-table and usage of computer facilities has been carefully worked out taking into account existing qualifications and teaching loads. This determined the number of students to be registered for this programme.

7.2. How does the IT infrastructure and library resources available for the students and staff match the programme requirements?

Specs range from Pentium 3 with 512 megs of RAM and 20 gig hard drives with 10 computers for student usage having 80 gig hard drives. The software available for the computers is standard and also has our Computer Assisted Learning programme loaded. One computer in the library has Pastel software and Mikes Bikes loaded. Students have access to the laboratories from 8:00 to 3:30 on weekdays and from 9:00 to 12:00 on weekends.

7.3. How are the management and maintenance of library resources including support and access for students and staff regulated? 

Reach Higher Campus maintains a resource centre with approximately 500 books and journals available. 3 newspapers are received daily and a number of ad hoc publications related to IT. Internet access is provided to all learners. In 2003 an extraordinary budget allocation was made to the library for additional textbooks. All lecturers are to provide the library with required reading material. Arrangements have been made with local libraries in the area and a contract has been signed with University of Johannesburg for interlibrary loans. This is available to students for an additional fee of R 250. The institution has 1 part-time librarian. She is fully trained and handles all queries for learners when she comes in on Saturday mornings. The library throughout the week is managed by student volunteers based on a roster. The librarian is a member of the National Libraries Association and attends all meetings for librarians.

8. Programme Administrative Services
8.1. Administrative Systems

Management of the programme is the responsibility of the Academic Head of Administration and the Principal of the Campus. There is a sign in register and activity sheet that has to be completed by each lecturer at the end of every day. These are sent to the Head of the Institution for analysis daily. All management issues are brought to the Academic Board and the Management Committee. Both these structures meet weekly. Guidance and counseling services for students or staff are available on 2 days per week during term time. Faculty are available for consultation during stipulated hours. Email is used to communicate with learners. Since 2003, a 24 hour fax hotline is available for all learners. The following client management system is used:
Enquiry or queries are dealt with in 24 hours.

Data capturing is updated weekly.

All interactions with students must be entered onto the database. 

Payment processing within 72 hours.

Course packs and other material provided to learners within 24 hours of payment received.

All complaints from students or staff are forwarded to the Head of the Institution.

Solutions to problems are provided to students within 24 hours.

If student wishes to appeal they must do so within 24 hours.

Once problem is resolved, it is filed in the learners file.
QMS system is available for scrutiny on site.

8.2. Certification of Qualifications

Procedures for the Award of Qualifications

The learner is provided with a statement of results. The exit assessment process is verified by the Academic Head and Administrator who verifies that all assessments are included. This is banked in the electronic file of the learner. These marks are presented at both the Academic Board and the Governing Body meeting for verification. On ratification of these marks, the command is typed in for the certificate to be printed. The statement of results and certificate are presented to the Head of the Institution for signature. A certificate of competence is provided to all learners who have completed the requirements for the qualifications. Participants/learners who have not completed the requirements for the qualification may request a Certificate of Attendance. If a learner loses a certificate, an application can be made to the Academic Administrator for the reissue of the certificate. This request will be tabled at the Governing Body meeting. The general policy is that an academic record will be provided to the learner at a fee of R 250 unless particular circumstances warrant a reissue (fire, theft, etc). Learner record files are encrypted and access is only permitted for the Academic Administrator. All other personnel have Read Only access. There are different security levels for other personnel for data regarding payments, etc. An audit trail is available which records all transactions on the system and log-in attempts. The system is tamper-proof allowing only limited access to key personnel. Records are maintained both in hard copy and electronically. A fireproof safe is available on campus and a back-up database on another site for security reasons. The system enables reports to be compiled on students, performance per module or semester. Once a month detailed reports are provided to the Academic Board for analysis. All learner records consist of the following information:

Learner’s ID Number (certified copy in file)

Learner’s Qualifications (certified copies on file)

Proof of credits completed

Matriculation Certificate    
Learner record cards

Payment for modules

All correspondence with learners

Certificates awarded by institution

IT System: Microsoft SQL database

Windows Platform

Linked to other branches
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