The online application process: Technical specifications

Who must apply?

Independent schools which are registered or intend to be registered in
accordance with the South African Schools Act, 1996 (Act No. 84 of 1996) and
offer qualifications which are certified by Umalusi.

Where must | apply? www.umalusi.org.za

Umalusi

Www.umalusiorg.za/ v

The CEO Dr Rakometsi peinted out that Umalusi has a specific mandate as outlined
in the GENFETQA Act. Central to this mandate is the responsibility to assure ...

Accreditation Application for Accreditation
Accreditation on the other hand is a Who should apply for accreditation
status granted to a private ... Only private ... The application ..

Step 1.1

1.1 Application for Accreditation
» [Institutions will start the application from Umalusi’'s home page
www.umalusi.org.za by clicking on the “Apply for Accreditation” button.
= |nstitutions have to confirm the “Terms & Conditions”.
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Step 1.2

The following screen will only be displayed if the Institution has confirmed acceptance of the
terms and conditions by clicking on the check box.

Terms & Conditions

| agree to abide by Umalusi’s terms and conditions for accreditation, as outlined below:

¢ | will comply with the requirements and regulations of Umalusi in terms of its mandate, as outlined in the General and Further
Education and Training Quality Assurance Act (Act 58 of 2001) as amended.

¢ | willinform Umalusi of any changes regarding my contact details, physical and postal addresses or any other relevant
information as required by Umalusi.

* | declare that the infarmation | provide in the letter-of-intent is true and accurate.

tter-of-intent is only a screening document intended to establish if my institution falls within the quality
malusi; and does not constitute a formal application for accreditation.

¢ |understand that
assurance sco

stipuloted non-refundable fee. Feedback from Umalusi will be made available upon receipt of proof-of-

thaot decisicns made by Umalusi are final, but that an appeals process (subject to an cppeals fee) may be followed

1 confirm that T have read and understood the terms & conditions.

Step 1.3

Click on the word “SCHOOL"” if you are applying for accreditation.

Terms & Conditions

| agree to abide by Umalusi's terms and conditions for accreditation. as outlined below:

. 1| will comply with the requirements and regulations of Umalusi in terms of its mandate, as outlined in the General and Further
Education and Training Quality Assurance Act (Act 58 of 2001) as amended.

. I will inform Umalusi of any changes regarding my contact details. physical and postal addresses or any other relevant
information as required by Umalusi.

. | declare that the information | provide in the letter-of-intent is true and accurate.

. lunderstand that the letter-of-intent is only a screening document intended to establish if my institution falls within the quality
assurance scope of Umalusi, and does not constitute a formal application for accreditation.

. I agree to pay the stipulated non-refundable fee. Feedback from Umalusi will be made available upon receipt of proof-of-
poyment.

. I understand that decisions made by Umalusi are final, but that an appeals process {su to an cppeacls fee} may be followed
if necessary.

[J1 confirm that I have read and understood the terms & conditions.

[FJE T Provider [A)B E T Provider [S)cHoOOL [Mgnitoring



Step 1.4

The first fime you are using the online system, complete the “New Applicants*
section on the right.

Registration takes place on the following principle: per e-mail address (which
becomes your user name) and password.

Please record your username and password and ensure that someone else in
your organisation has knowledge of it.

Step 1.5

If you have already registered you can log in by using that username and
password to complete the “Existing Applicants” section.

Expression of Intent

- Kindly register by completing the "New Applicants” section

- If you have already registered you can login by completing the "Existing Applicants™ section
* FPlease note your Userpassseas

* *** plegze be sure to| Introductory letter below ==+

Schoods Introductory Letter

Comespondence
= | from UMALUSI
==

Conducting Seff
| Evalaton

[l Guideines for

Password | |

Password | |

Login [Cery | |
First Name | |

Forgat Password su | |
Instifution Name | |

Step 1.6

Welcome to the Dashboard. Please be sure to read the Schools Intfroductory letter by
clicking on the icon as shown on the screen below.

Expression of Intent

+ Welcome to your Dashboard

+ PLEASE NOTE: If you are a provider who has already submitted your Expression of Intent but have just registered, @
dlick on the link to provider link to link your user account to your expression of intent. You may then edit information
as needed

« If you are a new provider who is submitting your Expression of Intent for the first time, click on the Institution
details button to complete your application.

+ PLEASE NOTE: All Expressions of intent that have been submitted to Umalusi cannot be modified unless you have
received communication from Umalusi to amend.

ick on button to edit/view information

=—" schools Introductory Letter A Application Incomplete

[Acplicetion Stams [Message  [Message smmus
Comespondence
from UMALUSI

Guideines for
Conducting Self
Evaluation

Y ) [ [

[11] Institution details




Schools Introductory Letter

5 3 ‘ Council for Quality Assurance in
[J M A L U S l &J General and Further Education and Training
=0

INDEPENDENT SCHOOLS INTRODUCTORY LETTER

31 March 2016

Dear prospective applicant for accreditation

In order to apply for accreditation, it is imperative that you familiarize yourself with the entire
accreditation process and then follow our process online. The purpose of this letter is to
outline our reviewed accreditation process that is implemented from 01 April 2016. This is
part of our review in an effort to continuously improve our service to you.

Guidelines for Conducting Self-evaluation

Council for Quality Assurance in
General and Further Education and Training

M

GUIDELINES FOR CONDUCTING SELF EVALUATION
AND
UPLOADING THE REQUIRED
EVIDENCE

Step 1.7: Expression of Intent

Expression of Intent

* (*) Denctes compulsory fields and are therefore REQUIRED information
* Please be sure to click SAVE only when you have entered ALL information . @
* PLEASE MOTE:You will not be able to save if you have not completed all the required "

information.
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Institution details:

Registered Name™ Urnalusi New

W

EMISho/Registration
number from

Institution Details*

Registered Mame™ Umalusi New
b o
i
provincial department |3243244 |
of education
Esizm Center Numbar |[1/2] <
Registered 25
Independent schoal
with the provincial
department of
Education?
Dioes the school offer
the NSC.CAPS o
prepare leamers for  |[ves v ]
the NCS
axaminztions?
Application Typ= | Mew Application e
Were you part of the
ject for full Mo
Pk
Attend QP Workshop | 7

The following details must be provided by the institution.

No. | Description of detail Entry Type Compulsory
(Yes/No)
Institution Details*
1. EMIS No./Registration number from the Text: Yes
Provincial Department of Education Enter details exactly
as they are entered
on the EMIS certificate
2. Exam Centre Number Text Yes — for
High Schools
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Registered as Independent school with Check box: Yes
the Provincial Department  of Select one of -
Education? Yes/No
Does the Institution offer the NCS.CAPS Check box: Yes
to prepare learners for the NSC Select one of -
examinations? Yes/No
Application Type Drop down menu Yes
Select one:
New Application
Not Accredited
Recommended
Confirmed Candidate
Attend QP Workshop (*Mandatory) Tick box Yes
Were you part of the pilot project for Drop down menu: Yes
full accreditation?2 Select one of -
Yes / No
Provider Type
Provider Type Drop down menu: Yes
Select
“School (Private”
Address
ity I |
Area Code [
Province [Eastern Cape v
Address
ity | |
Area Code [ ]
Province Eastern Cape [
Description of detail Entry Type Compulsory
No. (Yes/No)
Physical Address
1. Address Text Yes
2. City Text Yes
3. Area Code Text Yes
4, Province Drop down list: Yes
Select the province

N.B The physical address that the school is operating from and the physical

address indicated on the EMIS certificate must be exactly the same.

D Postal Address

1. Address Text Yes

2. City Text Yes

3. Area Code Text Yes

4, Province Drop down list - Yes
province

14



Institution Contact Telephone™

Area Code (If Applicable) Number
Area Code (If Applicable) Number
Area Code (If Applicable) Number
Area Code (If Applicable) Number

Email*

Email* (Note® The email provided here will be used by Umalusi in formal

correspondence with the institution)

Alternate Email

Email

No. | Description of detail Entry Type Compulsory
(Yes/No)
5. Institution Contact Text Yes
Telephone number * Enfer the code separate
to the number
6. Institution Alternative Text Yes
Institution number: Can be a cell number
Enter the code separate
to the number
7. Fax number* Text Yes
8. Alternate Fax number Text No
9. E-mail address* Text Yes
Ensure that it is entered
accurately. This is the
email address that will be
used for communication
with the school.
10. | Alternate E-mail address Text No
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Principal Information™

Title

— | |
P— | |
Identity No. | |
——

cell | |

Email

Title Mr W

Name

Surname

Identity No.

Designation

cell

No. | Description of detail Entry Type Compulsory
(Yes/No)
E Principal Information
1. Title Drop down menu Yes
2. Name of Principal/Head Text Yes
3. Surname Principal/Head Text Yes
Only one principal’s
details can be entered in
this section. You will be

able to enter more than

one principal’s details in

the self-evaluation report.
4, Identity No. Text Yes
5. Designation Drop down menu Yes
/. Cell Text Yes
7. E-mail address: Text Yes
F Owner Information
1. Title Drop down menu Yes
2. Name Text: Yes

You can enter the details

of the owner or
chairperson or any other
“key person” in your
school
3. Surname Owner / Text Yes
Chairperson / Key person

4, Identity No. Text Yes
S. Designation Drop down menu Yes
6. Cell number: Text Yes
7. E-mail address: Text Yes

16



Step 1.8: Click on “Save”

Ssave

Step 1.9 : Click on “Next Step”

& Next Step

EEE
L8

Step 1.10

The information you have already entered will be pre-populated in the first few blocks.

17



Registered Name™

Umalusi New

EMISHo/Registration
number from
provincial department:
of education

3243244

Exam Canter Mumber

MSA

Registered 25
Independent schaal

e

Dioes the school offer
the NCS.CAPS to
prepare leamers for
NSC examinations?

True

ApplicationType

New Application

Were you part of the
piu-tpm]e:tfurﬁl

Type of organization™

[ Public Benefit Organisation

fes W

|Ge uteng Education Department

]

b

M

School Lavel [ Combined School Grade 1 - 12 |
Phases |C:-rr|:|ined School Grade 1 - 12 Vl

The following registration details must be provided by the institution:

e —
Type of organization™ |F'L blic Benefit Organisation Vl

Rnpt-u'ud'. == an P
examination c=ntr=

A=zeszment Body |Ea:t=rn Cape= Education Departme=nt i
Dige=s the =chiool offer
the Natianal
",
Curriculum
Statement? / CAPS?

Tuition charged by the E
schaol?

Do you recsive & D
subsidy from the DEE
Dioms the institulion
wish to apply for a

rebate? (reduction on |

School Level [primary Schicol |

Phasz=s |Priﬂ=q‘ Scivool vl
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No. | Description of detail Entry Type Compulsory
(Yes/No)
1. Type of organization: Drop down menu: Yes.
Select one of - Note — For Profit
e Public Benefit Organization (click on organizations do
this is your school is a NPO) not qualify for a
e For profit organization rebate on
accreditation fees.
2. Registered as an Drop down menu: Only schools with
examination centre Select one of - examination
Yes / No number.
3. Assessment Body Drop down menu: Only schools with
Select one of - examinafion
e FEastern Cape Education Department number.
o Western Cape Education Department
e Northern Cape Education Department
e Limpopo Education Department
e North West Education Department
e Gauteng Education Department
¢ Mpumalanga Education Department
e limpopo Education Department
e KZN Education Department
e |EB
o SACAI
4, Does the school offer the | Tick box - click on it if you do.
National Curriculum
Statement / CAPS?
5. Tuition charged by the Tick box — click on it if you do.
school?
6. Do you receive a subsidy | Tick box — click on it if the school receives a
from the DBE subsidy from the DBE / PDE
7. Does the institution wish Tick box — Click on this if you wish to apply for
to apply for arebate? arebate on the accreditation fees.
(reduction on
accreditation fees) - Note:
**Not applicable for This is only for schools which *“not for profit"
monitoring process** organisations.
This is only applicable to applications for
accreditation — not applications for
monitoring.
8. School level Check box: Yes
Select one of:
e Primary school
e High school
o College Grade 10-12
o Combined school 1 to 12
e Combined1to?
e Primary Foundation
9. Phases Check box: Yes

Select one of:

e Primary school
High school
College Grade 10-12
Combined school 1 to 12
Combined 1to 9
Primary Foundation
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The school's enrolment per grade :

Grade 1

Grade 2

Grade 3

Grade 4

Grade 5

Grade 6

Grade 7

Grade §

Grade 9

Grade 10

Grade 11

I

No. | Description of detail Entry Type Compulsory
(Yes/No)
10. | The school’'s enrolment per Text; Yes
grade. Fill in current details

Upload evidence of
receipt of subsidy

"”" Institution details

|

:/j Add Delegates to
8000 Affend Workshop

iew Preliminary Invoice

Step 1.11

Click on each icon to upload necessary documents.
Only ONE document can be uploaded for each, so if there if
more than one document, scan them together into one

document to upload.

Upload Exam Centre
supporting documents

Only applicable to high schools
registered as exam centres.

Upload EMIS Registration
supporting documents

ALL SCHOOLS to upload EMIS
registration supporting documents.
These must be official documents
from the Provincial Department of
Education, and must indicate the
EMIS number, the registered name
of the school, grades the school is
registered to offer, and the
registered physical address of the
school.

Upload financial
statements

Only applicable to schools
requesting a rebatfe on
accreditation fees.

Upload evidence of
receipt of subsidy

Only applicable to schools
requesting a rebate on
accreditation fees.

Upload document to
motivate rebate request

Only applicable to schools
requesting a rebate on
accreditation fees.

Add Delegates to attend
Workshop

Applicable to all schools

20




Step1.12: How to upload

Click on "Browse". Select the file on your computer that you want to upload.
Then click on “Upload”.

* (*) Denotes compulsory fields and are therefore REQUIRED information
* Please be sure to click SAVE only when you have entered ALL information
* PLEASE MOTE:You will not be able to save if you have not completed all the required information.

You are uploading proof of EMIS registration document!
* You can only upload one document

» [f the wrong document has been uploaded, you can delete and reload the
correct ong

I Upload EMIS Registeration Documents™
Browse...
Upload

Upload Exam centre
supporting documents

Upload EMIS Registeration
supporting documents

Upload evidence on why
Subsidy was recieved

Upload document to
molivate rebate request

00000

Once you have uploaded a document, the icon changes to the picture of a bin.
If you have uploaded an incorrect document or you want to change the
document you have uploaded, click on where it says e.g. "“Delete uploaded
exam centre supporting document”.

elete upioaded exam

/’ centre supporting
- . dOocument

Upload EMIS Registration

supporting documents

=
S

Upload evidence of
receipt of subsidy

iew Preliminary Invoice

||||" Institution details

:/":] Add Delegates to
seeoe Aftend Workshop

It the document is correct, then do not click on “Delete”. It says delete when a
document is uploaded. It does not say “delete” because the system is not
accepting it — it is just giving you the option to delete if required.
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Step 1.13: Click on “Add Delegates to Attend Workshop”

e/ | Add Delegatesto
asss Altend Workshop

Registered Name™ Umalusi New
Registration Mo, (CIFC)
EMISMao/Registration number from provincial 3743744

department of education
Exam Canter Number /A
Provider Type

School (Private) w

Delate Mame

@ |Test Delegate
|

QP Attendees* - (If Already Attended QP Workshop)
Delete Nzme Date Attznded

e‘mvv

:«Zl confirm attendance of
#8808 GP Workshop
L]

Step 1.14: Click on “Confirm attendance of QP Workshop”

:/‘:I Confirm altendance of
888 QP Workshep
L]

Step 1.15: Click on “Complete Application”

Complete Application »I

22



Step 1.16: Read the Disclaimer, then click on the “Submit to
Umalusi” icon.

DISCLATMER.:

FLEASE MAKE SURE ALL THE MECESSARY
SUPPORTING DOCUMENTS YOU MEED TO
UPLOAD ARE UPLOADED, ALL APPLICATIOMNS
WITH QUTSTAMNDING DOCUMENTS WILL BE
DISREGARDED.

By clicking on the SUBMIT TO UMALUSI button
below, I acknowledge that all information I am
submitting is FACTUAL and CORRECT.

I will therefore be liable for the relevant
penalties should the supplied Information be
found to be inaccurate and nonfactual.

| q)] submit to Umalusi

The following icon will then display:

Application Complete and
Submitted

You have now completed your “Letter of Intent”.
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Umalusi Online Accreditation

Submiission of Self-Evaluation Report for accreditation

Click on *Apply for Accreditation” - Not “Online Evaluation”

Step 2.1: www.umalusi.org.za

Council for Quality Assurance in Search thic cite n
UMALUSI @ iAbpsesipcans i DO [Socatinn |

Policies

2015020140201302012201102010

Date
15 Jun 2015

18 Nov 2014

29 Sep 2014

02 Sep 2014

30J2n 2013

300ct2012

23 Nov 2011

09 Nov 2011

29 Jui 2011

28 May 2010

Title
Gazette on Policy for Credit Accumutation, Exemption, Recognition and Transfer
Framework for the management of the General and Further Education and Training
Qualifications Framework. a Sub-Framework of the National Qualifications Framework
(NQF)

Palicy for the General and Further Education and Training Qualifications Sub-framework
r the National Senior Certifs

ene nd Further Education and
Qualifications Framework

te for Adults: A Qualification at Level 4 on the
raining Qualifications Sub-framework of the National

Draft policy and criteria for the accreditation of independent schools and assessment bodies

Policy and Criteria for the Quality Assurance, Accreditation and Monitoring of Independent

Schools and Private Assessment Bodies SEARCH

?J:;\ﬁ:’c‘v on the development, registration and review of quaiifications and approval of ACCRED'TED

The draft policy on Credit Accumulation and Transfer (CAT)

Report back on consultations: Policy and criteria for the quality assurance of independent
schools and the accreditation and monitoring of assessment bodies

Policy and criteria for the accreditation of private FET colleges, Adult Learning Centres and Nomination Form
ment Bodies QUALIFICATIONS
REFERENCE GROUP:

Next 10 » Lastpage»

NATIONAL CERTIFICATE (VOCATIONAL) NG (V)

APPLY FOR
o | ACCREDITATION

UMALUS!
ONLINE EVALUATION
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http://www.umalusi.org.za/

Step 2.2

Use the username and password you created previously and log in on the
left hand side, under “Existing Applicants”.

-
Expression of Intent

) the "New Applicants” section

d you can login by completing the "Existing Applicants” section
hnd Password

e Introductory letter below ***

- Kindly register by complet
- If you have already regist
+ Please note your Usernam)|
¢ *=% pPlease be sure to reaq

=== Schools Introductory Letter

= Comespondence
— from UMALUSI

Existing Applicants

Emal | | e I |
- Verdly Possword | |

. FirstNama |
Surame | |

Step 2.3

Click on where it says “Accreditation: Self-evaluation Report for Independent Schools”

Click on button to edit/view information

Application Complete and
Submitted

[Apgheztion Siztis [Memmege [Mesmzge etz

| == Schools Introductory Letter
==

= Comespondence Please select

— . Further Infarmation o os 2557 corrascondance
|=| womumalus [ ;__gf""’““" inkctive/address=d
vpe

(= Guidelnes for -:-;pl cation

= | Conductng Seif ;::E:?LE;_S_“”

(=1 Evaliebon correspzndancs

» Edit Provider Contact

£ Details
0 School Information

Instrument
Accreditation: Self-evaluation Report For
Independent Schools: E&A IS 5A
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Step 2.4

The instrument is now available. The red blocks indicate how many items have
been answered. Aslong as information is still outstanding, the blocks will be red in
colour.

Click on the heading for the evidence you want to submit.

Accreditation: Self-evaluation Report For Independent Schools: E&A IS 5A
1 SCHOOL ETHOS
2 LEADERSHIP; MANAGEMENT AND COMMUNICATION
3 TEACHING AND LEARNING GRADE REGUIREMENTS {Grade 03)
3 TEACHING AND LEARNING GRADE REQUIREMENTS {Grade 04)
3 TEACHING AND LEARNING GRADE REQUIREMENTS {Grade 09)
3 TEACHING AND LEARNING GRADE REQUIREMENTS {Grade 12)
4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [Mathematics Grade 3]

4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [English Grade 3) RS RFELSECES]

(.

TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [Mathematics Grade &) PRSI En]
4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [English Grade &) RS RFELSEEES]

4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [NSTECH Grade &) [UEGR R LR L]

Step 2.5

In this example, the heading ‘1 SCHOOL ETHOS” has been selected. The sub-
headings under each criteria are now visible. Click on one of those to go to the
next step.

o [

1. SCHOOL ETHOS

Council for Quality Assurance in
General and Further Education and Training

Account Settings Log off

1.1. Vision and mission of the school.

1.2. NQF Principles and South African Constitutional values.
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Step 2.6a

The following screen appears.

Home Account Settings Log off

1. SCHOOL ETHOS

1.1. Vision and mission of the school.

Evidence Score  Supporting Documentation Comment

1.1.1. Empty Select files... Good

The prospectus articulating among
other things:

o the vision and mission of the
school,

o values guiding the principles of
the school,

o Historical background and
achievements of the school.

1.2. NQF Principles and South African Constitutional values.

Click on the word “Empty"” under “Score”. A drop down box appears. Select the
score you feel describes your school's compliance with that particular criterion.
(Compulsory).

Click on “Select Files” under “Supporting Documents”. This will allow you to browse to
the file or files on your computer that you want to upload. Click on those to upload
them. (Compulsory).

Click on the space under “*Comment”. You can enter any comment you wish to enter.
This is useful to explain how the evidence you have uploaded meets the requirements
of the criterion. (Optional).

Step 2.6b

Click on the tick to save the text that you have entered, or on the cross to delete the
text.

A “delete” box appears next to each of the documents you have uploaded. This
gives you the option of deleting the document if you have uploaded an incorrect
document. It does not mean that you must click on it —if you click on “delete” it will
delete the document you have uploaded.

1 SCHOOL ETHOS

Evidence Score Supporfing Documentafionddd Comment

AR} Good h’-:i'ﬁ- 'I'H'B;, Not compulsory| ]
The prospectus arficulating among other things:
Rl xDelete
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The addenda can be downloaded from the website, and filled in before uploading
them.

Addendum 1a: 4.3.1

Addendum 1b: 2.7.1

Addendum 1c: 2.5.1

[ 2.5 Premises and Facilifies

Evidence Score  Supporling Documentation Comment

23l S i fies. Empty

Addendum 1C: Premises and facilities template.

Click here to download the addendum

Step 2.7

Once all the required evidence has been submitted for a criterion, the block which was
originally red, will change to green.

Accreditation; Self-evaluation Report For Independent Schools; E&A IS 5A
Eel'eloR2peH] 7 of 2 answered
2 LEADERSHIP; MANAGEMENT AND COMMUNICATION
3TEACHING AND LEARNING GRADE REQUREMENTS (Grads 03) (T
3TEACHING AND LEARNING GRADE REQUREMENTS (Grade 04) (RS
3TEACHING AND LEARNING GRADE REQUIREMENTS (Grads 09)
3 TEACHING AND LEARNING GRADE REQUREMENTS (Grade 12)
4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS (Mathemafics Grade 3)

4 TEACHING AND LEARNING SUBJECT SPECIFIC REQUIREMENTS [English Grode 3) i SR IOYEGE

Step 2.8

The “Submit for Evaluation” button will only turn blue and allow you to submit after payment
has been verified and once evidence has been submitted for every criterion.

The Self-evaluation Insirument is incomplete.

Plecse review all the above criterig, to insure that all the evidence has been scored and have supporiing documents attached.

Payment.

Flecse pay the invoiced amount. If you hove poid please ensure that a proof of payment has been sent to Umalusi's occounts deparment.

Submit for Evaluation
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Step 2.9

Once you have clicked “Submit for Evaluation” the following message will appear

on your dashboard. This is your proof of submission.

Please Note!

We have recieved your Deskiop Self Evalutation Instrument and are currently evaluating it. We will be contacting you shorily to arange a site wisit.

Accreditation: Self-evaluation Report For Independent Schools: E&A IS 5A

ERSHIP; MANAGEMENT AND COMMUNICATION

E REQUIREMENTS

You will no longer be able to access the evidence you have submitted.

Only some of the evidence submitted will be visible if you click on the headings. Do not

be alarmed —it is still available on the server.

TECHNICAL SPECIFICATIONS

® Word, Excel and PDF documents are fine — stick to those types of documents.

® E-mails (.msg extension) and .shs extension cannot open online. Rather copy the
information to a Word document and submit that.

® |arge Word files converted to pdf often make the file smaller.
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