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ANNUAL REPORTING 2010
INSTRUCTIONS
Please read and follow instructions carefully to ensure compliance with the requirements.
Complete in PRINT.

Clearly mark this submission as ‘AR 2010’ or ‘Annual Report 2010’!
1.
Note that this Annual Reporting Form consists of 2 sections:
· Section A:
Administrative Information:
Complete and update college information on record;
· Section B:
Documentary Proof of Compliance: Checklist to be `completed and VALID proof to be submitted as required.
2.
NOTE:
An Annual Survey is included on a cd for the capture of statistical information with regards to teaching and learning practices.

3.
Please do not FAX or E-MAIL this annual report or any part thereof or any of the documentary proof! 
The annual report form and documentary proof AS WELL AS the statistical information captured with the capturing tool on a cd must be submitted to the Directorate: Private FET Colleges by mail OR via courier OR hand delivered.

Postal Address:
Private Bag X174, PRETORIA, 0001
Delivery:

Department of Higher Education & Training, ROOM 629, Sol Plaatje House, 123 Schoeman Street, Pretoria.

4.
This annual report form AND the annual survey are available for download from the Thutong website.  Instructions in this regard are in the cover letter accompanying this form.
SECTION A:
ADMINISTRATIVE INFORMATION UPDATE
Please note the following definition:

A college is a provisionally registered private education institution with a unique registration number.  As such it is recorded in the Register of Private FET Colleges together with its approved site/s and qualification/s, which appear/s on the registration certificate. 

	1. Legal name of College as registered  
Also provide trading name (if applicable)
	


NOTE!!!  To complete Item 2, please determine the classification of your college according to the categories noted below.  DO NOT USE ANY OTHER CLASSIFICATION!

The institutional types are classified according to the primary service focus of each college.  The classification does not necessarily mean that the college or institution cannot or does not render education and training services in other areas, but only refers to the raison d’etre of the education institution.  Each category is explained below:
Should more than one category apply, select the category that is the PRIMARY FOCUS OF THE COLLEGE.
Category A:
Conventional colleges
Institutions that register/enrol students for FET qualifications, deliver the appropriate curriculum and take responsibility for assessment of learning.  Such colleges also advertise and market their services to the public and students in electronic, print and other media.  Their modus operandi is somewhat similar to that of public FET colleges. 

Category B:
Providers of workplace education and training 
Companies whose primary service focus is not to provide education and training.  However, they apply for registration of their respective training divisions or centres so as to offer FET qualifications to the employees of the company.  As such they do not necessarily market to the public.  The centre or division only registers/enrols company employees for FET qualifications, delivers the appropriate curriculum and takes responsibility for assessment of learning.  The delivery of training is often linked to learnership agreements with SETAs with the aim of developing skills in different economic sectors.
Category C:
Providers of education and training services 
Institutions/companies whose primary focus is to provide education and training services to employees of other companies on a contractual basis.  They register employees of their client companies for FET qualifications, deliver the appropriate curriculum and take responsibility for assessment of learning.  Such institutions/companies deliver their services either at their own sites/campuses or at the sites of their clients.  This category includes companies contracted by SETAs to offer learnerships and they often operate with a consulting focus.

	1. Institutional Type

(Indicate category with a X)
	Category A
	Category B
	Category C


	2. Postal Address 
	3. Physical Address 

	
	

	
	

	
	

	
	

	Postal Code
	
	Postal Code
	

	4. Telephone No
	
	
	5. Fax No
	
	

	6. College Website
	
	7. E-mail
	


	8. Indicate 

	i)  Preferred contact person with regards to registration 
	

	ii)  Preferred mode of communication other than the standard mail (post)
	Fax (Provide number below)                       OR
	E-mail (Provide address below)


	9. Principal/CEO
(Full names and Surname)
	

	10. Designation

(Indicate with a X)
	Principal
	CEO
	Other
(Indicate which)
	Which designation?

	11. Title (e.g. Mr/Ms/Dr Prof)
	
	12. ID No.
	
	
	
	
	
	
	
	
	
	
	
	
	


	13. Details of the Management

	Surname and Initials
	

	Nationality
	
	ID / Passport No
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	

	Surname and Initials
	

	Nationality
	
	ID / Passport No
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	

	Surname and Initials
	

	Nationality
	
	ID / Passport No
	
	
	
	
	
	
	
	
	
	
	
	
	

	Designation
	


	14. Are you accredited by or quality assured by
	Yes
	No

	SANC (South African Nursing Council)?
	
	

	SAPC (South African Pharmacy Council)?
	
	


	15. Are you registered for or intend to offer
	Yes
	No

	NC(V) qualifications (National Certificate Vocational)?
	
	

	City and Guilds qualifications?
	
	

	Trade qualifications?
	
	


	16. Do you have national examination centre status?  
	Yes
	No

	If YES, provide the number/s and address/es of site/s

	Examination Centre Number
	Site/s of Delivery

(Physical Address/es)

	
	

	
	

	
	

	
	

	
	


	17. Do you keep record of/track employment of your students after they have completed the offered qualification/s?
	Yes
	No

	If YES, provide the names of workplaces where previous students are employed

	

	

	

	

	


	18. Any ACHIEVEMENTS of the registered college that you would like to inform the Department about?

	

	

	

	


SECTION B:
DOCUMENTARY PROOF OF COMPLIANCE
Your continued operation as a provisionally registered FET college is subject to compliance with certain requirements of the FET Colleges Act and conditions of registration.  To this effect, you are requested to submit valid documentary proof no later than 30 April 2009 together with the completed Section A of this Annual Reporting Form.

INSTRUCTIONS
Please carefully consider the criteria in order to submit valid documentary proof of compliance.
Note that all copies must be certified by the SAPS!
	Registration Requirement
	Evidence Required
	Criteria for Validity

	1. Quality Assurance
	A copy of the latest Umalusi report or accreditation letter 
OR 
Exception: If experiencing systemic error, proof of accreditation from primary ETQA can be submitted.
	· Report issued by Umalusi
· Accreditation period does expire within 3 months of submission

· Programme approval periods still valid

· Addresses of approved sites correct and all sites recorded in report 
· Approved qualifications correct and all registered qualifications appear in report

	2. Financial sustainability
	Most recent audited annual financial statements
	· Not older than a year since financial year end

· Either original or certified

· Auditor registered with IRBA
· Must comply with the International Financial Reporting Standards (IFRS).

	
	Surety agreement or proof thereof

OR Notification from Bank that surety is still intact 

OR Membership certificate of APPETD Surety Scheme

OR Formal request for exemption
	· Original agreement as issued by a financial services provider or holding company 

· OR Copy if already submitted

· Must still be valid and correct legislation cited 

· It is clear that ‘beneficiaries’ are enrolled students

· Request for exemption and reasons therefore issued on a letterhead and signed by CEO 

	3. Income tax requirement
	Tax clearance certificate (IT 50)
	· Original copy issued by SARS
· Valid for 2010

	4. Occupational health & safety
	Comprehensive report/s for 1st time audit for ALL registered sites
OR Follow-up audit report/s
	· Original or certified copies of such audit reports for ALL sites that the college is registered for
· Issued by an independent OHS auditor or Department of Labour
· Audit report/s must reflect the physical address/es of site/s
· Audit opinion regarding safety is expressed

	5. Information distributed to public/ students/ employees/ clients
	Prospectus OR Brochure

OR Formal request for exemption according to Regulation 21(2) + submit at least Training Calendar/ Plan

AND
Sample copy of letterhead of college

AND
Copy of Notification/ Communiqué regarding registration status 
(Note: This is only required IF NOT previously submitted)
	· Meet requirements of Regulation 21
· Request for exemption and reasons therefore issued on a letterhead and signed by CEO
· Letterhead:  Provisional registration number indicated + expiry date of provisional registration (Regulation 19(b))
· Provisional registration status indicated + FET qualification/s that is/are offered + site/s of delivery

	6. EMIS requirement
	Annual survey completed and information captured onto CD
	· Correctly completed according to the Guide provided 

· Information is saved using the capturing tool


Please complete the following CHECKLIST and submit together with the documentary proof.  On the checklist there is provision to record a previous submission of such evidence in 2009 or to indicate when the required evidence will be submitted.  
HOWEVER, please note that the MONITORING and EVALUATION of COMPLIANCE commences in August 2010 and by then all proof of compliance must have reached the Department.  Therefore NOTE that Annual Report documentation that is submitted after the due date will not be evaluated and the college’s non-compliance will be recorded in that respect.
	CHECKLIST FOR ANNUAL REPORTING ON COMPLIANCE WITH REGISTRATION REQUIREMENTS

	Requirement
	Submit (30 April 2010)
	Cannot submit

Provide 
(i) Reason or explanation
(ii) Date estimated when will submit

	1. Proof of accreditation 
	
	

	2. Latest audited annual financial statements  
	
	

	3. Proof of establishing financial surety 
	
	

	4. Tax clearance certificate
	
	

	5. Occupational health and safety audit report/s
	
	

	6. Information distributed to public/ students/ employees/ clients
· Prospectus/ brochure/ calendar

· Sample copy of Letterhead

· Sample of notification/ communiqué regarding registration status
	
	

	7. Annual Survey CD
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