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 Criteria for the Review of Support Services at the Vaal University of Technology

________________________________________________

Ronnie Kundasami
Manager: QPU
Introduction:

The proposed new system for the review of support services by the Quality Promotion Unit (QPU) is as a result of the alignment with the national system currently being implemented by the Higher Education Quality Committee (a permanent subcommittee of the Council on Higher Education).

The system will initiate a series of support services reviews which will deal quite extensively with quality issues. 

The QPU manual will include the policy guidelines and the procedures for the process of reviews of all support units at the Vaal University of Technology. The Support Services Reviews will be made up of the following:

· The Self Evaluation of the support service (Portfolio writing)

· User Surveys and Focus Group Interviews  (where necessary with both students & staff)

· An External Validation process/ External Peer Review

· Remedial Action

· Progress Reports

2. Procedure
Please refer to ‘Guidelines for Reviews of Departments, Programmes and Support Services’ document.

2.1
Review of Support Services

· The criteria and guidelines document will be forwarded to all Senior Directors, Directors and Managers at the beginning of each academic year by the QPU. Support Services will be identified by the QPU for a particular review cycle (i.e. based on a four-year cycle). 

· Please take note that the external review is an ‘evidence led’ exercise, proof 
documents should be made available in order to support the contents of your self evaluation report.
3.
Criteria for the Evaluation of the Support Services Department/s at the VUT

In this section please take note that 3.1 and 3.2 are compulsory and in 3.3 choose the criteria/minimum standards that apply to your support unit/function
3.1
Criterion 1:
(Mission and Vision of Support Service)
The support service is an integral part of the Vaal University of Technology and it complies with the national policies and regulations regarding the provision of higher education in South Africa. The department offering the support service has clearly stated goals, objectives and forms of internal organization to support the functioning of the institution at its optimum.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) The support service department complies with the minimum requirements required by the DoE to support the functioning of the university as a higher education provider.

b) The support service department is part of the institution’s planning process.

Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?
Evidence Required:

· Copies of the departmental and institution mission and vision statements

3.2.2
CRITERION 2
(Resources)
Suitable and sufficient venues and IT infrastructure are available for students and staff in order to support effective support service to both students and staff. Policies are in place to ensure proper management and maintenance of all resources.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) Suitable and sufficient venues are available at all support service departments where the service is being offered.

b) Suitable and sufficient IT infrastructure which meet the requirements of the students and staff are available at all the support units.

c) Realistic funding by the institution supports adequate resourcing of the support services department.

d) Part-time and full-time students have adequate access to and support from the support service department

e) There is adequate staffing to cater for the needs of the various faculties

f) Staff are adequately qualified to render a service of quality
Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Responses to the above minimum standards and proof of annual budget allocation to the support service department.

· Provide an inventory list of all the available resources in the support service department (immovable and movable assets)

3.2
Criterion 3 
This criterion should be addressed individually as per support function indicated below:

3.2.1
Student admission and registration- (applies to Student 
Registration, 
Marketing, Finance-bursaries, loans, etc)

Admission and registration of students is done in an efficient an accurate manner and adheres to the current legislation. Admission and registration of students are in line with the programme’s academic requirements within the framework of widened access and equity

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)

The extent to which the vision and mission statement of the support unit is 
aligned to that of the institution’s vision and mission.

c) Clear strategic goals and performance indicators have been set and approved for this function by the institutional structures.

d) Quality improvement takes into account  customer surveys with regard to vision, mission and strategy

e) Advertising and promotional material contain accurate and sufficient information about the programme with regard to admission policies, completion requirements and academic standards. 

f) Admission and registration is efficiently and accurately administered by the responsible members of staff.

g) Innovative systems are in place to avoid frustrations and lengthy queues (online registrations and websites)

h) All staff are fully conversant with issues relating to admission and registration of students.

i) Staff have the capacity to handle enquiries

j) Facilities are in place to make admissions and registrations for students with disabilities efficient.

k) Systems to provide budget advice and emergency financial assistance are in place.

l) The admission and registration of students is resourced by the following:

· Available budgets

· Suitably qualified  and experienced staff

· Administration control

· Management of function

· Staff development

m) The management of the admission and registration process:
· Update of approved programmes on offer

· Applications process

· Acceptance of registration by academic staff

· Registration process for fist-time students

· Registration process for previously registered students and senior 
students

· Registration process for research and or postgraduate students

· Registration process for foreign students

· Processing of exemptions and credits

· Handling of Recognition of Prior Learning (RPL)

Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service unit/department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Any advertising or promotional material used by the support service department (marketing and registrations- to facilitate easy admissions and registrations.

· Statistics of number of students registered per day

· Reports from ‘help-desk’ members

· Reports from senior students (preferably the SRC) on the admission and registration process at the VUT

3.2.2.
Human Resources

Human Resources staff responsible for the administrative functions of employees of the institution are suitably qualified and have the relevant experience and administrative competence.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit
b)

HR staff have the relevant administrative qualifications / 
experience to function at an optimum level.

c)

The success of performance management across the institution is maintained
d)

Administrative staff have a sound knowledge of institutional HR policies   and procedures regarding appointments, resignations, disciplinary mechanisms, employee benefits, and all other labour related legislation.

e)
The institution and/or other recognized agencies contracted by the 
institution provide orientation and induction for newly appointed HR staff 
members.

f)
Provision is made for regular HR staff development.

g)
Staff profiles reflect equity and redress (race, gender and disability)
i)
Contractual arrangements to the hours and workload of HR staff ensure that service offered by the HR unit does not compromise the quality of delivery at the institution.
l)
HR Staff are updated on a regular basis with new knowledge and skills 
pertaining to the support service they are responsible for.

m)
The management of Human Resources processes in terms of:
· The extent to which the HR vision and mission aligns with the 
institution’s vision and mission statements

· Resources indicated in 3.2 above.

· Implementation of policies and procedures

· Extent to which strategic goals are being met

· Quality improvement in terms of customer feedback (surveys)

· The effectiveness and efficiency of record –keeping

· The success of performance management within the unit

· Staff Composition plan (organogram of institution, new posts 
control and records thereof, job descriptions and job grading)

· Staffing (recruitment and selection, appointments (permanent / 
temporary/contract), orientation and probation, salaries and 
benefits, general conditions of service, leave management)

· Performance appraisal (objectives setting, staff appraisal. Career 
development, feedback to staff, staff development initiatives)

· Disciplinary Measures

· Equity and transformation process/plans

· HIV & AIDS Awareness

· Disability Handling

· Sexual Harassment

· Labour Relations Legislation & Practices

· Organisational Culture Management

Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures manual for the support service department

· Profile of staff complement in the support service department and their respective qualifications (including taking cognizance of issues relating to equity and redress: gender, race and disability)

· Proof of orientation and induction for new staff

· Provide evidence of staff development initiatives (needs analyses; conferences; workshops; seminars; training)

· Provide statistics on part-time: full-time staff ratios of the HR unit
· Provide evidence on how contractual arrangements do not compromise the quality of the service

· The Executive Director to provide evidence i.t.o. of (m) above and how these are used in improvement measures
· Provide evidence on how the funding of the HR Unit is sufficient/insufficient

3.2.3
Examinations and Certification

The Support Service department has effective administrative services that support the students in preparing for the examinations (examination time tables, venues for writing, etc.) and for providing the necessary certification to the graduates at the completion of his/her study at the VUT and have systems in place to prevent fraudulent issuing of certificates, etc.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit

b) The support service department has a robust information system that provides reliable information on the following:

· Venues, timetables, access to all student support services

· Records of the students who have successfully completed qualifications at the VUT 

· Records of students who have failed/dropped out of the system.
c) There are clear and efficient ways in place to ensure processing and issuing of certificates and to prevent fraud or illegal issuing of certificates

d) The extent to which the support unit’s vision and mission aligns to the institution’s vision and mission statements

e) Management of the support unit includes:

· Implementation of policies and procedures

· Quality improvement as result of feedback from surveys (students, 
staff and other stakeholders)

· The effectiveness and efficiency of handling exemptions, credits 
and recognition of prior learning

· The quality of approved and accredited assessors and moderators

· The effectiveness and efficiency of assessment committees

· The effectiveness and efficiency of internal and external 
assessment 
processes (examinations, continuous assessments, 
finalisation of 
CA marks, capturing of marks on the IT system)
· The quality of feedback from internal and external assessors

· The effectiveness and efficiency of internal and external 
moderators (pre and post examinations/tests and 
research/postgraduate students)

· The effectiveness and efficiency of the handling of marks, the correctness in capturing on the IT system and security of marks, storage of papers, etc.

· The effectiveness and efficiency of the remarking process, the 
supplementary examinations (timetables, venues, invigilators, etc)

· The processing and publication of results and communication 
systems to inform students.
· The effectiveness and efficiency of the certification process ( guard against fraud, security of certification

· Update and renewal of programme offered at the VUT

· Handling of failures and applications for ‘remarking’

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the support service department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the examinations and certification policies of the VUT

· Copies of examination timetables over the past three years

· The quality of the examination venues (spacing; seating; proper ventilation; adequate emergency exits; fire fighting equipment; emergency evacuation plans at strategic points; lighting, etc.)

· Records of students who have graduated over the last three years

· Evidence of the way in which the support service department dealt with students found guilty of malpractices during the examinations.

· Evidence of what appeals procedures exist for students who are not satisfied with their results or assessments.

· Evidence of how students’ results are distributed and when are they withheld.
3.2.4
Student Counselling

The support service department is effectively coordinated by the senior personnel or Head of the Department and provides an efficient and reliable service to the staff and students.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

b) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:
· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

c) There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit

d) The Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring the psychological stability of students and staff at the campus.

e) There is constant review of the system with a view to continued improvement and quality assurance

f) Opportunities for student and staff  input and participation are given effect in order to add value to the service

g) There is adequate support from all other support services within the institution

h) The support function is adequately resourced in terms of:

· Available budgets

· Information systems and technology

· Suitably qualified and experienced staff

· Administration control

· Office space, workstations and facilities

· Management of functions

· Staff development

i)
Management of the support unit includes:

· Implementation of policies and procedures

· Quality improvement as determined by feedback from surveys 
(staff and students)

· Effective and efficient support to students and staff in terms of 
counselling needs, career guidance and crises response

Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Staff profile of the unit and qualifications of registered institutional counsellor

· Copies of the policies and procedures manual for the support service department
· A counselling roster indicating the number of counselling sessions that have taken place over the past three years.

· Evidence of communication (general trends without compromising counsellor-student confidentiality) regarding the outcome of counselling sessions with other support units with a focus on improvement

3.2.5
Student Health Service

The student health service is an efficient, reliable and cost effective service rendered to students throughout the study life of the student at the VUT.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring the psychological stability of students at the campus.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student input and participation are given effect in order 
to add value to the service

f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the students of 
the VUT.
h)
There is an effective system for students to pay for the service rendered.
i)
 The staff are professionally trained to execute their functions within the 
support service department.
j)
The unit is adequately resourced for the number of students enrolled at the 
institution, in terms of the following:
· Available budgets
· Information systems and technology

· Suitably qualified and experienced staff

· Administration control

· Office space, workstations and facilities

· Management of functions

· Staff development

k)
Evaluate the extent to which primary health care systems are in place, the management of crises response, the provision of effective family planning service and other general clinic operations.
Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures manual for the support service department

· Profile of the staff (qualifications and experience as nurses)

· Tariffs for medical assistance rendered by the staff of this support service department. How are students who are not capable of paying treated?

3.2.6
Student ACCOMMODATION AND CATERING
The student residence facility provides an efficient, reliable and cost effective service to students throughout the study life of the student at the VUT.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring a safe and healthy environment at the campus.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student input and participation are given effect in order 
to add value to the service.
f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the students of 
the VUT.
h)
There is an effective system for students to pay for the service rendered.
i)
 The staff are professionally trained to execute their functions within the 
support service department.

j)
The unit is adequately resourced for the number of students accomodated 
at the residence facility of the institution, in terms of the following:

· Available budgets

· Study Facilities

· Suitably qualified and experienced staff

· Administration control

· Room Allocation

· Management of functions

· Staff development

k)
Evaluate the extent to which supervision of the residence facility and catering systems are in place and the management of crises response.

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the support service department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?
Evidence Required:

· Copies of the policies and procedures manual for the support service department

· Profile of the staff (qualifications and experience as nurses)

· Copies of Residence Rules and Regulations

· Records of management of disputes regarding service, student disagreements, willful damage to property, substance abuse by students, expulsions from residence, etc.

· Plans to improve service, security and expansion of the residence facility.
3.2.7
Finance

There is an effective and reliable system that manages the finances of the institution and promotes an institution that offers a quality learning experience for students and quality working environment for all staff at the VUT. The finance department functions within the rules, regulations and policies as defined by the legislation of the country.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Funding control

· Levies control

· Budget control and link to strategic plan

· Investment control / planning

· Debtors and Creditors control

· Income and expenses control

· Asset control

· Purchasing and issue control

· Salaries and benefits control

· Cashier control

· Travel control

· Statutory control

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the financial policies and procedures of the institution

· A broad outline of the budget allocations to the various departments across the institution

· Data for the last three years on the number of bursaries/ loans/scholarships allocated/offered to students

· Audited reports for the last three years of the Support Unit

· An improvement report and progress report on the recommendations made in the auditor reports of the last three years.

· A list of preferred auditors used by the support unit over the last three years.

3.2.8
SPORTS AND RECREATION
Various sporting activities and forms of recreation are in place to ensure a campus environment conducive for higher learning.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring a safe and healthy environment at the campus.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student and staff input and participation are given effect 
in order to add value to the service.
f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the students of 
the VUT.
h)
 The staff are professionally trained to execute their functions within the 
support service department.

j)
The unit is adequately resourced for the number of enrolled at the institution, in terms of the following:

· Available budgets

· Suitably qualified and experienced staff

· Administration control

· Management of functions

· Staff development

k)
Management of the support unit includes the following:

· The extent to which the vision and mission statements of the unit 
are aligned to the institution’s vision and mission statements.
· Quality improvement with reference to feedback from student and 
staff surveys

· Tender Process management

· Hiring of facilities

· Transporting of students to and from sporting activities
Evaluation

At the end of each criterion there must be a critical reflection on what are some of the deficiencies being experienced and what are the strengths of the support service department. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures manual for each of the support service department

· Staff profiles of the support unit

· Proof of improvement measures to sports facilities on the main campus and other sites of delivery

· Proof of fixtures played over the last three years

· Proof recreational activities undertaken over the last three years

· Minutes of meetings for the last three years of the support unit
· Evidence of feedback from surveys being utilised to improve the quality of the support unit
· Copies of allocated budgets for the support unit.(just the annual amount allocated per financial year)
3.2.9 
Library

An elaborate IT infrastructure, adequate library resources and suitable and sufficient venues and efficient services are in place to ensure a conducive environment for the enhancement of teaching and learning.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The senior personnel or Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring a safe and healthy environment at the campus.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student and staff input and participation are given effect 
in order to add value to the service.
f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the students of 
the VUT.
h)
 The staff are professionally trained to execute their functions within the 
support service department.

j)
The unit is adequately resourced for the number of students accomodated 
at the facility of the institution, in terms of the following:

· Available budgets

· Suitably qualified and experienced staff

· Administration control
k)
The extent to which the vision and mission statements of the unit 
are aligned to the institution’s vision and mission statements.

l)
Implementation of policies and procedures.
m)
Quality improvement with reference to feedback from student and 
staff surveys (the level of satisfaction of employers with resource centres.
n)
The effectiveness and efficiency of library committees.
o)
The effectiveness and efficiency of funding application and administration.
p)
Management of the support unit includes the following:

· Cataloguing and indexing

· Inter-library loans

· Monitoring and utilisation of the resource centre 

· Communication and promotion of the resource centre
· Copyright issues

· Photocopying service

· Stock renewal

· Suitable and sufficient venues for a library facility are available at 
all official sites of learning.
· There is sufficient and suitable IT infrastructure, for example, 
computers, printers, software, databases and internet facility.

· There is a sufficient number of support staff in the library to assist 
both students and staff (Subject Librarians).
· Students on and off campus have access to the library service via 
the internet.
· Staff development takes place regularly in order to improve skills 
and knowledge of staff.

· The director utilises all management information generated 
through external reviews for improvement.
· There is an adequate and wide variety of resources (especially 
book material) as well as a range of databases available to students 
for research work.

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?
Evidence Required:

· Copies of the policies and procedures manual for each of the support service department

· Staff profiles of the unit

· Proof of staff development initiatives over the past three years

· A copy of the budget allocation for the support unit over the last three years

· A copy of purchases (i.e. books and other related material) made for each academic year which includes satellites)

· A detailed list of library book resources, a list of the available databases for student and staff use, the area (in m²) of the various venues utilised solely for library use, a list of the number computers available for student/staff use in the library per official site of learning.

· Proof of improvement initiatives resulting from staff/student feedback or QPU reviews.

· Proof of staff development initiatives

· Proof of participation of the unit within other national library consortia and the benefits yielded from such engagements

3.2.10 
RESEARCH
Research functions and processes are supported and developed in a way that assures and enhances quality, and increases research participation, research productivity and research resources
In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The senior personnel or Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring high quality research output.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student and staff input and participation are given effect 
in order to add value to the service.
f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the students of 
the VUT.
h)
 The staff are professionally trained to execute their functions within the 
support service department.

j)
The unit is adequately resourced for the number of students enrolled at the 
institution, in terms of the following:

· Available budgets

· Suitably qualified and experienced staff

· Administration control

k)
The extent to which the vision and mission statements of the unit are aligned to the institution’s vision and mission statements.

l)
Quality improvement with reference to feedback from student and 
staff surveys (the level of satisfaction of employers with the research unit).
m)
The management of the support unit includes the following:

· Research policies and plans in line with institutional goals

· Criteria for the evaluation and approval of research proposals
· Policies that support and monitor the development of novice 
researchers, especially Black and women researchers

· Guidelines for postgraduate students

· Research assessment

· Policies and criteria for access to allocation of funding for 
Research 

· Liaison with commerce and industry on applied research and its 
promotion within the institution

· Policies and regulations regarding research outputs

· Effective mechanisms and structures to ensure the quality of 
research

· Strategies to evaluate, monitor and track the impact of research

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures manual for the support service department

· Staff profiles of the unit

· Proof of staff development initiatives over the past three years

· A copy of the budget allocation for the support unit over the last three years

· Proof of research output for both students and staff over the past three years

· Proof of graduation rates of postgraduate students over the past three years

· Proof of improvement initiatives resulting from staff/student feedback or QPU reviews.

· Proof of participation of the unit within other national research seminars or conferences nationally or internationally

· Proof of outside funding (NRF, etc) awarded to students of the institution over the past three years.

3.2.11
INTERNATIONAL RELATIONS

The International Relation’s functions and processes are supported and developed in a way that assures and enhances quality, and increases foreign student enrolment and participation
In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a)
There are handbooks that adequately define policies and procedures of the 
support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the  unit

b)
There are clear strategic goals and performance indicators approved by institutional leadership and can adequately cater for future needs of the unit.
c)
The senior personnel or Head of the Support Service Department operates within a framework of agreed-upon mandate ensuring high quality service.

d)

There is constant review of the system with a view to continued 
improvement and quality assurance.
e)

Opportunities for student and staff input and participation are given effect 
in order to add value to the service.
f)

There is adequate support from all other support services within the 
institution.
g)
There is an efficient, reliable and cost effective service to the foreign 
students of the VUT.
h)
 The staff are professionally trained to execute their functions within the 
support service department.

j)
The unit is adequately resourced for the number of foreign students 
enrolled at the 
institution, in terms of the following:

· Available budgets

· Suitably qualified and experienced staff

· Administration control

k)
The extent to which the vision and mission statements of the unit are aligned to the institution’s vision and mission statements.
l)
Quality improvement with reference to feedback from foreign students and staff surveys (the level of satisfaction).
m)
The management of the support unit includes the following:

· International liaison

· International linkages and co-operation

· International accreditation

· International projects

· Student exchange services

·  Bilaterals/agreements (SADC)

· Criteria for the evaluation of International students

· Collaboration with Department of Home Affairs

· Collaboration with Education Departments of neighbouring 
countries to verify certification

· Member of National Bodies for International Students

· Policies that support and monitor the progress of foreign students
· Handbooks for international students (Registration, fees, 
accommodation, visas, medical aid, international bursaries, etc.)
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures manual for each of the support service department

· Copies of Internal memberships

· Copies of Collaborative Agreements between VUT and other countries

· Copy of Department of Home Affairs Policies regarding foreign students

· Staff profiles of the unit

· Proof of staff development initiatives over the past three years

· A copy of the budget allocation for the support unit over the last three years

· Lists of enrolled foreign students and graduates for the last three years

· Proof of orientation workshops for foreign students

· Proof of improvement initiatives resulting from staff/student feedback or QPU reviews.

· Proof of participation of the unit within other national seminars/conferences for foreign students

3.2.12
corporate affairs & corporate communication
There is an effective and reliable system that manages the development of the institution and promotes an image of a quality learning institution for students. The department functions within the rules, regulations and policies as defined by the policies of the institution.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

f) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

g) The vision and mission statements of the unit are aligned to the institution’s vision and mission.
h) There are clear strategic goals and performance indicators approved by the leadership of the institution.
i) The unit is adequately resourced, in terms of :

· Available budgets

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

j) The management of the support unit includes the following:

· Fundraising

· Marketing services 

· Public Relations services

· Publications Control

· Corporate identity

· Media Liaison

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the support unit
· Proof of staff development initiatives over the last three years

· A broad outline of the budget allocations to the support unit (annual allocation only)
· Data for the last three years on the number of sponsorships secured
· Proof of seminars/ workshops/ school visits etc. to market the institution over the last three years.

· Proof of major events coordinated by the support unit

· Plans to maintain and improve the corporate identity of the institutions over the last three years

· Proof of media liaison with relevant media houses over the last three years

· Stakeholder feedback (surveys/interviews) of the strategy being used by each of the support units at the VUT

· Proof of any additional material that supports the optimum functioning of the support unit
3.2.13
COMMUNITY ENGAGEMENT
There is an effective and reliable system that manages the Community Engagement and promotes development within the immediate communities of the Vaal University of Technology and promotes an image of  quality learning. The Community Engagement department functions within the rules, regulations and policies as defined by the policies of the institution.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

k) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

l) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

m) There are clear strategic goals and performance indicators approved by the leadership of the institution.

n) The unit is adequately resourced, in terms of :

· Available budgets

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

o) The management of the support unit includes the following:

· Securing sponsorships/ Fundraising

· Feeding Programmes

· Skills Teaching Programmes

· Monitoring of intervention in communities

· Undertake a needs analysis of stakeholders

· Community service planning (linked to institutional plans)

· Implementation management

· Facilities control and contribution to community service from each 
department

· Publication and promotion of activities to all stakeholders 
(including sponsors, if any)

· Evaluation of impact of such services on local communities (i.e. 
baseline study first followed by impact of intervention)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the community engagement policies and procedures of the support unit.
· Proof of staff development initiatives over the last three years.
· A broad outline of the budget allocations to the support unit

· Records for the last three years on the number of sponsorships secured.
· Proof of seminars/ workshops/ community visits etc. to enhance the community engagement of the institution over the last three years.

· Plans to maintain and improve the quality of life of those communities where intervention has been made over the last three years.
· Proof of publications (i.e. newsletters, articles in local newspapers, etc.) over the last three years.
· Stakeholder feedback (surveys/interviews) of the community engagement’s impact on the institution and communities.
· Proof of any additional material that supports the optimum functioning of the department

3.2.14
COoperative education

There is an effective and reliable system that manages the Cooperative Education needs of the faculties and promotes development within the institution and fosters quality learning. The Cooperative Education department functions within the rules, regulations and policies as defined by the policies of the institution.

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· There are effective and efficient advisory boards

· The extent to which outcomes for WIL are being met

· The effective and efficiency of placement, monitoring and 
evaluation of students

· The success of Quality Promotion within the support unit

· The roles and responsibilities of staff, students and employers for 
WIL

· The assessment process for WIL (documentation required, 
logbooks, moderation, responsibilities of staff, students and 
employers, administration and record keeping of results, feedback 
to students and employers)

· Links with national agencies to secure placements for students

· Publication and promotion of activities to all stakeholders 
(including sponsors, if any)

· Evaluation of impact of such services on employers, students 
and staff.
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths in the programme are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the cooperative education policies and procedures of the support unit.

· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the number of placements secured.

· Records of students who passed / failed WIL over the past three years

· Records of students who have still not graduated due to non-completion of WIL.

· Proof of seminars/ workshops/ industry visits etc. to enhance the stakeholders of the institution over the last three years.

· Plans to maintain and improve the quality of WIL.

· Proof of publications (i.e. newsletters, articles in local newspapers, etc.) over the last three years.

· Stakeholder feedback (surveys/interviews) of the cooperative education unit’s engagement’s impact on the institution and industry.

· Proof of any additional material that supports the optimum functioning of the department

3.2.15
QUALITY PROMOTION UNIT

There is an effective and reliable system that quality assures and promotes development across the institution and promotes an image of a quality learning institution. The Quality Promotion Unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology that enshrine the basics of a quality education. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

f) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

g) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

h) There are clear strategic goals and performance indicators approved by the leadership of the institution.

i) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms
· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

j) The management of the support unit includes the following:

· Managing the congruency of the unit’s policy with the institution’s 
goals of outcomes-based education

· Ensuring that the internal quality assurance mechanisms are 
adequate for the purposes of reviews

· Ensuring that regular monitoring and evaluation takes place of:
i. Faculties

ii. Academic Departments

iii. Non Academic Departments

iv. Students

v. Educational specialists

vi. Industry

vii. Professional bodies

viii. Alumni

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the quality assurance policies and procedures of the support unit.

· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the external reviews of academic and support units.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the institution over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of teaching and learning, research and community engagement at the VUT over the last three years.

· Proof of publications (i.e. newsletters, articles in local newspapers, etc.) over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the support and academic departments over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.16
CURRCIULUM DEVELOPMENT

There is an effective and reliable system that strengthens curriculum development and promotes development in general across the institution. The Department of Curriculum Development (DCD) functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

k) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

l) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

m) There are clear strategic goals and performance indicators approved by the leadership of the institution.

n) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

o) The management of the support unit includes the following:

· Implementation of policies and procedures

· Institutional programmes (reflected in PQM profile of the institution) are congruent with the minimum requirements as prescribed in the HEQF.

· Managing the congruency of the unit’s policy with the institution’s 
goals for outcomes-based education

· Effectiveness and efficiency of the curriculum development 
process

· The effectiveness and efficiency of programme accreditation 
processes

· Needs analysis for the curriculum development process to all 
stakeholders

· Mechanisms are in place to ensure an effective and efficient curriculum development process

· Establishment of the curriculum for the learning programme

· Workshops/seminars on the Interpretation and implementation of level descriptors

· Establishment of assessment criteria

· Modularisation of learning programmes

· Collaboration and communication with the DoHET, SAQA and the 
CHE/HEQC

· Workshops and training of academic staff in terms of the new HEQF

· Workshops and training in the application for new programmes and the submission of revised programmes

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the curriculum development policies and procedures of the support unit.

· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the external reviews of academic and support units.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the institution over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of teaching and learning, research and community engagement at the VUT over the last three years.

· Proof of publications (i.e. newsletters, articles in local newspapers, etc.) over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the support and academic departments over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.17
POSTGRADUATE STUDIES

There is an effective and reliable system that strengthens postgraduate students and staff and promotes development in general across the institution. The Postgraduate Centre functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Learning Outcomes are congruent with the level descriptors of 
the respective NQF levels.

· Managing the congruency of the unit’s policy with the institution’s 
goals for research output

· Effectiveness and efficiency of the postgraduate centre

· There is an institutional policy for postgraduate supervision

· Staff development is provided for novice researchers, supervisors 
and co-supervisors

· Supervisors are appointed according to selected criteria

· Roles and responsibilities of supervisors are in place

· Quality assurance of the postgraduate centre is done via feedback 
from stakeholders (surveys)

· Staff and students are familiar with the assessment criteria

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the postgraduate centre

· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the external reviews of academic and support units.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the postgraduate centre over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of research at the VUT over the last three years.

· Proof of publications (i.e. accredited journals (national/international, conference presentations-national /international) over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the support and academic departments over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.18
aLUMNI

There is an effective and reliable system that strengthens postgraduates of the institution and keeps them abreast of the latest developments. It also creates an opportunity for graduates to reflect on their experience on a continuous basis. The Alumni Office functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

f) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

g) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

h) There are clear strategic goals and performance indicators approved by the leadership of the institution.

i) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

j) The management of the support unit includes the following:

· Implementation of policies and procedures

· Effectiveness and efficiency of the alumni office

· There is an institutional policy for alumni

· Staff development is provided for improving the service of the   Alumni office

· Roles and responsibilities of Alumni staff are in place

· Quality assurance of the Alumni Office centre is done via feedback 
from stakeholders (surveys)

· Graduates are familiar with the service offered by the office
At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department/unit are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Alumni Office
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the Alumni Data Base.

· Proof of Staff attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Alumni Office over the last three years.

· Proof of workshops/seminars/training conducted with graduates to enhance quality

· Plans to maintain and improve the quality of service of the Alumni Office over the last three years.

· Proof of Newsletters or any other correspondence to graduates over the last three years.

· Graduate feedback reports (Graduate Destination Surveys) of the the VUT and the Alumni Office over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the Alumni Office
3.2.19 Learner Support
(a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

(b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

(c) There are clear strategic goals and performance indicators approved by the leadership of the institution

(d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

(e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for learner support

· Effectiveness and efficiency of the support unit

· There is an institutional policy for learner support

· Development is provided for novice tutors

· Roles and responsibilities of tutors are in place

· Quality assurance of the learner support unit is done via feedback 
from students (surveys)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Learner Support Unit
· Proof of tutor training initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the learner support unit over the last three years.

· Plans to maintain and improve the quality of the learner support unit.

· Student feedback reports (surveys/interviews) of the support unit.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department/unit

3.2.20 UNIT FOR PREPARATORY PROGRAMMES
(a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

(b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

(c) There are clear strategic goals and performance indicators approved by the leadership of the institution

(d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function of Staff Development

(e)  The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for academic staff development
· Effectiveness and efficiency of the support unit

· There is an institutional policy for staff development opportunities
· Roles and responsibilities of staff are in place

· Quality assurance of the UPP is done via feedback 
from students and staff via surveys

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Unit for Preparatory Programmes
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last external review of the unit
· Proof of attendance to seminars/ workshops/ conferences (on a national level/international level) to enhance the quality of the service of the UPP over the last three years.

· Plans to maintain and improve the quality of the UPP in the future
· Staff and student feedback reports (surveys/interviews) of the UPP over the last three years.

· Copies of annual/quarterly reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the UPP
3.2.21
CoMPUTER SUPPORT (IT SERVICES)
There is an effective and reliable system that strengthens it Infrastructure of the institution. The Computer Support Centre functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

k) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

l) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

m) There are clear strategic goals and performance indicators approved by the leadership of the institution.

n) The unit is adequately resourced, in terms of :

· Available budgets for implementation of IT services
· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

o) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s goals to provide sophisticated and the latest Information Technology
· Effectiveness and efficiency of the IT services centre
· There is an institutional policy for IT services
· Staff development is provided for new staff
· Quality assurance of the IT Services centre is done via feedback 
from stakeholders (surveys)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the IT services unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the external reviews of the IT services unit.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the IT services unit over the last three years.

· Proof of workshops/seminars/training conducted with students/staff to enhance quality

· Plans to maintain and improve the quality of IT service at the VUT over the last three years.

· Feedback reports (surveys/interviews) of the support and academic departments over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.22
Short Learning Programmes
There is an effective and reliable system that strengthens and promotes development and presentation of short learning programmes across the institution and to outside agencies. The Short Learning Programmes unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

p) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

q) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

r) There are clear strategic goals and performance indicators approved by the leadership of the institution.

s) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

t) The management of the support unit includes the following:

· Implementation of policies and procedures

· Learning Outcomes are congruent with the level of the Short Learning Programme.

· Managing the congruency of the unit’s policy with the institution’s 
goals for providing a reliable service to staff students and industry/the community
· Effectiveness and efficiency of the Short Learning Programmes Unit
· There is an institutional policy for Short Learning Programmes
· Staff development is provided for staff of the unit
· Roles and responsibilities of staff are in place

· Quality assurance of the unit is done via feedback from stakeholders (surveys)

· Students are familiar with the assessment criteria

· All Short Learning Programmes are entered into a well managed database

· All funds accumulated via the Short Learning Programmes are properly accounted for and have been audited

· Examinations & Certification is regulated by institutional rules and regulations

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Short Learning Programmes Unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit (annual allocations only)
· Records for the last three years on the external reviews of the unit.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the SLP unit over the last three years.

· Proof of workshops/seminars/training conducted with staff/students/outside agencies to enhance quality

· Plans to maintain and improve the quality of the unit at the VUT over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the unit over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.23
TEACHING DEVELOPMENT

There is an effective and reliable system that strengthens staff and promotes development in general across the institution. The Teaching Development Unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for Teaching and Learning output

· Effectiveness and efficiency of the Teaching Development unit
· There is an institutional policy for Teaching Development
· Staff development is provided for newly appointed staff
· Supervisors are appointed according to selected criteria

· Roles and responsibilities of lecturers are in place

· Quality assurance of the Teaching Development Unit is done via feedback from stakeholders (surveys)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Teaching Development Unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit (annual limit only)
· Records for the last three years on the external reviews of the unit
· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Teaching Development (TD) unit over the last three years.

· Proof of workshops/seminars/training conducted with staff to enhance quality

· Plans to maintain and improve the quality of TD at the VUT over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the unit over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.24
FINANCE
There is an effective and reliable system that strengthens the Finance Department and promotes development in general across the institution. The Finance Department functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitably qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for financial management
· Effectiveness and efficiency of the Finance Dept
· There is an institutional policy for Finance
· Staff development is provided for newly appointed staff
· Quality assurance of the Finance Dept is done via feedback 
from stakeholders (surveys)

· Staff and students are familiar with the assessment criteria

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Finance Dept
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the Finance dept.(Annual limit only)
· Records for the last three years on the external reviews of unit.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Finance Dept centre over the last three years.

· Proof of workshops/seminars/training conducted with staff of the VUT to enhance quality

· Plans to maintain and improve the quality of Finance at the VUT over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the Finance Dept over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.25
Sports Academy

There is an effective and reliable system that strengthens the Sports Academy and promotes development in general across the institution. The Sports Academy functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for the implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for sports excellence

· Effectiveness and efficiency of the Sports Academy

· There is an institutional policy for the Sports Academy

· Staff development is provided for newly appointed staff

· Quality assurance of the Sports Academy is done via feedback 
from stakeholders (surveys)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Sports Academy

· Proof of staff and student involvement over the last three years.

· A broad outline of the budget allocations to the support unit (annual limits only)

· Records for the last three years on the external reviews of the Sports Academy.

· Proof of attendance to seminars/ workshops/ conferences/sporting events, etc. to enhance the quality of the Sports Academy over the last three years.

· Proof of training sessions conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of the Sports Academy at the VUT over the last three years.

· Proof of publications over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the Sports Academy over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.26
SPORTS & RECREATION
There is an effective and reliable system that strengthens the Sports and Recreation unit and promotes sports and recreation in general across the institution. The Sports and Recreation Unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for student and staff participation in as many forms of sports and recreation
· Effectiveness and efficiency of the Sports & Recreation unit
· There is an institutional policy for Sports & Recreation
· Staff development is provided for newly appointed staff
· Roles and responsibilities of staff are clearly spelt out
· Quality assurance of the Sports & Recreation Unit is done via feedback from stakeholders (surveys)

Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Sports & Recreation Unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit (annual limits only)
· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Sports & Recreation Unit over the last three years.

· Proof of events or tournaments arranged for students or staff of the VUT
· Plans to maintain and improve the quality of sports and recreation at the VUT over the last three years.

· Proof of publications (i.e. newsletters; media publications, etc.) over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the unit over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.27
FINANCIAL AID BUREAU(FAB)
There is an effective and reliable system that addresses the plight of students and promotes access to higher education at the VUT. The FAB functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Providing opportunities for the application of additional funding or loans facilities to gain access into higher education.

· Managing the congruency of the unit’s policy with the institution’s and the national goals for student access to higher education
· Effectiveness and efficiency of the FAB
· There is an institutional policy for the FAB
· Staff development is provided for newly appointed personnel
· Roles and responsibilities of staff are in place

· Quality assurance of the FAB is done via feedback 
from stakeholders (surveys)

· Staff and students are familiar with the processes and procedures of the FAB
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Financial Aid Bureau (FAB)
· Proof of staff development initiatives over the last three years.

· Statistics of the last three years of students who have received financial aid and the number of those students who have dropped out of the system
· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the FAB over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to familiarize them with the processes and procedures of the FAB
· Plans to maintain and improve the quality of the FAB at the VUT over the last three years.

· Proof of publications  over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the staff and students over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.28
STUDENTS’ REPRESENTATIVE COUNCIL

There is an effective and reliable system that strengthens and promotes communication and working relationships between staff, students and the Senior Management of the VUT. The SRS functions within the rules, regulations and policies as defined by the policies and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced senior students in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Portfolio development

e) The management of the SRC includes the following:

· Implementation of policies and procedures

· Creating an ideal environment for student learning and participation in all other activities of the institution

· Negotiating with Senior Management on matters relating to the welfare of students

· Managing the congruency of the SRC’ policy with the institution’s 
goals for research output

· Effectiveness and efficiency of the SRC
· Ensuring that free and fair elections are conducted on an annual basis
· Incoming SRC members are exposed to induction programmes

· Roles and responsibilities of SRC portfolios are in place

· Quality assurance of the SRC is done via feedback 
from stakeholders (surveys)

· Staff and students are familiar with the members of the SRC and the portfolios they represent
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the SRC
· Proof of SRC development initiatives over the last three years.

· Proof of attendance to induction programmes over the last three years.

· Proof of workshops/seminars/training conducted with SRC members
· Plans to maintain and improve the quality of the SRC function.

· Proof of SRC publications  over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the SRC over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the SRC
3.2.28
GRAPHIC DESIGN

There is an effective and reliable system that strengthens the Graphic Design unit and promotes development in general across the institution. The Graphic Design Unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

u) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

v) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

w) There are clear strategic goals and performance indicators approved by the Director: Curriculum Development & PQM (Centre for Academic Development).

x) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitably qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

y) The management of the support unit includes the following:

· Implementation of policies and procedures

· Managing the congruency of the unit’s policy with the institution’s 
goals for graphic design output

· Effectiveness and efficiency of the Graphic Design unit

· There is an institutional policy for Graphic Design

· Staff development is provided for newly appointed staff

· Roles and responsibilities of staff are in place

· Quality assurance of the Graphic Design Unit is done via feedback 
from stakeholders (surveys)

· Staff and students are familiar with the Graphic Design Unit and what it has to offer
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Graphic Design Unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit (annual limits only)
· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Graphic Design Unit over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of the Graphic Design Unit at the VUT over the last three years.

· Proof of publications  over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the unit over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.29
PRINTING
There is an effective and reliable system that strengthens students and staff and promotes development in general across the institution. The Printing unit functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitably qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Assisting with large scale printing for the VUT’s staff and students

· Provide professional service at all times

· To be a cost effective service to staff, students and the VUT

· Effectiveness and efficiency of the postgraduate centre

· Staff development is provided for newly appointed staff
· Roles and responsibilities of staff are in place

· Quality assurance of the unit is done via feedback from stakeholders (surveys)

· Staff and students are familiar with the kind of service that is provided by the Printing unit
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of the Printing Unit
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit (annual amounts only)
· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the Printing Unit over the last three years.

· Plans to maintain and improve the quality of printing at the VUT over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the unit over the last three years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department

3.2.30
SISONKE
There is an effective and reliable system that strengthens hospitality students and provides a reliable service to staff and students of the VUT. Sisonke functions within the rules, regulations and policies as defined by the policies of the unit and the overarching policies of the Vaal University of Technology. 

In order to achieve the above criterion state how the following minimum standards are being met together with evidence:

a) There are handbooks that adequately define policies and procedures of the support unit. Policies and procedures focus on:

· Quality of service to staff and students

· Effectiveness and efficiency of record-keeping

· The success of performance management within the unit.

b) The vision and mission statements of the unit are aligned to the institution’s vision and mission.

c) There are clear strategic goals and performance indicators approved by the leadership of the institution.

d) The unit is adequately resourced, in terms of :

· Available budgets for implementation of quality assurance 
mechanisms

· Information systems and technology

· There are suitable qualified and experienced staff in the unit

· Administration control

· Office space, workstations and facilities

· Management of Function

· Staff development

e) The management of the support unit includes the following:

· Implementation of policies and procedures

· Learning Outcomes are congruent with the programme specifications.

· Managing the service excellence of the unit
· Providing the ideal environment for training of the hospitality students

· Providing a cost effective service to student, staff and visitors of the VUT.

· Effectiveness and efficiency of Sisonke
· There is an institutional policy for Sisonke
· Staff development is provided for newly appointed staff
· Supervisors are appointed according to selected criteria

· Roles and responsibilities of sstaff are in place

· Quality assurance of Sisonke is done via feedback from patrons (surveys)

· Staff and students are familiar with the kind of menus and service expected
Evaluation

At the end of each criterion there must be a critical reflection on what some of the deficiencies being experienced are and what the strengths of the department are. In the event of deficiencies, what are you doing to address them? In the case of your strengths how is this contributing to benchmarking possibilities?

Evidence Required:

· Copies of the policies and procedures of Sisonke
· Proof of staff development initiatives over the last three years.

· A broad outline of the budget allocations to the support unit

· Records for the last three years on the external reviews of academic and support units.

· Proof of attendance to seminars/ workshops/ conferences etc. to enhance the quality of the postgraduate centre over the last three years.

· Proof of workshops/seminars/training conducted with students and staff to enhance quality

· Plans to maintain and improve the quality of research at the VUT over the last three years.

· Proof of publications (i.e. accredited journals (national/international, conference presentations-national /international) over the last three years.

· Stakeholder feedback reports (surveys/interviews) of the support and academic departments over the last four years.

· Copies of annual reports to Senior Management of the institution over the last three years.

· Proof of any additional material that supports the optimum functioning of the department
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