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1 Terms of Reference

This report on the governance and management structure for the proposed Central Application
Service forms part of the Enterprise Architecture developed by Learning Strategies as part of
the assistance to the Department of Higher Education and Training (DHET) for the
development of an Enterprise Architecture as phase one for a National Post-School Education
and Training (PSET) Central Application Service (CAS).

This chapter completes step 4.1 of the Project Plan and presents deliverable 4.3 per the Terms
of Reference as well as the scope extension of the CAS project to include a Policy Framework,
and forms chapter 3 of the consolidated CAS Enterprise Architecture.

The purpose of this document is to present a comprehensive view of the proposed governance
and management structures for the Central Application Service as conceptualised in the
service model approved by the Steering Committee on 31 July 2015 and approved by the
Minister of Higher Education and Training on 13 October 2015.

2 Legislative Environment

The CAS is being positioned to service the PSET sector and as such is to be grounded in a
substantial legislative environment which comprises a number of different legal aspects and
legislation.  A brief summary of this legislative environment is as follows:

 The Constitution of the Republic of South Africa, 1996 (Act No. 108 of 1996)

The Act introduced a new Constitution for the Republic of South Africa.  The State
must respect, protect, promote and fulfil the rights in the Bill of Rights (Section 7).  The
right to education is set out in Section 29.

Section 29 provides as follows:

1. Everyone has the right:

a) to a basic education, including adult basic education; and

b) to further education, which the state, through reasonable measures, must
make progressively available and accessible.

2. Everyone has the right to receive education in the official language or
languages of their choice in public educational institutions where that
education is reasonably practicable. In order to ensure the effective access
to, and implementation of, this right, the state must consider all reasonable
educational alternatives, including single medium institutions, taking into
account:

a) equity;

b) practicability; and

c) the need to redress the results of past racially discriminatory laws and
practices.

3. Everyone has the right to establish and maintain, at their own expense,
independent educational institutions that:
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a) do not discriminate on the basis of race;

b) are registered with the state; and

c) maintain standards that are not inferior to standards at comparable public
educational institutions.

4. Subsection (3) does not preclude state subsidies for independent educational
institutions.

 Higher Education Act, 1997 (Act No. 101 of 1997)

The purpose of the Higher Education Act is to regulate higher education in South
Africa.  It provides for the establishment, composition and functions of a Council on
Higher Education.  It further provides for the establishment, governance and funding of
public higher education institutions; for the appointment and functions of an
independent assessor and for the registration of private higher education institutions.
It also provides for quality assurance and quality promotion in higher education.

 Skills Development Act, 1998 (Act No. 97 of 1998)

The Act provides an institutional framework to devise and implement national, sector
and workplace strategies to develop and improve the skills of the South African
workforce; to integrate those strategies within the National Qualifications Framework
contemplated in the National Qualifications Framework Act, 2008; and to provide for
learnerships that lead to recognised occupational qualifications.

It further provides for the financing of skills development by means of a levy-financing
scheme and a National Skills Fund; and provides for and regulates employment
services.

 National Student Financial Aid Scheme Act, 1999 (Act No. 56 of 1999)

The Act provides for the establishment of the National Student Financial Aid Scheme;
provides for the management, governance and administration of the scheme; for the
granting of loans and bursaries to eligible students at public colleges and public higher
education institutions and for the administration of such loans and bursaries.  It further
provides for the recovery of loans; for the repeal of the Provision of Special Funds for
Tertiary Education and Training Act, 1993; and to provide for matters connected
therewith.

 General and Further Education and Training Quality Assurance Act, 2001 (Act No. 58
of 2001)

The Act provides for the establishment, composition and functioning of the General
and Further Education and Training Quality Assurance Council; and provides for
quality assurance in general and further education and training. It further provides for
control over norms and standards of curriculum and assessment; provides for the
issue of certificates at the exit points; provides for the conduct of assessment and
repeals the South African Certification Council Act, 1986.

 Continuing Education and Training Act, 2006 (Act No. 16 of 2006)

The Act provides for the regulation of continuing education and training; for the
establishment, governance and funding of public technical and vocational education
and training colleges; and for the employment of staff at public technical and
vocational education and training colleges.  It further provides for the registration of
private technical and vocational education and training colleges and for the promotion
of quality in further education and training.
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 National Qualifications Framework Act, 2008 (Act No. 67 of 2008)

The purpose of the Act is to provide for the National Qualifications Framework and to
provide for the responsibilities of the Minister of Higher Education and Training. It
further provides for the South African Qualifications Authority; for Quality Councils; and
repeals the South African Qualifications Authority Act, 1995.

 Public Finance Management Act (Act 1 of 1999)

The Act regulates financial management in the national government and provincial
governments to ensure that all revenue, expenditure, assets and liabilities of those
governments are managed efficiently and effectively.  The Act also provides for the
responsibilities of persons entrusted with financial management in those governments,
and to provide for matters connected therewith.

 Broad Based Black Economic Empowerment Act, 2003 (Act No. 53 of 2003)

The Act establishes a legislative framework for the promotion of black economic
empowerment and to empower the Minister of Trade and Industry to issue codes of
good practice and to publish transformation charters.  The Act further provides for the
establishment of the Black Economic Empowerment Advisory Council.

 Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of 2000)

The Act gives effect to Section 217(3) of the Constitution by providing a framework for
the implementation of the procurement policy contemplated in Section 217(2) of the
Constitution of the Republic of South Africa.
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3 Policy Environment

Alongside the legislative environment is a substantial policy environment which is founded
largely on the following developments:

 A national higher education information and admission service was signalled in the
White Paper 3 (1997) and reaffirmed in the National Plan for Higher Education (NPHE,
2001).  These documents indicated that a central application service should be
established to facilitate the administration of student applications, satisfy the
information needs of applicants, and provide career guidance including information on
labour market trends.  The National Plan specifically indicated that the service should
streamline and reduce costs of applications and provide institutions with information of
the available pool of applicants. The service should also enable the ministry and
institutions to monitor equity demographics and enhance enrolment planning at both
institutional and national levels.

 This policy framework was extended with the publication of the White Paper for Post-
School Education and Training as approved by cabinet on 20 November 2013.  This
policy document aimed at building an expanded, effective and integrated post-school
system and has prompted the extension of the concept of the National Higher
Education Information and Application Service (NHEIAS) into a comprehensive
Central Application Service for the entire PSET sector.  The White Paper clearly
presents the intention for the service as follows:

The Central Applications Service (CAS) is a crucial move towards supporting informed
access to universities and other post-school opportunities for students, and to make
the choices and placement of students across the system more effective. Its primary
aim for the university sector will be to offer advice and support to students applying to
university, to allow them to pay a single application fee, and to facilitate their
application to more than one institution if necessary. The CAS will not change the
ability of institutions to make their own admission decisions.

The CAS is designed to be student-centred and to provide an efficient interface for
universities. By removing the need for students to make multiple applications and pay
multiple application fees, the system will support greater efficiency in the university
application process. After it is fully established, it will be extended to TVET colleges.
It will promote greater equity of access for all students, but particularly the poor, for
whom multiple application fees can be prohibitive. It will also offer a clearing-house
service that will allow students not accepted into one university to be re-directed to
other universities or post-school institutions. Over time, the CAS will replace all other
application systems, preventing student walk-ins and building a national culture of
applying early for university study.

(Source:  White Paper on Post-School Education and Training, November 2013, page 31)



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Chapter 3 - Governance and Management Report

February 2016

7

4 Governance Model for the CAS

The Central Application Service has been considered and thoroughly investigated on a number
of occasions over the past 15 years.  A working group established in 2001 and 2002
considered various governance models and legal entity forms for what was then referred to as
the National Information and Advisory Service (NIAS).

These options were again evaluated by the Project Steering Committee in August 2012 leading
to the comprehensive assessment of the options of either a statutory body or a non-profit
company.

(Source: Minutes of the NIAS Steering Committee meeting dated 24 August 2012)

While the working group of 2002 had recommended a non-statutory structure, the evaluation by
the steering committee in August 2012 strongly recommended a statutory body for the CAS
which would now be responsible for the entire PSET sector.  A recommendation was submitted
to the Minister of Higher Education and Training dated 6 November 2012 recommending that
the Minister approve the establishment of the CAS as a statutory body. This recommendation
was approved by the Minister on 13 November 2012.

(Source:  Signed Recommendation for Approval of the Governance model for NIAS dated 13 November 2012)

This decision was then provided as input to the process of establishing a service model for the
CAS as the first step in the development of the Enterprise Architecture.  The governance and
management model has therefore been formulated based on this decision and the
requirements of the service model as approved by the steering committee on 31 July 2015 and
the Minister of Higher Education and Training on 13 October 2015.
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5 CAS Policy Framework

As a pre-cursor to the legislative establishment of the CAS, a clear policy statement should be
formulated by DHET covering the critical components of the CAS, its scope, functions and
participation by institutions and applicants.  This comprehensive policy statement would need to
be formalised along with the finalisation of the proposed bill for the legislative establishment of
the CAS, and should cover at least the following aspects:

 Scope and objectives of the CAS;

 Functions and operations of the CAS;

 Participating institutions and entities;

 Responsibilities of DHET;

 Responsibility of institutions;

 Responsibilities of applicants;

 Key policy issues to give effect to successful implementation of the CAS including:

o Due dates and turnaround times;

o Sharing of information;

o Selection cut-off dates;

o Implications of provisional acceptance;

 Funding and application fees;

 Electronic integration;

 Governance of the CAS; and

 Other aspects to be determined.

Appendix A contains a proposed Policy Framework for the CAS.  This Policy Framework was
developed as an extension of the scope of the CAS Enterprise Architecture.

Certain of the key aspects of the Policy Framework are repeated in the sections below in order
to provide context to the governance and management structure.

Furthermore, many aspects of the Policy Framework are based on the findings, conclusions
and recommendations outlined in other Chapters of the consolidated CAS Enterprise
Architecture.

Based on the Policy Framework, a Draft Policy for the Post-School Education and Training
Central Application Service was developed and is included as Appendix B.
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6 CAS Entity Structure and Enabling Legislation

The formal definition of a National Public Entity as set out in section 1 of the Public Finance
Management Act, 1999 (PFMA) is as follows:

“A board, commission, company, corporation, fund or other entity which is established in terms
of national legislation, fully or substantially funded from either national revenue fund or by way

of tax, levy or other money imposed in terms of national legislation, and accountable to
parliament.”

As such, the CAS would be established as a public entity by way of specific legislation
establishing a separate juristic person.

The public entity would be autonomous from the Department of Higher Education and Training
with its mandate derived specifically from its enabling legislation.

The Board of the public entity would be the accounting authority and the Board would be
accountable and responsible to the executive authority being the Minister of Higher Education
and Training.

The public entity would establish its own policies and operating procedures in line with
legislative requirements such as procurement in terms of the PFMA.

A Draft Bill for the establishment of the Central Application Service as a national public entity is
attached as Appendix C. The balance of this report presents the underlying governance and
management structure required to give effect to the establishment, governance, management
and operations of the entity.
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7 Roles and responsibilities of Key Stakeholders

In the establishment, governance and operations of the CAS, various stakeholders and entities
will have different roles and responsibilities.  These should be specified in detail in the policy
framework.  The roles and responsibilities are summarised below:

7.1 Roles and Responsibilities of DHET

DHET as the sponsoring national government department should be responsible for the
following:

 The policy and legislative matters supporting the establishment and operations of the
CAS.

 Creating an inter-branch Policy Committee out of the CAS Steering Committee after
the CAS is formally established to advise on all policy matters.

 Ensuring all the necessary policy and legislative structures are in place to ensure
compliance with the implementation and operating requirements of the CAS. (In this
regard, participation by all higher education institutions and other institutions
presenting programmes in the PSET sector should be on a compulsory basis in line
with the directives set out in the policy framework.)

7.2 Roles and Responsibilities of the CAS

The CAS itself will be responsible for the actual service provision in order to meet the
expectations of DHET, service partners and applicants.  In this regard, the services defined for
the CAS per the service model are as follows:

 The receiving and processing of all applications.

 The receiving and processing including reconciliation of all payments of application
fees.

 The establishment and management of a comprehensive database of all applicants.

 The interface of this database with the information required and maintained by service
partners (institutions) and information providers (e.g. IEB, SAQA, Department of Home
Affairs.)

 The role of a clearing house including referrals for career counselling and assistance
to applicants to identify and apply for alternative education and training opportunities in
the case where initial applications have been rejected.

 The comprehensive monitoring and evaluation of the application process including the
provision of all data and reporting to DHET and participating institutions to enable
them to more effectively select and register students appropriate for the programmes
which they offer.

In addition to the above centralised services, it is expected that the CAS will also provide
decentralised services aimed at the promotion of the application process and outreach to
students through advice on the application process and the promotion of early applications.  In
addition, the CAS will provide training and support to all service partners and institutions.

A comprehensive process model will be developed for the CAS which will specify all of the
services and activities envisaged to be provided.
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7.3 Roles and Responsibilities of Service Partners

Service partners have been defined as all institutions engaging directly with the CAS.  These
institutions will include all institutions presenting PSET education and training opportunities as
well as other institutions such as NSFAS and funding agencies who will rely on the information
obtained through the application process.

Participation in the CAS will be compulsory for all public institutions offering PSET
opportunities.  These institution swill be expected to:

 Define all programmes offered and submit information in the prescribed format relating
to the specific programmes to the CAS so that applications can be submitted against
these offerings.

 Receive the application data from the CAS relating to all applications made to that
institution.

 Select students based on the applications received and communicate both with the
students and with the CAS relating to the decisions in regard to the selection of
students.

 Provision of any additional information including final registration of students which will
assist in completing the data set enabling effective planning and sector management.

 Adhere to sector-agreed milestones and cut-off dates to ensure that selection process
is timeous and efficient.

The above responsibilities will be compulsory for all public PSET institutions.  Any private
institutions offering opportunities in this sector will be provided with the opportunity to
participate in the CAS on the same basis.

While in most cases, the application process will be from the applicant via the CAS to the
institution, the SETAs and Skills Development Institutes will be required to complete a further
step in the process with the interface between the applicants and potential employers for work
integrated learning and learnership opportunities.  All applications for these opportunities will be
submitted to the SETAs and Skills Development Institutes leaving the following steps as their
direct responsibility.
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8 Executive Authority

The executive authority for the CAS will rest with the Minister of Higher Education and Training.
This requires the Minister to provide executive oversight on the public entity and ensure
adequate political mandate and direction and inform the policy for the entity.  The specific
responsibility of the executive authority include the following:

 Policy Directives

o Ensuring that appropriate policies, guidelines and budget are developed and
implemented;

o Inter-Governmental Relations management; and

o Stakeholder/partner management.

 Current and Capital Budget

o Submitting MTEF allocation request to Parliament, if any;

o Annual allocation of MTEF funds, if any;

o Ensuring financial reporting that meets all applicable requirements;

o Parliamentary reporting;

 Submission of Strategic and Performance Plans as required;

o Approved Strategic Planning Documents; and

o Approved and submitted Annual Performance Plans.

 Performance Reporting

o Ensuring that performance trends for any reporting period are submitted;

o Ensuring that performance evaluation recommendations are formulated; and

o Ensuring timeous submission of Performance Reports to Parliament.

 Entity Review Process

o Assessing policy implications; and

o Performance impact.
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9 Board of CAS

The Minister of Higher Education and Training as the executive authority will be responsible for
the appointment of the Board of the CAS through a process of requesting nominations for this
Board from the public and direct stakeholders.

It is recommended that the Board should be made up of the following members:

 Two executive Board members - the Chief Executive Officer and Chief Financial
Officer of the CAS.

 Thirteen non-executive Board members appointed by the Minister of Education and
Training ensuring effective representation across the PSET sector.  These should
include at least:

o Four from universities;

o Two from TVET colleges;

o Two from the SETAs and skills sector;

o One from community colleges;

o Three other non-executive Board members with experience and involvement from
across the PSET sector; and

o One Ministerial appointment.

The Chairman of the Board should be elected from the non-executive members.

Each Board member should serve for a period of three years and be eligible for re-appointment
but may not serve as a member of the Board for more than two consecutive terms.  The
process for filling vacancies on the Board is set out in the draft bill.

The Board should meet at least four times per year.

A draft Delegation of Authority document is attached as Appendix D.
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10 Board Committees

The Board should establish at least the following committees:

 An Executive Committee comprising at least the CEO, CFO, Chairperson and Deputy
Chairperson of the Board.

 An Audit and Risk Committee should be established in terms of the Treasury
guidelines regarding the formation of audit committees as provided in terms of section
77 of the PFMA.

 A Human Resources and Remuneration Committee, comprising a maximum of three
members of the Board and at least two other non-board members, including the
executive Head of Human Resources.

 An Information, Communication and Technology Committee, comprising of a
maximum of three (3) members of the Board, including the CFO and a non-executive
Board member, and at least two other non-board members, including the COO and the
CIO/IT Executive. It is recommended that an outside ICT Expert is invited to be a
member of the ICT committee.

The terms of reference for these committees are attached as Appendices E to H.
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11 Advisory Structures

It is proposed that CAS will make provision for two levels of advisory structures as follows:

11.1 Sector Advisory Committee

An Advisory Committee will be established for each of the main sectors covering:

 Universities;

 TVET colleges;

 SETAs and Skills Development Institutes; and

 Community colleges.

The Advisory Committee should be established to create an interface between the CAS and the
various sectors. An Advisory Committee should be made up of the following persons:

 The Chief Executive Officer and Chief Operating Officer of the CAS; and

 Between five and eight representatives nominated by the respective sector with a
thorough understanding of the sector requirements and objectives.

The role of the Advisory Committee will be to assist the CAS in formulating the broad strategy
and direction of the CAS in terms of its ability to adequately service the individual sectors and
through them the PSET sector as a whole.

11.2 User Groups

The second level of advisory structure will be User Groups established specifically to deal with
the functional aspects of the interface and integration between the CAS and the various service
partners.  It is envisaged that separate User Groups will be established for each of the major
sectors within PSET based on the expectations that the interfaces and data requirements may
be specific to each sector.

The User Group should comprise at least the following:

 The Chief Operating Officer of the CAS;

 The Information Technology Executive of the CAS; and

 Between five and eight users of the CAS services nominated by the sector as a whole.

The User Group meetings are however envisaged to be open meetings where representatives
from all institutions in the sector will be invited to attend. Decision making may be restricted to
the appointed representative members of the User Group committee.
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12 Management of the CAS

The management structure of the CAS will comprise the following:

 Chief Executive Officer;

 Chief Financial Officer;

 Chief Operations Officer;

 Information Technology Executive;

 Marketing and Outreach Executive; and

 Policy and Monitoring & Evaluation Executive.

The high level organisation structure for the CAS is envisaged to be as follows:

It is important to note that internal audit is envisaged to be provided as a service by an external
service provider. The specific responsibilities of each member of the management team are
envisaged to be as follows:

12.1 Chief Executive Officer (CEO)

The CEO of the CAS will be responsible for:

 Managing the affairs of the CAS;

 Implementing the policies and decisions of the CAS and its Board;

 Managing, organising and controlling employees;

 Developing an efficient and cost effective administration;

 Developing and implementing the Strategic and the Annual Performance Plans;

CEO
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Handling
Manager

Call Centre
Manager

Communications
manager

Referrals /
Clearing House

Manager

Chief Financial
Officer

Finance
Manager

HR Manager

SCM Manager

IT Exec
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IT Support
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CAS BI Analyst System Training
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Marketing &
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Planning and
M&E Exec

Planning
Specialist

M&E Specialist
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 Ensuring the operational delivery of the CAS programmes;

 Ensuring financial viability and efficacy;

 Ensuring organisational efficacy; and

 Managing the public affairs and profile of the CAS.

The CEO will be appointed by the members of the Board.

12.2 Chief Financial Officer (CFO)

The CFO will be responsible for:

 Risk management;

 Assisting the CEO with regard to compliance with his/her duties in terms of the Public
Finance Management Act;

 Ensuring that money payable to the CAS is properly collected;

 Ensuring that there is adequate control over the assets acquired, managed or
controlled by the CAS;

 Ensuring that the liabilities incurred on behalf of the CAS are properly authorised;

 Ensuring efficiency and economy of operations and avoidance of waste and
extravagance;

 Ensuring that the financial system is in line with generally accepted accounting
practices and procedures;

 Ensuring adequate budgeting and financial systems;

 Ensuring the implementation of appropriate Internal Audit function, as agreed and
directed by the Audit & Risk Committee;

 Human Resources Management;

 Human Resource Development and Capacity Building Programmes; and

 Ensuring that supply chain management is in line with legislation, and generally
accepted practices and procedures.

 Producing monthly and annual financial statements.

The CFO will be appointed by the members of the Board in consultation with the CEO.

12.3 Chief Operations Officer (COO)

The COO will be responsible for:

 Leading of day-to-day operations and providing oversight;

 Ensuring that the CAS has proper operational controls, and administrative and
reporting procedures;

 Ensuring adherence to management frameworks;

 Ensuring that all activities of the CAS comply with legislation and policies;
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 Assisting the CEO with development and implementation of the Strategic and the
Annual Performance Plans of the CAS;

 Ensuring that the call centre functions optimally, that applications are handled
efficiently and effectively, and that communication with applicants is timeous and
effective;

 Ensuring effective and proper clearing house operation; and

 Communication strategy and programmes.

The COO will be appointed by the members of the Board in consultation with the CEO.

12.4 Information Technology Executive

The Information Technology Executive will be responsible for:

 CAS systems management;

 IT support management;

 Systems training; and

 CAS Business Information.

12.5 Marketing and Outreach Executive

The Marketing and Outreach Executive will be responsible for:

 Stakeholder management, engagement and collaboration; and

 Outreach activities.

12.6 Planning and Monitoring Executive

The Planning and Monitoring Executive will be responsible for:

 Strategic and Operational Planning (including planning for Policy Implementation); and

 Monitoring and evaluation framework, processes, procedures, policies and tools.
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13 Conclusion

This chapter sets out the basis for governance and management of the proposed CAS. The
document is supported by:

1. The Policy Framework; and

2. The Draft Bill as legislation to establish the CAS.

Terms of Reference for Board Committees and other documents are provided as templates and
for guidance purposes.  The Board, once established, will need to formalise and approve final
versions of these and, potentially, other governance documents.
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A – Central Application Service Policy Framework

The CAS Policy Framework is a stand-alone document and is appended at the end of this
chapter.
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B – Draft Policy for the Post-School Education and Training Central
Application Service

The Draft Policy for the Post-School Education and Training Central Application Service is a
stand-alone document and is appended at the end of this chapter.
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C - Draft Central Application Services Bill

The Draft Central Application Services Bill is a stand-alone document and is appended at the
end of this chapter.
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D – Delegation of Authority

The Delegation of Authority is a stand-alone document and is appended at the end of this
chapter.
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E – Executive Committee - Terms of Reference

The Executive Committee – Terms of Reference is a stand-alone document and is appended at
the end of this chapter.
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F – Audit and Risk Committee - Terms of Reference

The Audit and Risk Committee – Terms of Reference is a stand-alone document and is
appended at the end of this chapter.
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G – Human Resources and Remuneration Committee – Terms of Reference

The Human Resources and Remuneration Committee – Terms of Reference is a stand-alone
document and is appended at the end of this chapter.



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Chapter 3 - Governance and Management Report

February 2016

28

H – Information, Communication and Technology Committee – Terms of
Reference

The Information, Communication and Technology Committee – Terms of Reference is a stand-
alone document and is appended at the end of this chapter.
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1 Terms of Reference

The White Paper for Post-School Education and Training (2013) indicates that Career Development Services (CDS) and Central Applications Services
(CAS) are integral components of the post-school education and training system.  The White Paper recommends a seamless service from school level
with appropriate learning pathways and assistance with career decisions including a simplified and cost-effective application process for post-school
study.

The Department of Higher Education and Training (DHET) has over the past three years already undertaken a significant amount of work to identify a
number of mechanisms for the establishment of an entity to function as a CAS.  DHET must now establish a permanent institutional mechanism to
coordinate and manage these activities.

The aim of this project is to develop an Enterprise Architecture as Phase 1 for a National Post-School Education & Training Central Application Service
(PSET CAS).

Learning Strategies has been appointed by DHET as the service provider to formulate and recommend an appropriate enterprise architecture. The
purpose of this document is to present a framework that will form the base of the CAS Policy to be developed by DHET.

2 Glossary

CAS Central Application Service
CDS Career Development Services
CET Act Continuing Education and Training Act, 2006
CETC Community Education and Training College
CHE Council on Higher Education
DHET Department of Higher Education and Training
DoE Department of Education
HEA Higher Education Act
HETMIS Higher Education and Training Management Information System
Minister Minister of Higher Education and Training
NCAP National Career Advice Portal
NHEIAS National Higher Education Information and Application Service
NLRD National Learners’ Records Database
NPHE National Plan for Higher Education
NQF National Qualifications Framework
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NSFAS National Student Financial Aid Scheme
PFMA Public Finance Management Act
PSET Post-School Education and Training
QCTO Quality Council for Trades and Occupations
SADC Southern African Development Community
SAQA South African Qualifications Authority
SDA Skills Development Act, 1998
SETA Sector Education and Training Authority
TVET Technical and vocational education and training
White Paper White Paper for Post School Education and Training (2013)

3 Definitions

In this policy, words/phrases have the following meaning:

Clearing House The clearing house function will match a student with available PSET opportunities, if a student is not accepted
by his/her chosen institution/s

Conditional acceptance Offer by institution subject to conditions e.g. submission of Grade 12 results
Entering Commencing studies at an institution not previously attended by a students
Minister Minister of Higher Education and Training
Post-school All post-school education from NQF level 1
Public Institutions All public education institutions established by DHET, i.e. Higher Education Institutions/Universities, TVET

Colleges, Community Education and Training Colleges
Qualifications/Programmes Refers to qualifications and programmes, as well as part-qualifications and part-programmes, registered on the

NQF
Referral A student who is not offered a place to study by his/her chosen institution/s will be referred to other PSET

opportunities
Transfers Transfers between institutions after completion of 1st year
Turnaround times Sector agreed milestones and cut-off dates to be determined
Undergraduate The term covers all post-school study, not just University undergraduate degrees
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4 Policy Framework

Policy
Dimension Policy Options Policy Recommendation

Context  The Education White Paper 3 (DoE: 1997) proposed that a National Higher Education
Information and Application Service (NHEIAS) with regional centres needs to be established to
facilitate the administration of student applications. This should satisfy the information needs of
applicants, and provide guidance on careers and include information on labour market trends.

 The National Plan for Higher Education (NPHE) of 2001 confirmed the proposal for a National
Higher Education Information and Application Service (NHEIAS) to be established

 In accordance with the NPHE a Ministerial Working Group was established in 2001
 The need for a Central Application Service was reaffirmed by the White Paper for Post-School

Education and Training (2013)
 The White Paper views the CAS as “a crucial move towards supporting informed access to

universities and other PSET opportunities for students, and to make the choices and placement
of students across the system more effective.”

 The White Paper recommends a seamless service from school level with appropriate learning
pathways and assistance with career decisions including a simplified and cost-effective
application process for post-school study

Scope  Policy must meet the needs of
the entire PSET sector and all
stakeholders in this sector

 Policy intends to meet the needs of CAS, the DHET, institutions and applicants

 Compulsory participation
 Voluntary participation

 Participation should be compulsory for all public institutions under the jurisdiction of the Minister
 Departmental Colleges under the jurisdiction of other Ministers will be afforded the opportunity to

participate

 Applications
 Admissions

 Focus is strictly applications handling, not admissions
 CAS cannot be held liable for institutional decisions to accept or reject any application, nor can it

or any of its employees accept such liability

 Entering undergraduates
 Returning students
 Re-commencement of

previously registered

 All entering undergraduates into PSET institutions that the applicant has not previously attended
 Returning students and students re-commencing a previous registered programme are excluded
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Policy
Dimension Policy Options Policy Recommendation

programmes

 Post-graduate students
 Transfers between institutions
 Conversion to another course

within same institution

 Excluded

 School leavers from Grade 9
to Grade 12

 Foreign students
 Adult learners

 Included

 Programmes leading to NQF
qualifications

 Programmes not linked to NQF
qualifications

 Short courses

 Only applications for programmes leading to NQF qualifications and part-qualifications

Rationale
(Purpose of
Policy)

 To provide a single, affordable, easy to understand application process, giving applicants access
to multiple institutions covering the entire PSET sector

 To facilitate planning for and reporting on the entire PSET sector as never before possible

Policy Context  The Education White Paper 3 (DoE: 1997)
 National Plan for Higher Education (NPHE) of 2001
 White Paper for Post-School Education and Training (2013)

Legislative
Context

 The Constitution of the Republic of South Africa, 1996 (Act No. 108 of 1996)
– S29(1) Everyone has the right :

a) to a basic education, including adult basic education; and
b) to further education, which the state, through reasonable measures, must make
progressively available and accessible.

– S33(1) Everyone has the right to administrative action that is lawful, reasonable and
procedurally fair.

 Higher Education Act, 1997 (Act No. 101 of 1997)
– S37(1) Subject to this Act, the council of a public higher education institution, after

consulting the senate of the public higher education institution, determines the admission
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Policy
Dimension Policy Options Policy Recommendation

policy of the public higher education institution.
– S37(2) The council must publish the admission policy and make it available on request.
– S37(3) The admission policy of a public higher education institution must provide

appropriate measures for the redress of past inequalities and may not unfairly
discriminate in any way.

– S37 (4) Subject to this Act, the council may, with the approval of the senate -
(a) determine entrance requirements in respect of particular higher education
programmes;
(b) determine the number of students who may be admitted for a particular higher
education programme and the manner of their selection;
(c) determine the minimum requirements for readmission to study at the public higher
education institution concerned; and
(d) refuse readmission to a student who fails to satisfy such minimum requirements for
readmission.

– S65D(1) No person may offer, award or confer a degree, or a higher education diploma
or a higher education certificate, provided for on the HEQF unless such degree, diploma
or certificate is registered on the sub-framework for higher education on the National
Qualifications Framework contemplated in section 1(b) read with section 13(1)(h) of the
National Qualifications Framework Act.

– S65D(2) Notwithstanding subsection (1), a public higher education institution intending to
offer any education programme or trade and occupational learning programme that leads
to a qualification or part-qualification on the sub-framework for trade and occupation
contemplated in section 7(c) of the National Qualifications Framework Act may offer the
qualification or part-qualification subject to—
(a) the approval of the Minister; and
(b) compliance with any condition set by the Minister

 Skills Development Act, 1998 (Act No. 97 of 1998)
 National Student Financial Aid Scheme Act, 1999 (Act No. 56 of 1999)

– S18 Any student may, subject to the provisions of this Act, apply in writing to the NSFAS
for a loan or a bursary on an application form determined by the board.

 General and Further Education and Training Quality Assurance Act, 2001 (Act No. 58 of 2001)
– S16(2) The Council is the quality council for general and further education and training

as contemplated in the National Qualifications Framework Act and has the functions
contemplated in section 27 of that Act.
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Policy
Dimension Policy Options Policy Recommendation

– S16(3) The Council is responsible for the sub-framework for general and further
education and training of the National Qualifications Framework determined by the
Minister in terms of section 8(2)(e) of the National Qualifications Framework Act.

 Continuing Education and Training Act, 2006 (Act No. 16 of 2006)
– S17(1) Subject to applicable policy determined by the Minister, the council of a public

college determines the admission policy of the college, after consulting the academic
board and with the approval of the Member of Executive Council.

– S17(2) The admission policy of a public college may not unfairly discriminate in any way
and must provide appropriate measures for the redress of past inequalities.

– S17(3) The council may, subject to applicable policy, the approval of the Head of
Department and after consultation with the academic board -
(a) determine admission requirements in respect of particular further education and
training programmes;
(b) determine the number of students who may be admitted for a particular further
education and training programme and the manner of their selection;
(c) determine the minimum requirements for readmission to study at the public college in
question; and
(d) refuse the readmission of a student who fails to satisfy the minimum requirements for
readmission.

– S43(1) The Minister may prescribe minimum norms and standards for further education
and training programmes, leading to qualifications within the sub-framework for general
and further education and training contemplated in section 7(a) read with section
13(1)(h) of the National Qualifications Framework Act, that are offered at colleges.

– S43(2) Quality assurance must be conducted by Umalusi in terms of the General and
Further Education and Training Quality Assurance Act, 2001 (Act No. 58 of 2001).

– S43(3) A public college may only provide higher education programmes under the
authority of a higher education institution.

– S43(4) A public college intending to offer the higher education programmes
contemplated in subsection (3) -
(a) must apply to the Minister for permission to offer such programmes after the
commencement of this Act; and
(b) may offer such programmes only after the permission contemplated in paragraph (a)
is published by the Minister in the Gazette.

– S43(5) A college may apply to the Quality Council for Trades and Occupations
established in terms of section 26G of the Skills Development Act, 1998 (Act No. 97 of
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Policy
Dimension Policy Options Policy Recommendation

1998), for accreditation as a Skills Development Provider in order to offer qualifications
registered on the sub-framework for Trades and Occupations contemplated in section
7(c) of the National Qualifications Framework Act, 2008 (Act No. 67 of 2008).

 National Qualifications Framework Act, 2008 (Act No. 67 of 2008)
– S13(l) with respect to records of education and training, maintain a national learners’

records database comprising registers of national qualifications, part-qualifications,
learner achievements, recognised professional bodies, professional designations and
associated information;

– S13(m) with respect to foreign qualifications, provide an evaluation and advisory service
consistent with this Act

 Public Finance Management Act, 1999 (Act 1 of 1999)
– S1 "national public entity" means-

(a) a national government business enterprise; or
(b) a board, commission, company, corporation, fund or other entity (other than a
national government business enterprise) which is-
(i) established in terms of national legislation;
(ii) fully or substantially funded either from the National Revenue Fund, or by way of a
tax, levy or other money imposed in terms of national legislation; and
(iii) accountable to Parliament;

– S47(1) The Minister, by notice in the national Government Gazette-
(a) must amend Schedule 3 to include in the list all public entities that are not listed; and
(b) may make technical changes to the list.

– S47(2) The accounting authority for a public entity that is not listed in either Schedule 2
or 3 must, without delay, notify the National Treasury, in writing, that the public entity is
not listed.

– S47(3) Subsection (2) does not apply to an unlisted public entity that is a subsidiary of a
public entity, whether the latter entity is listed or not.

– S47(4) The Minister may not list the following institutions in Schedule 3:
(a) A constitutional institution, the South African Reserve Bank and the Auditor-General;
(b) any public institution which functions outside the sphere of national or provincial
government; and
(c) any institution of higher education.

 Broad Based Black Economic Empowerment Act, 2003 (Act No. 53 of 2003)
 Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of 2000)
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 Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)
– Subject to the Protection of Personal Information Act, 2013

 Protection of Personal Information Act, 2013 (Act No. 4 of 2013)

Objectives/
Outcomes

 Making available access to information on the full range of educational opportunities and training
information

– Making available career related information to assist in making informed choices;
 Making affordable applications available for all applicants, across multiple institutions;
 Reducing the effort of application processing for institutions;
 Optimal placement of applicants

– A clearing house facility to ensure optimal placement of applicants;
 Facilitate the applications process for institutions to make timely offers to applicants;
 Improving predictability of take-up rate;
 Collecting and providing accurate and timeous data; and
 Providing national reporting on the entire PSET system as never previously available

Functions  Providing all potential entrants into the PSET sector, a single point for application for all
education and training opportunities in the sector combined with application for accommodation
and financial assistance

 Establishing a centralised platform and capability for the receiving of applications from applicants
and the submission of these applications to the relevant PSET institutions

 Promoting and ensuring awareness of the centralised application process for all potential
entrants into the PSET sector

 Efficient interface with PSET institutions to submit relevant applications to them and to receive
back information on the acceptance or otherwise of these applications, continually maintaining
the status of the application and informing the applicant accordingly

 Ensuring the capability to provide application advice as well as to be able to refer applicants for
career counselling where indicated

 In respect of applicants using foreign qualifications for application to a South African institution, to
obtain the advice of SAQA with regards to the acceptance of foreign qualifications and the
content and requirements of such qualifications

Participating
Institutions

 Voluntary participation
 Compulsory participation

 Eventually to include compulsory participation for all public PSET institutions
 Phased implementation commencing with public Higher Education, the Colleges in terms of the

Continuing Education Act, and then qualifications coordinated by the SETAs and other PSET



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Appendix A – Policy Advisory Framework

March 2016

A.9

Policy
Dimension Policy Options Policy Recommendation

opportunities
 CAS will be available for participation by private institutions (see also Transitional Arrangements)
 CAS may be made available to institutions under the jurisdiction of other Ministers (i.e. Nursing

Colleges, Agricultural Colleges, Police Colleges and Defence Colleges)

Responsibilities
of DHET

 Policy
 Legislation

 The policy and legislative matters supporting the establishment and operations of the CAS
 Creating an Inter-branch Policy Committee to advise on all policy matters
 Ensuring all the necessary policy and legislative structures are in place to ensure compliance

with the implementation and operating requirements of the CAS
 Amendment of Section 37 of the Higher Education Act, 1997 and Section 43 of the Continuing

Education and Training Act, 2006 to prescribe the submission of applications through the CAS

Responsibilities
of CAS

 Receiving of applications  The receiving and processing of all applications

 Receiving of application fees  The receiving and processing including reconciliation of all payments of application fees

 Establish database
 Maintain database

 The establishment and management of a comprehensive database of all applicants

 Database interface  For the purpose of this policy, interface means a process to verify supplied information in a cost-
effective, efficient and fast manner within a specific timeframe without the possibility of affecting
the integrity of data systems

 The interface of this database with the information required and maintained by service partners
(institutions) and information providers (e.g. SAQA, Department of Home Affairs)

 CAS will require access to databases of the following institutions/departments:
– SAQA: National Learner Records Database and National Qualifications Registry;
– DHET: National Career Advice Portal;
– Council for Higher Education;
– Department of Basic Education;
– Department of Higher Education and Training;
– Umalusi;
– QCTO;
– Department of Home Affairs;
– Others to be determined

 Clearing house  The role of a clearing house including referrals for career counselling and assistance to
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applicants to identify and apply for alternative education and training opportunities in the case
where initial applications have been rejected or identified as to be rejected

 Monitoring and evaluation  The comprehensive monitoring and evaluation of the application process including the provision
of all data and reporting to DHET and participating institutions to enable them to more effectively
select and register students appropriate for the programmes which they offer

 To monitor the implementation of DHET policy and to advise the DHET on issues relating to the
efficient implementation of policy

Responsibilities
of Institutions

 Compulsory participation
 Voluntary participation

 Participation in the CAS will be compulsory for all public institutions offering PSET opportunities

 Programme definitions  Define all programmes offered and submit information relating to the specific programmes to the
CAS so that applications can be submitted against these offerings, including the minimum
requirements of the institution for each course

 Submit information on new programmes with minimum requirements for each programme

 Student selection  Receive the application data from the CAS relating to all applications made to that institution
 Select students based on the applications received and communicate both with the students and

with the CAS relating to the decisions in regard to the selection of students
 Communicate information relevant to the student’s progress from application through to

admission

 Offers to applicants  Institutions are responsible for making offers to students

 Provision of information  Provide any additional information, including final registration of students, which will assist in
completing the data set enabling effective planning and sector management

 Efficient processes  Adhere to sector-agreed milestones and cut-off dates to ensure that selection process is timeous
and efficient

 Marketing  Marketing of own programmes
 Own recruitment of students

Responsibilities
of Applicants

 Submission of complete application
 Limited consent to share information (applications) with institutions to which the student applied
 Prompt response to requests for additional information
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 Prompt response to offers made
– Accepting; or
– Declining offer

 Keeping lines of communication open including maintaining contact information such as email
and cell phone numbers

 Responsibility to enquire if no communication is received
 At the discretion of the applicant, limited consent to share information with institutions, if initial

application unsuccessful,  for clearing house purposes or other advisory services

Ancillary
Functions

 Programme database  Central programme database with access for:
– National Learner Records Database;
– Career Development Services;
– Central Application Services;
– Council for Higher Education;
– Department of Basic Education;
– Department of Higher Education and Training;
– Umalusi;
– QCTO

Selection Cut-
off Dates

 Cut-off dates  CAS will work with the various sub-sectors of the PSET sector to determine standard application
cycles including standards for

– Conditional offers
– Acceptance of offers
– Offer expiry dates

 The enabling legislation must allow CAS, in consultation with the respective sectors of the PSET,
to determine cut-off dates as set out above and specify the method of publication/communication
thereof

 First round application cut-off
date

 This date is the cut-off point for the first round of assessments by individual institutions based on
grade 11 marks and enables provisional acceptance by those institutions comfortable to provide
such provisional acceptance.  Multiple provisional acceptance to individuals may then be
recorded by the CAS enabling an individual to accept one or more of the provisional acceptances
and where not accepted within a reasonable timeframe, enable institutions to withdraw offers and
then make offers to other applicants.
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 Subsequent cycle cut-off dates  Could be followed by a number of iterative rounds of provisional offers

 Offer expiry dates  Offers made by Institutions should have expiry dates, typically 3 weeks past a cycle end date for
conditional offers and 6 weeks past cycle end date for non-conditional offers.  This will enable
Institutions to withdraw offers not taken up, at their discretion

Funding As a public entity CAS is subject to
the PFMA and the following
funding options are therefore
available:
 Funded entirely from National

Budget
– Direct MTEF allocation

 Funded entirely through
Departmental funding
allocation

 Entirely self-funded
– Application fees

 Subsidised funding
– Application fees

subsidised by government
funding

 Subsidised funding
– Application fees

subsidised by institutions
 Income from other sources

 CAS is intended to be self-funding through application fees paid by applicants, but the
implications of #feesmustfall will have to be taken into consideration.

 At this point, and based on the principle of self-funding, the following funding requirements are
envisaged

– The CAS will be funded through a combination of application fees and voted funds
– It is the intention that the CAS, once fully established, will be self-funding on an ongoing

basis out of application fee income
– Seed funding in the form of grants and other funding sources will be required to fund the

establishment of the CAS

Application
Fees

 Fees to be determined by the
Board of CAS, subject to
approval by the Minister

 Fees to be determined and
promulgated by the Minister

 Proposed standard application fee for University applications (based on the phased approach)
even if referred to alternative educational opportunities

 Differentiated fees for SADC and non-SADC applicants, with non-SADC applicants charged a
higher fee

 A fee for change of mind will be charged, after allowing one free change of mind
 Application fees for other subsectors of the PSET sector will be investigated for subsequent

phases
 Fees to be determined by the Board of CAS, subject to approval by the Minister



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Appendix A – Policy Advisory Framework

March 2016

A.13

Policy
Dimension Policy Options Policy Recommendation

 Fee for each application
 Single fee for multiple

applications

 Single application fee for multiple applications

 Full fee paid by applicant
 Part of fee paid by applicant

and subsidised by government
funding

 Part of fee paid by applicant
and subsidised by accepting
institution

 No application fee

 Intention was that full fee was to be paid by applicant but #feesmustfall will have to be taken into
account

 Same fee for non-SADC
students

 Higher fee for non-SADC
students

 Higher fee for non-SADC applicants

 No fee for change of mind
 Fee for change of mind
 One free change of mind

 Fee for change of mind charged after allowing one free change of mind

Integration with
NSFAS

 Apply to CAS first, thereafter to
NSFAS

 Apply to CAS and NSFAS at
the same time

 Applications to the CAS should provide applicants with the opportunity to immediately capture
and submit the funding application which would be routed directly to NSFAS

 NSFAS to confirm funding
eligibility

 NSFAS to supply commitment
to funding

 NSFAS could immediately review the funding application and provide an immediate response
based on the data provided, in terms of the applicant’s funding eligibility.  This would not be a
commitment to funding but merely an indication that the applicant may be eligible for funding

 This information, once returned to the CAS, could be included in the data provided to institutions
regarding the individual’s application and funding potential

 NSFAS to update funding
status

 Once NSFAS has reviewed applications at its various cut-off dates, NSFAS may update the
individual’s funding status to provisional funding, being a commitment to funding subject to
acceptance at an accredited institution
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 This information could again be made available to all institutions to which the individual had
applied to confirm the provisional allocation of funding from NSFAS

 Acceptance by institution
communicated to NSFAS

 Acceptance by an institution, communicated to the CAS could then be passed on to NSFAS so
that their records can be updated.  NSFAS would then expect to receive final confirmation of
registration at that institution prior to confirming funding, signing loan agreements and disbursing
funds

 NSFAS to confirm commitment to fund as soon as possible

Integration with
Career
Development
Services
(NCAP)

 Database interface  CDS to get data from CAS

 Use of Apply Now! programme  The Apply Now! programme of DHET is at the interface between the CDS and CAS as it covers
areas of both components by assisting to promote applications for programme but also to
motivate applications in time for the normal admissions term

 Referral to Career
Development Services/career
counselling

 The CAS should assist by identifying where applicants do not meet requirements for chosen
programmes and refer them, if necessary

Clearing House  All applicants should have access to PSET opportunities
 If not accepted, recommendation/career counselling on alternative opportunities/referral to

alternatives
 Will involve the institutions making unsolicited offers of places for training or education where

students have not been accepted in their preferred courses (subject to student consent for data
to be shared)

Governance  Established as a public entity as approved by the Minister of Higher Education and Training,
through enabling legislation

 Autonomous from the Department of Higher Education and Training with its mandate derived
specifically from its enabling legislation

 Board of the public entity is the accounting authority and the Board is accountable and
responsible to the executive authority being the Minister of Higher Education and Training

 CAS will be responsible for implementing policy as formulated by DHET and approved by the
Minister

Board of CAS  2 Executive Board members (Chief Executive Officer and one other prescribed officer);
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 13 Non-Executive Board Members representative of the PSET sector as follows:
– Four Board members from universities;
– Two Board members from TVET colleges;
– Two Board members from SETAs and skills sector;
– One Board member from community colleges
– Three other Non-executive Board members with experience and involvement from across

the PSET sector
– One Board Member to be nominated by the Minister

Board
Committees

 Board Committees  An Executive Committee comprising at least the CEO, CFO, Chairperson and Deputy
Chairperson of the Board.

 An Audit and Risk Committee should be established in terms of the Treasury guidelines
regarding the formation of audit committees as provided in terms of section 77 of the PFMA.

 A Human Resources and Remuneration Committee, again, comprising a maximum of three
members of the Board and at least two other non-board members, including the executive Head
of Human Resources

 An Information, Communication and Technology Committee, comprising of a maximum of three
(3) members of the Board, including the CFO and a non-executive Board member, and at least
two other non-board members, including the COO and the CIO/IT Executive.  It is recommended
that an outside ICT Expert is invited to be a member of the ICT committee.

 Advisory Committees  The Board must establish Advisory Committees to assist it.
 Each Advisory Committee should represent a different sector in the larger PSET sector
 An Advisory Committee should be made up of the following persons

– the Chief Executive Officer;
– the Chief Operating Officer of the CAS;
– between five and eight representatives (not Board members) nominated by the respective

sector with a thorough understanding of the sector requirements and objectives

Non-Statutory
Forums

 User Groups  The Advisory Committees may, at their discretion, establish User Groups to deal with the
functional aspects of the interface and integration between the CAS and the various service
partners

 It is envisaged that separate User Groups will be established for each of the major sectors within
the PSET sector based on the expectations that the interfaces and data requirements may be
specific to each sector
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 The User Group should comprise at least the following:
– the Chief Operating Officer of the CAS;
– the Information Technology Executive of the CAS
– between five and eight users of the CAS services nominated by the sector as a whole

Management  Chief Executive Officer who is also the accounting officer of the CAS
 Chief Financial Officer;
 Chief Operations Officer;
 Information Technology Executive;
 Marketing and Outreach Executive; and
 Planning and Monitoring Executive

Outreach  This step includes the entire marketing and outreach process which is aimed at ensuring
appropriately completed and submitted applications from various sources. The Apply Now!
programme is an integral part of the outreach process

 The outreach activities include:
– School visits
– Career fairs
– Sending relevant printed material directly to schools, universities, and directly to students on

request
– Handling walk-ins
– Identifying access points such as libraries and municipalities
– Dealing with social media
– Dealing with call centre queries

 The responsibility to recruit students and to market their own qualifications/
Programmes remains with the institutions

Monitoring and
Reporting

 Monitoring and Evaluation Framework based on South African Government M&E policies and
frameworks:
– Department of Planning, Monitoring and Evaluation (DPME) Guideline 3.1.5 “Functions of an

M&E Component in National Government Departments” updated 31 March 2014 (for set-up
of entity)

– DPME Framework for Strengthening Citizen-Government Partnerships for Monitoring
Frontline Service Delivery (CBM Framework), August 2013

– Protection of Personal Information (POPI) Act
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– National Treasury: Framework for Managing Programme Performance Information May
2007

– PFMA Regulations provides requirements for reporting
– Auditor General
– Requirements of the Promotion of Access to Information Act, 2000

5 Transitional Arrangements

Policy Dimension Policy Recommendation

Seed funding  Seed funding will be obtained from National Treasury and/or the National Skills Fund

CAS Project  Until the entity has been established, the preparation, development and administration necessary to prepare for the
establishment of the CAS will be conducted through a DHET project

Recruitment of Staff  Will commence after the entity has been established by legislation

Location of CAS  Site of location is proposed to be in Gauteng which is opportune in terms of major academic institutions, and service
partners such as CHE, SAQA, SETAs, and QCTO are established in this academic capital of SA

Admissions Policies  The Universities and TVET Colleges will need to ensure that their Admissions Policies are compatible with the CAS

Participation of private
institutions

 A decision must be taken on whether participation by private institution will be voluntary or compulsory
 Compulsory participation could be enforced through the registration requirements in the applicable Regulations
 This could be implemented through a prescribed timeframe to accommodate the additional applicant volumes
 The DHET already has a database of private colleges and higher education institutions, their students and their

qualifications
 Participation of private institutions would benefit both students and the institutions

Procurement  The CAS will develop its own procurement systems, but could make use of the existing systems of public universities in the
interim

NLRD  As the NLRD remains the responsibility of SAQA, the National Qualifications Framework Act, 2008 must be amended to
impose a statutory responsibility on SAQA to make the NLRD available to CAS
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 The legislation should also enable CAS to identify shortcomings in the NLRD and create the mechanisms for SAQA to rectify
shortcomings

Verification of Grade 9 to
11 results

 A mechanism must be investigated to verify the results of applicants with Grade 9 to 11

Site of Delivery  All applications through CAS will be for a programme at a specific site of delivery
 Each subsector of the PSET must create policy to address sites of delivery (e.g. where a higher education qualification

offered by a university is delivered at a college in terms of S48 of the Continuing Education and Training Act, 2006 )

Databases  The necessary steps must be taken to ensure that CAS has access to all the necessary databases that are not ordinarily
accessible to entities other than the entities that manage the specific databases

NSFAS Act, 1999  The NSFAS Act, 1999 must be amended to align with the NSFAS Student Centric Approach, so that qualifying students will
receive funding independent of the institution that accepts the student

Timeframes  The policy will be adopted through the following process
– Draft policy for comment - 31 March 2016
– Policy consultation – April and May 2016
– Policy finalised – 30 June 2016
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1 Preamble

The White Paper for Post-School Education and Training (2013) indicates that Career
Development Services (CDS) and Central Applications Services (CAS) are integral
components of the post-school education and training system.  The White Paper
recommends a seamless service from school level with appropriate learning pathways and
assistance with career decisions including a simplified and cost-effective application
process for post-school study.

The Department of Higher Education and Training (DHET) has over the past three years
already undertaken a significant amount of work to identify a number of mechanisms for
the establishment of an entity to function as a CAS.  DHET must now establish a
permanent institutional mechanism to coordinate and manage these activities.

This policy will inform the functioning of the CAS.

2 Glossary

CAS Central Application Service
CDS Career Development Services
CET Act Continuing Education and Training Act, 2006
CETC Community Education and Training College
CHE Council on Higher Education
DHET Department of Higher Education and Training
DoE Department of Education
HEA Higher Education Act
HETMIS Higher Education and Training Management Information System
Minister Minister of Higher Education and Training
NCAP National Career Advice Portal
NHEIAS National Higher Education Information and Application Service
NLRD National Learners’ Records Database
NPHE National Plan for Higher Education
NQF National Qualifications Framework
NSFAS National Student Financial Aid Scheme
PFMA Public Finance Management Act
PSET Post-School Education and Training
QCTO Quality Council for Trades and Occupations
SADC Southern African Development Community
SAQA South African Qualifications Authority
SDA Skills Development Act, 1998
SETA Sector Education and Training Authority
TVET Technical and vocational education and training
White Paper White Paper for Post School Education and Training (2013)

3 Definitions

In this policy, words/phrases have the following meaning:

Clearing House: The clearing house function will match a student with available PSET
opportunities, if a student is not accepted by his/her chosen institution/s
Conditional acceptance:  Offer by institution subject to conditions e.g. submission of Grade
12 results
Entering: Commencing studies at an institution not previously attended by a students
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Minister: Minister of Higher Education and Training
Post-school: All post-school education from NQF level 1
Public Institutions: All public education institutions established by DHET, i.e. Higher
Education Institutions/Universities, TVET Colleges, Community Education and Training
Colleges
Qualifications/Programmes: Refers to qualifications and programmes, as well as part-
qualifications and part-programmes, registered on the NQF
Referral: A student who is not offered a place to study by his/her chosen institution/s will
be referred to other PSET opportunities
Transfers: Transfers between institutions after completion of 1st year
Turnaround times: Sector agreed milestones and cut-off dates to be determined
Undergraduate: The term covers all post-school study, not just University undergraduate
degrees

4 Context

The Education White Paper 3 (DoE: 1997) proposed that a National Higher Education
Information and Application Service (NHEIAS) with regional centres needs to be
established to facilitate the administration of student applications. This should satisfy the
information needs of applicants, and provide guidance on careers and include information
on labour market trends.

The National Plan for Higher Education (NPHE) of 2001 confirmed the proposal for a
National Higher Education Information and Application Service (NHEIAS) to be
established.  In accordance with the NPHE a Ministerial Working Group was established in
2001

The need for a Central Application Service was reaffirmed by the White Paper for Post-
School Education and Training (2013). The White Paper views the CAS as “a crucial move
towards supporting informed access to universities and other PSET opportunities for
students, and to make the choices and placement of students across the system more
effective.” The White Paper recommends a seamless service from school level with
appropriate learning pathways and assistance with career decisions including a simplified
and cost-effective application process for post-school study.

5 Scope

This policy intends to meet the needs of the CAS, the DHET, institutions and applicants.

Participation is compulsory for all public institutions under the jurisdiction of the Minister.
Departmental Colleges under the jurisdiction of other Ministers will be afforded the
opportunity to participate.

The focus of the CAS is strictly applications handling, not admissions. The CAS cannot be
held liable for institutional decisions to accept or reject any application, nor can it or any of
its employees accept such liability.

This policy applies to all entering undergraduates into PSET institutions that the applicant
has not previously attended (including school leavers from Grade 9 to Grade 12, foreign
students and adult learners), but excludes post-graduate students, transfers between
institutions and conversions to another course within the same institution.

The CAS will only handle applications for programmes leading to NQF qualifications and
part-qualifications. Programmes not leading to NQF qualifications and short courses are
therefore excluded.
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6 Rationale

The purpose of this policy (and the CAS) is to provide a single, affordable, easy to
understand application process, giving applicants access to multiple institutions covering
the entire PSET sector. It will also facilitate planning for and reporting on the entire PSET
sector as never before possible.

7 Policy Context

The Education White Paper 3 (DoE: 1997) proposed that a National Higher Education
Information and Application Service (NHEIAS) with regional centres needs to be
established to facilitate the administration of student applications. This should satisfy the
information needs of applicants, and provide guidance on careers and include information
on labour market trends.

The National Plan for Higher Education (NPHE) of 2001 confirmed the proposal for a
National Higher Education Information and Application Service (NHEIAS) to be
established.  In accordance with the NPHE a Ministerial Working Group was established in
2001

The need for a Central Application Service was reaffirmed by the White Paper for Post-
School Education and Training (2013).  The White Paper views the CAS as “a crucial move
towards supporting informed access to universities and other PSET opportunities for
students, and to make the choices and placement of students across the system more
effective.”  The White Paper recommends a seamless service from school level with
appropriate learning pathways and assistance with career decisions including a simplified
and cost-effective application process for post-school study.

8 Legislative Context

This policy is based on and conforms to the Constitution of South Africa, 1996 as well as all
other applicable legislation. The CAS will also operate within this legislative context. The
applicable legislation is set out below:

8.1 The Constitution of the Republic of South Africa, 1996 (Act No. 108 of 1996)

The Constitution places a duty on the State to respect, protect, promote and fulfil the rights
in the Bill of Rights (Section 7).  The right to education is set out in Section 29:

(1) - Everyone has the right:
a) to a basic education, including adult basic education; and
b) to further education, which the state, through reasonable measures, must make

progressively available and accessible.

The right to administrative fairness is set out in Section 33.

(1) - Everyone has the right to administrative action that is lawful, reasonable and
procedurally fair.
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8.2 Higher Education Act, 1997 (Act No. 101 of 1997)

The following sections of the Act are important for the purposes of the CAS:

Section 37:

(1) Subject to this Act, the council of a public higher education institution, after consulting
the senate of the public higher education institution, determines the admission policy of the
public higher education institution.
(2) The council must publish the admission policy and make it available on request.
(3) The admission policy of a public higher education institution must provide appropriate
measures for the redress of past inequalities and may not unfairly discriminate in any way.
(4) Subject to this Act, the council may, with the approval of the senate -

c) determine entrance requirements in respect of particular higher education
programmes;

d) determine the number of students who may be admitted for a particular higher
education programme and the manner of their selection;

e) determine the minimum requirements for readmission to study at the public
higher education institution concerned; and

f) refuse readmission to a student who fails to satisfy such minimum requirements
for readmission.

Section 65D:

(1) No person may offer, award or confer a degree, or a higher education diploma or a
higher education certificate, provided for on the HEQF unless such degree, diploma or
certificate is registered on the sub-framework for higher education on the National
Qualifications Framework contemplated in section 1(b) read with section 13(1)(h) of the
National Qualifications Framework Act.
(2) Notwithstanding subsection (1), a public higher education institution intending to offer
any education programme or trade and occupational learning programme that leads to a
qualification or part-qualification on the sub-framework for trade and occupation
contemplated in section 7(c) of the National Qualifications Framework Act may offer the
qualification or part-qualification subject to -

g) the approval of the Minister; and
h) compliance with any condition set by the Minister.

8.3 National Student Financial Aid Scheme Act, 1999 (Act No. 56 of 1999)

Section 18 is important for the purposes of the CAS and this policy: Any student may,
subject to the provisions of this Act, apply in writing to the NSFAS for a loan or a bursary
on an application form determined by the board.

8.4 General and Further Education and Training Quality Assurance Act, 2001 (Act No. 58
of 2001)

Section 16 is applicable to the CAS and this policy.

(2) The Council is the quality council for general and further education and training as
contemplated in the National Qualifications Framework Act and has the functions
contemplated in section 27 of that Act.
(3) The Council is responsible for the sub-framework for general and further education and
training of the National Qualifications Framework determined by the Minister in terms of
section 8(2)(e) of the National Qualifications Framework Act.
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8.5 Continuing Education and Training Act, 2006 (Act No. 16 of 2006)

The following sections of the Act is important for the purposes of the CAS:

Section 17:

(1) Subject to applicable policy determined by the Minister, the council of a public college
determines the admission policy of the college, after consulting the academic board and
with the approval of the Member of the Executive Council.
(2) The admission policy of a public college may not unfairly discriminate in any way and
must provide appropriate measures for the redress of past inequalities.
(3) The council may, subject to applicable policy, the approval of the Head of Department
and after consultation with the academic board -

a) determine admission requirements in respect of particular further education and
training programmes;

b) determine the number of students who may be admitted for a particular further
education and training programme and the manner of their selection;

c) determine the minimum requirements for readmission to study at the public
college in question; and

d) refuse the readmission of a student who fails to satisfy the minimum
requirements for readmission.

Section 43:

(1) The Minister may prescribe minimum norms and standards for further education and
training programmes, leading to qualifications within the sub-framework for general and
further education and training contemplated in section 7(a) read with section 13(1)(h) of the
National Qualifications Framework Act, that are offered at colleges.
(2) Quality assurance must be conducted by Umalusi in terms of the General and Further
Education and Training Quality Assurance Act, 2001 (Act No. 58 of 2001).
(3) A public college may only provide higher education programmes under the authority of
a higher education institution.
(4) A public college intending to offer the higher education programmes contemplated in
subsection (3) -

a) must apply to the Minister for permission to offer such programmes after the
commencement of this Act; and

b) may offer such programmes only after the permission contemplated in paragraph
(a) is published by the Minister in the Gazette.

(5) A college may apply to the Quality Council for Trades and Occupations established in
terms of section 26G of the Skills Development Act, 1998 (Act No. 97 of 1998), for
accreditation as a Skills Development Provider in order to offer qualifications registered on
the sub-framework for Trades and Occupations contemplated in section 7(c) of the
National Qualifications Framework Act, 2008 (Act No. 67 of 2008).

8.6 National Qualifications Framework Act, 2008 (Act No. 67 of 2008)

Section 13(1)(l) and (m) are applicable to this policy and to the CAS.

Section 13(1) The SAQA must, in order to advance the objectives of the NQF -
(l) with respect to records of education and training, maintain a national learners’ records
database comprising registers of national qualifications, part-qualifications, learner
achievements, recognised professional bodies, professional designations and associated
information;
(m) with respect to foreign qualifications, provide an evaluation and advisory service
consistent with this Act.
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8.7 Public Finance Management Act, 1999 (Act 1 of 1999)

As the CAS will be a public entity, the following sections of the PFMA is specifically
applicable:

Section 1:

"national public entity" means -
a) a national government business enterprise; or
b) a board, commission, company, corporation, fund or other entity (other than a

national government business enterprise) which is-
i. established in terms of national legislation;
ii. fully or substantially funded either from the National Revenue Fund, or

by way of a tax, levy or other money imposed in terms of national
legislation; and

iii. accountable to Parliament.

Section 47:

(1) The Minister, by notice in the national Government Gazette -
a) must amend Schedule 3 to include in the list all public entities that are not listed;

and
b) may make technical changes to the list.

(2) The accounting authority for a public entity that is not listed in either Schedule 2 or 3
must, without delay, notify the National Treasury, in writing, that the public entity is not
listed.
(3) Subsection (2) does not apply to an unlisted public entity that is a subsidiary of a public
entity, whether the latter entity is listed or not.
(4) The Minister may not list the following institutions in Schedule 3:

a) a constitutional institution, the South African Reserve Bank and the Auditor-
General;

b) any public institution which functions outside the sphere of national or provincial
government; and

c) any institution of higher education.

8.8 Other Legislation

Skills Development Act, 1998 (Act No. 97 of 1998)
Preferential Procurement Policy Framework Act, 2000 (Act No. 5 of 2000)
Promotion of Access to Information Act, 2000 (Act No. 2 of 2000)
Broad Based Black Economic Empowerment Act, 2003 (Act No. 53 of 2003)
Protection of Personal Information Act, 2013 (Act No. 4 of 2013)

9 Objectives/Outcomes

The CAS has the following objectives:

1) Making available access to information on the full range of educational
opportunities and training information, and making available career-related
information to assist in making informed choices;

2) Making affordable applications available for all applicants, across multiple
institutions;

3) Reducing the effort of application processing for institutions;
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4) Optimal placement of applicants which includes a clearing house facility to ensure
optimal placement of applicants;

5) Facilitating the applications process for institutions to make timely offers to
applicants;

6) Improving the predictability of the take-up rate;

7) Collecting and providing accurate and timeous data;

8) Providing national reporting on the entire PSET system as never previously
available;

9) Providing all potential entrants into the PSET sector a single point for application
for all education and training opportunities in the sector, combined with application
for accommodation and financial assistance;

10) Establishing a centralised platform and capability for the receiving of applications
from applicants and the submission of these applications to the relevant PSET
institutions;

11) Promoting and ensuring awareness of the centralised application process for all
potential entrants into the PSET sector;

12) Efficient interface with PSET institutions to submit relevant applications to them
and to receive back information on the acceptance or otherwise of these
applications, continually maintaining the status of the application and informing the
applicant accordingly;

13) Ensuring the capability to provide application advice as well as to be able to refer
applicants for career counselling where indicated; and

14) In respect of applicants using foreign qualifications for application to a South
African institution, to obtain the advice of SAQA with regards to the acceptance of
foreign qualifications and the content and requirements of such qualifications.

10 Participating Institutions

All public PSET institutions will eventually be compelled to participate in the CAS. A
process of phased implementation will be followed, commencing with public Higher
Education (Universities and Universities of Technology), the Colleges in terms of the
Continuing Education Act, and then qualifications coordinated by the SETAs and other
PSET opportunities.

The CAS will be available for participation by private institutions on a voluntary basis. The
CAS may further be made available to institutions under the jurisdiction of other Ministers
(i.e. Nursing Colleges, Agricultural Colleges, Police Colleges and Defence Colleges).

11 Responsibilities of DHET

The DHET will be responsible for:

1) The policy and legislative matters supporting the establishment and operations of
the CAS;
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2) Creating an Inter-branch Policy Committee to advise on all policy matters;

3) Ensuring all the necessary policy and legislative structures are in place to ensure
compliance with the implementation and operating requirements of the CAS; and

4) Amending Section 37 of the Higher Education Act, 1997 and Section 43 of the
Continuing Education and Training Act, 2006 to prescribe the submission of
applications through the CAS.

12 Responsibilities of CAS

CAS will be responsible for:

1) The receiving and processing of all applications;

2) The receiving and processing, including reconciliation, of all payments of
application fees;

3) The establishment and management of a comprehensive database of all
applicants;

4) The interface of this database with the information required and maintained by
service partners (institutions) and information providers (e.g. SAQA, Department of
Home Affairs).  (For the purpose of this policy, interface means a process to verify
supplied information in a cost-effective, efficient and fast manner within a specific
timeframe without the possibility of affecting the integrity of data systems);

5) CAS will require access to databases of the following institutions/departments:

a) SAQA: National Learner Records Database and National Qualifications Registry;
b) DHET: National Career Advice Portal;
c) Council for Higher Education;
d) Department of Basic Education;
e) Department of Higher Education and Training;
f) Umalusi;
g) QCTO;
h) Department of Home Affairs; and
i) Others to be determined;

6) The role of a clearing house including referrals for career counselling and
assistance to applicants to identify and apply for alternative education and training
opportunities in the case where initial applications have been rejected or identified
as to be rejected;

7) The comprehensive monitoring and evaluation of the application process including
the provision of all data and reporting to DHET and participating institutions to
enable them to more effectively select and register students appropriate for the
programmes which they offer;

8) To monitor the implementation of DHET policy and to advise the DHET on issues
relating to the efficient implementation of policy.
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13 Responsibilities of Institutions

The responsibilities of the institutions will be as follows:

1) Participation in the CAS will be compulsory for all public institutions offering PSET
opportunities;

2) To define all programmes offered and submit information relating to the specific
programmes to the CAS so that applications can be submitted against these
offerings, including the minimum requirements of the institution for each course;

3) To submit information on new programmes with minimum requirements for each
programme;

4) To receive the application data from the CAS relating to all applications made to
that institution;

5) To select students based on the applications received and communicate both with
the students and with the CAS relating to the decisions in regard to the selection of
students;

6) To communicate information relevant to the student’s progress from application
through to admission;

7) Institutions are responsible for making offers to students;

8) To provide any additional information, including final registration of students, which
will assist in completing the data set enabling effective planning and sector
management;

9) To adhere to sector-agreed milestones and cut-off dates to ensure that selection
process is timeous and efficient;

10) To market its own programmes;

11) To recruit its own students.

14 Responsibilities of Applicants

Applicants will be responsible for:

1) Submission of complete applications;

2) Giving of limited consent to share information (applications) with institutions to
which the student applied;

3) Prompt response to requests for additional information;

4) Prompt response to offers made by either accepting or declining the offer/s;

5) Keeping lines of communication open, including maintaining contact information
such as email and cell phone numbers;

6) Enquiring if no communication is received; and
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7) At the discretion of the applicant, giving of limited consent to share information with
institutions, if initial application unsuccessful, for clearing house purposes or other
advisory services.

15 Selection Cut-off Dates

CAS will work with the various sub-sectors of the PSET sector to determine standard
application cycles including standards for conditional offers, acceptance of offers and offer
expiry dates.  The enabling legislation must allow CAS, in consultation with the respective
sectors of the PSET, to determine cut-off dates as set out above and specify the method of
publication/communication thereof.

15.1 First round application cut-off date

This date is the cut-off point for the first round of assessments by individual institutions
based on grade 11 marks and enables provisional acceptance by those institutions
comfortable to provide such provisional acceptance.  Multiple provisional acceptance to
individuals may then be recorded by the CAS enabling an individual to accept one or more
of the provisional acceptances and where not accepted within a reasonable timeframe,
enable institutions to withdraw offers and then make offers to other applicants.

15.2 Subsequent cycle cut-off dates

The first round cut-off date could be followed by a number of iterative rounds of provisional
offers.

15.3 Offer expiry dates

Offers made by institutions should have expiry dates, typically 3 weeks past a cycle end
date for conditional offers and 6 weeks past cycle end date for non-conditional offers.  This
will enable Institutions to withdraw offers not taken up, at their discretion.

16 Funding

The CAS is intended to be self-funding through application fees paid by applicants, but the
implications of #feesmustfall will have to be taken into consideration.

At this point, and based on the principle of self-funding, the following funding requirements
are envisaged

1) The CAS will be funded through a combination of application fees and voted funds;

2) It is the intention that the CAS, once fully established, will be self-funding on an
ongoing basis out of application fee income; and

3) Seed funding in the form of grants and other funding sources will be required to
fund the establishment of the CAS.
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17 Application Fees

Fees will be determined by the Board of CAS, subject to approval by the Minister,
envisaged as follows:

1) Proposed standard application fee for University applications (based on the
phased approach) even if referred to alternative educational opportunities

2) Differentiated fees for SADC and non-SADC applicants, with non-SADC applicants
charged a higher fee

3) A fee for change of mind will be charged, after allowing one free change of mind

4) Application fees for other subsectors of the PSET sector will be investigated for
subsequent phases

18 Integration with NSFAS

Applications to the CAS should provide applicants with the opportunity to immediately
capture and submit a funding application which would be routed directly to NSFAS.
NSFAS could immediately review the funding application and provide an immediate
response based on the data provided, in terms of the applicant’s funding eligibility.  This
would not be a commitment to funding but merely an indication that the applicant may be
eligible for funding.

This information, once returned to the CAS, could be included in the data provided to
institutions regarding the individual’s application and funding potential.  Once NSFAS has
reviewed applications at its various cut-off dates, NSFAS may update the individual’s
funding status to provisional funding, being a commitment to funding subject to acceptance
at an accredited institution.  This information could again be made available to all
institutions to which the individual had applied to confirm the provisional allocation of
funding from NSFAS.

Acceptance by an institution, communicated to the CAS could then be passed on to
NSFAS so that their records can be updated.  NSFAS would then expect to receive final
confirmation of registration at that institution prior to confirming funding, signing loan
agreements and disbursing funds.

NSFAS must confirm its commitment to fund as soon as possible.

19 Integration with CDS and NCAP

CDS will receive data from the CAS. The Apply Now! programme of DHET is at the
interface between the CDS and the CAS as it covers areas of both components by
assisting to promote applications for programme but also to motivate applications in time
for the normal admissions term. The CAS should assist by identifying where applicants do
not meet requirements for chosen programmes and refer them to CDS, if necessary.
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20 Clearing House

All applicants should have access to PSET opportunities.  If an applicant is not accepted,
recommendations should be made or career counselling given on alternative opportunities
or the applicant should be referred to alternatives.

The function will also involve the institutions making unsolicited offers to applicants for
places for training or education where students have not been accepted in their preferred
courses (subject to consent by the student for data to be shared).

21 Governance

The CAS will be established as a public entity, as approved by the Minister of Higher
Education and Training, through enabling legislation.  It will be autonomous from the
Department of Higher Education and Training with its mandate derived specifically from its
enabling legislation.

The Board of the public entity is the accounting authority and the Board is accountable and
responsible to the Executive Authority, the Minister of Higher Education and Training.

CAS will be responsible for implementing policy as formulated by the DHET and approved
by the Minister.

22 Board of CAS

The Board of CAS will be constituted as follows:

 2 Executive Board members (Chief Executive Officer and one other prescribed
officer);

 13 Non-Executive Board Members representative of the PSET sector as follows:

o Four Board members from universities;

o Two Board members from TVET colleges;

o Two Board members from SETAs and the skills sector;

o One Board member from community colleges;

o Three other Non-executive Board members with experience and
involvement from across the PSET sector; and

o One Board Member to be nominated by the Minister.

23 Board Committees

The Board should establish at least the following Board committees:

 An Executive Committee comprising at least the CEO, CFO, Chairperson and
Deputy Chairperson of the Board.
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 An Audit and Risk Committee should be established in terms of the Treasury
guidelines regarding the formation of audit committees as provided in terms of
section 77 of the PFMA.

 A Human Resources and Remuneration Committee, again, comprising a maximum
of three members of the Board and at least two other non-board members,
including the executive Head of Human Resources.

 An Information, Communication and Technology Committee, comprising of a
maximum of three (3) members of the Board, including the CFO and a non-
executive Board member, and at least two other non-board members, including the
COO and the CIO/IT Executive. It is recommended that an outside ICT Expert is
invited to be a member of the ICT committee.

24 Advisory Committees and User Groups

The Board must also establish Advisory Committees to assist it. Each Advisory Committee
should represent a different sector in the larger PSET sector. An Advisory Committee
should be made up of the following persons: the Chief Executive Officer; the Chief
Operating Officer of the CAS; and between five and eight representatives (not Board
members) nominated by the respective sector with a thorough understanding of the sector
requirements and objectives.

The Advisory Committees may, at their discretion, establish User Groups to deal with the
functional aspects of the interface and integration between the CAS and the various
service partners.  It is envisaged that separate User Groups will be established for each of
the major sectors within the PSET sector based on the expectations that the interfaces and
data requirements may be specific to each sector.  A User Group should comprise at least
the following:  the Chief Operating Officer of the CAS; the Information Technology
Executive of the CAS and between five and eight users of the CAS services nominated by
the sector as a whole.

25 Management

The management of the CAS will comprise the following:

 Chief Executive Officer who is also the accounting officer of the CAS;

 Chief Financial Officer;

 Chief Operations Officer;

 Information Technology Executive;

 Marketing and Outreach Executive; and

 Planning and Monitoring Executive.
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26 Outreach

Outreach includes the entire marketing and outreach process which is aimed at ensuring
appropriately completed and submitted applications from various sources.  The Apply Now!
programme is an integral part of the outreach process.

The outreach activities include:

 School visits;
 Career fairs;
 Sending relevant printed material directly to schools and universities, and directly

to students on request;
 Handling walk-ins;
 Identifying access points such as libraries and municipalities;
 Dealing with social media; and
 Dealing with call centre queries.

The responsibility to recruit students and to market their own qualifications and
programmes remains with the institutions.

27 Monitoring and Reporting

The Monitoring and Evaluation Framework for CAS is based on the South African
Government M&E policies and frameworks:

 Department of Planning, Monitoring and Evaluation (DPME) Guideline 3.1.5
“Functions of an M&E Component in National Government Departments” updated
31 March 2014 (for set-up of entity);

 DPME Framework for Strengthening Citizen-Government Partnerships for
Monitoring Frontline Service Delivery (CBM Framework), August 2013;

 National Treasury: Framework for Managing Programme Performance Information
May 2007;

 PFMA Regulations provides requirements for reporting;

 Requirements of the Auditor General.

CAS will also have to comply with the requirements of the Promotion of Access to
Information Act, 2000 and the Protection of Personal Information (POPI) Act, 2013.

28 Transitional Arrangements

28.1 Seed Funding

Seed funding will be obtained from the National Treasury and/or the National Skills Fund.

28.2 CAS Project

Until the entity has been established, the preparation, development and administration
necessary to prepare for the establishment of the CAS will be conducted through a DHET
project.
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28.3 Recruitment of Staff

The recruitment of staff will commence after the entity has been established by legislation.

28.4 Location of CAS

The site of location is proposed to be in Gauteng which is opportune in terms of major
academic institutions, and service partners such as CHE, SAQA, SETAs, and QCTO are
established in this academic capital of SA.

28.5 Admissions Policies

The Universities and TVET Colleges will need to ensure that their Admissions Policies are
compatible with the CAS.

28.6 Participation of Private Institutions

A decision must be taken on whether participation by private institution will be voluntary or
compulsory.  Compulsory participation could be enforced through the registration
requirements in the applicable Regulations.  This could be implemented through a
prescribed timeframe to accommodate the additional applicant volumes.

The DHET already has a database of private colleges and higher education institutions,
their students and their qualifications.  Participation of private institutions would benefit both
the students and the institutions.

28.7 Procurement

The CAS will develop its own procurement systems, but could make use of the existing
systems of public universities in the interim.

28.8 National Learners’ Records Database (NLRD)

As the NLRD remains the responsibility of SAQA, the National Qualifications Framework
Act, 2008 must be amended to impose a statutory responsibility on SAQA to make the
NLRD available to the CAS. The legislation should also enable CAS to identify
shortcomings in the NLRD and create the mechanisms for SAQA to rectify shortcomings.

28.9 Verification of Grade 9 to 11 Results

A mechanism must be investigated to verify the results of applicants with Grade 9 to 11.

28.10 Site of Delivery

All applications through CAS will be for a programme at a specific site of delivery. Each
subsector of the PSET must create policy to address sites of delivery (e.g. where a higher
education qualification offered by a university is delivered at a college in terms of S48 of
the Continuing Education and Training Act, 2006 ).

28.11 Databases

The necessary steps must be taken to ensure that the CAS has access to all the necessary
databases that are not ordinarily accessible to entities other than the entities that manage
the specific databases.
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28.12 National Student Financial Aid Scheme Act, 1999

The NSFAS Act, 1999 must be amended to align with the NSFAS Student Centric
Approach, so that qualifying students will receive funding independent of the institution that
accepts the student.

28.13 Timeframes

The policy will be adopted through the following process:

 Draft policy for comment 31 March 2016
 Policy consultation April and May 2016
 Policy finalised 30 June 2016
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BILL

To provide for the establishment of a Central Application Service for the Post School Education
and Training sector to create a central application access point to all educational institutions of the
Post School Education and Training sector; to provide for the objects and functions of the Central
Application Service; to provide for the manner in which it is to be managed and governed; to
provide for the regulation of its staff matters and financial affairs; and to provide for matters
connected therewith.

Preamble

RECOGNISING the need for informed access to universities and other Post School Education and
Training opportunities for students, and to make the choices and placement of students across the
system more effective;

AND SINCE a seamless service is needed from school level onwards to support appropriate learning
pathways and career decisions for school leavers and simplified and potentially more cost effective
application processes for post-school study;

THEREFORE the Central Application Service must coordinate and manage the applications service in
the country.

BE IT THEREFORE ENACTED by Parliament of the Republic of South Africa, as follows:—

CONTENTS
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9. Meetings of the Board
10. Committees of the Board
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12. Management of the Central Application Service
13. Delegation an Assignment
14. Financial Matters
15. Audit and Annual Report
16. General Provisions

Definitions

1. In this Act, unless the context indicates otherwise-

(i) “Board” means the Board of the CAS;



(ii) “CAS” means the Central Application Service;

(iii) “financial year” means the period from 1 April in any year to 31 March in the next year;

(iv) “Minister” means the Minister of Higher Education and Training;

(v) “PSET” means post school education and training;

(vi) “this Act” includes any regulations made and enforced in terms of this Act.

Establishment of the Central Applications Service

2. A juristic person to be known as the Central Application Service is hereby established.

Objective of the Central Application Service

3. The primary objective of the CAS is to provide a single, affordable, easy to understand
application process, giving applicants access to multiple institutions covering the entire PSET
sector.

Functions of the Central Application Service

4. The CAS will reach its objective by fulfilling the following functions-
(1) providing all potential entrants into the PSET sector, a single point for application for all

education and training opportunities in the sector combined with application for
accommodation and financial assistance.

(2) Establishing a centralised platform and capability for the receiving of applications from
applicants and the submission of these applications to the relevant PSET institutions.

(3) Promoting and ensuring awareness of the centralised application process for all
potential entrants into the PSET sector.

(4) Efficient interface with PSET institutions to submit relevant applications to them and to
receive back information on the acceptance or otherwise of these applications,
continually maintaining the status of the application and informing the applicant
accordingly.

(5) Ensuring the capability to provide application advice as well as to be able to refer
applicants for career counselling where required.

Deliverables of the Central Application Service

5. By fulfilling the above functions, the CAS should achieve the following:
(1) a clearing house facility to ensure optimal placement of applicants;
(2) making available career related information to assist in making informed choices;
(3) making available a platform of educational opportunities and training information;
(4) making affordable applications available for all applicants, across multiple institutions;
(5) collecting and providing accurate and timeous data;
(6) reducing the effort of application processing for institutions;
(7) optimal placement of applicants;



(8) timely offers to applicants;
(9) improving predictability of take-up rate; and
(10)providing national reporting on the entire PSET system as never previously available.

Executive Authority

6. (1) The Minister of Higher Education and Training is the Executive Authority of CAS.
(2) As the Executive Authority, the Minister will determine policy for the CAS.

Board of the Central Application Service

7. (1) The Board of the CAS consists of –
(a) 2 Executive Board members (Chief Executive Officer and one other prescribed

officer);
(b) 13 Non-Executive Board Members representative of the PSET sector as follows:

i. Four Board members from universities;
ii. Two Board members from TVET colleges;

iii. Two Board members from SETAs and skills sector;
iv. One Board members from community colleges;
v. Three other Non-executive Board members with experience and

involvement from across the PSET sector; and
vi. One Board member who is appointed by the Minister of Higher Education

and Training.
(2) For the purpose of the appointment of the members of the Board referred to in
subsection (1)(b), the Minister must through the media and by notice in the Gazette invite
nominations of persons as candidates for such appointment.
(3) When the members of the Board are appointed, the need for the Board to reflect broadly
the race, gender and geographic composition of the Republic must be considered.
(4) The first meeting of the Board must be held at such time and place and chaired by such
member as the Minister determines. At that meeting the members of the Board must elect-

(a) a chairperson from among the members referred to in subsection (1)(b); and
(b) a deputy chairperson from among the members referred to in subsection (1)(b).

(5) Any vacancy on the Board must be filled in the same manner in which the member who
vacates the office was appointed.
(6) If the office of chairperson or deputy chairperson of the Board becomes vacant, a
chairperson or deputy chairperson, as the case may be, must be elected in accordance with
subsection (4).
(7) If both the chairperson and deputy chairperson of the Board are absent or unable to
perform any function of the chairperson, the Minister may designate any other member to
act as chairperson during such absence or incapacity.
(8) No vacancy in the office of the Chief Executive Officer or a deficiency in the number of
members of the Board affects or impairs the corporate existence of the CAS or any rights,
duties or powers conferred or imposed by this Act upon the CAs or the Board.
(9) No decision of the Board is valid unless passed at a meeting-

(a) at which the quorum required by section 9(3) was present; and
(b) held in accordance with the other provisions of section 9.



(10) A member of the Board who is not in the full-time employment of the State is paid such
remuneration and allowances as the Minister determines.

Term of Office and Disqualification of Members of the Board

8. (1) The Board must be reconstituted every three years in accordance with section 7( 1) to
(4).
(2) A member of the Board is eligible for reappointment but may not serve as member of the
Board for more than two consecutive terms.
(3) A person who has been appointed to fill a vacancy on the Board is regarded as having
served the full term of three years for which the Board was constituted.
(4) A member of the Board must vacate office if-

(a) the Minister, on the recommendation of the Board, terminates the member’s office
for reasons which are just and fair;

(b) the member is convicted of an offence of which dishonesty is an element;
(c) the member is absent from two or more meetings in one calendar year without the

chairperson’s permission;
(d) the member resigns after giving at least 30 days’ notice in writing of the resignation

to the chairperson.

Meetings of the Board

9. (1) The Board must meet at least four times a year at such times and places as the Board
determines.
(2) The chairperson, or in the absence of the chairperson, the deputy chairperson-

(a) may convene a special meeting of the Board;
(b) must convene such meeting within 14 days of the receipt of a written request signed

by at least five members of the Board to convene such meeting.
(3) The quorum for a meeting of the Board is at least nine members of the Board.
(4) The Board determines the procedure for its meetings.
(5) A decision of the Board must be taken by resolution of the majority of members present
at any meeting of the Board and, in the event of equality of votes, the person presiding has a
casting vote in addition to his or her deliberative vote.
(6) A member of the Board must, as such member, act impartially and in good faith and
without fear, favour or prejudice and subject only to the Constitution and other applicable
law.
(7) If a member of the Board has, in relation to any matter to be considered at a meeting of
the Board, any interest which precludes that member from acting in a fair, unbiased and
proper manner in respect of his or her membership of the Board, the member may not-

(a) vote or in any other manner participate in that meeting of the Board; or
(b) be present at the venue where the meeting is held.

Committees of the Board

10. (1) The Board must establish Committees, including the:
(a) Executive Management Committee;



(b) Human Resource and Remuneration Committee;
(c) Audit and Risk Committee, in accordance with Treasury guidelines regarding the

formation of Audit Committees as provided for in section 77 of the PFMA; and
(d) Information, Communication and Technology Committee

to assist in the performance of its functions.
(2) The Board must determine the composition, rules and procedures of committees
established in terms of this section.
(3) The Board may invite persons who are not members of the Board to serve on any of its
committees, but such persons may not be appointed as chairpersons of such committees.
(4) The Board may dissolve or reconstitute a committee as is necessary.
(5) Any decision taken by a committee established under this section must be ratified by the
Board.

Advisory Committees and User Groups

11. (1) The Board may establish Advisory Committees to assist it.
(2) Each Advisory Committee should represent a different sector in the larger PSET sector.
(3) An Advisory Committee should be made up of the following persons:

(a) the Chief Executive Officer;
(b) the Chief Operating Officer of the CAS; and
(c) between five and eight representatives nominated by the respective sector with a

thorough understanding of the sector requirements and objectives who are not
members of the CAS Board.

(4) User Groups may be established at the discretion of the Advisory Committees to deal
with the functional aspects of the interface and integration between the CAS and the various
service partners.
(5) It is envisaged that separate User Groups will be established for each of the major sectors
within PSET based on the expectations that the interfaces and data requirements may be
specific to each sector.
(6) The User Group should comprise at least the following:

(a) the Chief Operating Officer of the CAS;
(b) the Information Technology Executive of the CAS; and
(c) between five and eight users of the CAS services nominated by the sector as a

whole.

Management of the Central Application Service

12. (1) The Board must appoint a chief executive officer for the CAS, who is also the accounting
officer of the CAS.
(2) The chief executive officer-

(a) must manage the affairs of the CAS and report on those affairs to the Board as often
as the Board requires;

(b) must as accounting officer, account for all money received by the CAS, the utilisation
of such money and the assets of the CAs; and

(c) must perform such duties and may exercise such powers of the Board as it delegates
to the chief executive officer.



(3) The chief executive officer may do everything which is necessary to perform his or her
duties in terms of this Act.
(4) The CAS must enter into a written performance contract with the chief executive officer
stipulating measurable objectives relating to the performance of that officer’s functions in
terms of this Act.
(5) The CAS and the chief executive officer may in writing amend the performance contract
from time to time.
(6) The chief executive officer is appointed-

(a) for such period, but not exceeding five years, as the Board determines; and
(b) subject to such conditions as the Board, subject to subsection (8), determines.

(7) On such conditions as the Board, subject to subsection (8), determines, the chief
executive officer may appoint such employees as are necessary to enable the CAS to
perform its duties and exercise its powers.
(8) The Board must in consultation with the Minister approve remuneration, allowances,
subsidies, benefits and other terms and conditions of employment of the CEO and other
members of staff.

Delegation and assignment

13. (1) The Board may delegate any of its powers or assign any of its duties to the Chief
Executive Officer or any employee of the Agency.
(2) The Chief Executive Officer may delegate any power or assign any duty conferred or
imposed upon the Chief Executive Officer by or under this Act to—

(a) any other employee of the Agency with appropriate knowledge and experience; or
(b) any other person, after consulting the Board.

(3) A delegation or assignment under subsections (1) and (2) must be in writing and—
(a) may be subject to any conditions determined by the Board or the Chief Executive

Officer;
(b) does not prevent the exercise of that power or the performance of that duty by the

Board or the Chief Executive Officer; and
(c) may be withdrawn or amended by the Board or the Chief Executive Officer.

(4 )A delegation by the Board of any of the powers entrusted or delegated to it in terms of
the Public Finance Management Act must be in accordance with section 56 of that Act.

Financial Matters

14. (1) The funds of the CAS consist of-
(a) application fees paid to the CAS;
(b) interest on investments;
(c) money appropriated by Parliament;
(d) money borrowed by CAS; and
(e) income lawfully derived from any other source.

(2) The CAS may invest any of its funds not immediately required—
(a) subject to any investment policy that may be prescribed in terms of section 7(4) of

the Public Finance Management Act; and
(a) in such manner as may be approved by the Minister of Finance.



(3) The application fees referred to in subsection (1)(a) will be determined by the Board of
CAS, subject to approval by the Minister

Audit and Annual Report

15. (1) The financial statements of the CAS must be audited annually.
(2) The CAS must table a report on its activities during a financial year in Parliament within
three months of the end of that financial year.
(3) The report must-

(a) include a balance sheet and a statement of income and expenditure certified by the
Auditor;

(b) state the extent to which the CAS has achieved or advanced the measurable
objectives as set out in its performance and strategic plans during the financial year
concerned; and

(c) contain relevant performance information regarding the economic, efficient and
effective application of resources and specifically a comparison between planned
and actual performance indicators as set out in that performance and strategic
plans.

General Provisions

16. (1) The CAS will consult with the various sub-sectors of the PSET sector to determine
standard application cycles and cut-off dates, including standards for conditional offers,
acceptance of offers and offer expiry dates.
(2) The application cycles and cut-off dates referred to in subsection 1 will be published in a
manner determined by the Board of the CAS.
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1 Purpose and Objective

1.1 This document sets out the limits of authority to act on behalf of the Central Application

Service (CAS), in relation to any matter or transaction affecting the CAS or its affairs,

movable or immovable property or its interests.

1.2 The document specifies the level of authority granted to individual employees due to their

positions in the organisation in relation to the nature or type of transaction being dealt

with.

2 Policy Statement

2.1 Fiduciary Relationship

2.1.1 While this document sets out specific limits to the level of authority given to

individuals, all employees of the CAS should bear in mind that their relationship

to the CAS is one of employee to employer, which is a fiduciary relationship.  An

employee of the CAS must render his/her services to the CAS in good faith and

in the best interests of the entity.  An employee’s fiduciary duties are owed to the

CAS itself and not to individuals.

2.2 Duty of Care of Skill

2.2.1 An employee must act on behalf of the CAS with the care and skill that is

reasonably expected from a person with his/her knowledge and experience.

2.3 Conflict of Interest

2.3.1 An employee of the CAS must act only in the interests of the CAS.  There should

be no conflict between the employees’ private interests and those of the CAS.

An employee should not engage in conduct which results in another person’s

interest being in conflict with those of the CAS.  An employee may not carry on

business in competition with the CAS, use his/her relationship with the CAS to

make a profit or earn a commission unless and until the CAS has duly authorised

such conduct.

3 Powers and Duties

3.1 The powers and duties are vested in various bodies and individuals within the CAS.  The

specific authorities and responsibilities of the various governance bodies of the CAS are

documented in the terms of reference of each of those governance bodies.  A brief

summary is set out below:

3.1.1 Board of CAS

3.1.1.1 The Board of CAS is tasked with the governance of the CAS and is

ultimately responsible for all decisions relating to the activities of the



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Appendix D – Delegation of Authority

February 2016

D.2

CAS.  The Board delegates this authority to governance bodies and

individuals through the agreed terms of reference of the governance

bodies and the terms of appointment of the individuals.

3.1.2 Sub-Committees of the Board of CAS

3.1.2.1 The Board has a number of sub-committees which are provided with

specific levels of authority in relation to their specific functions as set

out in the terms of reference for their committees.

3.1.3 Executive Committee

3.1.3.1 The EXCO is a sub-committee of the Board which is expected to meet

more regularly between the Board meetings, to deal with most matters

which would otherwise have been dealt with by the Board.  The EXCO

operates with the full authority of the Board.

3.1.4 Chief Executive Officer (CEO)

3.1.4.1 The CEO of the CAS is the Executive responsible for the management

and functioning of the CAS and is directly authorised by the Board to

act on behalf of the CAS up to specified levels of authority.

3.1.5 Chief Finance Officer (CFO)

3.1.5.1 The CFO is the Executive responsible for the finances of the CAS and

would be consulted by the CEO on all significant financial matters.  The

CFO is also specifically provided with a level of authority below that of

the CEO, enabling the CFO to act directly up to that level of authority.

4 General Principles

4.1 Any reference to a monetary value includes VAT.

4.2 The delegation of authority does not divest the Board members of their responsibility of

ensuring the proper exercise of the delegated power or the performance of the signed

duty, nor deprive them of the power to terminate the delegation.

4.3 The application of the delegated authority must at all times be lawful and aligned with the

principles, values and ethics of the CAS.

4.4 The Board may confirm, ratify, vary or revoke any decision taken by an employee,

subject to any rights that may have become vested as a consequence of the decision.

4.5 Only the Board, EXCO and the Chief Executive Officer may authorise the delegation of

authority and such delegation must be in writing, and aligned with this Delegation of

Authority document.

4.6 The Chief Executive Officer is responsible for the management of all delegations and

authorisations granted and must ensure that all employees operating within these
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authority levels act lawfully, within the powers of their authorisation, and within the

policies and terms of reference of the committees and governance bodies.

4.7 An employee who exceeds his/her authority level must account for his/her actions and

may be subject to internal disciplinary procedures and any other proceedings, civil or

criminal, appropriate to the matter.

4.8 Authority levels applicable to a specific position will also apply to any individual who is

appointed in writing to act in such position for a specific period.

4.9 No authority may be delegated to non-employees, consultants or independent

contractors.  A limited duration contract worker will be empowered on the same basis as

any other employee in the same post as outlined in this framework.

4.10 No employee may approve expenditure that benefits him/her directly.  In such instances,

the authority to approve such expenditure automatically moves to the next higher level or

above.

4.11 Limits refer to the Rand value of the amount authorised on the date of the approval.

4.12 In determining the amount of the approval levels, all related transactions must be taken

into account.  No employee may split an invoice or project cost in order to evade

compliance with the provisions of this document.

4.13 Price increases, exchange rate fluctuations and other variables may affect the actual

value of a transaction relative to the value of the transaction at the time of approval.

Where such variation has the effect of taking the transaction value above the level for

which the relevant employee has the authority to approve, the employee must refer to

the next appropriate level for approval.

4.14 An amendment to this document will only be effected immediately from the date it is

approved by the Board.

5 Contracts

5.1 All material deals, acquisitions, and transactions, should be formalised between the CAS

and the other party by means of an appropriate written contract.

5.2 The contract outlines the business relationships, takes care of the interests of both

parties and stipulates variables such as the obligations relating to payment, delivery of

goods and services, and the contract period.

5.3 The monetary obligations contained in contracts are always subject to prior approval of

the transaction at the appropriate delegation of authority level.

5.4 All contracts must be signed by an authorised employee of the CAS, subject to the limits

of his/her authority.

5.5 All contracts must be lodged with the legal office of the CAS.
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6 Procurement, Tenders and Purchase of Goods or Services

6.1 The purchase of goods and services should be based on quotes or tenders, as the case

may be, dependent on the level of expenditure anticipated.

6.2 All expenditure should be based on an approved quotation or tender before the

expenditure is committed.

6.3 The table below sets out the requirements for different levels of expenditure:

Value of Goods or
Services

Requirement

Less than R 1 Quote

From R to R 2 Quotes

From R to R 3 Quotes

From R to R Closed Tender

R and above Open Tender

6.3.1 A closed tender is defined as a tender where at least three (3) parties are asked

to tender for the goods or services based on defined terms of reference or

specifications.

6.3.2 An open tender is where the tender is advertised publically and available for

response by any parties.

6.3.3 In all cases, an employee who initiates a request for goods or services, referred

to as the requisitioner, may not approve his/her own request.  All requests by a

requisitioner must be approved by the next senior level

6.4 The above requirements are minimum requirements for the CAS.

7 Payments

7.1 A payment normally represents the final administrative task in finalising a transaction or

contract.

7.2 Payments are effected to creditors according to the credit terms applicable, contractual

obligations, other business relationships or statutory obligations.

7.3 Only certain employees are empowered to effect payments.  These employees are listed

in Appendix A to this document.  All payment instructions must be signed by two

signatories.

7.4 Official signatories may never delegate or authorise their signing powers.

7.5 The Chief Financial Officer will update the list of approved signatories (Appendix A) and

refer this list for approval to the Board.
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7.6 The bank will be notified and provided with names and specimen signatures of the

nominated employees as official signatories.

7.7 Sufficient proof of the relevant prior expenditure authorisation in terms of this document

must be provided before authorised signatories can approve payments.

7.8 A limit in value on all cheque payments of up to R10,000 is prescribed by the company.

No cheques shall be made out for amounts greater than R10,000.

8 Levels of Authority

Board EXCO CEO
(‘000)

CFO
(‘000)

Other
(‘000)

Other
(‘000)

Expenditure >R R R R R R

Write Offs >R R R R

Litigation/Legal >R R R

Leasing >R R R R

Professional Appointments R R R R

Dealing with Banks Yes Yes Yes Yes

Staff/Personnel (annual
cost to company)

>R R R R R
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A. List of Authorised Signatories

Any two signatories are required to authorise payment with the first signatory drawn from

Group B and the second from Group A.

Signatories

Group A – Second Signatories

 Chief Executive Officer

 Chief Financial Officer

 Finance Manager

Group B – First Signatories

 Finance Manager

 Supply Chain Manager
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E.1

1 Purpose and Objective

1.1 This Committee is known as the Executive Committee of the Board of the Central

Application Service (CAS) and will be referred to as the EXCO.

1.2 The EXCO is a sub-Committee of the CAS Board, constituted of the Executive Board

members (Chief Executive Officer and Chief Finance Officer) and two Non-Executive

Board members being the Chairperson and Deputy Chairperson.

1.3 The purpose of the EXCO is to provide greater responsiveness in CAS decision-making

processes by establishing a smaller and more responsive Committee to meet with the

authority of the Board between formal Board meetings.

1.4 The objective of the Committee is to promote good and effective governance in the CAS

by ensuring that decisions can be taken regularly and timeously by a Committee duly

authorised to make these decisions.

2 Authority and Responsibility

2.1 The EXCO is a sub-Committee of the Board.  The EXCO operates with the full authority

of the Board.  Decisions made by the EXCO in accordance with these terms of reference

carry the authority of the Board.

2.2 The Chief Executive Officer of the CAS will take decisions after consultation with the

EXCO where appropriate.

2.3 Each Committee member will familiarise themselves with the terms of reference of this

Committee and their detailed responsibilities as members of this Committee, as set out in

this document.

3 Composition

3.1 The EXCO will comprise at least the following members:

 The Chief Executive Officer of the CAS who will also be the Chairperson of the

EXCO.

 The Chief Finance Officer of the CAS.

 The Chairperson of the Board of CAS.

 The Deputy Chairperson of the Board of CAS.

3.2 The EXCO may invite any person it deems fit to attend to provide additional assistance

or information.  These persons may not take part in any decisions made by the EXCO.
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4 Meetings

4.1 Frequency

4.1.1 The EXCO will meet on a monthly basis in those months when Board meetings

are not scheduled.  The Committee meetings will be scheduled annually and the

timetable circulated to members before the commencement of the year.

4.1.2 Should it be required, the Chairperson of the EXCO has the authority to call an

emergency EXCO with two (2) days’ notice.

4.1.3 Additional meetings may be held at the request of the Chairperson, any

Committee member, a member of the Board or the Board of CAS should these

be required.

4.2 Quorum

4.2.1 The following constitutes a quorum:

 The Committee Chairperson (EXCO Chair), the Chairperson of the Board,

and one other EXCO member.

 Formal meetings may be held by telephone or other communication

equipment, which allows those participating to hear and speak to each other.

The quorum in this event shall include those members so linked.

4.3 Voting

4.3.1 Each EXCO member present shall have a vote.  In a split vote the meeting Chair

shall have a second vote.

4.3.2 Any EXCO member can request that an issue be taken to the Board of CAS for a

decision.

4.4 Notice

4.4.1 Notice of the meeting shall be deemed to have been given by the publishing of

the annual schedule for EXCO meetings.

4.4.2 Where a special or emergency EXCO meeting is called, notice should be at least

two (2) days in advance of the proposed meeting date.

4.4.3 The Committee Chairperson shall draw up an agenda which will be circulated to

the members of the Committee at least five days prior to each meeting.

5 Functions of the Committee

5.1 The primary function of the EXCO is to assist the Board of CAS.  This assistance is

provided through the following specific functions:

 Carry out any specific powers defined for the Committee by the Board.

 Formulate general policies and strategies for the CAS.

 Act as an advisory body to the CEO.
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 Review the annual budget for presentation to the Board.

 Review the annual financial statements for presentation to the Audit Committee and

thereafter to the Board.

 Consider the audit management report together with management response, to be

returned to the Auditors.

 Initiate special reviews and actions for the prudent management of CAS

 Review and assess CAS financial and operational performance through regular

feedback and reports from the Management team.

 Define the approvals framework within which the CAS is managed.

 Approve large capital and operational expenditure in accordance with the approvals

framework.

 Approve contracts with suppliers in accordance with the approvals framework.

 Receive the monthly financial report for the CAS.

 Receive the Human Resources Report for the CAS.

5.2 The Board may from time to time specifically extend the functions of the EXCO by

directly instructing the EXCO to deal with any specific or recurring matters as it deems fit.

5.3 The EXCO will provide recommendations to the Board in relation to the functions set out

in this Terms of Reference.

5.4 The EXCO will itself deal with all matters related to the operations and functioning of the

CAS between the regular Board meetings and will report on these activities and

decisions through the tabling of the minutes of the EXCO at the next Board meeting.

6 Powers of the Committee

6.1 The EXCO is authorised by the Board to act in its stead in all matters relating to the

operations of the CAS arising between the regular Board meetings.

6.2 This delegated authority of the Board requires that the EXCO report on its activities

through the tabling of its minutes at the next Board meeting.

6.3 Any EXCO member can request that any decision placed in front of the EXCO can be

held over for a formal decision at the forthcoming Board meeting.

7 Record Keeping and Reporting

7.1 The Committee shall ensure that it keeps proper minutes of all meetings and full records

of its recommendations.

7.2 A Secretary will be appointed by the Committee.

7.3 The Secretary shall be responsible for ensuring the secretarial functions of the

Committee are performed, including adequate notice of meetings and that all necessary

information is circulated to all members of the Committee in advance of the meeting.
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7.4 The Chairperson of the Committee will be responsible for communicating the business of

the Committee to the Board.

7.5 The minutes of the Committee will serve at the next Board meeting.
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F.1

1 Purpose and Objective

1.1 The Audit Committee is a sub-Committee of the Board of the Central Application Service

(CAS).

1.2 The Audit Committee will review the financial reporting process, the system of internal

control and management of financial risks, the audit process and the process for

monitoring compliance with laws and regulations, and its own code of business conduct.

1.3 In performing its duties, the Committee will maintain effective working relationships with

the CAS, Management and the internal and external Auditors.

1.4 The Committee shall not perform any management functions or assume any

management responsibilities.

2 Authority and Responsibility

2.1 The Audit Committee is a sub-Committee of the Board of CAS, constituted of Board or

EXCO members and CAS Management.

2.2 Decisions made by the Audit Committee, in accordance with these terms of reference,

carry the authority of the Board.

2.3 Each Committee member will familiarise themselves with the terms of reference of this

Committee and their detailed responsibilities as members of this Committee, as set out in

this document.

3 Composition

3.1 The Board shall appoint the members of the Audit Committee.

3.2 Continued membership of the Committee shall be reviewed and confirmed by the Board

annually.

3.3 The Chairperson of the Committee shall be appointed by the Board and shall be a non-

Executive member of the Board.

3.4 The Committee will comprise the Audit Committee Chairperson and two additional Audit

Committee members.

3.5 An alternative Committee member shall be appointed for each member.

3.6 The following persons will attend the Committee meetings by invitation:

 Chairman of the CAS Board.

 Chief Executive Officer of CAS.

 Partner of the external Auditors.

 Manager of the external Auditors.

 Partner of the internal Auditors.

 Manager of the internal Auditors.
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 Chief Finance Officer of CAS.

 Financial Manager in CAS

3.7 The Committee may also invite such other persons, that it deems necessary.

4 Meetings

4.1 Frequency

4.1.1 The Committee shall meet at least two (2) times a year.

4.1.2 Additional meetings may be held at the request of the Chairperson, any

Committee member or the Board.

4.1.3 Internal Audit or the external Auditors may convene a meeting if they consider it

necessary

4.2 Quorum

4.2.1 The quorum for meetings shall be the Chairperson of the Committee and one

Committee member present throughout the meeting.

4.2.2 Formal meetings may be held by telephone or other communication equipment,

which allows those participating to hear and speak to each other.  The quorum in

this event shall include those members so linked.

4.3 Voting

4.3.1 Each member of the Committee will have one (1) vote.

4.3.2 In a split vote the Committee Chairperson shall have a second vote.  Any

Committee member can request that an issue be taken to the Board of CAS for a

decision.

4.3.3 No attendee other than Committee members shall have a vote at the meetings.

4.4 Notice

4.4.1 Notice of the meeting shall be communicated to all members by email, fax or

hard copy meeting pack, delivered no less than two (2) weeks in advance of the

proposed meeting date.

4.5 Auditor presentations

4.5.1 The internal and external Auditors should be invited to make presentations to the

Audit Committee as appropriate.

5 Functions of the Committee

5.1 The functions of the Committee related to internal control shall be as follows:

 Evaluate whether Management is setting the appropriate ''control culture'' by

communicating the importance of internal control and the management of risk,

and ensuring that all employees have an understanding of their roles and

responsibilities.
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 Evaluate whether there are adequate management controls in place to ensure

the protection and prevention of the misuse of CAS assets.

 Evaluate if there are adequate protection for the security of computer systems

and applications, and evaluate the adequacy of contingency plans for

processing financial information in the event of a systems breakdown.

 Consider with the internal and external Auditors any fraud, illegal acts,

deficiencies in internal control, or other similar issues.

 Gain an understanding of whether internal control recommendations made by

internal and external Auditors have been implemented by Management.

5.2 The functions of the Committee related to financial reporting shall be as follows:

 Evaluate the adequacy and effectiveness of the accounting policies adopted

by the business and all proposed changes in accounting policies and practices,

and recommend such changes where these are considered appropriate in

terms of accepted accounting standards.

 Review the consolidated annual financial statements and determine whether

they are complete and consistent with the information known to Committee

members.

 Focus on judgmental areas, for example those involving valuation of assets

and liabilities; warranty, product or environmental liability; litigation reserves

and other commitments and contingencies.

 Review significant accounting and reporting issues, including recent

professional and regulatory pronouncements and understand their impact on

the financial statements.

 Gain an understanding of the current areas of greatest financial risk and how

Management is managing these effectively.

 Gain an understanding of any legal matters which could significantly impact

the financial statements.

5.3 The functions of the Committee related to internal audit shall be as follows:

 Annually evaluate the role, independence and effectiveness of the internal

audit function in the overall context of the risk register and ensure that no

unjustified restrictions or limitations are made.

 Review the effectiveness of the internal audit function.

 Meet separately with internal Audit to discuss any matters that the Committee

or Auditors believe should be discussed privately.

 Ensure that significant findings and recommendations made by the internal

Auditors are received and discussed on a timely basis.

 Ensure that Management responds to recommendations by the internal

Auditors.



Post-School Education and Training
Central Application and Service

Enterprise Architecture
Appendix F – CAS Audit and Risk Committee

Terms of Reference
February 2016

F.4

 Review and resolve significant differences of opinion between Management

and the internal audit function.

 Review co-ordination between internal and the external Auditors.

 Consider the internal audit fee and other compensation payable to the internal

Auditors.

5.4 The functions of the Committee related to external audit shall be as follows:

 Review the external Auditors’ proposed audit scope and approach and ensure

no unjustified restrictions or limitations have been placed on the scope.

 Review the performance of the external Auditors.

 Consider the independence of the external Auditor, including reviewing the

range of services provided in the context of all consulting services bought by

the Company.

 Meet separately with the external Auditors to discuss any matters that the

Committee or Auditors believe should be discussed privately.

 Ensure that significant findings and recommendations made by the external

Auditors are received and discussed on a timely basis.

 Ensure that Management responds to recommendations by the external

Auditors.

 Consider the external audit fee and other compensation payable to the

external auditors.

5.5 The functions of the Committee related to the compliance with laws and regulations shall

be as follows:

 Review the effectiveness of the system for monitoring compliance with laws

and regulations and the results of Management's investigation and follow-up

(including disciplinary action) of any fraudulent acts or non-compliance.

 Obtain regular updates from Management and the CAS legal counsel

regarding compliance matters.

 Be satisfied that all regulatory compliance matters have been considered in

the preparation of the financial statements.

 Review the findings of any examinations by regulatory agencies.

5.6 The functions of the Committee related to risk management shall be as follows:

 Review the risk register annually

5.7 The other responsibilities of the Committee shall be as follows:

 Ensure the Board is aware of matters which significantly impact the financial

condition, internal control systems and other affairs of the CAS.

 If necessary, institute special investigations and, if appropriate, hire special

counsel or experts to assist.
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6 Powers of the Committee

6.1 The Committee is advisory in nature and shall only have executive powers where these

have expressly been delegated to it by the Board.

6.2 The Committee shall not perform any management functions or assume management

responsibilities.

6.3 The Committee shall have unrestricted access to records and information within the CAS

and shall have authority to interview Executives and staff and use the services of any

professional advisors necessary to carry out its duties, the cost of which shall be for the

account of CAS.

7 Record Keeping and Reporting

7.1 The Committee shall ensure that it keeps proper minutes of all meetings and full records

of its recommendations.

7.2 The Financial Manager or his/her appointee will be the Secretary of the Committee.

7.3 The Secretary shall be responsible for ensuring the secretarial functions of the

Committee are performed, including adequate notice of meetings and that all necessary

information is circulated to all members of the Committee in advance of the meeting.

7.4 The Chairperson of the Committee will be responsible for communicating the business of

the Committee to the Board of CAS.

7.5 The minutes of the Committee will serve at the next EXCO and/or Board meeting.
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G.1

1 Purpose and Objective

1.1 The Human Resources and Remuneration Committee is a sub-Committee of the Board

of the Central Application Service (CAS).  The Committee will be known as REMCO.

1.2 The first key objective of this Committee is to establish a formal and transparent

procedure for developing a policy on Executive remuneration and benefits.  The financial

reward offered by the CAS should be sufficient to attract people of the required calibre.

1.3 The other key objective of this Committee is to provide input into the Company’s Human

Resources policy and strategy and ensure that it is aligned with the Company’s

objectives.  The HR policy and strategy shall be incorporated into the business plans of

the business divisions and the Committee shall be responsible for monitoring progress.

2 Authority and Responsibility

2.1 The REMCO will act in an advisory capacity to the Board of CAS by considering all

matters relating to Executive remuneration and benefits and the HR strategy of the

Company and placing recommendations before the Board for the decision and

ratification by the Board in consultation with the Minister of Higher Education and

Training.

2.2 The Committee derives its powers from the Board of CAS and conducts all of its

proceedings subject to the authority of the Board.

2.3 Each Committee member will familiarise themselves with the terms of reference of this

Committee and their detailed responsibilities as members of this Committee, as set out in

this document.

3 Composition

3.1 The Committee is appointed by the Board of CAS. Continued membership of the

Committee shall be reviewed and confirmed by the Board annually.

3.2 The Committee shall comprise of a maximum of three (3) members of the Board and at

least two other non-board members, including the Human Resources Manager.

3.3 The Chairperson of the Committee shall be appointed by the Board and shall be a non-

Executive Board member.

3.4 The Committee shall invite the Chief Executive Officer and the Chief Finance Officer and

may invite other Executives and/or Senior Management, as required, subject to the

approval of the Chairperson.

3.5 The Chairperson may request that some or all of the attendees recuse themselves from

certain discussions of the Committee.
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4 Meetings

4.1 Frequency

4.1.1 The Committee shall meet at least two (2) times a year.

4.1.2 Additional meetings may be held at the request of the Chairperson, any

Committee member, an Executive Board member or the Board of CAS.

4.2 Quorum

4.2.1 The quorum for meetings shall be two (2) members of the Committee present

throughout the meeting.

4.2.2 Formal meetings may be held by telephone or other communication equipment,

which allows those participating to hear and speak to each other.  The quorum in

this event shall include those members so linked.

4.3 Voting

4.3.1 Each member of the Committee will have one (1) vote and there shall be no

casting vote.

4.3.2 No attendee other than Committee members shall have a vote at the meetings.

4.4 Notice

4.4.1 Notice of the meeting shall be communicated to all members by email, fax or

hard copy meeting pack, delivered no less than two (2) weeks in advance of the

proposed meeting date.

5 Functions of the Committee

5.1 The functions of the Committee related to remuneration issues shall be as follows:

 Determine, agree and develop the philosophy and policy on Executive and

Senior Management remuneration of the CAS.

 Determine and review the remuneration packages for the Chief Executive

Officer and Executive Management.

 Ensure that the Executive Management is fairly compensated for their

individual contributions and performance.

 Review and make recommendations on a suitable incentive scheme or

combination of schemes.

 Ensure that it is kept informed of relevant information regarding Executive and

Senior Managers.

 Recommend to the Board non-Executive Board members’ fees for subsequent

approval by the Minister of Higher Education and Training.

 Provide Management with a mandate for salary increases for staff.

 Monitor the remuneration and compensation practices of the CAS in general.

 Review broad ranges in terms of job grades and job banding.
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 Have oversight over all salary increases in the whole of the CAS.

5.2 The functions of the Committee which relate to Human Resources are as follows:

 Review and recommend to the Board for approval the CAS Human Resources

strategy, policies and plans.

 Analyse, monitor and evaluate the CAS Human Resources strategy, policies

and plans, as approved by the Board.

 Ensure that a succession plan is in place for both Senior Management and

general staff.

 Review adequate disclosure of EE issues.

6 Powers of the Committee

6.1 The Committee is advisory in nature and shall only have executive powers where these

have expressly been delegated to it by the Board.  It shall not perform any management

functions or assume management responsibilities.

6.2 The Committee shall have unrestricted access to records and information within the CAS

and shall have authority to interview Executives and staff and use the services of any

professional advisors necessary to carry out its duties, the cost of which shall be for the

account of CAS.

7 Record Keeping and Reporting

7.1 The Committee shall ensure that it keeps proper minutes of all meetings and full records

of its recommendations.

7.2 The CAS HR Manager will be the Secretary of the Committee.

7.3 The Secretary shall be responsible for ensuring the secretarial functions of the

Committee are performed, including adequate notice of meetings and that all necessary

information is circulated to all members of the Committee in advance of the meeting.

7.4 The Chairperson of the Committee will be responsible for communicating the business of

the Committee to the Board of CAS.

7.5 The minutes of the Committee will serve at the next Board meeting.
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H.1

1 Purpose and Objective

1.1 The Information, Communication and Technology (ICT) Committee is a sub-Committee

of the Board of the Central Application Service (CAS).  The Committee will be known as

ICT Committee.

1.2 The first key objective of this Committee is to adopt the CAS Enterprise Architecture and

to motivate and approve major amendments of the architecture going forward.

1.3 The other key objective of this Committee is to provide input into the Company’s ICT

policy and strategy and ensure that is aligned with the Company’s objectives.  The ICT

policy and strategy shall be incorporated into the business plans of the business

divisions and the Committee shall be responsible for monitoring progress.

2 Authority and Responsibility

2.1 The ICT Committee will act in an advisory capacity to the Board of CAS by considering

all matters relating to Information, Communication and Technology for the Company and

placing recommendations before the Board for the decision and ratification by the Board.

2.2 The Committee derives its powers from the Board of CAS and conducts all of its

proceedings subject to the authority of the Board.

2.3 Each Committee member will familiarise themselves with the terms of reference of this

Committee and their detailed responsibilities as members of this Committee, as set out in

this document.

3 Composition

3.1 The Committee is appointed by the Board of CAS. Continued membership of the

Committee shall be reviewed and confirmed by the Board annually.

3.2 The Committee shall comprise of a maximum of three (3) members of the Board,

including the CFO and a non-executive Board member, and at least two other non-board

members, including the COO and the CIO/IT Executive. It is recommended that an

outside ICT Expert is invited to be a member of the ICT committee.

3.3 The Chairperson of the Committee shall be appointed by the Board and shall be a non-

Executive Board member.

3.4 The Committee may invite other Executives and/or Senior Management, as required,

subject to the approval of the Chairperson.

3.5 The Chairperson may request that some or all of the attendees recuse themselves from

certain discussions of the Committee.
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4 Meetings

4.1 Frequency

4.1.1 The Committee shall meet at least two (2) times a year.

4.1.2 Additional meetings may be held at the request of the Chairperson, any

Committee member, an Executive Board member or the Board of CAS.

4.2 Quorum

4.2.1 The quorum for meetings shall be two (2) members of the Committee present

throughout the meeting.

4.2.2 Formal meetings may be held by telephone or other communication equipment,

which allows those participating to hear and speak to each other.  The quorum in

this event shall include those members so linked.

4.3 Voting

4.3.1 Each member of the Committee will have one (1) vote and there shall be no

casting vote.

4.3.2 No attendee other than Committee members shall have a vote at the meetings.

4.4 Notice

4.4.1 Notice of the meeting shall be communicated to all members by email, fax or

hard copy meeting pack, delivered no less than two (2) weeks in advance of the

proposed meeting date.

5 Functions of the Committee

5.1 The functions of the Committee shall be as follows:

 Adopt the CAS Enterprise Architecture and to motivate and propose for Board

approval major amendments of the architecture going forward.

 Develop, propose for Board approval and monitor the CAS ICT policies and

strategy

 Ensure that it is kept informed of relevant information regarding Information,

Communication and Technology developments as these relate to public entities

and the CAS.

 Consider and propose for Board approval any major capital expenditure and

operational expenditure relating to ICT

6 Powers of the Committee

6.1 The Committee is advisory in nature and shall only have executive powers where these

have expressly been delegated to it by the Board.  It shall not perform any management

functions or assume management responsibilities.
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6.2 The Committee shall have unrestricted access to records and information within the CAS

and shall have authority to interview Executives and staff and use the services of any

professional advisors necessary to carry out its duties, the cost of which shall be for the

account of CAS.

7 Record Keeping and Reporting

7.1 The Committee shall ensure that it keeps proper minutes of all meetings and full records

of its recommendations.

7.2 The CAS IT Executive will be the Secretary of the Committee.

7.3 The Secretary shall be responsible for ensuring the secretarial functions of the

Committee are performed, including adequate notice of meetings and that all necessary

information is circulated to all members of the Committee in advance of the meeting.

7.4 The Chairperson of the Committee will be responsible for communicating the business of

the Committee to the Board of CAS.

7.5 The minutes of the Committee will serve at the next Board meeting.


