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1. INTRODUCTION

HEQC-online is the culmination of the development of the HEQC
accreditation process as a web-based system. The purpose of the system is
threefold. First, it aims at increasing the efficiency of the accreditation process
by expediting some of its steps and improving the Accreditation Directorate’s
capacity to respond to institutions’ queries about the state of their
programmes. Secondly, it aims at improving the system of recording and
reporting accreditation information (information on the institution, the
programme, the evaluation, the internal processing, the accreditation
decisions). Finally, it aims at developing a tighter control of the HEQC internal
guality management.

The system has three parts:

= An external user interface which allows higher education institutions
to apply for the accreditation of programmes online.

= An evaluators’ portal where specialist and expert peers evaluate new
proposed programmes against the nine HEQC accreditation criteria.

= Aninternal HEQC interface which allows the Accreditation and
Coordination Directorate to process each application from its
submission to the final accreditation decision made by the
Accreditation Committee.

This document focuses on the external user interface. Its purpose is to serve
as a guide for both higher education management and administration staff
responsible for the submission of applications to the HEQC, and academic
staff responsible for completing the information on each learning programme.

HEQC-online constitutes a new approach to the accreditation process. These
notes are focused on helping higher education institutions to make optimal
use of the system.




2. HOW TO ACCESS THE SYSTEM?

HEQC-online can be accessed directly at the following URL.:
http://hegconline.che.ac.za/

It also can be accessed from the CHE website www.che.ac.za

Each higher education institution will have one contact/responsible person
who will have access to HEQC-online with a user login and a password. This
person will act as system administrator (super-user) for his/her own institution.
The first time these users enter the system they need to request a login name
and a password which will be generated by the system once their institutions
have been identified as providers.

HEQC-online has been designed taking into account the complexities of
programme development and approval at different institutions and the need
for various structures and levels to approve a programme before it is
submitted to the HEQC for accreditation. We have ‘split’ the system in such a
way that it can be used internally to record the different processes and
instances of approval programmes go through. (See section 5) and only then
submitted to the HEQC.

HEQC-online requires Explorer version 6 or higher to operate optimally

—FEO)C=orlinz

¥ i =

[§CHE|



3. ROLES OF THE ADMINISTRATOR AT HIGHER EDUCATION
INSTITUTIONS

Each administrator of HEQC-online at a HEI has two main functions in
relation to the submission of programmes for accreditation online:

= To complete an institutional profile
This profile requires the administrator to enter basic information about
the institution (enrolments, staff, lecture room capacity, etc) in a series
of tables, and to upload a number of policies which inform the work of
the institution in relation to teaching and learning. The fundamental
purpose of this profile is to eliminate the multiple requests of the same
information for the accreditation of different programmes. In this way,
general institutional policies which affect programme accreditation will
be submitted only once (and updated when necessary). Private
providers are asked slightly different questions from their public
provider counterparts whose fundamental information is available in
Higher Education Management Information System of the Department
of Education.

The institutional profile has two advantages. On the one hand, as
already mentioned, institutions do not have to submit the same
information several times. On the other, programme coordinators,
whose responsibility is to fill in the details of the programme, only
provide the HEQC with documentation that is specific to the
programme submitted for accreditation.

= To submit the application to the HEQC
Once an application has been filled in and all internal approval
processes have been finalized, the administrator is the only person
who can actually submit the application to the HEQC. It is his/her
responsibility to make sure that the proposed programme has been
approved in all the required internal structures before sending it to the
HEQC.




4. PREPARING A SUBMISSION

The application properly has two parts:
A) INSTITUTIONAL INFORMATION

This section is the entrance to the institutional profile to be completed
by the administrator. Once this part is completed the application can be
filled in by the programme coordinator (s).

B) PROGRAMME INFORMATION

The first part of this section is completed by the administrator and
refers to basic programme information.

The second part of this section of the application form is organised
based on the HEQC nine accreditation criteria for the Candidacy Phase
(See Framework for Programme Accreditation, Pretoria 2004) and
must be completed by academics staff familiar with the actual contents
of the programme. Thus, lecturers and/or programme coordinators
have to answer nine sets of questions. (Question number 9 is only
answered if the programme is at the postgraduate level). In each case
the system provides the user with the complete text of the criterion
against which his/her answer will be assessed and the list of minimum
standards with which the programme has to comply, in the form of
dropdown windows that users can open and read at their convenience.

After each set of questions the application form indicates the documentation
and evidence necessary to support the information given in relation to each
criterion. It also indicates the documentation already submitted in the
institutional profile. The user, when appropriate, is asked to indicate whether:

= The information requested in relation to the programme is the same as
that provided in the institutional profile.

= The information requested is specific to the programme. In this case,
users must indicate whether they will upload electronically or physically
post the information required. (This provides flexibility for the
institutions and at the same time allows the HEQC staff to check that
all requested documentation has been sent and received).

The system saves all information automatically. Every time that a user comes
to the system he/she will be taken to the last question answered. Only the
administrator at the HEI can submit the programme to the HEQC.

The system allows easy navigability and browsing by providing the numbers
of all questions in the right navigation bar. By clicking each number the user
can see that particular question without scrolling down or up.




5. HEQC-ONLINE AND THE INTERNAL APPROVAL
PROCESSES

Each institution has a different set of procedures for the internal approval of its
programmes. HEQC-online has split the system so that institutions can use it
for their own internal processes. The registrar or equivalent at each institution
will act as an internal system administrator and is referred within the system
as ‘administrator’.

The ‘administrator’ has to fill in the basic details of the programme and
indicate the institution compliance with national legislation. The administrator
is also responsible for completing the institutional profile.

Among the powers of the administrator is giving access to the system to other
members of the institution. For each programme a number of individuals and
structures will, according to the institution’s own procedures, be involved in
the provision of information and approval of the programme. The administrator
enters the email addresses of all the individuals/ offices involved in this
process and sends the application to the person responsible to start
completing the actual application form. The internal communication about the
programme takes place inside the institution’s network and the application
form can be accessed from the email.

Each individual involved, in turn, has the possibility of passing the application
form to another person, until all questions are answered and all
documentation has been uploaded. Once all this is done, the application must
go back to the ‘administrator’ who after a last check will indicate that the
programme has been approved by the institution and will then submit the full
application to the HEQC.




6. THE REFERENCE NUMBER

HEQC-online generates a reference number once the application for
programme accreditation has been submitted. This number must be quoted in
all communications with the Accreditation Directorate.

Institutions submit one application for each programme and each of them is
given a unique reference number.




7. HELP

The staff of the Accreditation Directorate will be available to answer any
guestions about the application form and the documentation required during
working hours 08:00-17:00 from Monday to Friday.

Technical issues in relation to the system will be answered by our hotseat at
Octoplus during business hours from Monday to Friday.

Hotseat phone number (012) 346-4823

The HEQC would like to thank all higher education institutions that
participated in the process of testing of the system for their cooperation
and their suggestions.
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