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UNIVERSITY OF VENDA



Application, Admission & Registration Procedures



Introduction


Application, admission, and registration as a student of this University, is conducted in terms of the University of Venda (Private) Act of 1996, (Act 89 of 1996) and the Higher Education Act of 1997 (Act No.101 of 1997) , while the accompanying rules and regulations, framed by the Council of the University, prescribe the application.

Objective

The procedure manual is to regulate and streamline the application, admission and registration process of students to academic programmes.


1. APPLICATION PROCEDURE.

Application process for admission to study at the University of Venda is as follows:

1.1.   The application process is centralized at Admissions Office.
1.2.    Application for admission enquiries are handled:
1.2.1. Telephonically
1.2.2. E-mails
1.2.3. Letters, and
1.2.4. Walk-ins

1.3.  Dispatching of Application forms for admission

1.3.1. Details of an enquirer i.e. surname and initials, as well as postal address are captured into the ITS system on menu /senqur option 1. 
1.3.2. A label is generated and is attached to the application for admission form
1.3.3. An application form; information letter and a brochure, together with residence application form are folded into an envelope and mailed to the enquirer within 72 hours. For walk-ins, application for admission package is handed on the spot.

1.4. Receiving of application for admission forms:

1.4.1. The Admission office officials have to verify, upon receipt of the forms, that forms are accompanied by the following:

· a testimonial of good conduct;
· a Matriculation/NSC/NCV certificate or, if not yet available, some form of proof that the prospective student complies with the necessary requirements for the degree for which s/he desire to register for or a statement of last school symbol achieved;
· one passport photograph 
· Proof of payment of application fee -;  non-refundable 
· Certified Copy of page 1 of identity Document.
· International students: A study permit issued by the South African High Commission/Embassy or Consulate in the applicants country of origin/residence, and a proof of Medical Insurance Cover, recognized in South Africa.

1.4.2. An application number is generated by the system, and recorded on the application for admission form.
1.4.3. A letter acknowledging receipt of application for admission form is sent to the applicant.
1.4.4. The forms are recorded into the register and details such as application number, surname and initials, intended field of study, dispatching official, and the receiver of the forms (i.e. from the School) are recorded. 

2. SELECTION AND ADMISSION

2.1. Biographical details on the fully completed application for admission forms are captured by School Administration staff. Documents attached to the application form must be indicated on the system.
2.2.  Captured application for admission forms are sent to the Executive Board of the School for selection.
2.3. Subject to the  provisions of the Act and of the Statute and these regulations, a student  shall comply with the following requirements for admission:
2.3.1. A person applying for admission as a student shall submit, together with his application form, proof of payment of application fee, and testimonial of good conduct acceptable to the Council.
2.3.2. A person applying for admission as a student shall sit for an admission examination, if the Council so requires.
2.3.3. A Student shall produce a matriculation certificate or exemption certificate referred to in the Act, or any other certificate which serves as a requirement for admission to a particular module of study, to the Registrar before 15 May of the year in which s/he is registered as a student for the first time, unless the Registrar grants him/her an extension of time.
2.3.4. Any person who applies for admission at the University for the first time shall  produce his/her identity document to the Registrar when s/he presents himself for registration.
2.3.5. The selected candidates for admission’s application forms are given to the respective School Administrator for capturing of admission status into the system. 
Admission letters are generated by the system and sent to admitted applicants informing them the study programmes which they are admitted into; orientation and registration dates; as well as minimum amount payable on registration. Unsuccessful applicants are are also informed of their application’s outcomes.

 
3. REGISTRATION


3.1 Registration of  students: Section 23 of the Act: The Council may, after consultation with the Senate, prescribe the minimum requirements of  study with which any person shall comply before he or she may be  permitted:
3.1.1 To register as a student of the University;
3.1.2 To renew his/her registration as a student in accordance with subsection (3);        if he or she is registered as a student of the University, to attend or to continue                                          
to attend the University as a student.
The fees payable by a student to the University shall be determined by the Council
3.1.3 Every person registered as a student of the University shall from time to time 
          cause his or her registration as a student to be renewed in accordance with the  
          Statute                    
3.1.4 The Council may refuse to renew the registration of a student applying :therefore if such student fails to comply with the minimum study requirements contemplated in subsection (1)
3.1.5 Notwithstanding anything to the contrary contained in this Act, the Council may cancel the registration of a student if it considers such cancellation to be in the interest of the University:  Provided that such cancellation shall be final and the Council shall not be obliged to furnish reasons therefor.
3.1.6 The Council may, after consultation with the Senate, limit the number of persons who shall be permitted to register for any specific module of study and, where the number of applicants for admission to such a module of study exceeds the number so limited, the Senate may select from the number of applicants those who are to be admitted to register for such module.
3.1.7 The rules relating to study programmes and syllabuses in regard to full-time and part-time studies shall be as determined by the Council on the recommendation of the Senate.
3.1.8 The Council may refuse to admit or re-admit as a student of the University any person who applies for any such admission or re-admission if the Council considers it in the best interest of the University to do so and the Council shall furnish reasons for any such refusal.
3.1.3 Every person registering as a student at the University must sign the official registration form, thereby binding himself or herself to such conditions and rules as the Council may determine.
3.1.4 A person registered as a student of the University is registered for the ensuing academic year or semester or for such shorter period as may be determined by the Council after consultation with Senate generally or in any particular case.
3.1.5 No person is enrolled for a module for any degree or diploma or certificate unless he or she has satisfied all the requirements laid down in the rules concerned.


3.2 Registration process

Registration of students is done centrally, at the university auditorium, or any other venue identified on dates and times indicated on the university year plan, as approved by the university Council. 

3.2.1. Payment of fees. 

To register, the student has to pay all fees payable as determined by the university rules and regulations.	

3.2.1.1. Cutoff date for payment of outstanding balances and required initial payment is 72 hours (3 days) prior to first scheduled day of registration.
3.2.1.2. Students effect payment (Minimum Initial Payment) via their respective banks and as a precautionary measure, produce deposit slips when required to do so by registration staff.
3.2.1.3. Payment will reflect on the ITS Student Debtor System and clearance will enable the students to continue with the registration process
3.2.1.4. No queue for fees clearance in registration venue: fee enquiries handled by fees staff in Finance Department.
3.2.1.5. NSFAS applicants must have been cleared 72 hours (3 days) prior to scheduled date of registration by the Financial Aid Section.
3.2.1.6. EDULOAN applicants must have been cleared 72 hours (3 days) prior to first day of registration by Financial Aid Section.
3.2.1.7. No financial aid queue in registration venue; enquiries are handled by Financial Aid staff in their offices

3.2.2. On the date of registration, First Time Entering students with an admission letter in hand, are issued with an enrolment forms and proceed to collect general rules calendar, fees booklet and registration procedures pamphlet at the registration venue. 
3.2.3. Students are requested to scrutinize the biographical data, as reflected on the registration form for correctness and completeness. Any amendments / corrections highlighted by the student are rectified by the Student Administration Staff.; menu:  [/SREGB-1] on the I.T.S. Student subsystem.
3.2.4. The student, is assisted by school representatives to enroll modules on the registration form. For continuing students, the HODs have to verify the students’ academic progress to determine if the candidate is still eligible for registration. 
3.2.5. It is the responsibility of the HODs and the Dean of the school to ensure that the student meets all admission and re-admission requirements, as well as all pre/co-requisites for the applicable course and subject registration.
3.2.6. HODs approve the module(s) enrolment, and the student enrolment is finalized through appending of the Dean’s signature
3.2.7. Students proceed to the data capturers, and enrolled qualification and modules are captured on-line into the I.T.S. Student Registration subsystem [/SREGAR 1 b 1, 2]
3.2.8. Proof of registration document detailing the qualification and modules enrolled, together with the applicable fee amounts [/SREGAR 1 b 3] is printed and handed to the student.
3.2.9. Upon concluding the registration process, the student proceeds to the Student Identity Card Section where a student card is captured and printed, reflecting their personal and academic particulars.
3.2.10. If students have applied to reside in the hostel, they proceed to the Residence Officer for data capturing purposes [/SREG 4 b 1].
3.2.11. Specific reports pertaining to the registration of students have to be generated by the various schools in order to monitor their daily registration statistical information. Reports are processed from the I.T.S. Student Registration subsystem [/SREGR 1 -11].
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