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1
INTRODUCTION


The aim of the document is to define the procedures required to ensure effective operation of Experiential Learning in the Faculty of Engineering, the Build Environment and Information Technology.
2
NATIONAL DIPLOMA:  BUILDING
2.1
GENERAL ADMINISTARTION


Students obtain potential employee lists from this office to assist them in securing experiential learning opportunities.


Students require a letter to confirm that they require Experiential Learning.  These can be issued after confirmation on the ITS system that the student does qualify.


An information session is set up yearly to inform all first year students about what to expect during their training and explain to them what is required from them.


Thank you letters are sent to the companies that have employed our students.


Letters are required by companies to submit to SETAS confirming that students passed training.

Letters are sent to students advising them that they have not been registered due to financial problems

2.2
REGISTRATION


Registration takes place on pre-determined dates which are supplied by the relevant Faculty Officer.  


Experiential Learning students are allowed to register once they have found employment.


Students can collect the special registration form from either the Faculty office or from the Experiential Learning (EL) office.  


The form is to be completed by the student, brought back to the EL office for checking and signature.


The student then formally registers at the Faculty officer.


Once registered the student must return to the EL office to be issued with a set of Drawings, projects and a logbook.


Forms are returned to the EL office for filing.  A student file is opened for all registered students and kept in alphabetical order in cabinets. Copies are sent to Academic Records for scanning onto the student’s record.  Copies are also given to the EL lecturer in charge or each department.


Employer lists are prepared for lecturers so that they can do the required visitations to the company.

2.3
LOGBOOKS 


Logbooks must be updated annually and send for printing.


Students must be issued with a logbook upon registration


Logbooks are handed in for marking after a minimum of 24 weeks of work has been completed


Examiners are notified by e-mail to collect the logbooks and must sign a form as proof of collection.


Outstanding logbooks are to be followed up after due dates.

Marks are sent to the Examination office or Academic Records for processing.  Keep copies of all marks in files. Send a copy to the Faculty Officer.


Logbooks are then filed in student files.


Follow up on ITS system to verify correct mark has been entered.

2.4
PROJECTS

Projects are handed in by the students on pre-determined dates.


A record of handed in projects must be kept as proof of receiving.


The Examiners must be notified to collect the projects for marking.  


Once the marked projects are returned they must be sent to the moderator.


Once these have been returned, the Final marks are then captured on the ITS system.


Failed projects are returned to students for resubmission. These are either posted or students notified telephonically.  Record must be kept of dates that projects are handed back to student.


Once a project is re-submitted, the marking and moderating procedure must be followed again.


The amended mark must be recorded on the ITS system.


The original mark sheets must be kept for auditing purposes and photocopies must be made for the students.


Projects are kept in storage for a period of 3 years.  These are methodically filed in the storeroom.

2.5
DIPLOMANDI


Liaise with Faculty Officers during the preparation and checking of diplomandi lists and ensure that all qualifying students have been correctly identified and included on the lists.


Faculty Officers send through student names that may have an outstanding credit and the EL office ensure that a logbook has not been misplaced and that the mark has been entered when completed.  

All files are checked and double checked for any errors.

3 
NATIONAL DIPLOMA:  ENGINEERING: CIVIL

3.1
GENERAL ADMINISTRATION

Students can get employee lists from the EL office to aid them in finding work.

Thank you letters are sent to the companies that have employed our students.

Letters are required by companies to submit to CETA and MERSETA confirming that students passed training

Letters are sent to students advising them that they have not been registered due to financial problems

Deal with e-mail and telephonic requests

3.2
REGISTRATION


Registration takes place on pre-determined dates which are supplied by the Faculty Officer.  


Experiential Learning students are not forced to abide by these dates as NMMU allow them to register once they have found employment.


Students can collect the special registration form from either the Faculty office or from the EL office.  


The form is to be completed by the student, brought back to the EL Administrator for checking and signature.


The student is then sent to the FO for registration and Proof of Registration Form.


Forms are returned to the EL office for filing.  Copies are sent to Academic Records for scanning onto the student’s record.  


Employer lists are prepared for lecturers so that they can do the required visitations to the company.

3.3
LOGBOOKS AND PROJECTS


Update annually and send for printing.


Students must be issued with a logbook and project upon registration


Logbooks get brought in for marking after approx. 24 weeks of work has been completed.


Examiners are notified by e-mail to collect the logbooks and must sign a form as proof of collection


Marks are sent to the Exam office or Academic Records for processing.  Keep copies of all marks in files. Send a copy to the Faculty Officer.


Logbooks are then filed in student files.


Follow up on ITS system to verify correct mark has been entered.

3.4
PROJECTS

Projects get handed in by the students on pre-determined dates.


A record of handed in projects must be kept as proof of receiving.


 Examiner must be notified to collect the projects for marking.  


Once the marked projects are returned they must be sent to the moderator.


Once these have been returned the Final marks are then captured on the ITS system.


Failed projects are returned to students for resubmission. These are either posted or students notified telephonically.  Record must be kept of dates handed back to student.


Once project is re-submitted the marking and moderating procedure must be followed again.


The amended mark must be recorded on the ITS system.


The original mark sheets must be kept for auditing purposes and photocopies must be made for the students.


Projects are kept for a period of 3 years.  These are filed in the storeroom.

 3.5
DIPLOMANDI
Working close together with Faculty Officers during the preparation and checking of diplomandi lists and ensuring that all qualifying students have been included on the lists.


Faculty Officers send through student names that may have an outstanding credit and I ensure that a logbook has not been misplaced or the mark has been entered.  All files are checked and double checked for any errors.

4
NATIONAL DIPLOMA:  ENGINEERING: INDUSTRIAL, MECHANICAL AND ELECTRICAL

4.1
GENERAL ADMINISTRATION


Thank you letters are sent to the companies that have employed our students.


Letters are required by companies to submit to SETAS where required confirming that students passed training.

 
Letters are sent to students advising them that they have not been registered due to financial problems


Deal with e-mail and telephonic requests

4.2
REGISTRATION


Registration takes place on pre-determined dates which are supplied by the Faculty Officer.  


Experiential Learning students are not forced to abide by these dates as we allow them to register once they have found employment.


Students can collect the special registration form from either the Faculty office or from the EL office.  


The form is to be completed by the student, brought back to the EL Administrator for checking and signature.


The student is then sent to the FO for registration and Proof of Registration Form.


Forms are returned to the EL office for filing.  Copies are sent to Academic Records for scanning onto the student’s record.  


Employer lists are prepared for lecturers so that they can do the required monitoring visits to the companies.

4.3
LOGBOOKS

Logbooks can be downloaded by the student from the internet.  


Students must be informed about the logbook and its requirements upon registration


Logbooks are brought in for marking after 24 weeks of work has been completed.


Appointed Lecturers are notified by e-mail to collect the logbooks and must sign a form as proof of collection.


Once returned the marks are sent to the Exam office and Academic Records for processing.  Copies of all marks are kept in files. A copy is sent to the Faculty Officer.


Failed Logbooks are returned to students for corrections and/or additional work requirements. Passed logbooks are then filed in student files for a period of 2 years.


The ITS data base is checked to verify that the correct mark has been entered.

4.4
DIPLOMANDI 


Close liaison is ensured with the Faculty Officers during the preparation and checking of diplomandi lists to ensure correct diplomandi lists. 


Faculty Officers send through student names that may have an outstanding credit. The EL administrator will check and ensure that logbooks are not misplaced and that all marks have been entered.  

