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Simplified Guideline on NSC Registration Management via SA-SAMS   (ANNEXURE B)  

Introduction  
  

SA-SAMS is designed to assist schools with their data administration that is used to provide data to the Education Department. This document aims to assist 

schools with the data management of NSC registrations for Grade 12 candidates, providing guidance on the various functions and how to use them efficiently 

to save time and resources. This process and setup also prepares for the 2025 SBA capturing and reporting.  
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A. Flow of NSC Gr 12 learner registration Process  

 

B. Overview of functions available on SA-SAMS for managing and reporting on NSC learner registration   

1. What needs to be in place  
     Data fields on SA-SAMS are integrated hence the NSC Examination Module is dependent on data already being captured in other modules e.g.   

Module    Data that needs to be pre-captured (with the associated SA-SAMS screen no)  

1  Set-up SA-SAMS 

for the school  

Grades (1.2), Classes (1.3), School Terms (1.6) and subjects (1.5) offered by the school   

Identify Exam 

body that school 

uses  

Identify the type of curriculum and exam body (1.1) that the school uses  

3 or 4  Learner info  Learner Data (3.1.1); Learner attendance (3.3.3)  

2  Educator info  Educator assigned to subject (2.1 teaching load) and learners (12.1.16)  

 

  

At  school 

• Data captured  
• NSC form activited &  

data verified 
• Consent captured 
• Form printed per learner  

signed off by all 
• DB LURITS deployment  - 

errors fixed 
• DB deployed and all  

forms printed 

District  

• EMIS and E&A 
• Information sessions with  
schools  

• EMIS: 
• Collect DB  - completeness 
• Verify DB, Lurits deployment  

form and errors & Ommissions 
• E&A: 

• Monitor - completeness 
• Verify  - Learner info, subject  

combinations, consent forms 

PED 

• EMIS : 
• Import all schools' data in  

Warehouse - completeness  
• Validation query on data  

quality & anomelies  
• Reupload fixes 

• E&A : 
• Validation report follow up on  

anomelies with schools 
• Completenes & QA and  

monitoring reports from  
districts on data checks on all  
schools 

DBE 

• EMIS:  Collect data from PED 
• Exam:  Upload to IECS and  

verify/ monitor 
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2. Steps of the NSC Examination registration on SA-SAMS  

The table below summarizes the various screens associated with the data needed to complete the NSC Examination registration process at 

the school, district and provincial levels:  

 

At School level  

Sections  Functions   Screen number  When  Responsible   

1.1 Align SA-SAMS for the 
school   

  

  

Identify/verify the Exam 

board and subjects offered 

by the school   

Capture/verify  School name, EMIS number and address   

  

1.1 Tab 1  Once   Admin  

-Select the examination body, Curriculum offered by the school   

-

If the Exam Body is DBE then capture the NSC Centre number 

1.1 Tab 2  Once & if updated  Admin  
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*Select official subjects offered by the school (Subjects with no 

tags are available for NCS and IEB. Subjects tagged with O are 

available for other programmes.  

1.5 or 12.1.13  Once & if updated  Admin  

 

3.1.1 Maintain learner info 
that was captured when 
learner registered at school  

  

  

To capture/verify learner 
biographical & subject 
information  

See Screen print on p9  
  

Capture/ verify learner biographical information – Screen print 
attached as Annex  

1. Spelling of names and surname, date of birth and ID 
number against ID documents  
• Indicate correct citizenship   
• Indicate if learner has ID documentation   

2. Learner disability as approved by district  
3. Correct address and contact number  
4. If recipient of a social support grant  

3.1.1 or 4  When learner registered & 

if updated  
Admin  

Create subject groups for easy assignment of subject to learners   12.1.14  Once & if updated  SMT  

Assign/update subjects to individual learners   
**Note: Learner subjects are automatically updated / aligned to next 

year’s grade after completing the year end promotion function (3.19)  

**12.1.15  New learners & learners 
in new phase  
Subject amendments  

SMT  

Quality assurance/ checklist:  
Printout lists of learner subject status: learners with wrong grade 
subjects and learners without subjects, more and less than 7 
subjects  
LURITS deployment FORM   

12.1.18 LURITS 

deployment 

Form  

Exam registration  SMT / District  
Exam  
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To prepare database for 
submission   
3.1.1 NSC Learner 
registration  

See Screen print on 

p10-12  
  

  

  

A SA-SAMS exam unique number assigned to all learners in gr 12 per 
year  

  System Automated    

Per learner open NSC registration – verify and update  
Page 1  

1. School information and Learner biographical information is 
pre-populated  

2. Identify fulltime/ part time and if learner is repeating Gr 12  
3. Select for the following concessions approved by the district  

• Adapted writing conditions for the learner   
• Language & Mathematics concessions  
• Foreign learner concession  
• 5 Subject candidate   

Page 2  
4. Confirm (tick) every subject assigned to the learner   

Page 3  
1. Confirm (tick) every consent condition for the DBE to 

adhere to POPIA   

4 or 3.1.1  To prepare and confirm  
NSC per learner  

Completed 20  

March   

SMT  

PRINT the registration form for signature  12.1.13  Learner, parent and school 

to sign  
Admin / SMT  

 

 Quality assurance/ checklist:  
Check if there is a registration printout for all learners and 
appropriately signed.  
Check if the corrections on forms are captured on the system   
Verify wrong subject combinations and POPIA consent confirmation  

Exam registration 

forms  
NSC registration  SMT / District  

Exam  



6  

  

Reports to confirm and for 

submission  

Printout list of NSC Exam registration See also P15  

 
   

3.17  Summary list of NSC 

Exam registration – errors 

are flagged  

SMT & EMIS  
Officer  

Printout list of learners with no subjects, subjects not linked to 
grade, Learners with more than 7 subjects & less than 7 
subjects    

12.1.18  Identify learners with no 
subjects, subjects not 
linked to grade, Learners 
with more than 7 subjects  

& less than 7 subjects   
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17 LURITS deployment  

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

Eg Printout on p 15  
  
  
  

  

  

 

Run LURITS deployment –   
1 System data status report   

  

 

Identify Gr 12 not registered,  
Learner with no ID and Subject combination 

errors  

 

SMT & EMIS  
Officer  

2. Print Deployment form signed off by EMIS Officer and Principal    Sign off   EMIS Officer 

and Principal  Submit DB with printed documentation to district  
1 EMIS – database with LURITS deployment form  

  
2 Examinations & Curriculum: Quality assurance/ checklist  

a. Check submitted subject / learner error (LURITS deployment) 
(NPPPR)   

b. Printout of More / less than 7 subject validation (12.1.18)  
c. Printout of NSC Exam registration list  
d. **Printed learner registration forms   

  
Module 17  

  

  

  
LURITS 
deployment  
12.1.18  

  
3.17 

**  

Submit database and  

forms to district by 25  

March   
 Checklist to be signed off   

 
 **Printed learner registration 

forms to be kept at school 

available for monitoring against 

Gr12 Class list/grade list 

  School receive communication on errors to fix  from District by 9 April  

to correct.   
  Term 1 submission with 

correction on 18 April   

  

   

  
a Example of errors indicated on LURITS deployment report   
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At District level  

Sections  Functions   When  Responsible   

EMIS and E&A  • Information session on process  
• Feedback on Process (if needed)   

15 March 2025  E&A (PED &  
District)  

EMIS  • Verify database as functional, LURITS deployment form (cosign) 

& Errors and Omissions check   
• Communication on corrections to schools for updating  

• Complete monitor form – p 16  

  

  
• Corrections collected in Term1 Collections   

   
By 9 April  to correct  

  

Term 1 Collection with correction on 
18 April   
  

District EMIS  

Examination  

NSC Examination    
  
  
  

Quality assurance/ checklist Check for subject, ID and address 
errors  

a. on submitted subject / learner error (LURITS deployment)  
(NPPPR)   

b. Printout of More / less than 7 subject validation (12.1.18)  
c. Printout of NSC Exam registration list  

  
**Printed learner registration forms Verify the number of printed NSC 

registration forms against Gr 12 class list   

•  Complete monitor form – p 17  

  

  

  

  

  

  
By 9 April    

District  
Assessment  

 Spot check and follow up with school 

• Names and surname spelling/order 

• Subject combinations 

• Concessions with paperwork 
Changes by parent on form updated on the system 

   

School, District   Fix database and re-upload  

District verify change and submit  
• 18 April - Term 1 Collection 

with correction2   

• 25 April submit to PED  
  

  

  Give go ahead to send to PED     
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At Provincial level  

Sections  Functions   When  Responsible   

EMIS  • Run QA script to identify   
1. Subject anomalies  
2. Learner with ID challenges  
3. Concessions  

• Verify monitor forms  

  
• Provide list per learner per school to examination unit  

 By 15 April  EMIS  

Examination  

NSC Examination    
  

Verify the Subject anomalies and Learner with ID challenges with /at school 

Verify monitor forms   

By 15 April   Exam district  

Verify concessions with Learner support    Exam district  

School, District   Fix database and re-upload  

District verify change and submit  

    

EMIS & Examination  Sign off on all school data       

EMIS submit data set to National  By 15 April  PED EMIS  

  

 At National level  

Sections  Functions   When  Responsible   

EMIS  EMIS collect data set for NSC learner registration   By 30 April   EMIS  

Examination  Load data on IECS  
Monitor compliance to all policy issues at district and PED levels  

By 30 April     
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Annexure A: Screen-prints on learner information management in preparation for NSC registration  

 
  

  

On 3.1.1   
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On NSC registration   

   

Check Names  

Registration type  

Repeater  

Confirm address  

Add accommodations  

Add concessions  

Check 

/Verify/Confirm 

Subjects 

Add music 

instrument 
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Select yes / no 
consent to every 
option  
No selection is a 

null value  
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Print completed NSC registration form per learner/ candidate  
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LURITS Deployment form- showing # of Gr 12 learners & learners # without ID/ ID not validating  
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Annexure B: District Check list  
  

INTRODUCTION  

NCS Gr 12 learner registrations will be conducted in 2025 at source (schools) via SA-SAMS in 8 provinces (WC is excluded). The checklist provided will guide 

the schools and Districts on the completeness and correctness of the data:    

Checklist to verify the completeness and correctness of NCS Gr 12 Learner registration data as 

submitted via SASAMS  

Checklist for EMIS  (Tick if checked)  

School  

Name  

EMIS  

Number  

SA-SAMS 

database 

submitted 

date  

DB is  

LURITS 

deployed  

Signed off by 

EMIS officer and 

Principal  

Clean  

Error and 
Omssions  

report  

Comments  
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Checklist for Examination & Assessment (Tick if checked)  

School  

Name  

EMIS  

Number  

Printout of NSC  
Exam  
registration list  
(3.17)  

Printout of 

learner subject 

list (12.1.18)  

Printout of 

more / less 

than 7 

subject 

validation 

(12.1.18)  

Clean  
Error and 

Omissions 

report  

  

Comments (findings on monitoring)   

Errors/omissions  

of all fields  
Subject validations (combinations etc)  All  

candidate 

forms 

printed  

All  

candidate 

forms 

signed  

Consent 

completed 

and 

signed-   

Learner 
names  
etc 

verified 

with ID 

doc  

Comments  

                      

                      

                      

                      

  
  


