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

4

*EMIS and E&A

eInformation sessions with
schools
*EMIS:
eCollect DB - completeness
signed off by all *Verify DB, Lurits deployment
DB LURITS deployment - form and errors & Ommissions
errors fixed *E&A:
DB deployed and all *Monitor- completeness
forms printed e\erify - Learner info, subject
combinations, consent forms

eData captured

*NSC form activited &
data verified

eConsent captured
eForm printed per learne

J

*EMIS:
eImport all schools' data in
Warehouse- completeness
e Validation query on data
quality & anomelies
eReupload fixes
*E&A:
eValidation report follow up on
anomelies with schools
eCompletenes & QA and
monitoring reports from
districts on data checks on all
schools

*EMIS: Collect data from PED

eExam: Upload to IECS and
verify/ monitor

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 | Grades (1.2), Classes (1.3), School Terms (1.6) and subjects (1.5) offered by the school
for the school
Identify Exam Identify the type of curriculum and exam body (1.1) that the school uses
body that school
uses
3or4 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)




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 Capture/verify School name, EMIS number and address 11 Tab 1 | Once Admin
SChOOI General Contact Details T
“Dficial School Name: [CLEVER KIDS HIGH SCHOOL
**Emis Number: W Census Area: jMoginve,
*Provincial Department: IH-::Hh West _] (Locked)
Identify/verify the Exam — . : :
board and subjects offered -Select the examination body, Curriculum offered by the school 1.1 Tab 2 | Once & if updated Admin
by the school
Curriculum Details
Curriculurmn Offered: ICAPS L“
Examination Board: |DBE L“

Name of Examination Centre:  [MMa HIGH SCHOOL

NSC Centre Registration Number:  {12345667

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




*Select official subjects offered by the school (Subjects with no
tags are available for NCS and IEB. Subjects tagged with O are

Filter Options
All ~] T Include Technical Occupational Subiects (T0: %) I Include Languages

Subjects in Green are New Subject (as of 2019)
Offered by the School. (E7) | Master List (not yet selected). (199) | Archived. (33) |
RED = No Timetable Key.

Description [__Grade | National Code | School Ref Language | Comment | A
21 st Century Skills Grade03 12345678  COMPI

Accounting (Gr10) Grade10 12351002 ACC10240

Accounting (Gr 11) Grade 11 12361013 ACC 11241

Accounting (61 12) Grade12 12351024  ACC12242

Business Studies (Gr 10) Grade 10 12351032 BS 10243

available for other programmes.

1.50r12.1.13

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

311o0r4

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




To prepare database for | A SA-SAMS exam unique number assigned to all learners in gr 12 per System Automated
submission year
3.1.1 NSC Learner Per learner open NSC registration — verify and update 4 or 3.1.1 | To prepare and confirm SMT
registration Page 1 NSC per learner
1. School information and Learner biographical information is
: i Completed 20
See Screen print on pre-populated _ _ , _
2. Identify fulltime/ part time and if learner is repeating Gr 12 March
p10-12 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
PRINT the registration form for signature 12.1.13 | Learner, parent and school | Admin / SMT
to sign
Quality assurance/ checklist: Exam registration  [NSC registration SMT / District
Check if there is a registration printout for all learners and forms Exam

appropriately signed.
Check if the corrections on forms are captured on the system
\Verify wrong subject combinations and POPIA consent confirmation




Reports to confirm and for

submission

Printout list of NSC Exam registration See also P15

™ Max Viev
Grade: |Grade 12~
Click on Learner to Edit and/or Fix Leamers:| 214 /Enors:| 2611
| NSC Examination Registration
| 2025102721
| Year: 2025, Grade 12
| Region: Hartswater | Disirict: FRANCES BAARD | PAMPERSTAD HIGH __ CenreN 2021¢
| | Languages: A = Afrikaans, E = English, W = Setswana, | = Seswati, Z = Isizulu, P = Sepedi, S = Sesoth
Gender. I Immigrant. N
Race.” 1 N
Grade: 12
N StudyPermitNo:
DateOfBirth: 20070418 HomeLanguage: W
DNumber: LearnerLOLT: E

3.17

Summary list of NSC

are flagged

Exam registration — errors

Printout list of learners with no subjects, subjects not linked to

grade, Learners with more than 7 subjects & less than 7
subjects

SA-SAMS : School Administration and Management System

12.1. SETUP SUBJECTS AND SUBJECT CHOICES

A e 12.1.11. Maintain School Subjects

& List of leamers with subjects. 12.1.12. Maintain Topics/Skills per Subject

€ List of leamers with no subjects.

~ List of leamers with subjects
not linked to arade.

12.1.13. Maintain Learner Report Languages

12.1.14. Maintain Subject/Learning Area Sets
Subjects per Grade or Class

€ Select grade -
" Select class =

FET Subjects Grade 12

12.1.15. Assign Subjects to Individual Learners

12.1.16. Create Educator Subject Groups

12.1.17. Print Educator Mark Assessment Sheets

" Learners with more than 7 subjects.

12.1.18. View/Print Leamer Subject Allocation
€ Learners with 7 subjects.

= Leamners with less than 7 subjects.

<< Curriculum Module Menu
Print | Done |

12.1.18

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

SMT & EMIS
Officer




17 LURITS deployment

Eg Printout on p 15

Run LURITS deployment — Identify Gr 12 not registered, SMT & EMIS
1 System data status report Learner with no ID and Subject combination Officer
?- Checks Loaners Educators | SHA Marks 2025 Cuncubus errors
."Q‘: NORTH WEST DEPARTMENT OF EDUCATION
m:;-mm' (Checks)
) —_—
oo
Mo 10 Mumbers for 14 Learner's r ]
NSC Exam Regeats stion T:;‘E:E‘T};;;—E:m:-‘:':t learners N O
o e e~
a Example of errors indicated on LURITS deplovment report
Chk o Comn Hoodors 10 st B Dot sk oo 1 ViowEd Losmre] 186"

2. Print Deployment form signed off by EMIS Officer and Principal Sign off EMIS Officer
Submit DB with printed documentation to district Submit database and and Principal
1 EMIS — database with LURITS deployment form Module 17 forms to district by 25

A . . ) March
2 Examinations & Curriculum: Quality assurance/ checklist Checklist to be sianed off
a. Check submitted subject / learner error (LURITS deployment) 9
(NPPPR) LURITS i L

b. Printout of More / less than 7 subject validation (12.1.18) deployment Printed learner registration

c. Printout of NSC Exam registration list 12.1.18 forms to be kept at school

d. **Printed learner registration forms available for monitoring against

317 Gr12 Class list/grade list

*k

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

Term 1 submission with
correction on 18 April




At District level

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

Sections Functions When ‘ Responsible
EMIS and E&A * Information session on process 15 March 2025 E&A (PED &

* Feedback on Process (if needed) District)
EMIS »  Verify database as functional, LURITS deployment form (cosign) District EMIS

& Errors and Omissions check By 9 April to correct
«  Communication on corrections to schools for updating
* Complete monitor form —p 16 Term 1 Collection with correction on
18 April

» Corrections collected in Term1 Collections
Examination Quality assurance/ checklist Check for subject, ID and address District
NSC Examination errors Assessment

Spot check and follow up with school
e Names and surname spelling/order
e Subject combinations
e Concessions with paperwork

Changes by parent on form updated on the system

School, District

Fix database and re-upload
District verify change and submit

Give go ahead to send to PED

* 18 April - Term 1 Collection
with correction2
« 25 April submit to PED




At Provincial level

Sections Functions When Responsible
EMIS *  Run QA script to identify By 15 April EMIS
1. Subject anomalies
2. Learner with ID challenges
3. Concessions
« Verify monitor forms
* Provide list per learner per school to examination unit
Examination Verify the Subject anomalies and Learner with ID challenges with /at school By 15 April Exam district
NSC Examination Verify monitor forms
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 By 30 April
Monitor compliance to all policy issues at district and PED levels




Annexure A: Screen-prints on learner information management in preparation for NSC registration
On 3.1.1

[DESEER BOTHA : Acc Number : 0606050295082 ' Learner Photograph

Personal Details | Additional Details | Medical/Financial Detail |

EXTERNAL
PICTURE
—Registration Information - == |dentification D etail FOLDER

Learmer Tracking Number: |6201 97789 Birth Date: Year |2003 Month lﬁ Day E F:g;n
= Admission Number: [505050295052 Age: 18 Gender: [jqle -
“Fiegistiation Date: [2020/01/08 | Population Group: [African/Black -] _
Actual date that the leamer enters the school. % 3 o
o Citizenship of learner: ISA Citizen v’ ]
- Additional Support Needs [ASN) status————————————— bl e
 Mainstream ¢ LSEN insep Identity Number. [060055505089

 Multigrade Class " LSEN in mainstream IfNo D, Reason:
SNE school € SID Learner
~GNE Disabiity{SNA3 Approvi€™ 51D Multiarade Class

[Attention Deficit Disorder | | Add. SNE Details |

** Learner entered this school in: IGrade 08 v I Change Admission No
** Current Grade: IGrade 12 3 IGrade 12 Country of Origin: ISouth Africa 'l

Learner Progressed to this Grade: [ Province of Residence: INorth West v I
**Years in Grade: |1 st I and in Phase: |3rd v I

Residential and Emergency Contact Details L(” Main Parent }
“Class: [124 ~| [z (Address where Learner lives) N .
TS E-EremeFregretration

Disciplinary Records

L ‘s Name Physical Home Address:; 6203 knoppiefontein i

** Surmame: IBUTHA ! i Reporting Language
"""""""""""" 1 for this Learner

PIaGous S Tneme: | City/Suburb: :'Knoppiefontein I"‘—“‘“"‘—_IE rlish =

** First Name (ONLY): |Deseer

Second Name: |Eudaldo Learner Cell Phone No:
Third Name: | Learner Email Address:

DEBotha@gmail.cd +

winiials: [DE Nk Code: 2735 :
lame: Home Tel. No. 1):1 0181234567 2 _



On NSC registration

| |DESEER BOTHA (M). Acc No: 0606050295082, ReclD:3446

Details I Subiectsl Consenll

Examination Year. {2025 Yellow = New Examination Centre:

Registration Type: IFu|| lime E]
No Fee Candidate: |~ RepeatGrade 12 [Ng .[ i Learner Info -

Instruction: |[English

[5424120 | MMABATHO HIGH SCHOOL

Are you registered for the Second Chance Programme? |

Report: IEninsh

Telephone No: |(018) 1234567 Cell No: ]l]] 23456789
Postal Address: ISZOEI knoppiefontein Email IDEB otha@gmail.com

Change | Citizenship: [SA Citizen Identity No: ]0606055505089
Address . -
IKnopplefonteln
Code: 12735
~SNE A dation (C: ion)

Accommodations : 2 .
for SNE and Adaptation of ... [[] Personal assis... [] Video/DVD

non-SNE: | Additional Time [ Prompter [C] Other
[] Digital Player?... [[] Reader

[ Braille "] Rest Breaks

[7] Computer/ voi... [] Scribe

[[JEnlarged Print  [] Separate Ven...

[ Handwiting  [] Sign Languag...

] Medication/fo... [[] Spelling

[ Oral examinati... [] Transcription ...

<

Mathematical concession [
Language concession |

Immigrant with language r
concession:

5 Subjects Entry [~

Special Needs: |1, 19, 28 |11,14,‘|5,11,14,15 Codes

Check Names
Registration type
Repeater

Confirm address

Add accommodations
Add concessions

Print Learner NSC Exam Registration Instuctions Print Leamer NSC Exam Registration Details Save Done
IDESEER BOTHA (M), Acc No: 0606050295082, ReclD:3446 1
Details ~ Subjects I Consenl]

Selected: | 7 7/ r 7 Tl
Select | Subject Name NSC Code | Comment / Instrument

I Setswana Home Language SETHL

-1 English First &dditional Language ENGFA

¥ |Business Studies BSTD

7] Geography GEOG

. [History HIST

¥ |Life Orientation LIFE

¥ |Mathematical Literacy MLIT

Check
/Verify/Confirm
Subjects

Add music
instrument

11



Details | Subjects Consent

~Please Tick The Appropriate Boxes For Which the Candidate Provide C t:

CONSENT TO THE PROCESSING OF CANDIDATE'S PERSONAL INFORMATION IN TERMS OF THE PROTECTION OF
PERSONAL INFORMATION ACT. 2013 (Act No. 4 of 2013)

ES Publication of candidates' final results in the print media or any other platform, using only the examination number of the candidate.

Making candidate's results available via SMS service, where candidates have to register for the service using their [dentity number
and exam number.

Submission of candidates' results to Higher Education Institutions (HE|s) for purpose of pre-registration

Submission of candidates' results to the National Student Financial Aid Scheme (NSFAS) for purpose of bursary allocation.

The provision of candidates' data to govemment departments, other institutions, and individuals for research purposes, where
candidates’ personal information will be published

The provision of candidates' data to govemment departments, other institutions, and individuals for research purposes, where the
candidates’ data will be published in an anonymised format

VNN S

[~ Select all above "YES"

Select yes / no
consent to every
option

No selection is a
null value

12



Print completed NSC registration form per learner/ candidate
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LURITS Deployment form
Page 1072

LURITS Deployment form- showing # of Gr 12 learners & learners # without ID/ ID not validating

Principal Dt Report
Province: Gauteng F‘\‘eglon: [Ekuhulem
District: Gauteng East Circuit: ID&
[School Name:
Emis Nurmber- I__
School Postal Address: POSBUS School Physical Address:
Postal Code: | 1420
School Telephone Number: School Fax Number:
[Schodl Emal Address:
Status of the data i for this iSSi
Database status [
[Database Version 25.00
Date deployed 04-Mar-2025
[Deployment code | 700250132-04-Mar-2025 1243-00 pm

[Educator and Leamer Statistics

[Number not Approved

Total No{Nunber Approved
Total Number of Leamers ( Grade 1 - Grade 12) excl. LSEN 803 803

Total Number of LSEN Leamers ( Grade 1 - Grade 12) excl. SID/PID

|Total Number of SID / PID Leamers (Grade 1 - Grade 5)

Total Number of leamers (Grade R) excl. all LSEN

Total Number of leamers (Grade R) include all LSEN

Total Number of leamers ( Pre Grade R)

Total Number of leamers Archived 194

Grand total of leamers 803 803

Total Number of Eds 43 43

Total Number of Archived 1

Total Number of Staff 14 12

Total Number of Archived Staff 1

Total Number of Goveming Body 35 35

Total Number of Archived Govemning Body 0

[Number of Learners

(Total: PreGrR |GrR |or1 |6rz |ors |Gr |ors |ore Gr7 |ere [ers
Total Number 174|178

Gr 10
181

Gr 11
151

Gr 12

139

No. of Leamners Approved 174 [178

161

151

138

[No. of Learners not Approved

[Educator and Leamer Stabstics

item

Total number of leamers without ID numbers

Total number of leamers with ID's not validating

| Total number of leamers without passport numbers

Total number of leamers with no LURITS numbers

[Total number of boarding leamers wth no hostels assigned

Other Items

[Number of LTSM items issued

Quarterly Tests Marks Not

INSC Exam Registration details NOT captured: Number of leamers NOT captured: Gr10=161: Gr11=78 ; Gr12=0

% leamer

% educator

% Staff

Last date leamer attendance entersd

Last date educator attendance entersd

Last date Staff entered

20250221

Principal

Print Name MNR C J NS
[S_ignamre

LURITS Deployment form
Page20f2

Date
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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 EMIS SA-SAMS DB is Signed off by Clean Comments
database LURITS EMIS officer and | Error and
Name Number submitted | deployed | Principal Omssions
date report
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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

Subiject validations (combinations etc)

All
candidate
forms
printed

All
candidate
forms
signed

Consent
completed
and
signed-

Learner
names
etc
verified
with ID
doc

Comments
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