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MY TOP TIPS FOR
Optimizing accreditation forms 

and QA templates
– more insight with less hassle  –



E b d h kEverybody hates paperwork

Paperwork and forms are dreaded by academics and administrative staff
alike.  With some elegant design techniques you can increase the insight
and decrease the hassle you get from filling in forms.

• Programme forms
Form A – Submission of a new programme
F B N d l i f i• Programme forms

• Evaluation templates

Form B – New module information

Undergraduate programme self-evaluation template (yesterday’s tips)

• Information design SU Factbook sections 3
Minutes



TOP TIP #1TOP TIP #1
Use colour boldly

• Use colour for function and 
form – even if the template 
is printed in one colour onlyis printed in one colour only

• It makes the document look 
fun to completefun to complete

• Yellow sections are DoHET 
answersanswers



TOP TIP #2TOP TIP #2
Add help-info

• Light blue blocks explain 
criteria and evidence 
documents to be attacheddocuments to be attached

• Use footnotes

U FORM f ti HELP• Use FORM function HELP 
TEXT



TOP TIP #3TOP TIP #3
Divide into sections

• Break information and 
questions up into concise 
sections

• Give room for the text to 
“b th ”“breathe”



TOP TIP #4TOP TIP #4
Think new; use the old

• Even though there are 
different (especially online) 

l bl hoptions available, rather 
stick to the software most 
commonly usedcommonly used 



TOP TIP #5TOP TIP #5
Be bilingual (T-option)

• Rather than creating two 
different forms, use both 
l hlanguages on one – this 
gives the smaller language 
a fighting chancea fighting chance



TOP TIP #6TOP TIP #6
Use hyperlinks carefully

• Hyperlinks can be very 
useful, but only if the links 

b kare never broken

• Be aware of websites 
d b th tmanaged by other support 

divisions



L h d hLess why and more why not

• Embed critical reflection opportunities in each process and form

• Design clean, clear and concise templates, with clarifying notes where applicableg , p , y g pp

• Work from the premise that every environment is striving for greater quality; 
we are all working towards quality improvement rather than monitoring

• Focus less attention on descriptive narratives of the status quo, and more time
on analysis and strategy formulation

• Keep self-evaluation reports and programme/module forms alive as strategic
documents; ensure that documents are readily available and googleable

• Structure processes in such a manner as to direct thought and reflection• Structure processes in such a manner as to direct thought and reflection
towards quality issues





Getting people to read important Gett g peop e to ead po ta t
documents

• Information Designg

• Minutes of two ad hoc meetings

• Action register template

• Introducing pictures/diagrams

• Factbook Section 3 comparative study















Thank you! Dankie!Thank you! Dankie!

Enkosi!



DANKIE
THANK YOU

ENKOSI KAHKULUENKOSI KAHKULU


