ONBOARDING GUIDE

Higher Certificate
Student Guide

Da Vinci purpose, dream, principles and brand promise

Purpose
To cultivate business leaders

Dream
To contribute to the development of
a sustainable society

Principles
Seeking the truth (Curiosita)
Taking responsibility (Dimostrazione)
Sharpening awareness (Sensazione)
Engaging the shadow (Sfumato)
Nurturing integration (Corporalita)
Embracing holism (Connessione)
Cultivating balance (Scienza)

Brand promise
To co-create reality
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ICONS
The following icons will guide you on your learning journey:
Research/read/investigate: You will be guided through the learning
material resources provided and challenged to do your own research, e.g.
on the Sabinet and Springer-link online libraries. This icon symbolises studying
best practice and available literature.
Learn in the workplace: You may want to browse the intranet, read the
policies and procedures, and other documentation. Observing current
practice and talking to managers or practitioners also form an important
part of workplace learning.
Reflect: To read, watch and talk may only offer existing knowledge and
practice, and the opinion of others. You also need to reflect on what you
have read and observed. Involve your personal community of learning to
assist with critical analysis and generating new insights and knowledge.
Create: This icon indicates an opportunity to integrate what you have learnt
through reading, observing, talking and reflecting. You will be challenged
to create a new product or tool to apply your learning, e.g. a checklist,
framework, presentation, or action plan.
Apply: Your ultimate reward as student at Da Vinci will be the impact you
have in your workplace. You will be invited to apply what you have learnt
by developing new approaches to problems, improving current practice
and influencing decisions on the way forward.
The development of Business leadership is one of the core deliverables of
all Da Vinci programmes, encouraging you to review the issue under
investigation through the lens of Da Vinci’s TIPSTM framework that will
challenge your thinking and analysis. It will open up new possibilities for
analysis and solving of the workplace challenges you may face. You will be
challenged to reflect on your development as managerial leader.
Remember to build on the self-awareness you gained through your
personal Shadowmatch profile.
Your business research is the most important learning and assessment
activity in the programme. This icon will remind you to apply what you have
learnt to address your challenge, throughout the programme.
The learning journey is designed to support and enhance your professional
development. We encourage you to embrace every learning opportunity offered.
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WELCOME TO DA VINCI
Who we are
The Da Vinci Institute for Technology
Management is a Business Leadership
School
contributing
towards
socioeconomic
development
and
transformation. The Institute’s purpose is to
cultivate managerial leaders through the
core principles of business-driven action
learning by offering students a personalised
journey of self-discovery and co-creation.
The Institute was established in 2004 as a result of a decision by Warwick University to
exit the education landscape in South Africa because of the then revised regulatory
requirements for overseas universities in the country. With the support of Mr Nelson
Mandela and Dr Ben Ngubane, the Marcus family decided to continue with the work
started by Warwick and as a result established what is now well known as The Da Vinci
Institute for Technology Management. The Institute was provisionally registered with
the Department of Higher Education in 2004.
The first Chief Executive Officer, Professor Benjamin Anderson, joined The Institute
during 2005. Under his leadership The Institute received full registration and
accreditation status from the Department of Higher Education and Training and the
Council on Higher Education during 2006. The first Institutional Audit was conducted
during 2006 by the Higher Education Quality Committee (HEQC).
Being an educational institution which subscribes to the Mode 2 approach to learning,
the Institute is focused on the creation of knowledge that is transdisciplinary in nature,
socially relevant and of which the intent is to solve work based problems and to
contribute towards the professional development of the people involved. It is in this
context that The Institute facilitates a journey of self-discovery for prospective business
leaders and entrepreneurs.
The Institute derives its passion from developing entrepreneurs and future managerial
leaders who will contribute towards the facilitation of a sustainable and socioeconomic
transformed
society.
Together with its South African and
international partners, The Institute
offers a spectrum of learning solutions
including
aspects
related
to,
amongst other, entrepreneurship,
innovation management, systems
thinking and managerial leadership.
By offering students an opportunity to
participate in an international
immersion they could obtain a truly
global perspective on managerial
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leadership development as it presents itself in different parts of the world. Students are
able to participate in classes with a small number of students, affording them the
opportunity to reflect on their own learning and to integrate such with that of people
who represent a wide range of cultural backgrounds and organisational realities.
The Institute is situated in the serene and peaceful suburb of Modderfontein, offers
Certificate, Diploma, Bachelor, Masters, and Doctorate programmes in the
Management of Technology, Innovation, People, Systems (TIPS™) and Business
leadership.
By integrating the TIPS™ framework,
the Institute is able to engage, align
and become agile in co-creating new
workplace realities with students and
sponsors. The framework enables The
Institute to offer a truly customised
service to meet its client’s ever
changing organisational performance
needs.
The Institute is registered as a Private
Higher Education Institution under the
Higher Education Act 1997, registration no. 2004/ HE07/003. The Institute’s
qualifications are accredited by the Council on Higher Education and registered with
the South African Qualifications Authority.
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The Management team
The EXCO team would like to welcome you to The Da Vinci Institute for Technology
Management. The Management Team consists of the following people:

Professor Ben Anderson: Chief Executive Officer
As CEO, Bennie is responsible for leading the development and
execution of the Company’s long term strategy with a view to
creating shareholder value. The CEO’s leadership role also entails
being ultimately responsible for all day-to-day management
decisions and for implementing the Company’s long and short
term plans. The CEO acts as a direct liaison between the Board
and management of the Company and communicates to the
Board on behalf of management. The CEO also communicates
on behalf of the Company to shareholders, employees,
Government authorities, other stakeholders and the public. The
Senior Management team reports to Bennie.

Professor Krishna Govender: Executive Dean and Dean of
Research
The Dean is responsible for providing strategic direction and
leadership in the Academic Office. This includes Learning Design
as well as Research functions. The Dean oversees our lecturers,
supervisors, external examiners, markers and moderators. The
facilitation and monitoring of research publications forms an
integral part of this function.

Dr. Mario Landman: Dean: Design
The design office is responsible for the strategic direction and
management of the design project at the institute. The Dean:
Design takes the overall accountability for the holistic design and
development of all learning programmes. This includes being
responsible for positioning the domain strategically, ensuring
strategic goals for the domain with reference to the institute’s
institutional intent and strategy.
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Ms. Heather Goode: Acting Dean: Teaching and Learning
The Teaching and Learning team consist of staff who enable
the learning journey and ensure quality of teaching and learning
initiatives. This includes professional development of Faculty and
staff. The Dean is responsible for implementing the academic
development strategy, ensuring that strategic focus areas for
teaching and learning are aligned with the institute’s institutional
intent and goals.

Ms. Marizanne Burger: Executive Operations Manager
The Operations Office looks after the following: Finance, Human
Resources and Facilities. They ensure that the whole team works
together and not in silos. Being an operations manager involves
overseeing and having responsibility for all the activities in the
organisation which contribute to the effective production of
services.

Ms. Sushie Padayachee: Executive Secretariat
The secretariat office assists to keep minutes of all meetings held,
connect the dots between the meeting and also assists with
event planning. The secretariat oversees corporate governance
functions at Da Vinci.

Ms. Marla Koonin: Executive: Insight and Strategy
The Executive for Insights and Strategy is responsible for the
development and implementation of the brand strategy ensuring
that the business has the strategy and competitor-insight to bring
the audience to life. Insights and strategy also fulfils the
communication, public relations and marketing functions of the
Institute and is responsible for relationships with relevant internal
and external stakeholders.

Page 8 of 39

Onboarding Guide - Higher Certificate
Ms. Louise Fuller: Executive Registrar
The Registrar is responsible for registering new students, keeping
record of marks and oversees all admissions. The Registrar ensures
that quality management aligns to regulatory requirements.

Mr. Kenneth Mabilisa: Business Development Manager
The Business Development Office finds new business for us and
helps us to reach our financial targets for the year.

Ms. Natashia Naidoo: HR Administrator
The HR Administrator meets business needs by managing the
company’s most valuable resource- the staff. This includes
managing recruitment and retention, rewards and recognition
programmes, skills development, employment equity, employee
wellness and training and development.

Trishan Naicker: Executive: Growth and Sustainability
The growth and sustainability office is responsible to ensure growth
of the business and sustainable partnerships.
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Mr. Raymond Toga: Programme Coordinator
The Programme Coordinator oversees undergraduate studies
and manages the Programme Conveners.

Thulani Mlambo
Print Master

Prince Moloto
IT Technician

Onica Maculube
Receptionist

Mawoza Dhliwayo
Catering Manager

Orpa Roberts
Assistant Registrar

Sharlene Vania
Office Mannager

Berouzka Rheeder
Office Manager

Luendri Chetty
Office Manager
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Cheryl London
Accountant:
Invoicing and
Debtors

Celeste Williams
Credit Controller

Debra Stead
Bookkeeper

Catherina
Opperman
Instructional
Developer

Nare Mashiane
Information Officer

Italino Chivulele
Admissions Clerk

Cyril Tapile
Admissions
Coordinator

Dr Linda Chipunza
Student Support

Future Ngwenya
Programme
Convener

Maditabeng
Leshaba
Programme
Convener

Sonya Landman
Programme
Convener

Kgalalelo Hlaoli
Programme
Convener
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Niradna Bechoo
Programme
Convener

Rinaka Moodliar
Programme
Convener
Masters

Pierre Kabeya
Programme
Convener

Itumeleng
Mokoaleli
Programme
Convener
PhD

Elize Smit
Programme
Convener

Ntokozo Dlamini
Programme
Convener

Tumi Pitsie
Research Support

Victor Litshani
Office Manager

Lutendo
Raphulu
Design
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Profile of our students
The following infographic depicts the rich diversity of our students.
Figure 1: Profile of Da Vinci students
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THE DA VINCI WAY
The seven Da Vinci principles
The seven Da Vinci Principles guide the way we do business, facilitate learning and
manage relationships with students and corporate clients.
It had long since come to my attention that people of accomplishment rarely sat
back and let things happen to them. They went out and happened to things.
Leonardo da Vinci
Watch this clip:
https://ed.ted.com/lessons/da-vinci-s-vitruvian-man-of-math-james-earle
Identify new habits or practices that will enable you to live the principles.
Curiosita - An insatiably curious approach to
life and an unrelenting quest for continuous
learning.
Dimostrazione - A commitment to test
knowledge through experience, persistence
and willingness to learn from mistakes.
Sensazione - The continual refinement of the
senses, especially sight as the means to
enliven experience.
Sfumato - Turned to mist or going up in
smoke. A willingness to embrace ambiguity,
paradox and uncertainty (Mona Lisa).
Arte/Scienze - The development of the
balance between science and art, logic and
imagination.
Corporality - The cultivating of grace,
ambidexterity, fitness and poise.
Connessione - A recognition of and
appreciation for the interconnectedness of
all things and phenomena – systems thinking.
Practical exercises to assist in practicing the seven principles.
http://www.andreabalt.com/7-ways-to-think-like-leonardo-da-vinci/
Register and download a free e-book: How to Think Like Leonardo Da Vinci:
Liberating Creativity and Innovation in the Workplace
http://mylovelibrabry.com/emylibraryus/free.php?asin=B019ND3KUQ
I have been impressed with the urgency of doing. Knowing is not enough; we must
apply. Being willing is not enough; we must do.
Leonardo da Vinci
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Meta learning framework
The Da Vinci Institute (Da Vinci) intends to facilitate an integrated research journey of
self-discovery for all its students. All students, facilitators, moderators and supervisors
should partake in each other’s concrete experiences with a view of identifying and
developing a ‘work based challenge’, argument or issue, originating from a ‘burning
desire’ or feeling within one self, the organisation or the community. At the same time
such challenges should focus on the professional development of the individual,
assume a transdisciplinary engagement, embrace a heterogeneous understanding
and accept accountability within the social system.

Figure 2: Meta learning framework
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Questions and comments about this framework I need to ask:

_______

Learning styles
Can you remember the last time you had to learn a new task, skill or working with new
equipment? How did you go about mastering the required competence? Do you first
read the manual, watch others do it, or do you jump right in and try it out for yourself?
According to Kolb’s learning theory there are four distinct learning styles or
preferences. This model helps us understand our own learning preferences, and offers
and explanation of the cycle of experiential learning that applies to all our learning.
You will be offered an opportunity to complete your learning style
questionnaire during this programme.
Reflect on how your learning preferences may impact on your learning
journey at Da Vinci.

Figure 3: Kolb’s learning styles

Concrete
Experience

Accommodating
(feel & do)
ACTIVISTS

DOING

Processing
Continuum

Diverging
(feel & watch)
REFLECTORS

(How we do
things)

Reflective
Observation
WATCHING

Converging
(think & do)
PRAGMATISTS

Perception
Continuum

Active
Experimentation

(How we think
about things)

FEELING

Assimilating
(think & watch)
THEORISTS

Abstract
Conceptualisation
THINKING
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Watch the clip: The 3 minute Kolb
https://www.youtube.com/watch?v=ObQ2DheGOKA
Read the article: Kolb's Learning Styles and Experiential Learning Model
http://www.nwlink.com/~donclark/hrd/styles/kolb.html

Development of objectives
The purpose is to produce life-long students who are equipped to contribute towards
the debate on socio-economic transformation and management development in
South
Africa,
and
on
a
global
scale
as
well.
Since the purpose of the programme is to transform individuals, organisations and the
community at large in dealing with management development challenges, the
content has been designed accordingly. The content includes, amongst others,
business management, human resource management, financial accounting,
statistical analysis, the management of technology, entrepreneurship, project
management, the management of innovation, the management of people and the
management of systems, from a management development perspective.
On

completion

of

the

programme,

students

should

be

able

to:

Define and apply a variety of management development theories within a
systems thinking framework.
Describe the knowledge and skills required which inform sustainable
management and organisational development practices.
Communicate ideas, concepts and practical application of theories related to
management development.
Apply technology, innovation, people and systems thinking concepts to
transform
individuals,
organisations
and/or
communities.

Teaching and learning methodology
The Da Vinci Institute subscribes to the Mode 2 approach to learning which ascribes
to knowledge production that is founded on the principles of contextual application,
transdisciplinarity, heterogeneity, social accountability, and enhanced quality
control. This approach functions within the context of real-world application based
on the premise that teaching and learning initiatives are not strictly positioned within
the parameters of a particular discipline-based theoretical framework, but are rather
situated within the broader context of disciplinary learning application. This implies
that students are encouraged to interrogate the practices of their respective
workplaces, and together with seniors and colleagues, co-create innovative solutions
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that are both relevant and current. The ultimate aim is to contribute positively to the
micro-, mesa-, and macro-environments.
Mode 2 principles are closely aligned to experiential learning that consists of the
following four-stage process; concrete experience, active experimentation, reflective
observation and abstract conceptualisation. This process guides students in their
learning journeys where they are expected and encouraged to apply theoretical
concepts to work-based challenges.
Within this Mode 2 learning environment, the student’s theoretical understanding of
the specific subject matter is transformed into demonstrable application within the
workplace. Students are encouraged to develop competencies in relation to:
Operating in variable and unfamiliar contexts, requiring responsibility and
initiative
Accurately self-evaluate, identify and address their own learning needs; and
Interact effectively within a learning group.

Alignment to NQF Level Descriptors: Level 5
It should be noted that all modules that form part of your studies have been
developed to respectively align with the descriptors of Level 5 of the National
Qualification Framework (NQF). The NQF Level descriptors are used to ensure that all
learning programmes offered at a particular level, both within and across institutions,
are standardised, in respect to the cognitive inputs and outputs (competencies) they
require of the student. These competencies are organised into the following ten
categories:

Scope of knowledge
Knowledge literacy
Method and procedure
Problem solving
Ethics and professional practice
Accessing, processing and managing information
Producing and communicating of information
Context and systems
Management of learning
Accountability
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The descriptors that apply to you during your current year of study are as follows:
a. Scope of knowledge, in respect of which a student is able to demonstrate an
informed understanding of the core areas of one or more fields, disciplines or
practices, and an informed understanding of the key terms, concepts, facts,
general principles, rules and theories of that field, discipline or practice.
b. Knowledge literacy, in respect of which a student is able to demonstrate the
awareness of how knowledge or a knowledge system develops and evolves
within the area of study or operation.
c. Method and procedure, in respect of which a student is able to demonstrate
the ability to select and apply standard methods, procedures or techniques
within the field, discipline or practice, and to plan and manage an
implementation process within a well-defined, familiar and supported
environment.
d. Problem solving, in respect of which a student is able to demonstrate the ability
to identify, evaluate and solve defined, routine and new problems within a
familiar context, and to apply solutions based on relevant evidence and
procedures, or other forms of explanation appropriate to the field, discipline or
practice, demonstrating an understanding of the consequences.
e. Ethics and professional practice, in respect of which a student is able to
demonstrate the ability to take account of, and act in accordance with,
prescribed organisational and professional ethical codes of conduct, values
and practices and to seek guidance on ethical and professional issues where
necessary.
f.

Accessing, processing and managing information, in respect of which a
student is able to demonstrate the ability to gather information from a range of
sources, including oral, written, or symbolic texts, to select information
appropriate to the task, and to apply basic processes of analysis, synthesis and
evaluation on that information.

g. Producing and communicating information, in respect of which a student is
able to demonstrate the ability to communicate information reliably,
accurately and coherently, using conventions appropriate to the context, in
written and oral or signed form or in practical demonstration, including an
understanding of, and respect for conventions around intellectual property,
copyright and plagiarism, including the associated legal implications.
h. Context and systems, in respect of which a student is able to demonstrate the
ability to operate in a range of familiar and new contexts, demonstrating an
understanding of different kinds of systems, their constituent parts, and the
relationships between these parts, and to understand how actions in one area
impact on other areas within the same system.
i.

Management of learning, in respect of which a student is able to demonstrate
the ability to evaluate his or her performance, or the performance of others,
and to take appropriate action where necessary; to take responsibility for his
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or her learning within a structured learning process; and to promote the
learning of others.
j.

Accountability, in respect of which a student is able to demonstrate the ability
to account for his or her actions, to work effectively with, and respect others,
and, in a defined context, to take supervisory responsibility for others, and for
the responsible use of resources, where appropriate.

It is invaluable for students to familiarise themselves with these descriptors,
particularly the core highlighted statements, to help them gauge what they need
to contribute to their studies, the competencies they need to demonstrate, and
how the institution will measure their respective achievements.
For more information on level descriptors and the NQF, please consult:
http://www.saqa.org.za/docs/misc/2012/level_descriptors.pdf

TIPSTM framework
The TIPS™ model underpins all Da Vinci learning programmes. This model focuses on
the following four (4) elements:
The Management of Technology
The Management of Innovation
The Management of People
The Management of Systems

Figure 4: The Seven Layered Da Vinci Business Leadership Framework
incorporating the TIPSTM framework:
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The Management of Technology (MoT)
The management of technology is all about the 'tools' and metrics organisations use
to gain competitive advantage. Simplistically it is ‘a way of doing things better’ and
may involve the use of anything from computers and hi-tech, to simple handheld
tools. In this context, we refer to the small ‘t’ in technology where organisations
manage their technology to best position their products or services to maximise their
market share.
The Management of Innovation (MoI)
The management of innovation is all about how an organisation stimulates and
capitalises on the ideation process to develop an innovative product or service which
has either commercial or social value. It’s about hard metrics such as income
generated from new products, process or services as well as success rates in
commercialising new offerings.
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The Management of People (MoP)
The management of people is all about the human technology interface. It embraces
both the employee and the end user. It is about the processes that organisations
deploy in the development of their human capital, and how they retain and re-skill
existing employees, how they incentivise their people and how they plan for
succession to ensure organisational longevity.
The Management of Systems (MoS)
This is the process of synthesis, where systemic integration of all organisational activities
and performance is used to solve unique problems, and where hyper-competitive
redesign of the landscape occurs. This includes internal synovation and organisational
ecology that allows the parts to become greater than the whole.
Agility
Integrates the dynamics of the management of technology and the management of
innovation such that as the organisation develops, it improves and adapts its
technology needs and appropriate innovation is applied to generate real market
value and profitability. It is about speed to market, response to changes and ability to
cope with new world flexibility.
Alignment
Alignment is the integration of the management of technology and the management
of people by ensuring that the organisation up-skills (by acquisition or development)
the appropriate human capabilities to match, and even exceed the technological
needs at any one time. It is measured in terms of total up skilling cost ensuring that
appropriate skills are in place, matching new technology and skill needs and
developing from within.
Engagement
Engagement integrates the management of people and the management of
innovation by way of evaluating the commitment and motivation of people at the
workplace. It is measured in terms of the total incentive cost within the organisation
and how much people take on personal initiative and accountability.

Mode 2 learning
The Da Vinci Institute embraces the principles of mode 2 learning delivery.
The five key features of Mode 2 are listed below.
How do these features impact on your learning journey?
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Mode 2 Features

Impact on your learning journey

Knowledge
produced in the
context of
application

Transdisciplinary
approach

Heterogeneity

Social
accountability

Diverse range of
quality controls

For more information refer to the Da Vinci resource page:
http://www.davinci.ac.za/resource-collection-2/

Mode 2 knowledge production:
http://makerspace.up.ac.za/islandora/object/islandora%3A2571/datastream/OBJ/d
ownload/Mode_2_knowledge_and_institutional_life__taking_Gibbons_on_a_walk_thr
ough_a_South_African_university.pdf
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Action learning
Four action learning steps at Da Vinci
1. Identify a work-based challenge for your business research project.
The business research project is the most important learning and
assessment activity in the Da Vinci learning programme.
You will attend a workshop during the 2nd and 3rd year of your studies to
assist you in defining the research challenge you want to focus on.
We recommend you start thinking about the critical challenges in your workplace that
you might consider investigating as part of this programme.

2. Indicate relevant strategic drivers which may inform your decision towards the
identified challenge

3. Provide the names of people (including relevant stakeholders) with whom you
will liaise whilst being a student at Da Vinci, who will serve as a soundboard, a
source of inspiration or just as a learning partner. This group of people is referred
to as your personal Community of learning.
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Collaborative framework
This framework illustrates how Da Vinci collaborates with stakeholders to provide the best
learning experience for students situated in real workplace contexts.

Figure 5: The collaborative framework

The central challenge for programmes involving workplace learning remains:
How best to bring together subject-based and work-based knowledge, in ways that
meet the requirements and expectations of the student/employee, the employer,
the provider, the awarding and professional bodies.
Karen Evans
At the following hyperlink you will find important documents you need to
manage your learning and assessment:
http://www.academia.edu/22122910/International_Literature_on_Workpl
ace_Based_Learning_June_2015
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MANAGING YOUR OWN LEARNING AT DA VINCI
Self-directed learning
What do you expect to gain from studying towards and earning a
qualification at The Da Vinci Institute? This is a critical question to reflect on
and answer at the start of your learning journey.
The approach is self-directed learning and you need to manage your own learning
and assessment within the rules and guidelines offered by the institution.
What challenges do you anticipate?

At the following hyperlink you find all the ‘Important Documents’ you need
to manage your learning and assessment:
http://www.elearning.net.za/mod/folder/view.php?id=1

What questions do you need to ask your Programme convener about the
way learning and assessment is managed from Da Vinci’s point of view?

Read the article: How to Stay Motivated and Accomplish Anything
http://www.forbes.com/sites/nextavenue/2013/07/19/how-to-staymotivated-and-accomplish-anything/#55dc883f31a5
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Ebbinghaus Forgetting Curve

According to this research,
people tend to forget rather
quickly after learning new
material, then forgetting slowly
phases out. The implications of
this for students is obvious - a day
or two after attending class or
reading a chapter or article,
students will have forgotten
approximately 75% of what was
learned. Most of what has been
forgotten happens within the first
hour after learning.

Every time you review
material you retain
much more
information, and your
forgetting curve
steadies out at a much
higher level. Each time
you review material
you retain much more
information. Research
indicates that the
minimum amount of
review is three times to
retain information.
http://psychclassics.yorku.ca/Ebbinghaus/index.htm
The following could be done to overcome this challenge:
Take well-crafted notes on material - this includes anything you want to remember
well such as a lecture, a chapter from a textbook, an article from the library, etc.
Without something to review from, reviewing would be impossible.
Right after class has ended or you have finished reading something, make a plan
to review the material.
Remember, don’t wait too long before your first review. Try to review within at least
an hour after acquiring new knowledge. It’s good practice to take notes on your
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first review, and to organise your notes. You can synthesize or expand ideas to suit
your learning needs, and create files on a platform such as ‘Google docs’ to
process your data to allow easy access to your information.
One week later, review your data again and test yourself on information recall. This
will tell you how effective your review is.
A few weeks to a month later, review and test yourself again on information recall.

Management of assessment
Teaching, learning and assessment at The Da Vinci Institute adhere to national
statutory criteria for effective outcomes-based education in the Higher Education
Sector, as stipulated by Act No. 101 of 1997, the Criteria for Programme Accreditation
(HEQC 2004), the National Qualifications Framework (SAQA 2004) and the Higher
Education Qualifications Sub-Framework (HEQSF) (Department of Education, 2006).

Figure 6: The assessment process

Formative
assessment

Summative
assessment

Summative
assessment
Moderation

Marks
Committee
Sign-off

Remedial work and resolutions
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Guidelines and time frames

Formative Assessment/s
Summative Assessment
Part 1
Summative Assessment
Part 2
Summative Assessment
moderation
Marks Committee sign-off

Refer to the Programme Schedule
Refer to the Programme Schedule
Examination
Completed ± 1 week after assessment was
assessed
Completed ± 1 week after moderation

* Please

Note: Only one resubmission opportunity will be granted per module. Should
you fail both the first and second submissions, you will be required to re-register for the
module in question.
Procedure: approval for certification
Upon completion of a programme the relevant Programme Coordinator presents the
required documentation to the Examination and Assessment Committee, declaring
that assessment and moderation took place in accordance with this policy, and that
the preliminary process was adhered to. The Examination and Assessment Committee
recommends qualifications for successful candidates to be awarded to the
Academic Board for approval, and submission to the Council for ratification.

STUDENT SUPPORT
General approach
Da Vinci follows a proactive approach in supporting students. ‘At risk’ students
(students who do not submit their assessments on time, who fall behind on research or
modular work, or fail to show up for workshops), receive follow-up phone calls and emails as soon as it is noticed. Plans are made proactively to assist these students and
there is a greater awareness of the importance to stay in touch with these students.

Student support specialists
All students are required to complete the Shadowmatch profile and are
invited to one compulsory session to introduce them to the service and to
give them feedback on their Shadowmatch profile. The Shadowmatch profile
was used to assess the study (and work) habits of individual students and to
highlight ‘danger’ areas to them in terms of their studies – for example a low
responsiveness habit may lead to late submission of assignments and this
needs to be managed.
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This is followed up with another compulsory session at the beginning of each
new academic year.
In addition to the first compulsory session, the service is available ‘on
demand’ to all students who feel the need to speak to one of the Student
Support Specialists, with a maximum of four sessions per annum. These
students must make appointments.
The Teaching and Learning Team may also refer ‘at risk’ students (all levels) to
the Student Support Specialists for assistance.
The Student Support Specialists can be seen by appointment in person, or
online if required.
Appointments with the Student Support Specialists are scheduled using the
dedicated e-mail address: Support@davinci.ac.za. Students may schedule
via their Programme Convenor or with the receptionist directly.

Shadowmatch
Every student at Da Vinci is offered the opportunity to complete the Shadowmatch
profile. You will receive an e-mail with a hyperlink to the worksheet. It contains 70
questions that place you in normal day-to-day situations and will take you less than
an hour to complete. You need to select the answer that best describes the way you
behave in each situation.
Shadowmatch draws a map of behavioural habits, and how well these habits are
formed and matured in the way you live your life. The results are displayed as a graph
indicating which habits are well established and which are not. Once you have
completed the worksheet, you will immediately have access to a detailed report.
You cannot fail Shadowmatch.
A good example is the habit of ‘problem solving’. When this is a well embedded habit,
the individual will find it easy to solve problems, he/she will enjoy it, do it with purpose
and solve problems when they appear with minimal conscious decision-making on
whether the problem needs to be resolved or not. When this behaviour is not a wellembedded habit, the individual will (when there is a problem to be solved) have to
consciously decide and plan on what he/she will do; solve the problem or just leave
it.
What is the importance of the following habits in the context of your studies with The
Da Vinci Institute?
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Propensity to own and Propensity to hand-off: These two habits indicate whether the
individual takes ownership to solve a problem and handles a challenge him/herself,
or whether he/she prefers an outside agent to solve problems, handle difficulties or
even execute tasks. It refers to the place where the individual places the control
and/or task execution, with him/herself or outside of him/herself. In some jobs, a habit
of handing-off a task is necessary, in some jobs it is not required.

How does a very limited habit of Propensity to Own impact your studies?

Resilience: Some people give up easily when faced with a challenge and some apply
themselves relentlessly to solve problems and overcome challenges. The
Shadowmatch worksheet calculates the habit of the person in overcoming
challenges despite the difficulties experienced. It also calculates whether the
individual tends to give up or whether he/she completes a task despite difficulties and
toughness of the journey.
How does a very limited habit of ‘Propensity to Own’ impact your studies?

Resilience: Some people give up easily when faced with a challenge and some apply
themselves relentlessly to solve problems and overcome challenges. The
Shadowmatch worksheet calculates the habit of the person in overcoming
challenges despite the difficulties experienced. It also calculates whether the
individual tends to give up, or whether he/she completes a task despite difficulties
and toughness of the journey.
How does resilience (or the lack thereof) impact your learning?
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Responsiveness: This indicates the individual’s reaction speed, in other words the habit
of acting immediately if, and when necessary.
Do I need a high habit of Responsiveness for my studies at Da Vinci Institute?
What if I do not have a high habit of responsiveness?

Self Confidence: Shadowmatch profile analysis calculates behaviour that indicates
the person’s ability to act with conviction and stay with a decision that he/she has
made. In short, self-confidence is the habit of acting with a high level of trust in your
own abilities, qualities and judgment, knowing who you are and what you can and
cannot do.
Why would you need to have a high habit of Self Confidence in your
studies?

Remember:
Shadowmatch is NOT:
a personality test and does not categorise individuals;
a measure of success or performance; nor
an indicator of diversity.

There are NO:
right or wrong profiles;
good or bad profiles;
ideal vs. non-ideal profiles; and
preferred vs. non-preferred profiles.
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Watch this clip to learn more about habits:
https://www.youtube.com/watch?v=OMbsGBlpP30

Student Representative Council (SRC): Roles and Responsibilities
The Da Vinci student fraternity is made up of diverse cultural, religious, political, age
and economic backgrounds, and the institution is therefore committed, through
representation and participation, to unite its student community and further commits
itself to instil a culture of learning, research and critical thinking. This is done through
relevant education to produce responsible citizens for both the South African society
and the world at large.
In support of this aim, the institution has established a Student Representative Council
with the following roles and responsibilities:

Enhance effective functioning of The Institute through governance
structures
Encourage and support active participation among students with
regards to Da Vinci-related events.
Support staff with regards to Da Vinci-related events, such as open
days and graduation, as a means of showing support from the
student body
Advise and provide support towards the delivery of effective and
efficient student support services
Advise on student learning experiences
Express opinion on relevant student matters
Represent students in all institutional matters affecting them both as
individuals, and as a group, and to serve the student fraternity
Foster an institutional culture which promotes fundamental human
rights and creates a conducive environment to optimise the
teaching and learning experience
Act as a channel of communication between:


Students



Administration



Staff



Governance structures of the Institute, and



Other stakeholders
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Adopting and instilling the Code of Conduct for Da Vinci Students
Creating a healthy social environment and leading by example
Make recommendations and report on relevant student matters
Report back to students on the activities of meetings attended
To serve students and staff on campus as Da Vinci ambassadors
Provide representation for students attending hearings when
required
Any other activities that would enhance the student engagement
with the Institution.
Please note: Each student group has a nominated class representative who liaises
with the Student Representative Council.

MOODLE (e-learning platform)
All Da Vinci students have access to, and are actively encouraged to make use of
Moodle (acronym for Modular Object-Oriented Dynamic Learning Environment).
Students can access learning material including additional reading material from
Moodle, and also utilise this platform to upload their assignments. In addition, Moodle
is applied to communicate with students regarding assignments, workshops, and
other issues related to their studies.
Remember you can access the following resources by logging onto Moodle at
www.elearning.net.za:
In the section ‘Important documents’:
 Student Code of Conduct
 Quick reference guide to the Harvard referencing method
 Guide on ‘How to Moodle’
BCom students have access to video resources on Moodle.
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Library and Information Services
Research is integral to the learning journey and every assignment submitted at Da
Vinci. As part of their research skills, students need to support their arguments with
information from credible sources.
The learning resources and Lecturers refers students to some of these credible sources.
It is, however the student’s responsibility to source their own information.
We provide students and Lecturers access to academic databases:
The following platforms are collections of open source journals that provide free use
of their articles:







https://doaj.org/
http://www.oajse.com/
https://aminer.org/
https://www.base-search.net/
http://www.jurn.org/#gsc.tab=0

Use http://scholar.google.com/ for more credible results - not the usual
google.co.za
EBSCOhost User Guide

EBSCO is a leading provider of research databases, e-journals, magazine subscriptions
and e-books for academic, K-12, government, corporate and medical institutions.
EBSCOhost is a powerful online reference system accessible via the Internet hosting all
the EBSCO resources.

The URL and login details for the Da Vinci Institute are included below (these are case
sensitive). Please do not share these login details with anyone outside of Da Vinci
Institute.

URL:

http://search.ebscohost.com

Username:

ns250103main

Password:

jr9x7l_t9e
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1. This will be the Da Vinci Institute landing page. From the below search box, you
can search for journal articles and e-books. If you require assistance, including
tutorial videos, please click the ‘Help’ button in the top right-hand corner.
2. Let’s conduct a basic search on ‘Business management’ and click ‘search’.
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3. You will receive a results list that includes journal articles, e-books, news,
videos, etc.
4. You will notice there are 295,181 results, you can use the limiters on the lefthand side to limit your search as required. Some of the limiters include dates,
source type (e-book, journal, news, etc.), publisher, and link to alternative
terms based on Thesaurus terms.
5. Once you have located the resource you want to use, you can click on the
‘PDF Full Text’ link below the title to open the article or e-book.
6. When consulting e-books there is some functionality at the top of the page to
assist you. This includes being able to:
 e-mail pages to yourself
 save pages as a PDF version
 make use of a dictionary within the EBSCOhost platform
 save your information to Google Drive
 get citation assistance such as ‘Harvard Referencing’.
On the left-hand side of the e-book, you get an indication of how you can use
the book in terms of printing, saving, copy/paste, etc. and below that is the
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Table of contents where you can choose to download the chapters that you
require.
'

7. When making use of journals, the same functionality applies as with e-books,
but this is now on the right-hand side of the screen. On the left-hand side you
can navigate to the section you are interested in reading.
8. In the screenshot below, select ‘cite’, and the grey box will appear above the
journal article. In this list of references is the Harvard reference for this article,
so once your research is done, you can copy and paste this Harvard
reference into your assignment for referencing purposes.
If you require any further assistance, please contact Nare Mashiane at 011 579 4441
nare@davinci.ac.za
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Open source journals

The platforms below are collections of open source journals that provide free use of
their articles:
http://www.oapen.org/content/
https://doaj.org/
http://www.oajse.com/
https://aminer.org/
https://www.base-search.net/
http://www.jurn.org/#gsc.tab=0
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