
ECSA REGISTRATION WORKSHOP

DOCUMENT SUBMISSION STAGE



ECSA REGISTRATION WORKSHOP

• B.Eng (Civil) University of Stellenbosch 2001

• M.Eng (Structures) University of Stellenbosch 2005

• BKS (Pty) Ltd Associate Structures Division

• Pr.Eng Registration May 2009



ECSA REGISTRATION WORKSHOP

DOCUMENT SUBMISSION STAGE

– OVERVIEW OF ECSA DOCUMENTS

– GUIDELINES

– SUBMISSION PROCESS



OVERVIEW OF DOCUMENTS



SUBMISSION CONTENTS

1. APPLICATION FORM (A1.1 & A1.2)

2. TRAINING REPORT (A2.1)

3. SUMMARY OF TRAINING REPORTS (A2.2)

4. COMPANY ORGANOGRAM

5. TRAINING SCHEDULE (AC7)

6. INTERVIEW RECORD (AC8)

7. PROJECT REPORT

8. RECORD OF CONTINUING LEARNING (E&T202)

9. CERTIFIED COPIES OF QUALIFICATIONS

10. APPENDICES TO PROJECT REPORT CAN BE BOUND AS A SEPARATE DOCUMENT



1. APPLICATION FORM (A1.1 & A1.2)

• ENSURE THAT ALL DETAILS ARE CORRECT

• ATTACH A PASSPORT PHOTOGRAPH / INSERT A DIGITAL VERSION

• COMMISSIONER OF OATHS / JUSTICE OF PEACE SIGNATURE & STAMP

o WORK WITH THE DIGITAL 

VERSIONS AVAILABLE FROM 

THE ECSA WEBSITE

o COMBINE ALL FORMS IN A 

SINGLE DOCUMENT



2. TRAINING REPORT (A2.1)

• USE A SEPARATE FORM FOR EACH PERIOD

A FORM MAY BE MORE THAN ONE SHEET

• PERIODS ARE TO BE NUMBERED CHRONOLOGICALLY

• COVER THE TIMEFRAME FROM GRADUATION TO APPLICATION

• COMPLETED IN BLACK INK



2. TRAINING REPORT (A2.1)

DESIGNATION OF PERIODS:

• YOUR WORK ENVIRONMENT CHANGED
MAJOR TASK or PROJECT COMPLETED

• TYPE OF WORK CHANGED

• RESPONSIBILITIES CHANGED
PROMOTION

• CHANGE OF EMPLOYER

• TRAINING INTERRUPTED
STUDY

ILLNESS

UNEMPLOYMENT

TRAVEL



2. TRAINING REPORT (A2.1)

CONTENT:

• SHORT BACKGROUND ON PERIOD

• DESCRIBE THE NATURE OF YOUR EXPERIENCE

• OVERVIEW OF PROJECTS AND TASKS PERFORMED

– USE SUBDIVISIONS IF THERE ARE MORE THAN ONE PROJECT IN THE 
PERIOD

– SHORT DESCRIPTIONS ARE SUFFICIENT, NO NEED TO WRITE AN 

ESSAY

• SUMMARY OF TRAINING DONE IN THE PERIOD

• LIMITED TO 2000 WORDS  (WHICH IS NOT MUCH – YOU WILL RUN OUT OF 

“SPACE” AND WILL NEED TO CONDENSE THE REPORTS TO SOME EXTENT)



2. TRAINING REPORT (A2.1)

COMMENTS:

• THE TRAINING REPORTS FORM PART OF AN OFFICIAL & PROFESSIONAL 

SUBMISSION AND SHOULD BE WRITTEN ACCORDINGLY

• YOUR WORK ENVIRONMENT MAY NOT BE AS “STRUCTURED” AS 

ASSUMED BY ECSA

– IN THE REAL WORLD A NUMBER OF PROJECTS RUN CONCURRENTLY,

– AND IN DIFFERENT PHASES WHERE YOU HAVE DIFFERENT RESPONSIBILITIES

• USE YOUR OWN JUDGEMENT TO SEPARATE THE PERIODS AND ASSIGN 

REALISTIC TIMEFRAMES TO THEM



2. TRAINING REPORT (A2.1)



3. SUMMARY OF TRAINING REPORTS 

(A2.2)



4. COMPANY ORGANOGRAM

5. TRAINING SCHEDULE (AC7)

6. INTERVIEW RECORD (AC8)

ALL SELF EXPLANATORY



7. PROJECT REPORT

• THE REPORT IS THERE TO SHOWCASE YOUR:

– EXPERIENCE

– KNOWLEDGE

– INVOLVEMENT & CONTRIBUTION IN THE PROJECTS

– GROWTH

– ABILITY TO COMMUNICATE PROFESSIONALLY



7. PROJECT REPORT

• 3 PROJECTS MAXIMUM

• THE GIVEN MAXIMUM WORD COUNT IS ONLY AN 

INDICATOR (4000 WORDS) IF YOU WRITE MORE, MAKE 

SURE THAT THE REPORT IS EASY TO READ

• WRITE WITH A PROPER STRUCTURE

– LOGICAL FLOW

– NUMBERED, BULLETED, INDENTED, etc.

– NOT A LONG ESSAY or STORY



7. PROJECT REPORT

MY REPORT STRUCTURE

A. COVER SHEET

B. DECLARATION

C. INDEX

D. INTRODUCTION

E. PROJECT 1

• PROJECT SCOPE

• INVOLVEMENT IN THE DESIGN 

OFFICE

• INVOLVEMENT ON SITE

• DESIGN SOLUTIONS

F. PROJECT 2

• AS PREVIOUS

G. PROJECT 3

• AS PREVIOUS

H. APPENDICES

• DRAWINGS (A3 PLOTS, FOLDED)

• SAMPLE DESIGN CALCULATIONS

• SAMPLE CORRESPONDENCE & 

REPORTS



8. RECORD OF CONTINUING 

LEARNING – CPD (E&T 202)

• 30 CPD POINTS REQUIRED

– REFER TO ECSA DOCUMENTS FOR FURTHER DETAIL

• NO CLEAR GUIDANCE ON PART-TIME STUDY or COURSE 

BASED POST-GRADUATE STUDY WHERE CPD CREDITS ARE 

NOT OFFICIALLY AWARDED

• USE THE FOLLOWING:

– 1 CPD POINT = 1 DAY COURSE

– 13 SAQA CREDITS ≈ 5 DAY COURSE, i.e. 2.6 CREDITS = 1 CPD



REPORT GUIDELINES



GENERAL REPORT FORMAT GUIDELINES:

MAKE IT EASY TO READ AND UNDERSTAND

•USE LISTS:

WHENEVER YOU CAN, HELP YOUR READER BY USING LISTS

•USE HEADINGS AND SUBHEADINGS:

GUIDE YOUR READER THROUGH THE ORGANIZATION OF THE REPORT AND 

LIST THEM IN THE TABLE OF CONTENTS



GENERAL REPORT FORMAT GUIDELINES:

MAKE IT EASY TO READ AND UNDERSTAND

•USE CLEAR FONTS:

ARIAL, TIMES NEW ROMAN, CALIBRI, etc.

DO NOT USE MORE THAN ONE FONT IN A DOCUMENT OR “FRILLY” FONTS

•USE WHITE SPACE TO ENHANCE YOUR INFORMATION:

DENSE BLOCKS OF TEXT ARE DIFFICULT TO READ AND WILL MAKE IT MORE

DIFFICULT FOR YOUR READERS TO FIND THE INFORMATION THEY NEED



OTHER GUIDELINES FOR WRITING REPORTS:

• WRITE THE BODY OF YOUR REPORT FIRST:

MOST REPORT WRITERS PREFER TO SAVE THE MECHANICAL ELEMENTS, 

SUCH AS THE TITLE PAGE AND THE TABLE OF CONTENTS, FOR THE LAST 

STEP

• MAINTAIN CONSISTENT STRUCTURE:

ONCE YOU DETERMINE THE STRUCTURE YOU WILL USE, KEEP USING IT 

CONSISTENTLY THROUGHOUT THE REPORT



OTHER GUIDELINES FOR WRITING REPORTS:

•CHOOSE THE VOICE, MOOD, AND TENSE CAREFULLY:

FORMAL REPORTS USE THE THIRD PERSON PASSIVE:

"A TEST WAS RUN..." NOT "I RAN THE TEST..."

PAST TENSE IS USED FOR EXPLAINING PROCEDURES

PRESENT TENSE IS USED FOR GENERALIZATIONS AND FOR STATING 

WHAT THE RESULTS SHOW

http://owl.english.purdue.edu



OTHER GUIDELINES FOR WRITING REPORTS:

• USE THE TOOLS AVAILABLE IN MICROSOFT WORD

– AUTOMATICALLY COMPILE A TABLE OF CONTENTS

– AUTOMATICALLY COMPILE LISTS OF GRAPHS & FIGURES

MICROSOFT WORD 2007 – REFERENCES TAB

– LEARN HOW TO USE SECTION BREAKS & OTHER FUNCTIONS 

EFFECTIVELY

• REVIEW YOUR OWN REPORT AS A HARD COPY - ERRORS ARE EASIER TO 

SPOT ON PAPER

• GET A COLLEAGUE TO READ YOUR REPORT



GENERAL GUIDELINES



APPROACH TO USE:

• REGISTER AS A CANDIDATE ENGINEER WITH ECSA

• KEEP A LIST OF YOUR PROJECTS

– DESIGNATED TASKS

– YOUR CONTRIBUTION and/or SOLUTIONS

– START DATE & END DATE

THIS WILL ALSO HELP TO KEEP YOUR CV UP TO DATE

• COMPILE DRAFT TRAINING REPORTS AS YOU GO – ONCE A QUARTER 

SHOULD BE SUFFICIENT

• SCHEDULE A SHORT SESSION WITH YOU MENTOR EACH QUARTER 



APPROACH TO USE:

• FOCUS ON GETTING ENOUGH INFORMATION TO COMPILE YOUR 

SUBMISSION

• LEAVE THE TRAINING REPORTS IN DRAFT FORMAT

• WRITE THE PROJECT REPORT LAST

• FORMAT THE PROJECT REPORT & TRAINING REPORTS AT THE VERY END



APPROACH TO USE:

• THE MINIMUM RECOMMENDED TRAINING PERIOD IS 3 YEARS

• THIS ASSUMES A VERY STRUCTURED TRAINING PROCESS IN YOUR WORK 

ENVIRONMENT

• FOR GENERAL WORKING CONDITIONS I WOULD RECOMMEND A 

MINIMUM OF 4-5 YEARS OF FULL-TIME WORK BEFORE APPLYING TO 

REGISTER



SUBMISSION PROCESS



SUBMISSION:

• BIND ALL THE DOCUMENTS INTO A SINGLE “BOOK”

ECSA NEED TO MAKE COPIES OF THE SUBMISSION – RING BINDING OR STAPLING 

WOULD BE PREFERRED

IF THE APPENDICES ARE SUBSTANTIAL PORTION OF THE SUBMISSION, BIND IT AS A 

SEPARATE BOOKLET

• CHECK THAT ALL THE REQUIRED DOCUMENTS ARE INCLUDED

• ENSURE ALL ITEMS ARE SIGNED WHERE REQUIRED

• INCLUDE A COVER LETTER AND PROOF OF PAYMENT FOR THE 

APPLICATION FEE

• USE A COURIER SERVICE OR SEND AS A REGISTERED PARCEL



APPLICATION PROCESS:

• ECSA IS TO NOTIFY YOU WHEN RECEIVING THE PACKAGE

• IF YOU HAVE NOT HEARD ANYTHING WITHIN 2 WEEKS MAKE 

ENQUIRIES

• MY SUBMISSION:

– SENT TO ECSA 24 JUN 2008

– ACKNOWLEDGEMENT OF RECEIPT 11 JUL 2008

– APPLICATION SENT TO SAICE (63 days) 12 SEP 2008

– NOTIFICATION OF REVIEW WEEK (129 days) 17 NOV 2008

– CONFIRMATION OF REVIEW DAY (206 days) 2 FEB 2009

– PROFESSIONAL REVIEW (228 days) 24 FEB 2009

– NOTIFICATION OF REGISTRATION (298 days) 5 MAY 2009

• THE PROCESS WILL VARY FOR EACH INDIVIDUAL



APPLICATION PROCESS:

• KEEP A RECORD OF ALL COMMUNICATION WITH ECSA & SAICE

• FOLLOW UP ALL TELEPHONIC DISCUSSION WITH AN EMAIL OR FAX TO 

CONFIRM THE ITEMS DISCUSSED TO PLACE IT ON RECORD

• ONCE THE APPLICATION IS WITH SAICE NOTIFY THEM IN WRITING OF 

DATES YOU WILL NOT BE AVAILABLE FOR THE REVIEW

• BE PATIENT – THE PROCESS MAY TAKE 6 MONTHS TO A YEAR, 

SOMETIMES EVEN LONGER


