
All about the ELSA procedure 

KALEIDOPRAX has taken over all administrative functions 
previously done by Hough & Horne, and has become your 
interface for professional and administrative contact.  
 

The ELSA Procedure is as follows: 
 

 
 

 Client registration 

 
¶ Our Service Level Agreement outlines the ELSA Policy 

and Procedure.   

¶ Complete the standard Client registration form and 
return to info@kaleidoprax.co.za 

¶ A unique client number will be allocated to be used on 
all ELSA orders and other communications. 

 

ELSA Administrator training 
 

¶ A two hour session trains the administrator and informs 
decision-makers on interpretation of reports. 

¶ Administrators are registered and certified to perform 
assessments. 

 

ELSA Orders 

 
¶ Order by completing standard order form and e-mail to 

info@tjhorne.co.za 

¶ Provide for 24 hour processing time. 

¶ 5ƛǎǇŀǘŎƘ ƻŦ 9[{!Ωǎ ǿƛƭƭ ōŜ ŎƻƴŦƛǊƳŜŘ ōȅ Ŝ-mail. 

 

Invoicing 
 

¶ Invoice is sent to client and payment is expected on 
presentation. No credit facilities are available. 
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ELSA Assessment 

 
¶ Assessment conducted as per instructions. 

¶ Attendance is recorded on standard form. 

¶ 9ŀŎƘ ǎŜǎǎƛƻƴΩǎ ŀƴǎǿŜǊ ǎƘŜŜǘǎ ŀǊŜ ǇŀŎƪŀƎŜŘ ǿƛǘƘ ǎǘŀƴŘŀǊŘ /ƻǾŜǊ {ƘŜŜǘ ŀƴŘ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ !ƭōŜǊǘƻƴ 
office for scoring purpose. 

 

Scoring and Reporting 

 
¶ We undertake to deliver your reports by e-mail within 24 hours of receipt of the completed answer 

sheets. 
 

Contact details 

 
We have offices in Alberton and Pretoria: 

¶ ELSA orders and reports are the responsibility of the Alberton office.  

¶ 011-869-2414. 

¶ info@tjhorne.co.za 
Your reports will be mailed to your chosen address from this office. 

¶ Invoices are issued by the Kaleidoprax Pretoria office and will be e-mailed to the designated address.   

¶ 012-991-2434  

¶ info@kaleidoprax.co.za 

 

Quality management of ELSA administration 

 

In order to protect the validity and reliability of ELSA, we require quality management measures to be in place, 
and will regularly monitor practice.  
 

Refresher sessions may be required to ensure quality of practice and interpretation of results.  
 

Please request ELSA  

documentation or  

visit our website  

www.kaleidoprax.co.za 
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