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QUALITY MANAGEMENT SYSTEM (QMS)
FOR SCHOOL-BASED EDUCATORS


ELRC COLLECTIVE AGREEMENT NO.2 OF 2020


PERFORMANCE STANDARDS


QMS Flow Chart1.	 INTRODUCTION
The Quality Management System (QMS) is a performance management system for school-based educators designed to measure the 
performance of educators in line with their respective roles and responsibilities. The QMS replaces the Integrated Quality Management 
System (IQMS), which has been streamlined and re-branded to provide a clear and coherent framework for teacher appraisal.


2.	 PURPOSE
To enhance educator efficiency, effectiveness and good performance


3.	 ROLES AND RESPONSIBILITIES
3.1	 Principal


•	 Ensures that every educator has access to the QMS instrument and any other relevant documents
•	 Ensures that the QMS is implemented uniformly and effectively


3.2	 School Management Team (SMT)
•	 Conducts Performance Appraisals of educators, including classroom observations, and keeps records thereof


3.3	 Educator
•	 Conducts a self-appraisal prior to being appraised by the immediate supervisor
•	 Allows the immediate supervisor to conduct lesson observations and shall keep relevant evidence for the appraisal process


3.4	 Resource Person
•	 The resource person is an educator who may be requested by the appraisee to assist in the appraisal process through 


provision of subject or other relevant expertise


3.5	 The Circuit Manager
•	 Manages the performance of principals in a consultative, supportive and non-discriminatory manner to enhance school 


efficiency and accountability
• 	 Agrees on a work plan with the principal with clear annual targets and performance indicators


website website facebook twitter
https://www.elrc.org.za/ www.education.gov.za www.facebook.com/BasicEd www.twitter.com/dbe_sa
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		Annexure A 1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATOR: POST LEVEL 1



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Administrative duties



		Other: (Please specify)





		















		

		

		









	











SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

		Learner results of various forms of assessment show that they are attaining the set outcomes 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		









		









5. Overall remarks:



5.1 Educator’s comments on the appraisal 



		Mid-Year

		Annual



		







		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		







		







5.3 Resource person’s comments (Optional)

 

		Mid-Year

		Annual



		







		







5.4 Principal’s comments



		Mid-Year

		Annual



		







		





















6.  Recommendations



		Mid-Year

		Annual



		













		







7. Signatures



		

		Mid-Year



		Name



		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person 

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		

		Annual



		

Name

		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP
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Annexure B 2



QUALITY MANAGEMENT SYSTEM (QMS)

DEPARTMENTAL HEAD: POST LEVEL 2



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		PERSAL number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		PERSAL number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

		Learner results of various forms of assessment show that they are attaining the set outcomes 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self-reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		











		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THE CURRICULUM







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Conducts regular classroom visits to provide support and development to educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors class attendance by educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Controls educators’ work (checks preparations, quality of tests, marking of tasks, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Moderates learners’ tasks by checking books regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Assesses performance of educators regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Organizes workshops and training sessions for educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Equipment and furniture are kept in good condition and is working (e.g. computers, photocopiers, projectors, tables, chairs, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Infrastructure is well maintained (clean wall, doors, door handles, window panes, playing grounds, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		New policies are developed, implemented and reviewed 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		









Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Educator’s comments on the appraisal 

		Mid-Year

		Annual



		











		









5.2 Appraiser’s comments

		Mid-Year

		Annual



		











		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		











		









5.4 Principal’s comments

		Mid-Year

		Annual



		













		











6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/ Deputy Principal

		Resource person

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		

		Annual



		Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/Deputy Principal

		Resource person

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP



























Collective Agreement Number 2 of 2020

Quality Management System (QMS) for School-Based Educators 




image8.emf
QMS Appraisal  Instrument for PL1.docx


QMS Appraisal Instrument for PL1.docx
2



2



		Annexure A 1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATOR: POST LEVEL 1



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Administrative duties



		Other: (Please specify)





		















		

		

		





















SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

		Learner results of various forms of assessment show that they are attaining the set outcomes 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		









		









5. Overall remarks:



5.1 Educator’s comments on the appraisal 



		Mid-Year

		Annual



		







		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		







		







5.3 Resource person’s comments (Optional)

 

		Mid-Year

		Annual



		







		







5.4 Principal’s comments



		Mid-Year

		Annual



		







		





















6.  Recommendations



		Mid-Year

		Annual



		













		







7. Signatures



		

		Mid-Year



		Name



		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person 

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		

		Annual



		

Name

		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP
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Annexure B 2



QUALITY MANAGEMENT SYSTEM (QMS)

DEPARTMENTAL HEAD: POST LEVEL 2



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







			















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

		Learner results of various forms of assessment show that they are attaining the set outcomes 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self-reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		[bookmark: _GoBack]Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		











		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THE CURRICULUM







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Conducts regular classroom visits to provide support and development to educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors class attendance by educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Controls educators’ work (checks preparations, quality of tests, marking of tasks, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Moderates learners’ tasks by checking books regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Assesses performance of educators regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Organizes workshops and training sessions for educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Equipment and furniture are kept in good condition and is working (e.g. computers, photocopiers, projectors, tables, chairs, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Infrastructure is well maintained (clean wall, doors, door handles, window panes, playing grounds, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		1

		2

		3

		4

		

		1

		2

		3

		4



		





		

		

		

		

		

		

		

		

		

		



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		New policies are developed, implemented and reviewed 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		









Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Educator’s comments on the appraisal 

		Mid-Year

		Annual



		











		









5.2 Appraiser’s comments

		Mid-Year

		Annual



		











		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		











		









5.4 Principal’s comments

		Mid-Year

		Annual



		













		











6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/ Deputy Principal

		Resource person

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		

		Annual



		Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/Deputy Principal

		Resource person

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP
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Annexure C 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

DEPUTY PRINCIPAL: POST LEVEL 3



(To be completed twice during the school year – June and November)



Section A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Deputy Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 1







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

60

		







Comments:

		Mid-year

		Annual



		















		



















		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		

NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2









		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept. of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total  

		

Maximum Score

		

40

		









Comments:

		Mid-year

		Annual



		

		















		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		









Comments:

		Mid-year

		Annual



		











		









		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides leadership and oversees mentoring, coaching and general support to staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		













		













		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION







		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 







		Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

40

		







Comments:

		Mid-year

		Annual



		









		







		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		8

		







Comments :

		Mid-year

		Annual



		











		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

8

		







Comments:

		Mid-year

		Annual



		











		







5. Overall Remarks



5.1 Deputy Principal’s comments on the appraisal 



		Mid-Year

		Annual



		











		







5.2 Resource person’s comments on the appraisal (Optional)



		Mid-Year

		Annual



		











		





5.3 Principal’s comments



		Mid-Year

		Annual



		











		









6. Recommendations (Principal)



		Mid-Year

		Annual



		















		









7. SIGNATURES



		Mid-Year



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		Annual



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		



SCHOOL STAMP

























		1

		Work Plan & Appraisal Instrument – Deputy Principal – PL 3







Collective Agreement Number 2 of 2020

Quality Management System (QMS) for School-Based Educators 




image11.emf
QMS Self-Appraisal  Instrument for PL4.docx


QMS Self-Appraisal Instrument for PL4.docx




2



										Annexure D 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

PRINCIPAL: POST LEVEL 4



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		





















SECTION B: APPRAISAL



Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		NB:  Performance Standard 1 constitutes:

· 40% of the overall score for Principals (P 1A) who teach 30% or more of the scheduled teaching time, and

· 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.

· Appraisal to be based on all descriptors.







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		60

		







Comments:

		Mid-year

		Annual



		



		















		NB:  Performance Standards 2 - 7 constitute:

· 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and

· 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.







		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

52

		









Comments:

		Mid-year

		Annual



		









		













		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper  conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		







Comments:

		Mid-year

		Annual



		









		



		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		NB: Appraisal to be based on all descriptors.







		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides leadership and oversees mentoring, coaching and general support to staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		

















		















		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION





 

		NB: Appraisal to be based on all descriptors.







		ELEMENTS

Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

56

		







Comments:

		Mid-year

		Annual



		



		



		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

20

		







Comments :

		Mid-year

		Annual



		







		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		NB: 4 out of 5 descriptors to be selected for appraisal







		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		16

		









Comments:

		Mid-year

		Annual



		









		







5. Overall Remarks



5.1 Appraisee’s (Principal) comments on the appraisal 



		Mid-Year

		Annual



		









		







5.2 Resource persons’ comments on the appraisal (Optional)



		Mid-Year

		Annual



		









		







5.3 Appraiser’s (Circuit Manager) comments



		Mid-Year

		Annual



		









		







6. Recommendations (Circuit Manager)



		Mid-Year

		Annual



		











		























7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		

		Annual

		



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		



CIRCUIT / DISTRICT STAMP
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Annexure C 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

DEPUTY PRINCIPAL: POST LEVEL 3



(To be completed twice during the school year – June and November)



Section A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Deputy Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 1







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

60

		







Comments:

		Mid-year

		Annual



		















		



















		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		

NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2









		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept. of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total  

		

Maximum Score

		

40

		









Comments:

		Mid-year

		Annual



		

		















		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		









Comments:

		Mid-year

		Annual



		











		









		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides leadership and oversees mentoring, coaching and general support to staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		













		













		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION







		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 







		Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

40

		







Comments:

		Mid-year

		Annual



		









		







		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		8

		







Comments :

		Mid-year

		Annual



		











		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

8

		







Comments:

		Mid-year

		Annual



		











		







5. Overall Remarks



5.1 Deputy Principal’s comments on the appraisal 



		Mid-Year

		Annual



		











		







5.2 Resource person’s comments on the appraisal (Optional)



		Mid-Year

		Annual



		











		





5.3 Principal’s comments



		Mid-Year

		Annual



		











		









6. Recommendations (Principal)



		Mid-Year

		Annual



		















		









7. SIGNATURES



		Mid-Year



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		Annual



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		



SCHOOL STAMP























		1
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										Annexure D 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

PRINCIPAL: POST LEVEL 4



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		





















SECTION B: APPRAISAL



Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		NB:  Performance Standard 1 constitutes:

· 40% of the overall score for Principals (P 1A) who teach 30% or more of the scheduled teaching time, and

· 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.

· Appraisal to be based on all descriptors.







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		60

		







Comments:

		Mid-year

		Annual



		



		















		NB:  Performance Standards 2 - 7 constitute:

· 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and

· 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.







		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

52

		









Comments:

		Mid-year

		Annual



		









		













		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper  conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		







Comments:

		Mid-year

		Annual



		









		



		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		NB: Appraisal to be based on all descriptors.







		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides leadership and oversees mentoring, coaching and general support to staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		

















		















		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION





 

		NB: Appraisal to be based on all descriptors.







		ELEMENTS

Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

56

		







Comments:

		Mid-year

		Annual



		



		



		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

20

		







Comments :

		Mid-year

		Annual



		







		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		NB: 4 out of 5 descriptors to be selected for appraisal







		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		16

		









Comments:

		Mid-year

		Annual



		









		







5. Overall Remarks



5.1 Appraisee’s (Principal) comments on the appraisal 



		Mid-Year

		Annual



		









		







5.2 Resource persons’ comments on the appraisal (Optional)



		Mid-Year

		Annual



		









		







5.3 Appraiser’s (Circuit Manager) comments



		Mid-Year

		Annual



		









		







6. Recommendations (Circuit Manager)



		Mid-Year

		Annual



		











		























7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		

		Annual

		



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		



CIRCUIT / DISTRICT STAMP
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Annexure A 2

QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: PL 1 EDUCATOR

(To be submitted to the District Office by the end of the 4th quarter)



		Educator 

		

		Date

		



		Persal Number

		

		School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		EDUCATOR SCORE



		1. Creation of a positive learning and teaching environment

		28

		



		2. Curriculum knowledge, lesson planning and presentation

		48

		



		3. Learner assessment and achievement

		28

		



		4. Professional development

		36

		



		5. Extra-mural and co-curricular participation  

		12

		



		FINAL SCORE

		152

		



		PERCENTAGE (Educator Score ÷ 152) x 100 =

		                %







Comments:

		















I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		

Appraisee/Educator

		

		



		

		Appraiser/Head of department

		

		



		



		Resource person (if applicable)

		

		



		VALIDATED BY:



		

		

Principal

		

		











		

SCHOOL STAMP
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Annexure B 3



QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

(To be submitted to the District Office by the end of the 4th quarter)



		Educator 

		

		Date

		



		Persal Number

		

		School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		EDUCATOR SCORE



		1. Creation of a positive learning and teaching environment

		28

		



		2. Curriculum knowledge, lesson planning and presentation

		48

		



		3. Learner assessment and achievement

		28

		



		4. Professional development

		36

		



		5. Extra-mural and co-curricular participation  

		12

		



		6. Management of the curriculum

		76

		



		FINAL SCORE

		228

		



		PERCENTAGE (Educator Score ÷ 228) x 100  =

		                %







Comments:

		











I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Educator/          Departmental Head 

		

		



		

		Supervisor/Principal/Deputy Principal

		

		



		



		

Resource person (if applicable)

		

		



		VALIDATED BY:



		

		

Principal

		

		







		

SCHOOL STAMP
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PL1 Calculator

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR

		Calculator for PL 1

		Educator

		School Name



		No. 		Performance Standard				Maximum Score		Educator's Score

		1		Creation of positive learning and teaching environment				28

		2		Curriculum knowlegde, lesson planning and presentation				48

		3		Learner assessement and achievement				28

		4		Professional development				36

		5		Extra-mural and co-curricular participation				12

		Final Score						152		0

		Percentage (Educator Score ÷ 152) x 100  =								0%
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PL2 Calculator

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

		Calculator for PL 2

		Educator

		School Name



		No. 		Performance Standard				Maximum Score		Educator's score

		1		Creation of a positive learning and teaching environment				28

		2		Curriculum, knowledge, lesson planning and presentation				48

		3		Learner assessment and achievement				28

		4		Professional development				36

		5		Extra-mural and co-curricular participation				12

		6		Management of the curriculum				76

		Final Score						228		0

		Percentage (Educator Score ÷ 228) x 100  =								0%
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Cover Sheet

		APPRAISAL INSTRUMENT (Post Level 1) Educators



		1		INTRODUCTION 

		1.1		The performance appraisal of an educator (Post Level 1) must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		The two appraisals are conducted as follows: 
○ Mid-year, and
○ Annual

		2		THE INSTRUMENT

		2.1		The QMS instrument (Annexure A 1) must be completed for each educator on post    level 1.

		2.2		The instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.3		The instrument consists of 5 Performance Standards

		2.4		The Performance Standards in the instrument form the core elements of the job      description for educators.

		2.5		The criteria form the key deliverables for each Performance Standard.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		When completing the instrument, the appraiser/supervisor must use the rating guide which provides the elements for the key descriptors for ratings that range from 1 – 4.

		2.8		2.8	A rating that is less than the desired outcome will be influenced by the following factors:

				○There is no or insufficient evidence of a particular desired activity

				○The desired activity is infrequent

				○The desired activity is frequent but of poorer quality than desired;

				○The desired activity is infrequent and of poor quality; and

				○The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude



		3		PERFORMANCE STANDARDS

		Table 1 below shows the Performance Standards, the criteria and the desired outcomes for PL 1 educators

		TABLE 1: PERFORMANCE STANDARDS AND CRITERIA FOR PL 1 EDUCATORS 

				Performance Standard		Criteria				The desired outcome

		1		Creation of a positive learning environment		Learning and teaching environment				The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.

						Classroom Management				Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.

		2		Curriculum knowledge, lesson planning and presentation		Knowledge of subject				Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.

						Planning and presentation				Effective use of planning instruments leads towards a higher form of learning/ understanding. 

						Management of work schedule				Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.

						Record keeping				Records are meticulously maintained and analysed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement

		3		Learner assessment and achievement		Feedback to learners				Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 

						Knowledge and application of forms of assessment				Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.

						Learner progress and achievement 				Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 

		4		Professional Development		Participation in Continuous      professional development				Participates fully and takes a leading role in initiating and delivering professional development activities.

						Educator professionalism				Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 

		5		Extra-mural and co-curricular participation		Participation in extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Post Level 1 Educators

		      •A 4 point rating scale is used when completing the instrument.

		Rating		Descriptor												Score
(Maximum Score = 152)		Percentage

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0-75		0%-49%

		2		Acceptable: Satisfies minimum expectations. The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												76-105		50%-69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support												106-128		70%-84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised. 												129-152		85%-100%
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Appraisal Instrument 

										Annexure A 1

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATOR: POST LEVEL 1

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHER ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: Feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and  achievement						Mid-Year		Annual

		a.		Learner results of various forms of assessment show that they are attaining the set outcomes

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engages in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop colleagues.

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table.

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc.

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		Overall Total								0



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's comments (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommandations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



		Annual		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



						SCHOOL STAMP
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Composite Score Sheet

										Annexure A 2

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR

		(To be submitted to the District Office by the end of the 4th Quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School Name				0



		NO. 		PERFORMANCE STANDARD				MAXIMUM SCORE		EDUCATOR SCORE

		1		Creation of positive learning and teaching environment				28		0

		2		Curriculum knowledge, lesson planning and presentation				48		0

		3		Learner assessment and achievement				28		0

		4		Professional development				36		0

		5		Extra-mural and co-curricular participation				12		0

		FINAL SCORE						152		0

		PERCENTAGE (Educator Score ÷ 152) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		SIGNATURES:

		Name of Appraisee - Educator

		Signature & Date:

		Name of Appraiser/ Departmental Head 

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		VALIDATED BY :

		Principal 

		Signature & Date:



						SCHOOL STAMP
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Cover Sheet

		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 2

		DEPARTMENTAL HEAD



		1		Introduction

		1.1		The appraisal of Departmental Heads (Post Level 2) must be conducted twice during    the year, using the approved instrument provided in this section.

		1.2		1.2 The two appraisals are conducted as follows:
○ Mid-Year, and
○ Annual 

		2		QMS Workplan and instrument

		2.1		The QMS work plan (Annexure B 1) and QMS instrument (Annexure B 2) must be   completed for each Departmental Head.

		2.2		The QMS work plan and instrument should also be used for purposes of self- appraisal, the mid-year appraisal and annual appraisal. 

		2.3		All Departmental Heads are required to complete a work plan at the beginning of each evaluation cycle.

		2.4		A Departmental Head is evaluated on 6 Performance Standards;

		2.5		The Performance Standards in the instrument form the core elements of the job description for Departmental Head.

		2.6		The criteria form the key deliverables for each Performance Standard.

		2.7		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.8		A rating that is less than the desired outcome will be influenced by the following factors:

				○ There is no or insufficient evidence of a particular desired activity

				○ The desired activity is infrequent

				○ The desired activity is frequent but of poorer quality than desired;

				○ The desired activity is infrequent and of poor quality; and

				○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude

		3		PERFORMANCE STANDARDS

		Table 1 below shows the 6 Performance Standards, the criteria and the desired outcome for PL 2 educators.

		TABLE 2: PERFORMANCE STANDARDS, CRITERIA AND DESIRED OUTCOMES FOR PL 2 EDUCATORS (HODs)

		No.		Performance Standard		Criteria				The desired outcome

		1		Creation of a positive learning environment		Learning and teaching environment				The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.

						Classroom Management				Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.

		2		Curriculum knowledge, lesson planning and presentation		Knowledge of subject				Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.

						Planning and presentation				Effective use of planning instruments leads towards a higher form of learning/ understanding. 

						Management of work schedule				Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.

						Record keeping				Records are meticulously maintained and analyzed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement

		3		Learner assessment and achievement		Feedback to learners				Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 

						Knowledge and application of forms of assessment				Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.

						Learner Progress and achievement				Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 

		4		Professional development		Participation in 
Continuous professional development				Participates fully and takes a leading role in initiating and delivering professional development activities.

						Educator professionalism				Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 

		5		Extra-mural and co-curricular participation		Participation in extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.


		6		Management of curriculum 		Providing leadership, mentoring, support and development				Regular classroom visits provide clear, valuable, guidance, support and constructive feedback to educators.

						Administration of resources and records				Efficient utilization and updating of resources, furniture and equipment are in good condition and well-maintained. Policy for furniture and equipment is implemented. Register for assets are well maintained.

						Decision-making and accountability				Consults, accepts total responsibility for all decisions even if they are proved to be wrong. Decisions are often proactive rather than reactive.  Arrives at decisions creatively.

						Policy development and implementation				Policies are developed through wide consultation and according to the needs of the school. Implementation of both internal and external school policies is consistent and supports teaching and learning. Full compliance with policies at all levels

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Post Level 2 Educators

		      •A 4 point rating scale is used when completing the instrument.

		RATING		DESCRIPTOR								DEPUTY				     PERCENTAGE

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support								0 – 113				0% - 49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required								114 – 159				50% - 69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support								160 – 193				70% - 84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.								194 – 228				85% - 100%





Appraisal Instrument 

										Annexure B 2

		QUALITY MANAGEMENT SYSTEM (QMS)
DEPARTMENTAL HEAD : POST LEVEL 2

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM, KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questioned and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with NCS/CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and achievement						Mid-Year		Annual

		a.		Learner results of various forms of assessment show that they are attaining the set outcomes

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engage in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/ register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 6: MANAGEMENT OF THE CURRICULUM



		Criterion 1: Providing leadership, mentoring, support and development						Mid-Year		Annual

		a.		Conducts regular classroom visits to provide support and development to educators

		b.		Monitors class attendance by educators and learners

		c. 		Controls educators' work (checks preparations, quality of tests, marking of tasks, etc)

		d.		Moderate learners tasks by checking books regularly

		e.		Assesses performance of educators regularly and provides feedback, mentoring and support

		f.		Manages underperformance

		g.		Organizes workshops and training sessions for educators

		Sub-total								0



		Criterion 2: Administration of resources and records						Mid-Year		Annual

		a.		Equipment and furniture are kept in good condition and is working ( e.g. computers, photocopiers, projectors, tables, chairs, etc)

		b.		Infrastructure is well maintained ( clean wall, doors, door handles, window panes, playing grounds etc.)

		c. 		Budgets and records of expenditure are kept

		d.		Keeps updated inventory/register of equipment in his/her care

		e.		A filing system of all essential records is kept and updated regularly

		Sub-total								0



		Criterion 3: Decision-making and accountability						Mid-Year		Annual

		a.		Displays good planning, monitoring and evaluation skills

		b.		Takes full responsibility for decision taken, is honest and decisive

		c. 		Consults stakeholders and communicates effectively with them.

		d.		Manages conflict

		e.		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		Sub-total								0



		Criterion 4: Policy Development and implementation						Mid-Year		Annual

		a.		Key policies are in place and implemented effectively

		b.		New policies are developed, implemented and reviewed

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser's comment on the appraisal

		Mid-Year

		Annual

		5.3 Resource person's appraisal (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommendations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



		Annual		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



						SCHOOL STAMP
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Composite Score Sheet

										Annexure B 3

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

		(To be submitted to the District Office by the end of the 4th Quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School				0



		No. 		Performance Standard				Maximum Score		Educator Score

		1		Creation of a positive learning and teaching environment				28		0

		2		Curriculum, knowledge, lesson planning and presentation				48		0

		3		Learner assessment and achievement				28		0

		4		Professional development				36		0

		5		Extra-mural and co-curricular participation				12		0

		6		Management of the curriculum				76		0

		Total						228		0

		PERCENTAGE (Educator Score ÷ 228) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		Name of Appraisee - Educator/ Departmental Head 

		Signature  & Date :

		Name of Appraiser - Supervisor/Principal /Deputy Principal

		Signature  & Date :

		Name of Resource Person (Optional):

		Signature  & Date

		Validated by

		Principal 

		Signature & Date:



						SCHOOL STAMP
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Annexure C 3



QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: PL 3

Deputy Principal

(To be submitted to the District Office by the end of the 4th quarter)



		Educator 

		

		Date

		



		Persal Number

		

		School

		







		NO.

		PERFORMANCE STANDARD

		SCORES



		

		

		MAX SCORE

		FINAL SCORE



		1.

		Leading the learning school 

		60

		



		2.

		Shaping the direction and development of the school

		40

		



		3.

		Managing quality and securing accountability

		44

		



		4.

		Developing and empowering self and others

		36

		



		5.

		Managing the school as an organisation

		40 

		



		6.

		Managing human resources (staff) in the school

		8

		



		7.

		Management and advocacy of extra-mural activities

		8

		



		

		 TOTAL

		236

		



		

		ANNUAL SCORE (Final Score: Total ÷ 236 x 100)

		

		%







Comments:

		













I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Deputy Principal

		

		



		

		Resource Person (if applicable)

		

		



		

		Principal

		

		



		VALIDATED BY:



		

		

District Director

		

		











		



SCHOOL/DISTRICT STAMP









		1

		Work Plan & Appraisal Instrument – Deputy Principal – PL 3
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Annexure D 3



QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: PL 4 

Principal

(To be submitted to the District Office by the end of the 4th quarter)



		Educator 

		

		Date

		



		Persal Number

		

		School

		









		NO.

		PERFORMANCE STANDARD

		MAXIMUM SCORE

		PRINCIPAL’S SCORE

		PRINCIPAL’S 

SCORE as a percentage

(P 1A)

		PRINCIPAL’S 

SCORE as a percentage

(P 1B)



		

		

		P 1A or P 1B

		

		

		



		1.

		Leading the learning school                              

(Weighting: P 1A – 40%                                 

                     P 1B – 20%)                                

		

60



		(A)                 



		(A)                 





               %

		A)                 





               %



		2.

		Shaping the direction and development of the school

		52

		

		

		



		3.

		Managing quality and securing accountability

		44

		

		

		



		4.

		Developing and empowering self and others

		36

		

		

		



		5.

		Managing the school as an organisation

		56

		

		

		



		6.

		Managing human resources (staff) in the school

		20

		

		

		



		7.

		Management and advocacy of extra-mural activities

		16

		

		

		



		

		Sub-Total (PS 2 – 7)

(Weighting: P 1A – 60%                                  

                     P 1B – 80%)

		224

		(B)               

		(B)               





               %

		(B)               





                 %



		

		TOTAL: ANNUAL SCORE (A + B)

		284

		

		

		



		

		Percentage (A + B) =

		

		

		%

		

%







Comments:

		


















I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Appraisee (Principal)

		

		



		

		Resource person (if applicable)

		

		



		

		Appraiser (Circuit Manager)

		

		



		VALIDATED BY:



		

		

District Director

		

		





















		





CIRCUIT / DISTRICT STAMP
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QMS PL3_Calculator.xlsx
PL3 Calculator

		
QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 3
Deputy Principal


		Calculator for PL 3

		Educator

		School



		NO. 		PERFORMANCE STANDARD				SCORES

								MAX SCORE		FINAL SCORE

		1		Leading the learning school				60

		2		Shaping the direction and development of the school				40

		3		Managing quality and securing accountability				44

		4		Developing and empowering self and others				36

		5		Managing the school as an organisation				40

		6		Managing human resources (staff) in the school				8

		7		Management and advocacy of  extra-mural activities				8								 

				TOTAL				236		0

				ANNUAL  SCORE (Final Score: Total ÷ 236 x 100)						0%
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PL4 Calculator

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 4 
Principal

		Calculator for PL 4

		Educator

		School



		Principal teaches 30% or more of the scheduled teaching time.



		No. 		Performance Standard				Maximum Score		Principal's Score		Percentage

		1		Leading the learning school				60

		Sub-Total 1 (Total Score of Performance Standard 1)						60		0		0.00

		2		Shaping the direction and development of the school				52

		3		Managing quality and securing accountability				44

		4		Developing and empowering self and others				36

		5		Managing the school as an organisation				56

		6		Managing human resources (staff) in the school				20

		7		Management and advocacy of  extra-mural activities				16

		Sub-Total 2  (Total Sum of Performance Standard 2-7)						224		0		0.00

		Total: Annual Score and Percentage (Sub-Total 1 + Sub-Total 2)						284		0		0.0





































































PL4 Teaching Time Calc

		Scheduled Teaching time of Principal (Example 1)

		Principals teaching less than 30% of scheduled teaching time at school



		Teaching Hours per Week of the Principals		5		18%

		Total Teaching Hours per week as per TimeTable		27.5





		No. of Teaching Periods		10		18%

		Total No. of Periods per week		55



		Scheduled Teaching time of Principal (Example 2)

		Principals teaching  30% or more of scheduled teaching time at school



		Teaching Hours per Week of the Principals		9		33%

		Total Teaching Hours per week as per TimeTable		27.5





		No. of Teaching Periods		24		44%

		Total No. of Periods per week		55






QMS School Training Programme.docx
QUALITY MANAGEMENT SYSTEM (QMS)

SCHOOL TRAINING PROGRAMME





		ITEM

		Duration

		Facilitator



		SESSION 1



		1. Opening and welcome

		1 hour & 30 min

		



		2. Purpose of training

		

		



		3. Background and Introduction 

		

		



		4. Definition, Purpose and Guiding Principles of QMS

		

		



		5. Roles and responsibilities of individuals and structures

		

		



		6. Performance Standards, Criteria and Descriptors

		

		



		7. The Implementation Process

		

		



		8. Appraisal Instruments – Post Level 1

		

		



		9. Relationship between Appraisal and Development

		

		



		10. Disagreements and Grievances

		

		



		11. QMS Flow Chart

		

		



		12. Differences: QMS & IQMS

		

		



		13. QMS Management Plan

		

		



		14. Questions and Comments
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QUALITY MANAGEMENT SYSTEM (QMS)

SCHOOL TRAINING PROGRAMME

		ITEM

		Duration

		Facilitator



		SESSION 2



		1. Introduction

		2 hours

		



		2. PAM – Job Descriptions

		

		



		3. QMS Process – School Management Teams (SMTs)

		

		



		4. The Work Plan - SMTs

		

		



		5. Appraisal Instruments - SMTs

		

		



		6. School Documentation

		

		



		7. Next Steps

		

		



		8. Questions and Comments

		

		



		9. Closure

		

		











Thank you
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Cover Sheet

		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 3

		DEPUTY PRINCIPALS



		1		Introduction

		1.1		The performance appraisal of a deputy principal must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		Deputy Principals have a choice in selecting the number of descriptors within the 7    performance standards in the appraisal instrument.

		2		QMS WORK PLAN AND INSTRUMENT

		2.1		Deputy Principals (PL 3) are required to complete a work plan (Annexure C 1) at the beginning of each evaluation cycle.

		2.2		The QMS instrument (Annexure C2) should be used for the appraisal of Deputy Principals.

		2.3		The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.4		The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.

		2.5		The criteria form the key deliverables for each of the 7 Performance Standards.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		A rating that is less than the desired outcome will be influenced by the following factors:

				○There is no or insufficient evidence of a particular desired activity;

				○The desired activity is infrequent;

				○The desired activity is frequent but of poorer quality than desired;

				○The desired activity is infrequent and of poor quality, and

				○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude

		3		APPRAISAL OF DEPUTY PRINCIPALS

		3.1		During the signing of a work plan, the Deputy Principal must also select and agree with the supervisor (principal) on the descriptors in the QMS instrument (Annexure C 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 

		3.2		The following descriptors are compulsory:
   •All 35 descriptors in Performance Standards 1, 3 and 4.

		3.3		In addition, a total of 24 descriptors from Performance Standards 2, 5, 6 and 7 should be selected as follows:

		Performance Standard				Number of items/descriptors to be agreed upon for appraisal

		1				All descriptors are compulsory

		2				10 descriptors 

		3				All descriptors are compulsory

		4				All descriptors are compulsory

		5				10 descriptors 

		6				2 descriptors 

		7				2 descriptors 

		3.4		The Deputy Principal should be appraised on a total of 59 descriptors (35 compulsory descriptors and 24 selected descriptors) in the 7 Performance Standards.



		4		PERFORMANCE STANDARDS



		Table 3 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 3 educators.

		TABLE 3: PERFORMANCE STANDARDS AND CRITERIA FOR PL 3 EDUCATORS (Deputy Principals)

				Performance Standard		Criteria				The desired outcome

		1		Leading the learning school		(1)    Classroom teaching				Effective use is made of all resources to ensure that learners are motivated to perform optimally. 

						(2)    Support for the learning school				The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 

		2		Shaping the direction and development of the school		1) Planning				Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 

						2) School governing body and the broader school community				SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 

		3		Managing quality and securing accountability		1) Securing accountability				The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 

						2) Managing the quality of teaching and learning				Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 

		4		Developing and empowering self and others		1) Staff				Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 

						2) Self				Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 

		5		Managing the school as an organisation		1) Financial management 				School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 

						2) General institutional management and administration 				Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 

						3) Management of infrastructure				School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 

		6		Managing human resources (staff) in the school		(1) Managing human resources in the school				Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 

		7		Management and advocacy of extra-mural activities 		(1) Management of extra-mural activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.

		4		Rating Scale, Descriptor, scores and percentages:

		4.1		Post Level 3 Educators

				•A 4 point rating scale is used when completing the instrument.



		RATING				DESCRIPTOR								DEPUTY PRINCIPAL SCORE				     PERCENTAGE

						Maximum score								236				%

		1				Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support								0 - 117				0% - 49%

		2				Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required								118 – 164				50% - 69%

		3				Good: Performance meets expectations, but some areas are still in need of development and support								165 – 199				70% - 84%

		4				Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.								200 - 236				85% - 100%





Appraisal Instrum. DPrincipal

												Annexure C2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
DEPUTY PRINCIPAL: POST LEVEL 3

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB: Appraisal to be conducted on all descriptors in Performance Standard 1



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2



		Criterion 1: Planning										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 2

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be conducted on all descriptors in Performance Standard 3



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be conducted on all descriptors in Performance Standard 4



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

				a.		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 



		Criterion 1: Financial Management										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 5 

				a.		Manages school’s finances in terms of applicable legislation (SASA) and policy

				b.		Provides the necessary guidance to the SGB  i.t.o finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

				e.		Submits reports to the department / districts in terms of national and provincial policies

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		6. Overall Remarks

		6.1 Deputy Principal’s comments on the appraisal 

		Mid-year

		Annual

		6.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		6.3 Principal’s comments

		Mid-year

		Annual

		7. Recommendations (Principal)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		Signatures

		Mid-year				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



		Annual				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



								SCHOOL STAMP
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Collective Agreement Number 2 of 2014
Quality Management System (QMS) for School-Based Educators 
	




Composite Score Sheet

										Annexure C 3

		
QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 3
Deputy Principal


		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School				0



		NO. 		PERFORMANCE STANDARD				SCORES

								MAX SCORE		FINAL SCORE

		1		Leading the learning school				60		0

		2		Shaping the direction and development of the school				40		0

		3		Managing quality and securing accountability				44		0

		4		Developing and empowering self and others				36		0

		5		Managing the school as an organisation				40		0

		6		Managing human resources (staff) in the school				8		0

		7		Management and advocacy of  extra-mural activities				8		0						 

				TOTAL				236		0

				ANNUAL  SCORE (Final Score: Total ÷ 236 x 100)						0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		Name of Appraisee - Deputy Principal:

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		Name of Appraiser - Principal:

		Signature & Date:

		Validated by

		District Director

		Signature & Date:



						SCHOOL/DISTRICT  STAMP
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PL4_QMS Appraisal.xlsx
Cover Sheet

		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 4

		PRINCIPALS



		1		INTRODUCTION 

		1.1		The performance appraisal of a principal must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		Different weighting scales are applicable to the final appraisal scores of Principals who teach   30% or more of the scheduled teaching time and those who teach less than 30% of the   scheduled teaching time.

		2		QMS WORK PLAN AND INSTRUMENT

		2.1		Principals (PL 4) are required to complete a work plan (Annexure D1) at the beginning of each evaluation cycle.

		2.2		The QMS instrument (Annexure D2) should be used for the appraisal of principals.

		2.3		The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.4		The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.

		2.5		The criteria form the key deliverables for each of the 7 Performance Standards.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		A rating that is less than the desired outcome will be influenced by the following factors:

		�		There is no or insufficient evidence of a particular desired activity;

		�		The desired activity is infrequent;

		�		The desired activity is frequent but of poorer quality than desired;

		�		The desired activity is infrequent and of poor quality, and

		�		The desired activity may be frequent and of reasonable quality but is impacted by  a negative attitude

		3		APPRAISAL OF PRINCIPALS



		3.1		During the signing of a work plan, the Principal and the his/her supervisor (Circuit Manager) must also discuss the appraisal instrument (Annexure D 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 

		3.2		Principals have a choice in selecting 4 out of 5 descriptors in Performance Standard 7.



		3.3		All other descriptors in Performance Standards 1 – 6 are compulsory.



		3.4		Two different weighting scales are applicable to the final appraisal scores of   Principals who teach 30% or more of the scheduled teaching time and those who teach less than 30% of the scheduled teaching time.

				The scale is applied as follows:



				Principal (P 1A)		Principals who teach 30% or more of the scheduled teaching time.
Principals who teach less than 30% of the scheduled teaching time.

				Principal (P 1B)		Principals who teach less than 30% of the scheduled teaching time.



				   The weighting of the scores allocated for the above 2 categories of principals are as follows:



						Classroom Teaching (Performance Standard 1)						Management and Leadership
(Performance Standards 2 – 7)

				Principal (P 1A)		40%						60%

				Principal (P 1B)		20%						80%

		3.5 		An example of establishing 30% of scheduled teaching time is shown in the table below:



				Weekly teaching (instructional) time allocation as per school time-table						30% of teaching time

				27,5 hours						8.25 hours

				25 hours						7,5 hours



		4		PERFORMANCE STANDARDS

		Table 4 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 4 educators (Principals):

		TABLE 4: PERFORMANCE STANDARDS AND CRITERIA FOR PRINCIPALS   

				Performance Standard		Criteria				The desired outcome

		1		Leading the learning school		(1)    Classroom teaching				Effective use is made of all resources to ensure that learners are motivated to perform optimally. 

						(2)    Support for the learning school				The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 

		2		Shaping the direction and development of the school		1) Planning				Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 

						2) School governing body and the broader school community				SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 

		3		Managing quality and securing accountability		1) Securing accountability				The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 

						2) Managing the quality of teaching and learning				Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 

		4		Developing and empowering self and others		1) Staff				Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 

						2) Self				Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 

		5		Managing the school as an organisation		1) Financial management 				School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 

						2) General institutional management and administration 				Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 

						3) Management of infrastructure				School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 

		6		Managing human resources (staff) in the school		(1) Managing human resources in the school				Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 

		7		Management and advocacy of extra-mural activities 		(1) Management of extra-mural activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.



		4		Rating Scale, Descriptor, scores and percentages:

		4.1		Post Level 4 Educators (Principals)

				• A 4-point rating scale is used when completing the instrument.



				RATING		DESCRIPTOR						DEPUTY PRINCIPAL SCORE						     PERCENTAGE

				1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support						0 - 141						0% - 49%

				2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required						142 - 198						50% - 69%

				3		Good: Performance meets expectations, but some areas are still in need of development and support						199 - 240						70% - 84%

				4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.						241 - 284						85% - 100%

		Maximum score: 284





Appraisal Instrum. Principal

														Annexure D2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
PRINCIPAL: POST LEVEL 4



		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB:  Performance Standard 1 constitutes:
                 • 40% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
                 • 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.
                 • Appraisal to be based on all descriptors.



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Performance Standards 2 - 7 constitute:
            • 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
            • 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Planning										Mid-Year 		Annual 

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

				a.		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Financial Management										Mid-Year 		Annual 

				a.		Manages school’s finances in terms of applicable legislation (SASA) and policy

				b.		Provides the necessary guidance to the SGB  i.e. finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

				e.		Submits reports to the department / districts in terms of national and provincial policies

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB:Appraisal to be based on all descriptors.



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB:4 out of 5 descriptors to be selected for appraisal



		Criterion 2: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 4 descriptors in Criterion 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		5.	Overall Remarks

		5.1 Appraisee's (Principal's) comments on the appraisal

		Mid-year

		Annual

		5.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		5.3 Appraiser’s (Circuit Manager) comments

		Mid-year

		Annual

		6. Recommendations (Circuit Manager)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		7. Signatures:

		Mid-year		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



		Annual		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



								CIRCUIT/DISTRICT STAMP
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Collective Agreement Number 2 of 2014
Quality Management System (QMS) for School-Based Educators	




Principal's comp scores

												Annexure D 3

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 4 Principal

		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname				0		First Name				0

		Persal Number				0

		School				0



		Principal teaches 30% or more of the scheduled teaching time.										Yes



		No. 		Performance Standard				Maximum Score		Principal's Score		Percentage

		1		Leading the learning school				60		0		0.0

		2		Shaping the direction and development of the school				52		0

		3		Managing quality and securing accountability				44		0

		4		Developing and empowering self and others				36		0

		5		Managing the school as an organisation				56		0

		6		Managing human resources (staff) in the school				20		0

		7		Management and advocacy of  extra-mural activities				16		0								 

		Sub-Total (PS 2 – 7) (Weighting: P 1A – 60%  P 1B – 80%)						224		0		0.0

		Total: Annual Score						284		0

		Total Percentage 										0.00



		Comments:



		Select a statement

		Signatures:

		Name of Appraisee - Principal:

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		Name of Appraiser - Circuit Manager:

		Signature & Date:

		Validated by

		District Director

		Signature & Date:



						CIRCUIT / DISTRICT  STAMP
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QMS_SelfAppraisal.xlsx
Self-Appraisal PL1

										Annexure A 1

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATOR: POST LEVEL 1

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHER ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and  achievement						Mid-Year		Annual

		a.		Learner results of various forms of assessment show that they are attaining the set outcomes

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engages in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop colleagues.

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table.

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc.

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		Overall Total								0



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's comments (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommandations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



		Annual		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



						SCHOOL STAMP
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Self-Appraisal PL2

										Annexure B 2

		QUALITY MANAGEMENT SYSTEM (QMS)
DEPARTMENTAL HEAD : POST LEVEL 2

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM, KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questioned and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with NCS/CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and achievement						Mid-Year		Annual

		a.		Learner results of various forms of assessment show that they are attaining the set outcomes

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engage in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/ register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 6: MANAGEMENT OF THE CURRICULUM



		Criterion 1: Providing leadership, mentoring, support and development						Mid-Year		Annual

		a.		Conducts regular classroom visits to provide support and development to educators

		b.		Monitors class attendance by educators and learners

		c. 		Controls educators' work (checks preparations, quality of tests, marking of tasks, etc)

		d.		Moderate learners tasks by checking books regularly

		e.		Assesses performance of educators regularly and provides feedback, mentoring and support

		f.		Manages underperformance

		g.		Organizes workshops and training sessions for educators

		Sub-total								0



		Criterion 2: Administration of resources and records						Mid-Year		Annual

		a.		Equipment and furniture are kept in good condition and is working ( e.g. computers, photocopiers, projectors, tables, chairs, etc)

		b.		Infrastructure is well maintained ( clean wall, doors, door handles, window panes, playing grounds etc.)

		c. 		Budgets and records of expenditure are kept

		d.		Keeps updated inventory/register of equipment in his/her care

		e.		A filing system of all essential records is kept and updated regularly

		Sub-total								0



		Criterion 3: Decision-making and accountability						Mid-Year		Annual

		a.		Displays good planning, monitoring and evaluation skills

		b.		Takes full responsibility for decision taken, is honest and decisive

		c. 		Consults stakeholders and communicates effectively with them.

		d.		Manages conflict

		e.		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		Sub-total								0



		Criterion 4: Policy Development and implementation						Mid-Year		Annual

		a.		Key policies are in place and implemented effectively

		b.		New policies are developed, implemented and reviewed

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser's comment on the appraisal

		Mid-Year

		Annual

		5.3 Resource person's appraisal (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommendations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



		Annual		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



						SCHOOL STAMP
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Self-Appraisal PL3

												Annexure C2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
DEPUTY PRINCIPAL: POST LEVEL 3

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB: Appraisal to be conducted on all descriptors in Performance Standard 1



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2



		Criterion 1: Planning										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 2

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be conducted on all descriptors in Performance Standard 3



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be conducted on all descriptors in Performance Standard 4



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

				a.		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 



		Criterion 1: Financial Management										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 5 

				a.		Manages school’s finances in terms of applicable legislation (SASA) and policy

				b.		Provides the necessary guidance to the SGB  i.t.o finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

				e.		Submits reports to the department / districts in terms of national and provincial policies

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		6. Overall Remarks

		6.1 Deputy Principal’s comments on the appraisal 

		Mid-year

		Annual

		6.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		6.3 Principal’s comments

		Mid-year

		Annual

		7. Recommendations (Principal)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		Signatures

		Mid-year				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



		Annual				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



								SCHOOL STAMP
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Self-Appraisal PL4

														Annexure D2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
PRINCIPAL: POST LEVEL 4



		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB:  Performance Standard 1 constitutes:
                 • 40% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
                 • 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.
                 • Appraisal to be based on all descriptors.



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Performance Standards 2 - 7 constitute:
            • 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
            • 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Planning										Mid-Year 		Annual 

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

				a.		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Financial Management										Mid-Year 		Annual 

				a.		Manages school’s finances in terms of applicable legislation (SASA) and policy

				b.		Provides the necessary guidance to the SGB  i.e. finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

				e.		Submits reports to the department / districts in terms of national and provincial policies

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB:Appraisal to be based on all descriptors.



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB:4 out of 5 descriptors to be selected for appraisal



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 4 descriptors in Criterion 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		5.	Overall Remarks

		5.1 Appraisee's (Principal's) comments on the appraisal

		Mid-year

		Annual

		5.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		5.3 Appraiser’s (Circuit Manager) comments

		Mid-year

		Annual

		6. Recommendations (Circuit Manager)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		7. Signatures:

		Mid-year		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



		Annual		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



								CIRCUIT/DISTRICT STAMP
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QMS WORK-PLAN (PL 4: Principal): Year …………….                                            Annexure D 1                                                                        

		NAME

		

		SCHOOL

		



		PERIOD

		

		DESIGNATION

		Principal









		PERFORMANCE STANDARD

		KEY ACTIVITIES

		TARGETS

		TIME- FRAME

		PERFORMANCE INDICATORS

		CONTEXTUAL FACTORS



		1. Leading the learning school

		Criterion 2:  Support for the learning school

		Choose an item.		

		Choose an item.		

		



		2. Shaping the direction and development of the school

		Criterion 1: Planning

		Choose an item.		

		Choose an item.		

		



		

		Criterion 2: School Governing Body and the broader school community

		Choose an item.		

		Choose an item.		

		



		3. Managing quality and securing accountability

		Criterion 1: Securing accountability

		Choose an item.		

		Choose an item.		

		



		

		Criterion 2:  Managing the quality of teaching and learning

		Choose an item.		

		Choose an item.		

		



		4. Developing and empowering self and others

		Criterion 1:  Staff

		Choose an item.		

		Choose an item.		

		



		

		Criterion 2: Self

		Choose an item.		

		Choose an item.		

		



		5. Managing the school as an organization

		Criterion 1:  Financial Management

		Choose an item.		

		Choose an item.		

		



		

		Criterion 2: General institutional management and administration

		Choose an item.		

		Choose an item.		

		



		

		Criterion 3: Management of infrastructure

		Choose an item.		

		Choose an item.		

		



		6. Managing human resources (staff) in the school

		Criterion 1: Managing human resources (educators and support staff) in the school

		Choose an item.		

		Choose an item.		

		



		7. Management and advocacy of extra-mural activities



		Criterion 1: Management and advocacy of extra-mural activities

		Choose an item.		

		Choose an item.		

		









		PERFORMANCE STANDARD 7

		Management and advocacy of extra-mural activities



		Select 4 descriptors for mid-year and annual appraisal

		Yes/No



		a)    Ensures that the school offers extra-mural activities to its learners

		Choose an item.

		b)    Encourages and supports learners to take part in extra-mural activities

		Choose an item.

		c)    Ensures educator participation in extra-mural activities

		Choose an item.

		d)    Oversees organisation of extra-mural activities

		Choose an item.

		e)    Involves community with extra-mural activities, where applicable

		Choose an item.





AGREED (Signatures):	



		Name

		Designation

		Signature

		Date



		

		

		

		



		

		

		

		









		



District Stamp
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										Annexure E 2

LESSON OBSERVATION INSTRUMENT

(Post Levels 1 and 2)



		Educator’s Name

		

		Subject

		



		Date:

		

		Topic

		



		Lesson observed by:

		

		

		







		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Rating

		Remarks



		a

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		



		b

		Classroom is tidy and clean

		1

		2

		3

		4

		



		c

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		



		

		Criterion 2: Classroom Management

		

		

		

		

		



		a

		Is punctual and organized in class

		1

		2

		3

		4

		



		b

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		



		c

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		



		d

		Manages discipline effectively

		1

		2

		3

		4

		



		Total

		

		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: .Knowledge of subject

		Rating

		Remarks



		a

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		



		b

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		



		c

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		



		Criterion 2: Planning and presentation 

		

		



		a

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		



		b

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		



		c

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		



		d

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		



		e

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		



		Criterion 3: Management of work schedule

		

		

		

		

		



		a

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		



		b

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		



		Criterion 4: Record keeping

		

		

		

		

		



		a

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		



		b

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		



		Total

		

		







		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Rating 

		Remarks



		a

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		



		b

		Feedback is meaningful and regular 

		1

		2

		3

		4

		



		c

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		



		a

		Uses different forms of assessment to test learner performance

		1

		2

		3

		4

		



		b

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		



		Criterion 3: Learner progress and achievement

		

		

		

		

		



		a

		Learner results of various forms of assessment show that they are attaining the set outcomes 

		1

		2

		3

		4

		



		b

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		



		Total

		

		







Overall Remarks:



		Supervisor

























		Educator





		Resource person (Optional)



		

Signature:



		

Signature:

		

Signature:



		

Date:



		

Date:

		

Date:
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																	ANNEXURE E 1

QUALITY MANAGEMENT SYSTEM FOR EDUCATORS 

SUMMATIVE SCORES FOR SCHOOL



		School Name

		

		EMIS Number

		



		Circuit

		

		District

		







		Surname & initials

		Post 

Level

		Persal 

No.

		PS

 1

(60)

		PS 

2

(52)

		PS

 3

(44)

		PS 

4

(36)

		PS 

5

(56)

		PS

 6

(20)

		PS

 7

(16)

		Total

(284)

		%

		Identified development need



		Principal *

(NB: * Principal’s % to be recorded as per calculator.)

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Deputy Principal

		Post Level

		Persal No.

		PS

 1

(60)

		PS 

2

(40)

		PS 

3

(44)

		PS 

4

(36)

		PS 

5

(40)

		PS 

6

(8)

		PS 

7

(8)

		Total

(236)

		%

		Identified development need



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Departmental Heads

		Post Level

		Persal No.

		PS

 1

(28)

		PS

 2

(48)

		PS

 3

(28)

		PS

 4

(36)

		PS

 5

(12)

		PS

 6

(76)

		

		Total

(228)

		%

		Identified development need



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Teachers

		Post Level

		Persal No.

		PS

 1

(28)

		PS

 2

(48)

		PS

 3

(28)

		PS

 4

(36)

		PS

 5

(12)

		

		

		Total

(152)

		%

		 Identified development need



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		









SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		



		Principal

		

		



		

		Circuit Manager

		



		



		VALIDATED BY:



		

		District Director

		



		









		



School Stamp





		



Circuit / District Stamp







Collective Agreement Number 2 of 2020

Quality Management System (QMS) for School-Based Educators 




image30.emf
QMS Summative  Scores_AnnE1.xlsx


QMS Summative Scores_AnnE1.xlsx
QMS Summary



																										ANNEXURE E1

						QUALITY MANAGEMENT SYSTEM FOR EDUCATORS

						 SUMMATIVE SCORES FOR SCHOOL





		School Name														Emis Number

		Circuit														District



		Surname & initials		Post  Level		Persal No.		PS1 
(60)		PS2
(52)		PS3
(44)		PS4
(36)		PS5
(55)		PS6
(20)		PS7 (16)		Total (284)		%		Identified development need

		Principal * (NB: * Principal’s % to be recorded as per calculator.)

																						0		0%

																						0		0%

																						0		0%

		Deputy Principal		Post Level		Persal No.		PS1
(60) 		PS2
(40)		PS3
(44)		PS4
(36)		PS5 (40)		PS6
(8)		PS7
(8)		Total (236)		%		Identified development need

																						0		0%

																						0		0%

																						0		0%

																						0		0%

		Departmental Heads		Post Level		Persal No.		PS1
(28) 		PS2
(48)		PS3
(28)		PS4
(36)		PS5 (12)		PS6
(76)				Total (228)		%		Identified development need

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

		Teachers		Post Level		Persal No.		PS1
(28) 		PS2
(48)		PS3
(28)		PS4
(36)		PS5 (12)						Total (152)		%		 Identified development need

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%



		SIGNATURES:

		NAME				DESIGNATION										SIGNATURE										DATE

						Principal

						Circuit Manager

		VALIDATED BY:

						District Director



				School  Stamp										Circuit / District Stamp
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LESSON OBSERVATION INSTRUMENT

(Post levels 3 and 4)



		Educator’s Name

		

		Subject

		



		Grade:

		

		Topic

		



		Date:

		

		

		



		Lesson observed by:

		

		

		









		Criterion 1: Classroom Teaching

		Rating

		Remarks



		a. 

		Learning and teaching environment

		1

		2

		3

		4

		



		b. 

		Classroom Management

		1

		2

		3

		4

		



		c. 

		Knowledge of subject

		1

		2

		3

		4

		



		d. 

		Planning and presentation

		1

		2

		3

		4

		



		e. 

		Management of work schedule

		1

		2

		3

		4

		



		f. 

		Record keeping

		1

		2

		3

		4

		



		g. 

		Feedback to learners

		1

		2

		3

		4

		



		h. 

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		



		i. 

		Learner progress and achievement

		1

		2

		3

		4

		



		

		Total  (Max Score: 36)

		

		









Overall Remarks (Strengths/ Areas for development):



		Supervisor











		Educator (Deputy Principal / Principal)





		Resource person (Optional)



		Signature:



		Signature:

		Signature:



		Date:



		Date:

		Date:









Collective Agreement Number 2 of 2020

Quality Management System (QMS) for School-Based Educators 




image32.emf
FAQs._21Feb2020.d ocx


FAQs._21Feb2020.docx


FREQUENTLY ASKED QUESTIONS (FAQs): QUALITY MANAGEMENT SYSTEM





1. Can any educator refuse to be evaluated in terms of the QMS?



No. The employer has every right to evaluate the performance of its employees provided there is an agreed process and instrument.



          

2. Who is responsible to conduct the appraisal of an educator?



The immediate supervisor of a post level 1 educator (i.e. his/her departmental head). In the absence of the latter, the deputy principal or principal can conduct the appraisal.



Similarly, the deputy principal or principal appraises a departmental head while a deputy principal is appraised by the principal. The circuit manager, as the immediate supervisor of the principal is responsible for his/her appraisal.  



3. Which appraisals are compulsory?



Mid-year and annual appraisals are compulsory for all educators in a school.



4. Is it necessary to engage in self-appraisal prior to mid-year and annual appraisal?



Yes.



5. Where are mid-year and annual scores recorded? 



Both the scores are recorded on the same appraisal instrument for the current appraisal cycle.





6. Which documents are submitted to the District Office?



The composite score sheet is completed and signed by each educator and his/her supervisor after the annual appraisal. These individual score sheets are attached to Annexure E 1 (i.e. the summative score sheet for the school) and submitted to the district office.









7. Should the appraisal documents be filed?



Yes. The school should file the documents for a period of five (5) years.



8. Is it necessary for the appraiser or immediate supervisor to write a report after the mid-year and annual evaluations?



No. The completed instrument serves as a report.





9. Which Performance Standards are used during the lesson observations of Post Level 1 and Post Level 2 educators?



QMS Performance Standards 1, 2 and 3 of the appraisal instruments for Post Level 1 and 2 educators.



10. Which Performance Standard/s are used for the lesson observation of a deputy principal and principal?



	Performance Standard 1 (Criterion 1) of the appraisal instruments for Post Level 3 and 4 educators



11. Do all educators complete a work plan with their immediate supervisor?



No.  Only members of the School Management Team (SMT) are required to agree 

on and sign a work plan with their immediate supervisors.



12. What are the requirements for a performance indicator in a work plan? 



A good performance indicator (PI) must have a measure, a target, a data source/evidence and reporting frequency: e.g. “Percentage of learners who arrive to school on time.” 

(The data source/evidence will be the attendance register; the measurable target may be set at 97% while the reporting frequency could be monthly).



13. What is the difference between ‘P 1A’ and ‘P 1B’ during the appraisal of    

           principals?



These terms are strictly used during the appraisal process to differentiate between Principals (P) who teach for more or less than 30 % of the scheduled teaching time in their schools. The two terms should not be confused with the grading of a principal’s post.  







14. If only three Performance Standards are used for the classroom evaluation of Post Level 1 and Post Level 2 educators – what happens to the other performance standards and when are these evaluated?



The other Performance Standards are used for aspects outside classroom observation. These Performance Standards need not necessarily be evaluated on one day. These standards may be evaluated on a continuous basis over a period of time. It involves observation, monitoring and feedback by the educator’s immediate supervisor.  It also entails the provision of evidence by the educator (e.g. Documents, Educator Files and other information). 





15. Does the QMS require an educator to complete a template for his/her development needs?



No.  The development needs of educators as agreed to and recorded on the lesson observation instrument as well as the appraisal instrument during the mid-year and annual appraisals are addressed by the School Management Team. Development needs that still need to be addressed are recorded on the Summative Score Sheet for the School (i,e, Annexure E 1).





16. Who does the supervisor/Immediate supervisor refer to?



The supervisor/Immediate supervisor refers to a member of the School Management Team (SMT).

 





2




image33.png
/l

@z

\\elrc

=N

e

Read to Lead

=\

=




Microsoft_PowerPoint_Presentation.pptx


SESSION 1
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SESSION 1 - PROGRAMME

		ITEM		TIME

		Opening and welcome		1 hour & 30 min

		Purpose of training		

		Background and Introduction 		

		Definition, Purpose and Guiding Principles of QMS		

		Roles and responsibilities of individuals and structures		

		Performance Standards, Criteria and Descriptors		

		The Implementation Process		

		Appraisal Instruments – Post Level 1		

		Relationship between Appraisal and Development		

		Disagreements and Grievances		

		QMS Flow Chart		

		Differences: QMS & IQMS		

		QMS Management Plan		

		Questions and Comments		











2



1. OPENING AND WELCOME

WELCOME TO THE TRAINING ON QMS FOR SCHOOL BASED EDUCATORS



3







3



To orientate school-based educators to implement the Quality Management System (QMS) as informed by ELRC Collective Agreement 2 of 2020.











2. PURPOSE OF THE TRAINING

4

















3. BACKGROUND

AND 

INTRODUCTION

5





The IQMS has been in place since 2003, but was only implemented in schools from 2005. 



Despite all the measures put in place to strengthen its implementation, schools continued to experience challenges. The Department of Education conducted a formal review of structures and processes that hindered the successful implementation of the IQMS.



As a sequel to the research conducted and persistent efforts by Teacher Unions on strengthening Teacher Development (TD), a Teacher Development Summit was held on 29 June to 2 July 2009;



The TD Summit agreed, amongst others:

That a clear, coherent policy and regulatory environment be designed for teacher appraisal and  teacher development;

That teacher appraisal for development be delinked from appraisal for purposes of remuneration and salary progression; and

That the IQMS be streamlined and rebranded.











3.1 IQMS and TD SUMMIT

6







Collective Agreement 02 of 2014 on the Quality  Management System (QMS) for school-based educators was finalised in    September 2019.



Due to the COVID-19 pandemic and the national lockdown declared by the President in March 2020, training on the QMS was suspended.



Subsequently, parties at the ELRC agreed on a few amendments to the agreement. 



As a result CA 2 of 2014 was repealed and Collective Agreement No. 2 of 2020 was adopted on 17 September 2020



3.2 COLLECTIVE AGREEMENT ON QMS

7







3.4 KEY AMENDMENTS
COLLECTIVE AGREEMENT No. 2 of 2014

		Performance Standard 4 (PL 1 and PL2)		Rephrased as -
Performance Standard 4:  Professional Development
      Criterion 2: Educator professionalism

		Lesson Observation Instrument (LOI)		Inclusion of a Lesson Observation Instrument (LOI) for PL 3 and PL 4 educators (Annexure E 3)

		Departmental Heads (PL 2)		Work plan template amended
The use of “Departmental Head” instead of Head of Department

		Deputy Principals		Increase in number of descriptor choices from 37 to 59 
Maximum Score of Deputy principal increases from 148 to 236

		Deletion of -		ANA, CASS
Outputs (in work plan)
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ELRC Collective Agreement No. 2 of 2020







3.5 CAPACITY BUILDING AND IMPLEMENTATION

A phased-in approach, adopted because of COVID-19.

Implementation for Principals from 01 January 2021 and for all other school-based educators from 01 January 2022.

Training and capacity building on QMS by National /Provincial Training Team as follows:

Principals: from October – December 2020; and

All other school-based educators: from January until December 2021.
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4. DEFINITION, PURPOSE 

AND 

GUIDING PRINCIPLES 

OF 

QMS
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4.1 What is the QMS? 



Quality Management System is a performance management system for school-based educators, designed to evaluate the performance levels of individuals in order to achieve high levels of school performance. 



It is critical in assessing the extent to which educators are performing in line with their job descriptions in order to improve levels of accountability in our schools. 

                                               				

Collective Agreement Number 2 of 2020 ( Page 7)
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4.2 Purpose of the QMS



To determine levels of competence of all educators;

To enhance educator efficiency, effectiveness and good performance;

To improve accountability levels within schools;

To provide a basis for decisions on mechanisms to recognize good performance and address under-performance;

To ensure that educators perform their duties with integrity, and maintain a positive, vigilant attitude towards all learning activities;

To provide a basis for paying salary progression, rewards and other incentives; and

To provide mechanisms for assessing educators, taking into account the context within which they operate.



ELRC Collective Agreement No. 2 of 2020 (page 8)
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4.3 Guiding Principles

To recognize that schools are not the same and are operating at different levels of performance and context.

To minimize subjectivity through transparent and open discussion throughout the appraisal process

To provide feedback by focusing on:

Performance and not personality;

Availability of evidence and not assumptions; 

Objectivity and not subjectivity;

The specific and concrete and not the general and the abstract 

ELRC Collective Agreement Number 2 of 2020 (pages  8-9)
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5. ROLES AND RESPONSIBILITIES OF INDIVIDUALS AND STRUCTURES

14





5.1 Role and responsibilities
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Circuit Manager





6





3





4





The Principal





School Management Team





Educator





Resource person (Optional)





Grievance Committees





2





1





5





5.1  Roles and Responsibilities (cont.)

		Principal
		Ensures that every educator has access to the QMS instrument and any other relevant documents
Ensures that the QMS is implemented uniformly and effectively.

		School Management Team (SMT)		Conducts Performance Appraisals of educators, including classroom / lesson observations, and keeps records thereof.


		Educator
		Conducts a self-appraisal prior to being appraised by the immediate supervisor
Should inform the supervisor during the pre-appraisal meeting or at least three days prior the scheduled appraisal date on the intention to involve a resource person.
Allows the immediate supervisor to conduct lesson observations and keeps relevant evidence for the appraisal process
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5.1 Roles and Responsibilities (cont.)

		Resource Person (optional)		An educator who may be requested by the appraisee to assist in the appraisal process through provision of subject or other relevant expertise.

		Circuit Manager		Agrees on a work plan with the principal with clear annual targets and performance indicators
Manage the performance of principals in a consultative, supportive and non-discriminatory manner to enhance school efficiency and accountability.

		Grievance Committees		6.1 At School Level
Resolve any grievance or disagreements at school level

6.2 At Circuit Level
Resolve any grievance or disagreements referred to it by the school grievance committee.
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6. PERFORMANCE STANDARDS, CRITERIA AND DESCRIPTORS
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6.1 Performance Standards, Criteria and Descriptors
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PERFORMANCE STANDARD





The Performance Standards in the instrument form the core elements of the job description for educators.





CRITERIA





The criteria form the key deliverables for each Performance Standard





DESCRIPTORS





Descriptors are phrases that aid in defining and outlining the expected conduct for a particular criterion. 





Performance Standards

20

EDUCATOR







Learner assessment and achievement







Professional development






Extra-mural and co-curricular     participation






Creation of a positive learning and teaching  environment





Curriculum knowledge, lesson  planning and presentation






Educator 

(PL 1)





ELRC Collective Agreement Number 2 of 2020 (pages 29-33)

		Performance Standard		No. of Criteria		No. of descriptors

		1. Creation of a positive learning  and teaching
    environment		2		7

		2. Curriculum knowledge, lesson planning and 
    presentation		4		12

		3. Learner assessment and achievement		3		7

		4. Professional development		2		9

		5. Extra-mural and co-curricular participation		1		3

		Total		12		38

		Maximum Score = 152				

		Lesson Observation: Performance Standards 1 - 3				



6.2 Educator (Post Level 1)

21







Performance Standards

22

DEPARTMENTAL HEAD







Departmental Head

(PL 2)





Learner assessment and achievement







Professional development






Extra-mural and co-curricular    participation





Creation of a positive learning and teaching environment





Curriculum knowledge, lesson  planning and presentation






Management  of Curriculum





6.3 Departmental Head (Post Level 2)

		Performance Standard		No. of Criteria		No. of descriptors

		1. Creation of a positive learning and teaching 
     environment		2		7

		2. Curriculum knowledge, lesson planning and 
     presentation		4		12

		3. Learner assessment and achievement		3		7

		4. Professional development		2		9

		5. Extra-mural and co-curricular participation		1		3

		6. Management of the curriculum		4		19

		Total		16		57

		Maximum Score = 228				

		Lesson Observation: Performance Standards 1 - 3				



ELRC Collective Agreement Number 2 of 2020 (pages 41-46)
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Performance Standards
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DEPUTY PRINCIPAL







Deputy Principal

(PL 3 )





Leading the learning school





Shaping the direction and development of the school





Managing quality and securing accountability





Developing and empowering self and others





Managing the school as an organization





Managing human resources (staff) in the school





Management and advocacy of extra-mural activities





6.4 Deputy Principal (Post Level 3)

		Performance Standard		No. of Criteria		No. of descriptors

		1. Leading the learning school		2		15

		2. Shaping the direction and development of the 
     school		2		10

		3. Managing quality and securing accountability		2		11

		4. Developing and empowering self and others		2		9

		5. Managing the school as an organization		3		10

		6. Managing human resources (staff) in the school		1		2

		7. Management and advocacy of extra-mural    
     activities		1		2

		Total		13		59

		Maximum Score = 236				

		Lesson Observation: Performance Standard 1 (Criterion 1)				



ELRC Collective Agreement Number 2 of 2020 (pages 56-65)
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Performance Standards
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PRINCIPAL







Principal 

(PL 4)





Leading the learning school





Shaping the direction and development of the school





Managing quality and securing accountability





Developing and empowering self and others





Managing the school as an organization





Managing human resources (staff) in the school





Management and advocacy of extra-mural activities











6.5 Principal (Post Level 4)

		Performance Standard		No. of Criteria		No. of descriptors

		1. Leading the learning school		2		15

		2. Shaping the direction and development of the 
     school		2		13

		3. Managing quality and securing accountability		2		11

		4. Developing and empowering self and others		2		9

		5. Managing the school as an organization		3		14

		6. Managing human resources (staff) in the school		1		5

		7. Management and advocacy of extra-mural    
     activities		1		4

		Total		13		71

		Maximum Score = 284				

		Lesson Observation: Performance Standard 1 (Criterion 1)				



ELRC Collective Agreement Number 2 of 2020 (pages 75-85)
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7. THE IMPLEMENTATION PROCESS
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7. THE IMPLEMENTATION PROCESS
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7.1 Mid-Year & Annual Appraisal

Formal Appraisals are conducted twice per annum as follows:



Mid-year appraisal: 



Undertaken towards the end of the second term, taking into account all forms of assessment administered during the first and second term.

Annual appraisal: 



Completed by the end of the school calendar year, taking into account all forms of assessment prior to this appraisal.

ELRC Collective Agreement Number 2 of 2020 (page 12)
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7.2 Informal Appraisals


Informal appraisals are undertaken in the First and Third Terms. 



It is aimed at assessing whether an educator’s performance is complying with the required performance standards. Evidence from School Based Assessment (SBA) and other activities are taken into account and support is provided, where necessary, by the Departmental Head. 



It is formative and emphasizes continuous improvement.

Records may not be kept.





ELRC Collective Agreement Number 2 of 2020 (pages 15; 19)
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7.3 Activities

A. SELF- APPRAISAL BY THE EDUCATOR - The educator must conduct a self- appraisal prior to the appraisal by his/her supervisor.



 B. PRE-APPRAISAL DISCUSSION

A pre-appraisal discussion between the supervisor and educator must be held before any lesson observation 

C. LESSON OBSERVATION



Lesson observations undertaken by the supervisor as part of the mid-year and annual appraisal process

D. POST-APPRAISAL DISCUSSION

Scores given by supervisor to Performance Standards that could not be rated during lesson observation. Discussion between supervisor and educator. Signing of appraisal instrument/s.

E. Completion of QMS instruments



Supervisor forwards completed appraisal instruments to Principal for verification and signing.







ELRC Collective Agreement Number 2 of 2020 (pages 12-14)

MID-YEAR / ANNUAL APPRAISAL

Participation of Resource person in QMS activities is optional

32







The educator must be in possession of a copy of the appraisal instrument – Annexure A1 (PL1).

The educator will then use the instrument to:

Fill-in SECTION A – Educator and School Information.

Rate himself/herself for each descriptor.

Complete the COMMENTS column by recording Strengths and Areas for Development for each Performance Standard.

Complete the OVERALL COMMENTS column by recording Strengths and Areas for Development for each Performance Standard.

The educator then forwards the completed self-appraisal instrument to the immediate supervisor.

A. SELF- APPRAISAL BY THE EDUCATOR  

The educator must conduct a self- appraisal prior to the appraisal by his/her supervisor.



ELRC Collective Agreement Number 2 of 2020 (pages 28-32)
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The pre-appraisal discussion is initiated by the immediate supervisor.

During the pre-appraisal discussion the educator and the supervisor deliberate on:

a common understanding of Performance Standards and rating;

To identify and agree on contextual factors that are likely to impact on the educator’s performance, and how they will be mitigated;

the expectations of the  lesson observations; and

the records to be submitted as a source of evidence to validate the ratings.

Logistical arrangements (dates, subjects, time) for Lesson Observations are finalized.

 B. PRE-APPRAISAL DISCUSSION


A pre-appraisal discussion between the supervisor and educator must be held before any lesson observation 

ELRC Collective Agreement Number 2 of 2020 (page 13)
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Lesson observations will be undertaken by the immediate supervisor . The resource person may also participate in the lesson observation process. 

Lesson observations provide a basis for the assessment of the educator’s pedagogical skills. (Pedagogical skills refer to teachers instructional activities designed as a basis for learning.) 

More lesson observations are encouraged, depending on the need.

The supervisor completes  the Lesson Observation Instrument (Annexure E2 – Page 89) for each lesson observed. The Resource Person records remarks – this is optional.

The Lesson Observation Instrument must  be signed by both parties and kept as evidence. 

C. LESSON OBSERVATION


Lesson observations will be undertaken by the immediate supervisor as part of the mid-year and annual appraisal process

ELRC Collective Agreement Number 2 of 2020 (page 13 and 89)
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Prior to the post-appraisal discussion, 

       the supervisor will:

rate each educator on his/her performance and record his/her comments based on each performance standard. 

take into consideration the self-appraisal submitted by the educator, available records as well as the Lesson Observation data.

Supervisor arranges the post appraisal discussion session to provide feedback on the educator’s performance during the appraisal. 

Supervisor presents the appraisal document to the  educator for discussion on strengths and areas for development as well as agreement on ratings.

The educator and resource person (optional) will also record his/her comments on the appraisal instrument.

A completed instrument will be signed by the educator, resource person (where applicable) and the supervisor after the appraisal process.

During this session, the development needs of the educator must be acknowledged and follow the CPTD pathway in line with the Integrated Strategic Planning Framework for Teacher Education and Development (ISPFTED).







D. POST-APPRAISAL DISCUSSION



A post-appraisal discussion between the supervisor and educator be held after the lesson observation 

36





E. Completion of QMS instruments



Supervisor forwards completed appraisal instruments to Principal for verification and signing.







ELRC Collective Agreement Number 2 of 2020 (pages 12-14)

The supervisor ensures that all information is clearly and accurately recorded in the appropriate columns of the QMS instruments.



Principal will sign the completed instrument after both the educators and the supervisor have signed, and after satisfying him/herself that all processes have been complied with.



Should there be any discrepancy, this should be brought to the attention of the relevant supervisor as well as the resource person (if applicable) who will be required to correct it.

37















8. APPRAISAL INSTRUMENTS

Post Level 1
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8.1 The Appraisal Instrument
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8.2 Ratings & Scoring

A rating of one (1) to four (4) will be allocated to each descriptor in the appraisal instrument. 

A score will be allocated for each Performance Standard and will consist of the sum of the ratings allocated to each criterion in that Performance Standard.

In allocating a rating to a descriptor where contextual factors have been identified, consideration must be given to the following

The nature of the contextual factor;

The level of its impact on the educator’s performance, and

The extent to which the educator is/was able to mitigate such impact. 



40

Collective Agreement Number 2 of 2020 ( Page 14)





8.3 Rating Scale

		RATING		DESCRIPTOR		PERCENTAGE

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support		0% - 49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required		50% - 69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support		70% - 84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.		85% - 100%



ELRC Collective Agreement Number 2 of 2020 (pages 26, 37, 51 & 70)
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8.4 Completion of Instruments

The supervisor must forward the completed instrument to the principal’s office at the scheduled time.

The principal will sign the completed instrument after both the educator and the supervisor have signed, and after satisfying him/herself that all processes have been complied with.

Should the principal be aware of any discrepancy, this should be brought to the attention of the relevant supervisor as well as the resource person, who will be required to correct it.

The principal reserves the right to designate any member of the SMT, (who is conversant with the subject or phase) to conduct an appraisal process should it be evident that the relevant supervisor is unable to do so.





ELRC Collective Agreement Number 2 of 2020 (page 14)
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9. RELATIONSHIP BETWEEN APPRAISAL AND DEVELOPMENT 
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1st QUARTER

Informal appraisal. Records may not be kept



DEVELOPMENT

To be in line with the framework on ISPFTED.

Diagnostic self-assessment

Personal development through participation in workshops, subject committee meetings & professional learning communities

Ongoing self-reflection



2ndQUARTER

Lesson observation 

Self-appraisal

Mid-year appraisal

Principal verifies & signs



4th QUARTER

Lesson observation 

Self-appraisal

Annual appraisal

Principal verifies & signs



3rd QUARTER

Informal Appraisal. Records may not be kept

















9.1 Schematic Representation of the Relationship 

between Appraisal and Development 
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  9.2 Needs Identification

The QMS will be one of the mechanisms used to identify the developmental needs of educators.  

ELRC Collective Agreement 2 of 2020 (Page 16)

School Management Teams are expected to put processes in place to ensure that needs identified through the QMS are responded to as part of their mentoring and coaching.



The identified development need of each educator is recorded in the appraisal instrument, the composite score sheet and the summative score sheet for the school (Annexure E1)
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10. DISAGREEMENTS AND GRIEVANCES
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10.1 Composition of Grievance Committees


		School Level		The principal, who is the Chairperson;
Where necessary, the principal may request a principal from a neighbouring school to preside over the matter;
One other member of the SMT, and
One representative from each of the unions that are admitted to the ELRC and have members in the school.

		Circuit Level		The Circuit Manager, who is the Chairperson;
Where necessary, the circuit manager may request a circuit manager from a neighbouring circuit to preside over the matter;
One other official from the district, and
One representative from each of the unions that are admitted to the ELRC.

				



ELRC Collective Agreement Number 2 of 2020 (pages 16-17)
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10.2 Grievance Procedure

		School Level		In cases of any disagreement between the educator and the supervisor, all efforts should be made to resolve such disagreements at that level, including intervention by the principal.
If no resolution is found, the aggrieved party must refer the grievance to the principal within 3 working days. Principal must establish a grievance committee within 5 working days after receipt of the grievance.
The grievance committee must resolve the grievance within 10 working days after its establishment.

		Circuit Level		Should the aggrieved party be unhappy with the decision of the grievance committee at school level, he/she must refer the matter to the circuit manager in writing within 5 working days. 
The circuit manager must establish a grievance committee within 5 working days after receipt of the grievance
The circuit grievance committee must resolve the grievance within 10 working days after its establishment.

		Should an employee disagree with the decision of the circuit grievance committee, such an employee may invoke the dispute resolution procedures of the ELRC. 		



ELRC Collective Agreement Number 2 of 2020 (pages 16-17)
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ELRC Collective Agreement Number 2 of 2020 (pages 16-17)

Supervisor and Educator

Circuit / District office for verification

Process ends

Dispute resolution procedures





Agreement

Disagreement





Agreement

Process ends

Dispute resolution procedures

Circuit Grievance Committee



School Grievance Committee discuss to resolve

 







Disagreement

Disagreement

Agreement





Disagreement

10.3 Grievance Procedure Flow Chart
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11. QMS FLOW CHART
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12. DIFFERENCES: QMS & IQMS
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12. Key differences

		QMS		IQMS

		The QMS introduces a mid-year educator appraisal followed by an annual appraisal.		Educator appraisals in the IQMS are conducted annually. 

		The QMS requires a member of the School Management Team (SMT) to conduct performance appraisals of educators under his/her supervision, including lesson observations.		The Development Support Group (DSG) was responsible for educator appraisal, lesson observations and development in the IQMS. 

		Resource Person may be requested by the appraisee to serve as observer		Peer selected by the educator to serve on the DSG.

		The process is driven by the principal and managed by the School Management Team (SMT).		Staff Development Team (SDT) responsible for managing IQMS.
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12. Key differences (cont.)

		QMS		IQMS

		  Self-evaluation at least twice per    
        year.		Self-evaluation conducted at least once per year.

		Separate appraisal instruments for different post levels.		One appraisal instrument for all post levels.

		Annual work plan with clear targets  and deliverables for PL 2 – PL 4.		Nil

		Weighting scale for principal who  teaches greater than or less than 30% of the scheduled teaching time 		Differentiation in a principal’s teaching schedule not considered during appraisal.        

		No PGP to avoid duplication with CPTD system.		PGPs completed annually.
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12. Key differences (cont.)

		The number of Performance Standards (PS) and Criteria for educators in each post level has been reduced and is shown as follows:								

		Post Level		QMS				IQMS		

				PS		Criteria		PS		Criteria

		1		5 		12		7 		27

		2		6		16		10		42

		3		7		13		12		52

		4		7		13		12		52
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13. QMS MANAGEMENT PLAN
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January - June


ELRC Collective Agreement Number 2 of 2020 (page 18)

		MONTH		ACTION		RESPONSIBILITY

		January – March
 
 
 		Advocacy & training
Signing of work plans (By end of January)
Ensure that educators have access to   
        collective agreement and training manual
Roles and responsibilities discussed
Develop implementation plan/schedule
Circuit Manager verifies		Principal, SMT & educators as well as Circuit Manager
 
 

		April - June		Self-appraisal by educators
Pre-appraisal discussion
Lesson observation
Mid-year appraisal 
Post-appraisal discussion 
Principal verifies & signs		Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager
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July - December

ELRC Collective Agreement Number 2 of 2020 (page 18)

		MONTH		ACTION		RESPONSIBILITY

		July - September		Performance Review
 
 		Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager

		October - December		Self-appraisal by educators
Pre-appraisal discussion
Lesson Observation
Annual appraisal 
Post-appraisal discussion
Principal verifies & signs
Verification and signing of annual appraisals
Submission of completed composite score sheet to District
Circuit Manager verifies 		Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager
 
 
Principal
 
 



58







		FREQUENTLY ASKED QUESTIONS (FAQs) 

		1. Can any educator refuse to be evaluated in terms of the QMS? 
No. The employer has every right to evaluate the performance of its employees provided there is an agreed process and instrument. 

		2. Who is responsible to conduct the appraisal of an educator? 
The immediate supervisor of a post level 1 educator (i.e. his/her departmental head). In the absence of the latter, the deputy principal or principal can conduct the appraisal.

Similarly, the deputy principal or principal appraises a departmental head while a deputy principal is appraised by the principal. The circuit manager, as the immediate supervisor of the principal is responsible for his/her appraisal. 

		3. Which appraisals are compulsory? 
Mid-year and annual appraisals are compulsory for all educators in a school.

		4. Is it necessary to engage in self-appraisal prior to mid-year and annual appraisal?
Yes. 



59

14. QUESTIONS & COMMENTS





		5. Where are mid-year and annual scores recorded?  
Both the scores are recorded on the same appraisal instrument for the current appraisal cycle.

		6. Which documents are submitted to the District Office?
The composite score sheet is completed and signed by each educator and his/her supervisor after the annual appraisal. These individual score sheets are attached to Annexure E 1 (i.e. the summative score sheet for the school) and submitted to the district office.

		7. Should the appraisal documents be filed?
Yes. The school should file the documents for a period of five (5) years.

		8. Is it necessary for the appraiser or immediate supervisor to write a report after the mid-year and annual evaluations?
No. The completed instrument serves as a report.
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FREQUENTLY ASKED QUESTIONS (FAQs) … cont.
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END OF SESSION ONE



Thank You
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JAnnexure A2

QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR

(To be submitted o the Disrict Offce by the end of the 4” quarter)

Educator Date
Persal Number school
WAXIMUM | EDUCATOR
PERFORMANCE STANDARD o e
1. Creation of a positve leaming and teaching @
environment
2. Curiculum knowledge, lesson planning and 5
presentation
3. Leamer assessment and achievement 2
4. Professional development £
5. Extra-mural and co-curricular participation 2
FINAL SCORE 152
PERCENTAGE (Educator Score = 152) x 100 = %
Comments:
I agree /o not agree vith the overall performance rating
SIGNATURES:
NAME DESIGNATION SIGNATURE DATE

Appraisee/Educator

‘AppraiseriHead of
department

Resource person (if
appiicable)

VALIDATED BY:

Principal

SCHOOL STAMP
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SECTION B: APPRAISAL

Educator o be rated with a cross (X) for each descriptor

1

PERFORMANCE STANDARD 1

"CREATION OF A POSITIVE LEARNING AND
TEACHING ENVIRONMENT

Criterion 1: Learning and feaching environment Wid Year Anpual
a. | Seating amangement promates efecive teaching and eaming [1] 213 4| [1]2 3[4
b | Ciassroom is iy and lean A[2falal G123l
¢ [ Teaching and leaming suppor materal 6. chars)are | 4| 5| 3| 4| | 1] 2] 3] 4
displayed and used in the classroom.
Criterion 2: Classioom Management
2|15 punciual and orqanized in class il2falal [ql2[3le
| Ensures hat leamers are punclual and sefe domm quiky 1] 2134 [1] 21 3] 4
.| Communication befween educator and leamers feflecls | 1] 5 | 3| 4| | 1] 2| 3] 4
mutual respect, cooperation and understanding
d_| anages discpine effectvely ilzlalal [ql2l3]4
Total
Comments:
Wi year Annual
CURRICULUM KNOWLEDGE, LESSON PLANNING
2.| PERFORMANCE STANDARD 2 O DA S
Criterion 1: Knowledge of subject id Yea Anpual
[a._| Has adequate sublect knowledge and uses fLeffecively [ 1] 27314 [1]2[3[4]
| Sefs approprite asks forleamers at he level ofhe Grade | 1] 213 4| [1]2[ 3[4
c. | Uses a variety of examples, LTSM and otner teaching | 1| 5| 3| 4| | 1] 2| 3] 4
resources to facltate leaming
Criterion 2: Planning and presentafion
a | Lesson i loaical conerent and meaningfultofeamers | 1121314 [1] 23] 4
| Lesson s bult on past knowiedge and experence of feamers | 11 21314 [1] 21 3] 4
| Time is wel-managed durng lesson presentation 12l alal 23l
d"| Encourages interaciive leaming including ciass 2lale] [1]2]2]s
discussions, learner questions and demonstrations
| Responas approprialey o leamer questions and inpufs | 1] 213 4| [1]2 3[4
Criterion 3: Management of work schedule
a. | Pace ofthe work i n fine ih me frames stpulated i
he work schedule Bl I8 I e I
b_| Number oftasks and aciies are infnewih CAPS | 11213 (4] [1]2 3[4
Criterion 4: Record keeping
a. | Fiefles neatly kept. organized and updated reguiary | 1] 2| 3 T12]3
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			APPRAISAL INSTRUMENT (Post Level 1) Educators





			1			INTRODUCTION 


			1.1			The performance appraisal of an educator (Post Level 1) must be conducted twice during the year, using the approved instrument provided in this section.


			1.2			The two appraisals are conducted as follows: 
○ Mid-year, and
○ Annual


			2			THE INSTRUMENT


			2.1			The QMS instrument (Annexure A 1) must be completed for each educator on post    level 1.


			2.2			The instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 


			2.3			The instrument consists of 5 Performance Standards


			2.4			The Performance Standards in the instrument form the core elements of the job      description for educators.


			2.5			The criteria form the key deliverables for each Performance Standard.


			2.6			The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.


			2.7			When completing the instrument, the appraiser/supervisor must use the rating guide which provides the elements for the key descriptors for ratings that range from 1 – 4.


			2.8			2.8	A rating that is less than the desired outcome will be influenced by the following factors:


						○There is no or insufficient evidence of a particular desired activity


						○The desired activity is infrequent


						○The desired activity is frequent but of poorer quality than desired;


						○The desired activity is infrequent and of poor quality; and


						○The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude





			3			PERFORMANCE STANDARDS


			Table 1 below shows the Performance Standards, the criteria and the desired outcomes for PL 1 educators


			TABLE 1: PERFORMANCE STANDARDS AND CRITERIA FOR PL 1 EDUCATORS 


						Performance Standard			Criteria						The desired outcome


			1			Creation of a positive learning environment			Learning and teaching environment						The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.


									Classroom Management						Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.


			2			Curriculum knowledge, lesson planning and presentation			Knowledge of subject						Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.


									Planning and presentation						Effective use of planning instruments leads towards a higher form of learning/ understanding. 


									Management of work schedule						Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.


									Record keeping						Records are meticulously maintained and analysed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement


			3			Learner assessment and achievement			Feedback to learners						Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 


									Knowledge and application of forms of assessment						Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.


									Learner progress and achievement 						Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 


			4			Professional Development			Participation in Continuous      professional development						Participates fully and takes a leading role in initiating and delivering professional development activities.


									Educator professionalism						Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 


			5			Extra-mural and co-curricular participation			Participation in extra-mural and co-curricular activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.


			4. Rating Scale, Descriptor, scores and percentages:


			4.1 Post Level 1 Educators


			      •A 4 point rating scale is used when completing the instrument.


			Rating			Descriptor																		Score
(Maximum Score = 152)			Percentage


			1			Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support																		0-75			0%-49%


			2			Acceptable: Satisfies minimum expectations. The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required																		76-105			50%-69%


			3			Good: Performance meets expectations, but some areas are still in need of development and support																		106-128			70%-84%


			4			Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised. 																		129-152			85%-100%
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Appraisal Instrument 


															Annexure A 1


			QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATOR: POST LEVEL 1


			Section A: EDUCATOR AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname									First names 


			Designation									Persal number


			Highest Qualification									Specialization in asubject domain


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname									First names 


			Designation									Persal number





			3. SCHOOL





			Name of school									Province


			Circuit/district									Principal’s name


			Telephone									Cell No





			4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)





			Teaching and assessment responsibilities						Extra-mural activities			Administrative duties			Other: (Please specify)








			SECTION B: APPRAISAL


			Educator to be rated by selecting or entering a value between 1-4  for each descriptor


			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHER ENVIRONMENT





			Criterion 1: Learning and teaching environment									Mid-Year			Annual


			a.			Seating arrangement promotes effective teaching and learning


			b.			Classroom is tidy and clean


			c. 			Teaching and learning support material (e.g. charts) are displayed and used in the classroom.


			Sub-total												0





			Criterion 2: Classroom Management									Mid-Year			Annual


			a.			Is punctual and organized in class


			b.			Ensures that learners are punctual and settle down quickly


			c. 			Communication between educator and learners reflects mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 2: CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION





			Criterion 1: Knowledge of subject									Mid-Year			Annual


			a.			Has adequate subject knowledge and uses it effectively 


			b.			Sets appropriate tasks for learners at the level of the grade


			c. 			Uses a variety of examples, LTSM and other teaching resources to facilitate learning


			Sub-total												0





			Criterion 2: Planning and presentation									Mid-Year			Annual


			a.			Lesson is logical, coherent and meaningful to learners


			b.			Lesson is built on past knowledge and experience of learners


			c. 			Time is well-managed during lesson presentation


			d..			Encourages interactive learning including class discussions, learner questions and demonstrations


			e.			Responds appropriately to learner questions and inputs


			Sub-total												0





			Criterion 3: Management of work schedule									Mid-Year			Annual


			a.			Pace of the work is in line with time frames stipulated in the work schedule


			b.			Number of tasks and activities are in line with CAPS


			Sub-total												0





			Criterion 4: Record keeping									Mid-Year			Annual


			a.			File/files neatly kept, organized and updated regularly


			b.			Records of learner assessments are neatly kept, organized and updated regularly


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT





			Criterion 1: Feedback to learners									Mid-Year			Annual


			a.			Assessment tasks are marked and returned to learners timeously


			b.			Feedback is meaningful and regular


			c. 			Feedback is incorporated in future lesson planning


			Sub-total												0





			Criterion 2: Knowledge and application of forms of assessment									Mid-Year			Annual


			a.			Uses different forms of assessment in line with CAPS to test learner performance


			b.			Intervention strategies accommodates learners with various learning abilities


			Sub-total												0





			Criterion 3: Learner progress and  achievement									Mid-Year			Annual


			a.			Learner results of various forms of assessment show that they are attaining the set outcomes


			b.			Remedial/Enrichment work supports learner progress


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT





			Criterion 1: Participation in continuous professional development									Mid-Year			Annual


			a.			Engages in on-going self reflection and has set clear targets for development


			b.			Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills


			c. 			Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop colleagues.


			Sub-total												0





			Criterion 2: Educator professionalism									Mid-Year			Annual


			a.			Comes to school regularly and on time


			b.			Is always neatly dressed and presentable


			c. 			Conducts lessons as expected in line with the school time-table.


			d.			Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc.


			e.			Contributes positively towards school development and advancement


			f.			Maintains good relations with stakeholders


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION





			Criterion 1: Participation in extra-mural and co-curricular activities									Mid-Year			Annual


			a.			Keeps updated inventory/register equipment under his/her care


			b.			Manages and takes good care of equipment and facilities


			c. 			Is involved in extra-mural and co-curricular activities


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			Overall Total												0





			5. Overall Remarks: 


			5.1 Educator's comment on the appraisal


			Mid-Year


			Annual


			5.2 Appraiser’s comments


			Mid-Year


			Annual


			5.3 Resource person's comments (optional)


			Mid-Year


			Annual


			5.4 Principal's comments


			Mid-Year


			Annual


			6. Recommandations


			Mid-Year


			Annual





			7. Signatures


			Mid-Year			Name of appraisee- Educator


						Signature & Date


						Name of Appraiser/ Departmental Head 


						Signature & Date


						Name of Resource Person (optional)


						Signature & Date


						Name of Principal


						Signature & Date





			Annual			Name of appraisee- Educator


						Signature & Date


						Name of Appraiser/ Departmental Head 


						Signature & Date


						Name of Resource Person (optional)


						Signature & Date


						Name of Principal


						Signature & Date





									SCHOOL STAMP
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Composite Score Sheet


															Annexure A 2


			QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR


			(To be submitted to the District Office by the end of the 4th Quarter)


			Date


			Surname						0			First Name			0


			Persal Number						0


			School Name						0





			NO. 			PERFORMANCE STANDARD						MAXIMUM SCORE			EDUCATOR SCORE


			1			Creation of positive learning and teaching environment						28			0


			2			Curriculum knowledge, lesson planning and presentation						48			0


			3			Learner assessment and achievement						28			0


			4			Professional development						36			0


			5			Extra-mural and co-curricular participation						12			0


			FINAL SCORE									152			0


			PERCENTAGE (Educator Score ÷ 152) x 100  =												0%





			Comments (Strengths and areas for development):





			Select a statement


			SIGNATURES:


			Name of Appraisee - Educator


			Signature & Date:


			Name of Appraiser/ Departmental Head 


			Signature & Date:


			Name of Resource Person (Optional):


			Signature & Date: (Optional)


			VALIDATED BY :


			Principal 


			Signature & Date:





									SCHOOL STAMP
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TRAINING OF PRINCIPALS ON THE 
QUALITY MANAGEMENT SYSTEM (QMS)  

FOR SCHOOL BASED EDUCATORS

October – December 2020
ELRC Collective Agreement Number 2 of 2020





‹#›



SESSION 2 - PROGRAMME

		ITEM		TIME

		Introduction		2 hours

		PAM – Job Descriptions		

		QMS Process – School Management Teams (SMTs)		

		The Work Plan - SMTs		

		Appraisal Instruments - SMTs		

		School Documentation		

		Next Steps		

		Questions and Comments		

		Closure		
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1. INTRODUCTION 



The focus of Session 2 is on the School Management Team (SMT)
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2. PAM – Job Descriptions

Principal, Deputy Principal & Departmental Head



To participate in agreed school/educator appraisal processes in order to regularly review their professional practice with the aim of improving teaching, learning and management.



Personnel Administrative Measures 

(PAM) - 2016



Circuit Manager



Conduct performance reviews and appraisals of principals



Monitor and support the implementation of performance management systems in schools



ELRC Collective Agreement 4 of 2017
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3. QMS Process - School Management Teams

		Principal		Deputy Principal		Departmental Head

		Complete a work plan with supervisors at the beginning  of each evaluation cycle.
Appraised on 7 Performance Standards
      (Mid-Year / Annual)
Lesson observation undertaken on Performance Standard 1 (Criterion 1)
		Complete a work plan with supervisors at the beginning  of each evaluation cycle.
Appraised on 7 Performance Standards
      (Mid-Year / Annual)
Lesson observation undertaken on Performance Standard 1 (Criterion 1)
		Complete and agree on a work plan with supervisor at the beginning  of each evaluation cycle.
Appraised on 6 Performance Standards
      (Mid-Year / Annual)
Lesson observation undertaken on Performance Standards 1 – 3
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4. The Work Plan

School Management Teams
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4.1 WORK PLANS

A work plan outlines what activities will be undertaken by an employee within a particular year, as well as setting specific targets and outlining outputs that need to be achieved.

 (ELRC Collective Agreement Number 2 of 2020 (page 21).



The value of a work plan is embedded in the definition of QMS. The QMS is a performance management system for school-based educators, designed to evaluate the performance levels of individuals in order to achieve high levels of school performance.  

 (ELRC Collective Agreement Number 2 of 2020 (page 7).



The collective outputs of the SMT as illustrated in their respective work plans gives expression to (i.e. concretises) and contributes to the desired high levels of school performance.



The WORK PLAN is informed by Job Descriptions in the PAM as well as the priorities of the school, provincial and national departments (e.g. Reading & Mathematics, etc.) 
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4.2 WORK PLANS FOR SMT MEMBERS


Completion of a Work-plan

The Principal, Deputy Principal and Departmental Heads are required to complete and sign a work-plan at the beginning of an evaluation cycle. 





ELRC Collective Agreement Number 2 of 2020 (page 11)
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 4.3  Work Plan Templates for SMT


		THE WORK PLAN HAS THE FOLLOWING COMPONENTS:		

		Performance standards		These are applicable performance standards as reflected in the QMS instrument.

		Key activities		Activities to be agreed to in terms of applicable job descriptions.

		Targets		Targets (Goals) to be set for improvement within an appraisal cycle.

		Time-frame		Period within which the targets and outputs are to be achieved. 

		Performance indicators		Measures of success to be observed for achieving specific targets and outputs.

		Contextual factors
		Unique/specific circumstances to be taken into account that have the potential to impact on the employee’s ability to achieve outputs and targets.



ELRC Collective Agreement Number 2 of 2020 (pages 11-12)







‹#›


4.4 Acronym for Developing 
Work Plans


		Specific		The work plan is focused.

		Measurable		An appropriate measure is selected to assess each Performance Indicator (PI).

		Appropriate		The work plan is within the principal / SMTs control to effect change.

		Realistic		The work plan is for the principal / SMT and/or school.

		Time-bound		The Performance indicators in the work plan are measured within a single school year.
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4.5 Guidelines on developing a Work Plan

		STEP		ACTION

		1		State the PERFORMANCE STANDARD

		2		State the CRITERIA

		3		Identify a DESCRIPTOR

		4		Develop a TARGET that is quantifiable and time-bound

		5		Indicate TIMELINES

		6		Develop a PERFORMANCE INDICATOR

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity during the development of workplan in January.
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ELRC Collective Agreement Number 2 of 2020 (page 39)



4.6 Departmental Head – Work Plan Template
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4.7 Work Plan Example : Departmental Head

				ACTION		EXAMPLE for a DEPARTMENTAL HEAD

		1		State the PERFORMANCE STANDARD		Management of the curriculum (PS 6)

		2		State the CRITERIA		Providing leadership, mentoring, support and development (Criterion 1)

		3		Identify a DESCRIPTOR		g) Organises workshops and training session for educators 

		4		Develop a TARGET that is quantifiable and time-bound		Two workshops per quarter undertaken for Mathematics educators in the FET phase

		5		Indicate TIMELINES		Term 1 to Term 3

		6		Develop a PERFORMANCE INDICATOR		Number of workshops conducted in Mathematics in the FET Phase

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity.		If any
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4.7 Work Plan Example : 
Departmental Head (cont.)

		PERFORMANCE STANDARD		KEY ACTIVITIES		TARGETS		TIME-
FRAME		PERFORMANCE INDICATORS		CONTEXTUAL FACTORS

		Management of the curriculum
 
(Performance 
Standard 6)		Criterion 1
Providing leadership, mentoring, support and development 

g) Organises workshops and training session for educators 		Two workshops per quarter undertaken for Mathematics educators in the FET phase		Term 1 to Term 3		Number of workshops conducted in Mathematics in the FET Phase		 
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ELRC Collective Agreement Number 2 of 2020 (pages 52-53)



4.8  Deputy Principal – Work Plan Template
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4.9 Work Plan Example: Deputy Principal

				ACTION		EXAMPLE for a DEPUTY PRINCIPAL

		1		State the PERFORMANCE STANDARD		Managing quality and securing accountability

		2		State the CRITERION 		Criterion 2: Managing the quality of teaching and learning

		3		Identify a DESCRIPTOR		b) Monitors marking and moderation of learner assessments

		4		Develop a TARGET that is quantifiable and time-bound		The moderation of learner assessments in Grades 10 and 11 will be monitored in 100% of the subjects during the first two terms

		5		Indicate TIMELINES		Terms 1 and 2

		6		Develop a PERFORMANCE INDICATOR		Percentage of subjects where moderation of learner assessments were monitored.

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity.		If any
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4.9 Work Plan Example : 
Deputy Principal (cont.)

		PERFORMANCE STANDARD		KEY ACTIVITIES		TARGETS		TIME-
FRAME		PERFORMANCE INDICATORS		CONTEXTUAL FACTORS

		Leading the learning school										

		Shaping the direction and development of the school										

		Managing quality and securing accountability		Criterion 2: Managing the quality of teaching   and learning

b) Monitors marking and moderation of learner assessment		Moderation of learner assessments in Grades 10-11 monitored in 100% subjects.		Terms 1 and 2		Percentage of subjects where moderation of learner assessments were monitored.		
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4.10 Work Plan Example: Principal


				ACTION		EXAMPLE for a PRINCIPAL

		1		State the PERFORMANCE STANDARD		2. Shaping the direction and development of the school

		2		Select the CRITERION		Criterion 2: School Governing Body and the broader school community 

		3		Identify a DESCRIPTOR		Ensures that the school has a functioning SGB

		4		Develop the TARGET that is quantifiable and time-bound		Organise a capacity building workshop for the SGB sub committees on Finance in Term 1 and Maintenance in Term 2

		5		Indicate TIMELINES		Terms 1 and 2

		6		Develop a PERFORMANCE INDICATOR		Number of workshops organised to enhance the capacity of the SGB sub-committees

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity.		If any
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4.10 Work Plan Example: Principal (cont.)

		PERFORMANCE STANDARD		KEY ACTIVITIES		TARGETS		TIME-
FRAME		PERFORMANCE INDICATORS		CONTEXTUAL FACTORS

		Leading the learning school										

		Shaping the direction and development of the school		Criterion 1:

Criterion 2: School Governing Body and the broader school community

b) Ensures that the school has a functioning SGB		Organise a capacity building workshop for SGB sub-committees on Finance and Maintenance
		Terms 1 and 2		Number of workshops organised to enhance capacity of the SGB sub-committees
		

		Managing quality and securing accountability										
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ELRC Collective Agreement Number 2 of 2020 (pages 71-72)

4.11 Principal – Work Plan Template
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4.12 Principal’s Work Plan 
Practice

The Principal develops the work plan on all seven Performance Standards.

The Principal should have  a minimum of one (1)  descriptor for each of the 12 Criteria (except PS 1 – Criterion 1 is for Lesson Observation)



		Work Plan Example 
(Principal)		Work Plan Template
(Principal)

				

















‹#›

5. Appraisal Instruments 

School Management Teams 
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5.1 Departmental Head

ELRC Collective Agreement Number 2 of 2020 (pages 40-46)

Appraisal Instrument
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5.2 Deputy Principal 
Choosing Descriptors

During the signing of a work plan, the Deputy Principal must also select and agree with the  supervisor /principal on the descriptors in the QMS instrument (Annexure C 2) that will be  applicable for his/her self-appraisal, mid-year appraisal and annual appraisal as follows:



ELRC Collective Agreement 2 of 2020 (page 48)

		Performance Standard		Number of descriptors to be agreed for appraisal

		1		All 15 descriptors are compulsory

		2		10 descriptors 

		3		All 11 descriptors are compulsory

		4		All 9 descriptors are compulsory

		5		10 descriptors 

		6		2 descriptors 

		7		2 descriptors
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5.2 Summary of descriptor choice 
Deputy Principal (cont.)

		PERFORMANCE STANDARDS
		Criteria		Descriptors 		Total to be chosen

		Leading the learning school		1
2		9
6		15

		Shaping the direction and development of the school		1
2		7
6		10

		Managing quality and securing accountability		1
2		6
5		11

		Developing and empowering self and others		1
2		7
2		9

		Managing the school as an organization		1
2
3		5
5
4		10

		Managing human resources (staff) in the school		1		5		2

		Management and advocacy of extra-mural activities		1		5		2

		TOTAL		20		72		59
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5.2 Deputy Principal (cont.)


ELRC Collective Agreement Number 2 of 2020 (pages 55-65)

Appraisal Instrument
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5.3  Principal

During the signing of a work plan, the Principal and his/her supervisor (Circuit Manager) must also discuss the appraisal instrument (Annexure D 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 

Principals have a choice in selecting 4 out of 5 descriptors in Performance Standard 7.

All other descriptors in Performance Standards 1 – 6 are compulsory.

ELRC Collective Agreement 2 of 2020 (page 66)
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5.3 Principal – Weighting Scale  (cont.)

Two different weighting scales are applicable to the final appraisal scores of   Principals who teach 30% or more of the scheduled teaching time and those who teach less than 30% of the scheduled teaching time.









The weighting of the scores allocated for the above principals are as follows:





		Principal 
(P 1A)		Principals who teach  30% or more of the scheduled teaching time.

		Principal 
(P 1B)		Principals who teach less than 30% of the scheduled teaching time.



		 		Classroom Teaching
(Performance Standard 1)		Management and Leadership
(Performance Standards 2 – 7)

		Principal (P 1A)		40%		60%

		Principal (P 1B)		20%		80%



ELRC Collective Agreement 2 of 2020 (page 67)
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5.3 Principal (cont.)

ELRC Collective Agreement Number 2 of 2020 (pages 73-84)

Appraisal Instrument
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5.4 Lesson Observation Instrument 
(PL3 and PL4) 
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6. 

SCHOOL DOCUMENTATION
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6.1 Review of Implementation - Activities

A. SELF- APPRAISAL BY THE EDUCATOR - The educator must conduct a self- appraisal prior to the appraisal by his/her supervisor.



 B. PRE-APPRAISAL DISCUSSION

A pre-appraisal discussion between the supervisor and educator must be held before any lesson observation 

C. LESSON OBSERVATION



Lesson observations undertaken by the supervisor as part of the mid-year and annual appraisal process

D. POST-APPRAISAL DISCUSSION

Scores given by supervisor to Performance Standards that could not be rated during lesson observation. Discussion between supervisor and educator. Signing of appraisal instrument/s.

E. Completion of QMS instrument



Supervisor forwards completed appraisal instruments to Principal for verification and signing.







ELRC Collective Agreement Number 2 of 2020 (pages 12-14)

MID-YEAR / ANNUAL APPRAISAL

Participation of Resource person in QMS activities is optional
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6. 2 School Documentation

The principal has the responsibility to verify, sign and deliver all QMS documents* to the District Office within the stipulated timeframes.

   Composite Scoresheet of all educators.

   Summative scores for the school.



 *  As per agreed format in the province (hard copies or in electronic format)
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6.3 Composite Scoresheet Template 
(PL 1 and PL 2)
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6.4 Composite Scoresheet Template (PL 3)
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6.5 Composite Scoresheet Template (PL 4)
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6.6 Summative Scores for School
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7. NEXT STEPS

DECEMBER 2020 - FEBRUARY 2021

Principals discuss and sign their work plans with their immediate supervisor (Circuit Manager)

Plan for Advocacy & Training on QMS

Enable access to Collective Agreement No. 2 of 2020 to all educators.
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7. NEXT STEPS (cont.…)

		ACTIVITY		TIME-FRAME		RESPONSIBILITY

		Training of PTT 		01-30 October 2020		NTT / PEDs / PELRC

		Monitor and report on QMS training of PTT facilitators		01-30 Oct 2020		NTT / DBE

		QMS training of School Principals		1 – 30 Nov 2020		PTTs / PEDs

		Monitor and report on QMS training of Principals		01-30 Nov 2020		NTT / DBE
ELRC

		Readiness of PEDs for QMS implementation – by Principals		30 Nov 2020		DBE / PEDs

		Mop-up training of Principals 		01-09 Dec 2020		PTT

		Completion of draft 2021 work plans by principals		10 Dec 2020 		Principals
Circuit Managers

		Progress reports		Monthly (Oct-Dec)		PEDs / PELRC

		Implementation of QMS Collective Agreement by principals		1 Jan 2021		PEDs/
Schools

		Finalisation of 2021 work plans by Principals		26 Feb 2021		Principals / Circuit Managers









‹#›

		FREQUENTLY ASKED QUESTIONS (FAQs) 

		9. Which Performance Standards are used during the lesson observations of Post Level 1 and Post Level 2 educators?
QMS Performance Standards 1, 2 and 3 of the appraisal instruments for Post Level 1 and 2 educators.

		10. Which Performance Standard/s are used for the lesson observation of a deputy principal and principal?
Performance Standard 1 (Criterion 1) of the appraisal instruments for Post Level 3 and 4 educators

		11. Do all educators complete a work plan with their immediate supervisor?
No.  Only members of the School Management Team (SMT) are required to agree on and sign a work plan with their immediate supervisors.

		12. What are the requirements for a performance indicator in a work plan? 
 A good performance indicator (PI) must have a measure, a target, a data source/evidence and reporting frequency: e.g. “Percentage of learners who arrive to school on time.” 
(The data source/evidence will be the attendance register; the measurable target may be set at 97% while the reporting frequency could be monthly).

		13. What is the difference between ‘P 1A’ and ‘P 1B’ during the appraisal of   principals?
These terms are strictly used during the appraisal process to differentiate between Principals (P) who teach for more or less than 30 % of the scheduled teaching time in their schools. The two terms should not be confused with the grading of a principal’s post.  





8. QUESTIONS & COMMENTS





‹#›

		14. If only three Performance Standards are used for the classroom evaluation of Post Level 1 and Post Level 2 educators – what happens to the other performance standards and when are these evaluated?
The other Performance Standards are used for aspects outside classroom observation. These Performance Standards need not necessarily be evaluated on one day. These standards may be evaluated on a continuous basis over a period of time. It involves observation, monitoring and feedback by the educator’s immediate supervisor.  It also entails the provision of evidence by the educator (e.g. Documents, Educator Files and other information). 

		15. Does the QMS require an educator to complete a template for his/her development needs?
 No.  The development needs of educators as agreed to and recorded on the lesson observation instrument as well as the appraisal instrument during the mid-year and annual appraisals are addressed by the School Management Team. Development needs that still need to be addressed are recorded on the Summative Score Sheet for the School (i,e, Annexure E 1).

		16. Who does the supervisor/Immediate supervisor refer to?
 The supervisor/Immediate supervisor refers to a member of the School Management Team (SMT).





FREQUENTLY ASKED QUESTIONS (FAQs) … cont.





‹#›







‹#›



END OF SESSION TWO



Thank You for your participation





‹#›
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PRINCIPAL’S WORK PLAN  
(Examples of Targets, Time-frames and Performance Indicators) 



 
A work plan outlines what activities will be undertaken by an employee within a particular year, as well as setting specific targets and outlining 



outputs that need to be achieved. (ELRC Collective Agreement Number 2 of 2020 – page 21) 



 
 



  



 



 
 
 
 
 
 
 
 
 
 
 
 



 



 
 
 
 
 
 
 
 



Performance Appraisals 



 Performance appraisal ratings will be made at the Performance 



Standard and Criterion-Descriptor level in the appraisal 



instrument  



 A principal’s performance is appraised on each Performance 



Standard – Criterion – Descriptor with evidence generated from 



the work plan – performance indicators as well as other records 



within the school. 



On developing a work plan … 



 



 The Principal develops the work plan on all seven Performance 



Standards. 



 Principal should select a minimum of one (1) descriptor for each 



of the 12 Criteria for the work plan (excluding PS 1 – Criteria 1) 



Components of a work plan 



 



 Performance standards: these are applicable performance 



standards as reflected in the QMS instrument. 



 Key activities: Activities to be agreed to in terms of applicable 



job descriptions. 



 Targets: Targets (Goals) to be set for improvement within the 



appraisal cycle. 



 Time-frame: period within which the targets are to be achieved.  



 Performance indicators:  



o Measures of success to be observed for achieving specific 



targets and outputs.  



o may be presented either quantitatively or qualitatively. 



o serve as observable tangible behaviour that indicate the 



degree to which educators are meeting each Performance 



Standard – Criterion 



 Contextual factors: Unique/specific circumstances to be taken 



into account that have the potential to impact on the employee’s 



ability to achieve targets. 



 



Acronym for developing a Work Plan: 
 
Specific:       The work plan is focused 



Measurable:  An appropriate measure is selected to assess each Performance Indicator (PI) 



Appropriate: The work plan is within the principal’s control to effect change 



Realistic:       The work plan is for the principal and/or school. 



Time-bound: The Performance indicators in the work plan are measured within a single school year 



The examples of Targets 



and Performance 



Indicators below are not 



exhaustive and are not 



intended to be 



prescriptive. 
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QMS WORK-PLAN (PL 4: Principal): Year …………….                                            Annexure D 1                                                                         
NAME  SCHOOL  



PERIOD  DESIGNATION Principal 



 
 



PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



1. Leading the 
learning school 
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a) Enlists the support of parents and 
community members as partners 
in learning                                                                       



Quarterly Meetings 
conducted with QLTC  



Terms  
1 - 4 



Number of meetings conducted with 
active participation of stakeholders to 
improve learning. 



 



b) Communicates (provides 
feedback) with all stakeholders on 
the academic performance of the 
school 



Quarterly newsletters 
sent to stakeholders 



Terms  
1 -4 



Number of newsletters  prepared to 
share information and achievements  
of the school with stakeholders 



c) Motivates learners to achieve 
academically  



Motivational activities in 
assembly by staff 
members 



Terms  
1-4 



Percentage of staff members 
participating in programmes to 
motivate learners that improves the 
overall pass rate in each grade.   



d) Ensures that there are functional 
curriculum structures in the 
school. 



Maths and Language 
Teachers assessment 
records for Grade 9 and 
12 monitored once a 
month. 



Terms  
1 - 2 



Percentage of teachers assessment 
records monitored and written 
feedback. 



e) Promotes ICT learning Educators in Grades 8 - 
10 integrate ICT in 
teaching. 



Terms  
1 -3 



Departmental Heads present monthly 
progress reports on ICT integration 
during SMT meetings. 



f) Manages conflict in order to 
maintain a healthy teaching and 
learning environment 



Conflicts are resolved 
between 1- 3 days. 



Terms  
1-4 



Progressive decrease in the number 
of conflicts in the school 



2. Shaping the 
direction and 
development of 
the school 



C
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: 



P
la
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a) School has developed vision and 
mission statements which are 
relevant (to the school community) 
and achievable. 



Each class to have 
vision and mission 
statement 



Term 1 Proportion of classrooms with 
school’s vision and mission statement 
displayed on wall. 



 



b) Implementation of school 
improvement plan (SIP) 



80% of activities in SIP 
implemented  



Terms  
1 -4 



Proportion of activities completed 
successfully each term 



c) Ensures that school has a safe 
and secure environment 



Appointment of a 
security guard to 
monitor access control 



Term 2 Security guard appointed by SGB and 
access control register monitored 
daily. 



d) Implements transparent decision 
making structures – accepts 
responsibility for decisions taken 



Roles and 
responsibilities 0f 
school’s sub-



Terms 
 2-3 



Sub-committee’s roles and 
responsibilities discussed and 
adopted by SGB 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



committees presented 
to SGB. 



e) Ensures that planning is based on 
data collected on a range of 
school activities 



Two meetings held with 
staff and SGB to assess 
school’s strengths and 
weaknesses 



Term 2 
and 



Term 4 



Proportion of meetings informed by 
well-structured information and data 
on school’s activities.  



f) Planning is done on time School Time-table 
implemented on first 
school day 
 



Term 1 School Time Table issued to learners 
and implemented on first school day 
in the year. 



g) School analyses results of various 
forms of assessment and sets 
clear targets for improvement 



 
 



Quarterly staff meeting 
to discuss learner 
assessment 



Terms  
1 -4 



Number of meetings with staff to 
analyse assessments results and 
formulate an action plan. 
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 a) Ensures that the school has a 



functioning SGB 
Organise capacity 
building workshops for 
Finance and 
Maintenance SGB 
subcommittees  



Terms  
1 - 2 



Two workshops conducted to 
enhance capacity of SGB 
subcommittees. 



 



b) Renders assistance to the SGB in 
terms of the areas listed in SASA 
16A, excluding finances   (Refer to 
PS 5 for Finances) 



Quarterly written reports 
at SGB Meetings 



Terms 1-
4 



Number of reports on school’s 
professional management, progress 
on school improvement plan and 
learner achievement presented at SG 
Meetings 



c) Informs the SGB about policy and 
legislation 



Quarterly cascading of 
policy and legislation to 
SGB members 



Terms  
1-4 



Number of reports on existing and 
legislative policy and amendments 
cascaded at SGB engagements. 
 



d) The school has developed the 
various policies as required by 
SASA, which are aligned with the 
requirements of various legislation 
and departmental policies 



Amend school policy on 
Languages and Code of 
Conduct for learners 



Terms  
1 and 3 



Amended Language Policy and Code 
of Conduct for Learners approved by 
SGB  and submitted to Circuit Office. 



e) Networks with the community and 
builds partnerships to support the 
development of the school 



Establish partnerships 
with two business 
organisations 



Terms  
2 and 3 



Number of partnerships established 
with business organisations that have 
contributed to improving school 
infrastructure 



f) Liaises with relevant government 
departments (e.g. Dept. of Health) 
as required 
 
 



 



SAPS address learners 
thrice in the year 



Terms  
1 - 4 



Number of engagements with SAPS 
in school assembly. 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



 



3. Managing 
quality and 
securing 
accountability 



C
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a) Ensures safekeeping of all 
movable and immovable assets 



Stock-taking of assets 
conducted twice per 
annum  



Terms  
2 and 4 



Asset registers updated and 
controlled effectively with measures 
in place to replace damaged or stolen 
assets. 



 



b) Ensures completion of all 
attendance registers and takes 
appropriate action where 
necessary (Staff and learners) 



5% increase in 
attendance rates of 
educators  



Terms  
1 - 4 



Visible increase in attendance rates 
of educators and learners through 
effective control of attendance 
registers. 



c) Ensures that LTSMs are used 
effectively 



Quarterly report on the 
use of LTSM 



Terms  
1 - 4 



LTSM controlled effectively with 
responsibilities assigned for the safe 
storage and effective use of 
resources. 



d) A textbook retrieval system is in 
place and is properly implemented 



98% retrieval rate of 
textbooks 



Terms  
1 and 4 



Percentage of textbook retrieval rate 
through effective implementation of 
textbook retrieval policy. 



e) Leads and monitors the work of 
the School Management Team 



SMTs work monitored 
with feedback at least 
once per quarter. 



Terms  
1 - 4 



Number SMTs monitored 
systematically and provided with 
feedback reports with 
recommendations on their work.  



f) Addresses unprofessional and 
improper conduct of educators 
and learners 



 
 
 



SGB participation in 
sustaining good conduct 
and discipline by 
addressing learners and 
teachers once per 
quarter 



Terms  
1-4 



Records of: 



 effective SGB participation 
maintaining proper conduct. 



 of disciplinary proceedings (if 
any) and decisions taken are 
available. 
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a) Follows departmental policies with 
regard to assessment 
administration (e.g. NSC, SBA) 



All educators implement 
departmental policies 
related to NSC and SBA     



Terms  
1-4 



Percentage of educators implement 
departmental assessment policies 
and systematically file all 
assessments records. 



 



b) Monitors marking and moderation 
of learner assessments 



The moderation of 
learner assessments in 
Grades 10 and 11 
monitored in 100% of 
subjects. 
 



Terms  
1 and 2 



 



Percentage of subjects where 
moderation of learner assessments 
was monitored. 
 



c) Ensures that efficient systems are 
in place for examinations / 
assessments 



Measures are put in 
place for a structured 
management plan for 
the conduct of exams / 
assessments 



Terms  
1- 4 



A well-structured and effective 
management plan allows for question 
papers / marking memos to be 
finalised and stored securely at 
school within specified timeframes for 
each quarter. 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



d) Consolidates and analyses 
learners’ assessment outcomes 
and develops appropriate 
intervention strategies  



Quarterly report on a 
statistical and 
diagnostic analysis of 
learner assessments in 
all subjects  



Terms  
1 -4 



Number of statistical and diagnostic 
subject reports on learner 
assessments that  drive the school’s 
intervention strategy 



e) Promotes (provides leadership) 
and monitors school learner 
intervention strategies 
 
 



 



Guidelines for 
intervention strategies 
developed for Grade 8 
and 9 Maths, Science 
and English (FAL)  



Terms  
1 -2 



Number of user-friendly guidelines 
prepared for the effective 
implementation of intervention 
strategies. 



4. Developing and 
empowering 
self and others 



C
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a) Staff training programmes 
planned and implemented 



90% of activities in the 
staff  development plan 
is implemented. 



Terms  
1 -3 



Percentage of staff development 
activities, as informed by the staff 
development policy, that are 
implemented effectively 



 



b) Provides leadership and oversees 
mentoring, coaching and general 
support to staff 



40% of educator 
participation in 
mentoring and coaching 
of colleagues 



Terms  
1-3 



Percentage of educator participation 
in a structured mentoring and 
coaching programme responding to 
identified needs of educators 



c) Manages underperformance Bi-weekly counselling 
provided to two 
underperforming 
educators. 



Term 2 Proportion of counselling sessions 
and targeted developmental support 
provided to underperforming 
educators helping them to improve 
 



d) Promotes teacher appraisal 
practices in terms of applicable 
policy/ collective agreement 



Facilitate two training 
workshops with 
Departmental Heads on 
the appraisal process  



Terms  
1 -4 



Percentage of educators appraised 
for Mid-Year and Annual 
assessments. 



e) Monitors staff appraisal and 
verifies evidence 



Quarterly monitoring of 
informal appraisals and 
verification of annual 
appraisals. 



Terms  
1 - 4 



Number of monitoring reports with 
recommendations on informal 
appraisals. 
Signs annual appraisals of all 
educators after verifying the process  
and instruments used. 
 



f) Conducts classroom observations 
to provide support and 
development of educators 



Five classroom 
observations 
undertaken per month. 



Terms  
1 - 4 



Number of classroom observations 
that have formal/informal reports with 
recommendations. 
 



g) Ensures that departmental 
circulars and other relevant 
information are brought to the 
attention of staff 



 



Departmental 
correspondence and 
Circulars communicated 
with staff at morning 
briefings 



Terms  
1-4 



Updated register with all 
Departmental correspondence and 
circulars with follow-up remarks 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



C
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a) Attends and participates in 
departmental, union and other 
professional activities aimed at 
enhancing his/her professional 
skills 
 



Register participation in 
all professional 
development activities  



Terms 
1-4 



Number professional development 
activities that have enhanced the 
professional skills of the educator. 



 



b) Professional conduct with 
reference to punctuality, 
presentable appearance, respect 
shown to others 
 



Arrive at school 1 hour 
before commencement 
of school day 



Terms  
1 - 4 



Demonstrates professionalism by 
instilling a good example on 
punctuality to staff members by 
arriving early to school daily 
 



5. Managing the 
school as an 
organization 



C
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a) Manages school’s finances in 
terms of applicable legislation 
(SASA) and policy 



Financial statements 
audited annually 
 



Terms  
2-3 



Sschool’s annual audited financial 
statements submitted to the district 
office and auditor’s recommendations 
implemented. 



 



b) Provides the necessary guidance 
to the SGB  i.t.o finances. 



Financial reports 
presented at every SGB 
meeting 



Terms  
1-4 



Number of financial reports presented 
at SGB meetings 



c) Follows protocols in developing 
the school budget 



Present school budget 
for approval at the AGM  



Term  
3 - 4 



School budget is explained and 
approved at the AGM of parents 
 



d) Takes all reasonable steps to 
prevent financial mismanagement 
and corruption 



Prepare monthly 
income and expenditure 
statement 



Terms  
1 - 4 



Number of income and expenditure 
statements of school funds presented 
and discussed at meetings of the 
SGB’s sub-committee for Finance. 



e) Supports school’s fundraising 
efforts 



Fund-raising activities 
are included in the year 
plan 



Terms  
1 -3 



All fund-raising activities in the year 
plan are well structured and 
concluded successfully 
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a) Maintains a log book containing a 
record of important events at the 
schools 



Ensures that all visits by 
departmental officials 
and external 
stakeholders are 
recorded. 



Terms  
1 -4 



Number of visits by departmental 
officials and external stakeholders 
recorded in the school log book with 
date, comments and signature 



 



b) Ensures that systems are in place 
for the management of all 
correspondence 



All incoming and 
outgoing mail recorded 
for control 



Terms  
1-4 



Register of incoming and outgoing 
correspondence with dates, 
comments and signature 
Number of relevant correspondence 
shared with staff members timeously 



c) Ensures that sensitive information 
on learners and teachers are 
properly maintained 



Sensitive information on 
learners and educators 
are stored in the school 
safe 



Terms  
1-4 



Records of sensitive information is 
kept confidential and accessible only 
to the principal only made available to 
appropriate support structures. 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



d) Maintains a filing and storage 
system 



Establish and maintain 
an e-filing system for 
administration 



Terms  
1 - 3 



School records are systematically  
stored in an efficient e-filing system 
with a back-up available 



e) Submits reports to the department 
/ districts in terms of national and 
provincial policies 



 
 
 



Quarterly progress 
reports and learner 
assessment schedules 
submitted to Circuit 
Manager 



 



Terms  
1 - 4 



Number of reports and learner 
assessment schedules acknowledged 
by circuit office and Circuit Manager’s 
feedback/ recommendations on the 
reports/assessment schedules are 
implemented 
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a) Uses existing resources and 
physical infra-structure optimally 



Review policy on the 
use school’s physical 
infrastructure and 
resources 



Terms  
1-2 



SGB approves an amended policy on 
the effective use and maintenance of 
the school’s infra-structure and 
existing resources., 



 



b) Monitors use and safekeeping of 
all movable and immovable assets 
in the school 



Install security system 
at five strategic points   



Terms  
3 -4 



Security system with armed response 
in place after approval by SGB. 



c) Makes regular physical 
infrastructure inspections  



Quarterly inspections of 
school buildings and 
resources undertaken  



Terms  
1 - 3 



Number of inspection reports on 
school buildings and resources 
presented by Maintenance 
Committee to SGB meetings 



d) School buildings, ablutions 
facilities and grounds are properly 
maintained 



Development of school 
gardens and tiling of 
ablution facilities 



Terms  
2-3 



Garden landscape around 
Administrative Block and Grade 12 
classrooms complement to the 
inviting environment of the school.  



6. Managing 
human 
resources 
(staff) in the 
school 
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a) Makes every effort to fill vacant 
posts in terms of departmental 
policy 



Implement post-
provision norms 



Terms  
1-4 



Number of requests via Circuit 
Manager and the District office to fill 
vacant posts to ensure that there is a 
full complement of teachers as per 
PPM 



 



b) Assists staff members with solving 
conditions of service problems 



Addresses matters on 
conditions of service 
with staff at least once 
per quarter 



Terms  
1 - 4 



Number of engagements with staff on 
conditions of service as per PAM and 
Collective Agreements 



c) Ensures that a positive labour 
environment exists at the school 



Motivate teachers on 
Batho-Pele principles 
once per quarter 



Terms  
1 - 4 



Number of staff meetings that 
commence with discussion on one 
Batho-Pele principle. 



d) Deals with grievances of staff in 
terms of the relevant 
ELRC/PSCBC resolutions 



Grievances of 
educators resolved 
within 3 days  



Terms  
1 - 4 



Register of grievances lodged by 
educators with remarks on the 
outcome of each  



e) Ensures that prescribed 
procedures are followed with 
regard to any disciplinary action 



Attend a course with 
SMT on disciplinary 
procedures 



Term 2 Completion knowledge and 
understanding of the procedures for 
instituting disciplinary action 
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PERFORMANCE 
STANDARD 



KEY ACTIVITIES TARGETS TIME- 
FRAME 



PERFORMANCE INDICATORS CONTEXTUAL 
FACTORS 



7. Management 
and advocacy 
of extra-mural 
activities 



 
(Choose 4 
descriptors) 
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a) Ensures that the school offers 
extra-mural activities to its 
learners 



After school programme 
for learners for 2 days 
per week 



Terms  
1-3 



Register of structured after-school in 
soccer, netball and cricket are 
attended by selected learner as per 
activity scheduled   



 



b) Encourages and supports learners 
to take part in extra-mural 
activities 



Enlist support of 2 
coaches to improve 
skills once per week 



Terms  
1-3 



Sports coaches with the approval of 
SGB motivate and improve the skills 
learners in extra-mural activities 



c) Ensures educator participation in 
extra-mural activities 



Develop a roster for 
educator participation in 
extra-mural activities 



Terms  
1-3 



Percentage of educator attendance in 
extra-mural educators in terms of the 
roster.  



d) Oversees organisation of extra-
mural activities 



At least two codes of 
sport offered on a 
rotation basis in each 
quarter 



Terms  
1-3 



Different sports codes organised for 
each quarter increases learner 
participation in inter-school activities 



e) Involves community with extra-
mural activities, where applicable 



Monitor parent 
participation in sports 
schedule 



Terms  
1-3 



Percentage of parents in the 
schedule that assist in sports and co-
curricular activities. 



 
AGREED (Signatures): 
 



Principal 
 
 



Date  
Circuit 
Manager 



 Date 
 
 
 



 
 
 



















QMS WORK-PLAN (PL 4: Principal): Year …………….                                            Annexure D 1                                                                        


			NAME


			


			SCHOOL


			





			PERIOD


			


			DESIGNATION


			Principal














			PERFORMANCE STANDARD


			KEY ACTIVITIES


			TARGETS


			TIME- FRAME


			PERFORMANCE INDICATORS


			CONTEXTUAL FACTORS





			1. Leading the learning school


			Criterion 2:  Support for the learning school


			Choose an item.			[bookmark: _GoBack]


			Choose an item.			


			





			2. Shaping the direction and development of the school


			Criterion 1: Planning


			Choose an item.			


			Choose an item.			


			





			


			Criterion 2: School Governing Body and the broader school community


			Choose an item.			


			Choose an item.			


			





			3. Managing quality and securing accountability


			Criterion 1: Securing accountability


			Choose an item.			


			Choose an item.			


			





			


			Criterion 2:  Managing the quality of teaching and learning


			Choose an item.			


			Choose an item.			


			





			4. Developing and empowering self and others


			Criterion 1:  Staff


			Choose an item.			


			Choose an item.			


			





			


			Criterion 2: Self


			Choose an item.			


			Choose an item.			


			





			5. Managing the school as an organization


			Criterion 1:  Financial Management


			Choose an item.			


			Choose an item.			


			





			


			Criterion 2: General institutional management and administration


			Choose an item.			


			Choose an item.			


			





			


			Criterion 3: Management of infrastructure


			Choose an item.			


			Choose an item.			


			





			6. Managing human resources (staff) in the school


			Criterion 1: Managing human resources (educators and support staff) in the school


			Choose an item.			


			Choose an item.			


			





			7. Management and advocacy of extra-mural activities





			Criterion 1: Management and advocacy of extra-mural activities


			Choose an item.			


			Choose an item.			


			














			PERFORMANCE STANDARD 7


			Management and advocacy of extra-mural activities





			Select 4 descriptors for mid-year and annual appraisal


			Yes/No





			a)    Ensures that the school offers extra-mural activities to its learners


			Choose an item.


			b)    Encourages and supports learners to take part in extra-mural activities


			Choose an item.


			c)    Ensures educator participation in extra-mural activities


			Choose an item.


			d)    Oversees organisation of extra-mural activities


			Choose an item.


			e)    Involves community with extra-mural activities, where applicable


			Choose an item.











AGREED (Signatures):	





			Principal


			





			Date


			


			Circuit Manager


			


			Date
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			QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 2


			DEPARTMENTAL HEAD





			1			Introduction


			1.1			The appraisal of Departmental Heads (Post Level 2) must be conducted twice during    the year, using the approved instrument provided in this section.


			1.2			1.2 The two appraisals are conducted as follows:
○ Mid-Year, and
○ Annual 


			2			QMS Workplan and instrument


			2.1			The QMS work plan (Annexure B 1) and QMS instrument (Annexure B 2) must be   completed for each Departmental Head.


			2.2			The QMS work plan and instrument should also be used for purposes of self- appraisal, the mid-year appraisal and annual appraisal. 


			2.3			All Departmental Heads are required to complete a work plan at the beginning of each evaluation cycle.


			2.4			A Departmental Head is evaluated on 6 Performance Standards;


			2.5			The Performance Standards in the instrument form the core elements of the job description for Departmental Head.


			2.6			The criteria form the key deliverables for each Performance Standard.


			2.7			The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.


			2.8			A rating that is less than the desired outcome will be influenced by the following factors:


						○ There is no or insufficient evidence of a particular desired activity


						○ The desired activity is infrequent


						○ The desired activity is frequent but of poorer quality than desired;


						○ The desired activity is infrequent and of poor quality; and


						○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude


			3			PERFORMANCE STANDARDS


			Table 1 below shows the 6 Performance Standards, the criteria and the desired outcome for PL 2 educators.


			TABLE 2: PERFORMANCE STANDARDS, CRITERIA AND DESIRED OUTCOMES FOR PL 2 EDUCATORS (HODs)


			No.			Performance Standard			Criteria						The desired outcome


			1			Creation of a positive learning environment			Learning and teaching environment						The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.


									Classroom Management						Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.


			2			Curriculum knowledge, lesson planning and presentation			Knowledge of subject						Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.


									Planning and presentation						Effective use of planning instruments leads towards a higher form of learning/ understanding. 


									Management of work schedule						Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.


									Record keeping						Records are meticulously maintained and analyzed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement


			3			Learner assessment and achievement			Feedback to learners						Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 


									Knowledge and application of forms of assessment						Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.


									Learner Progress and achievement						Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 


			4			Professional development			Participation in 
Continuous professional development						Participates fully and takes a leading role in initiating and delivering professional development activities.


									Educator professionalism						Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 


			5			Extra-mural and co-curricular participation			Participation in extra-mural and co-curricular activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.



			6			Management of curriculum 			Providing leadership, mentoring, support and development						Regular classroom visits provide clear, valuable, guidance, support and constructive feedback to educators.


									Administration of resources and records						Efficient utilization and updating of resources, furniture and equipment are in good condition and well-maintained. Policy for furniture and equipment is implemented. Register for assets are well maintained.


									Decision-making and accountability						Consults, accepts total responsibility for all decisions even if they are proved to be wrong. Decisions are often proactive rather than reactive.  Arrives at decisions creatively.


									Policy development and implementation						Policies are developed through wide consultation and according to the needs of the school. Implementation of both internal and external school policies is consistent and supports teaching and learning. Full compliance with policies at all levels


			4. Rating Scale, Descriptor, scores and percentages:


			4.1 Post Level 2 Educators


			      •A 4 point rating scale is used when completing the instrument.


			RATING			DESCRIPTOR												DEPUTY						     PERCENTAGE


			1			Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0 – 113						0% - 49%


			2			Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												114 – 159						50% - 69%


			3			Good: Performance meets expectations, but some areas are still in need of development and support												160 – 193						70% - 84%


			4			Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.												194 – 228						85% - 100%








Appraisal Instrument 


															Annexure B 2


			QUALITY MANAGEMENT SYSTEM (QMS)
DEPARTMENTAL HEAD : POST LEVEL 2


			Section A: EDUCATOR AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname									First names 


			Designation									Persal number


			Highest Qualification									Specialization in subject domain


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname									First names 


			Designation									Persal number





			3. SCHOOL





			Name of school									Province


			Circuit/district									Principal’s name


			Telephone									Cell No





			4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)





			Teaching and assessment responsibilities						Extra-mural activities			Management and Administrative duties			Other: (Please specify)








			SECTION B: APPRAISAL


			Educator to be rated by selecting or entering a value between 1-4  for each descriptor


			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT





			Criterion 1: Learning and teaching environment									Mid-Year			Annual


			a.			Seating arrangement promotes effective teaching and learning


			b.			Classroom is tidy and clean


			c. 			Teaching and learning support material (eg. charts) are displayed and used in the classroom.


			Sub-total												0





			Criterion 2: Classroom Management									Mid-Year			Annual


			a.			Is punctual and organized in class


			b.			Ensures that learners are punctual and settle down quickly


			c. 			Communication between educator and learners reflects mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 2: CURRICULUM, KNOWLEDGE, LESSON PLANNING AND PRESENTATION





			Criterion 1: Knowledge of subject									Mid-Year			Annual


			a.			Has adequate subject knowledge and uses it effectively 


			b.			Sets appropriate tasks for learners at the level of the grade


			c. 			Uses a variety of examples, LTSM and other teaching resources to facilitate learning


			Sub-total												0





			Criterion 2: Planning and presentation									Mid-Year			Annual


			a.			Lesson is logical, coherent and meaningful to learners


			b.			Lesson is built on past knowledge and experience of learners


			c. 			Time is well-managed during lesson presentation


			d..			Encourages interactive learning including class discussions, learner questions and demonstrations


			e.			Responds appropriately to learner questioned and inputs


			Sub-total												0





			Criterion 3: Management of work schedule									Mid-Year			Annual


			a.			Pace of the work is in line with time frames stipulated in the work schedule


			b.			Number of tasks and activities are in line with NCS/CAPS


			Sub-total												0





			Criterion 4: Record keeping									Mid-Year			Annual


			a.			File/files neatly kept, organized and updated regularly


			b.			Records of learner assessments are neatly kept, organized and updated regularly


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT





			Criterion 1: feedback to learners									Mid-Year			Annual


			a.			Assessment tasks are marked and returned to learners timeously


			b.			Feedback is meaningful and regular


			c. 			Feedback is incorporated in future lesson planning


			Sub-total												0





			Criterion 2: Knowledge and application of forms of assessment									Mid-Year			Annual


			a.			Uses different forms of assessment in line with CAPS to test learner performance


			b.			Intervention strategies accommodates learners with various learning abilities


			Sub-total												0





			Criterion 3: Learner progress and achievement									Mid-Year			Annual


			a.			Learner results of various forms of assessment show that they are attaining the set outcomes


			b.			Remedial/Enrichment work supports learner progress


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT





			Criterion 1: Participation in continuous professional development									Mid-Year			Annual


			a.			Engage in on-going self reflection and has set clear targets for development


			b.			Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills


			c. 			Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues


			Sub-total												0





			Criterion 2: Educator professionalism									Mid-Year			Annual


			a.			Comes to school regularly and on time


			b.			Is always neatly dressed and presentable


			c. 			Conducts lessons as expected in line with the school time-table


			d.			Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc


			e.			Contributes positively towards school development and advancement


			f.			Maintains good relations with stakeholders


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION





			Criterion 1: Participation in extra-mural and co-curricular activities									Mid-Year			Annual


			a.			Keeps updated inventory/ register equipment under his/her care


			b.			Manages and takes good care of equipment and facilities


			c. 			Is involved in extra-mural and co-curricular activities


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 6: MANAGEMENT OF THE CURRICULUM





			Criterion 1: Providing leadership, mentoring, support and development									Mid-Year			Annual


			a.			Conducts regular classroom visits to provide support and development to educators


			b.			Monitors class attendance by educators and learners


			c. 			Controls educators' work (checks preparations, quality of tests, marking of tasks, etc)


			d.			Moderate learners tasks by checking books regularly


			e.			Assesses performance of educators regularly and provides feedback, mentoring and support


			f.			Manages underperformance


			g.			Organizes workshops and training sessions for educators


			Sub-total												0





			Criterion 2: Administration of resources and records									Mid-Year			Annual


			a.			Equipment and furniture are kept in good condition and is working ( e.g. computers, photocopiers, projectors, tables, chairs, etc)


			b.			Infrastructure is well maintained ( clean wall, doors, door handles, window panes, playing grounds etc.)


			c. 			Budgets and records of expenditure are kept


			d.			Keeps updated inventory/register of equipment in his/her care


			e.			A filing system of all essential records is kept and updated regularly


			Sub-total												0





			Criterion 3: Decision-making and accountability									Mid-Year			Annual


			a.			Displays good planning, monitoring and evaluation skills


			b.			Takes full responsibility for decision taken, is honest and decisive


			c. 			Consults stakeholders and communicates effectively with them.


			d.			Manages conflict


			e.			Takes firm action against abuse and other forms of irresponsible and unprofessional conduct


			Sub-total												0





			Criterion 4: Policy Development and implementation									Mid-Year			Annual


			a.			Key policies are in place and implemented effectively


			b.			New policies are developed, implemented and reviewed


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			5. Overall Remarks: 


			5.1 Educator's comment on the appraisal


			Mid-Year


			Annual


			5.2 Appraiser's comment on the appraisal


			Mid-Year


			Annual


			5.3 Resource person's appraisal (optional)


			Mid-Year


			Annual


			5.4 Principal's comments


			Mid-Year


			Annual


			6. Recommendations


			Mid-Year


			Annual





			7. Signatures


			Mid-Year			Name of Appraisee - Educator/Departmental Head 


						Signature and Date: 


						Name of Appraiser - Supervisor/Principal /Deputy Principal


						Signature and Date: 


						Name of Resource Person (optional)


						Signature and Date: 


						Principal 


						Signature & Date:





			Annual			Name of Appraisee - Educator/Departmental Head 


						Signature and Date: 


						Name of Appraiser - Supervisor/Principal /Deputy Principal


						Signature and Date: 


						Name of Resource Person (optional)


						Signature and Date: 


						Principal 


						Signature & Date:





									SCHOOL STAMP
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Quality Management System (QMS) for School-Based Educators 
	






Composite Score Sheet


															Annexure B 3


			QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD


			(To be submitted to the District Office by the end of the 4th Quarter)


			Date


			Surname						0			First Name			0


			Persal Number						0


			School						0





			No. 			Performance Standard						Maximum Score			Educator Score


			1			Creation of a positive learning and teaching environment						28			0


			2			Curriculum, knowledge, lesson planning and presentation						48			0


			3			Learner assessment and achievement						28			0


			4			Professional development						36			0


			5			Extra-mural and co-curricular participation						12			0


			6			Management of the curriculum						76			0


			Total									228			0


			PERCENTAGE (Educator Score ÷ 228) x 100  =												0%





			Comments (Strengths and areas for development):





			Select a statement


			Signatures:


			Name of Appraisee - Educator/ Departmental Head 


			Signature  & Date :


			Name of Appraiser - Supervisor/Principal /Deputy Principal


			Signature  & Date :


			Name of Resource Person (Optional):


			Signature  & Date


			Validated by


			Principal 


			Signature & Date:





									SCHOOL STAMP
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			QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 3


			DEPUTY PRINCIPALS





			1			Introduction


			1.1			The performance appraisal of a deputy principal must be conducted twice during the year, using the approved instrument provided in this section.


			1.2			Deputy Principals have a choice in selecting the number of descriptors within the 7    performance standards in the appraisal instrument.


			2			QMS WORK PLAN AND INSTRUMENT


			2.1			Deputy Principals (PL 3) are required to complete a work plan (Annexure C 1) at the beginning of each evaluation cycle.


			2.2			The QMS instrument (Annexure C2) should be used for the appraisal of Deputy Principals.


			2.3			The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 


			2.4			The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.


			2.5			The criteria form the key deliverables for each of the 7 Performance Standards.


			2.6			The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.


			2.7			A rating that is less than the desired outcome will be influenced by the following factors:


						○There is no or insufficient evidence of a particular desired activity;


						○The desired activity is infrequent;


						○The desired activity is frequent but of poorer quality than desired;


						○The desired activity is infrequent and of poor quality, and


						○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude


			3			APPRAISAL OF DEPUTY PRINCIPALS


			3.1			During the signing of a work plan, the Deputy Principal must also select and agree with the supervisor (principal) on the descriptors in the QMS instrument (Annexure C 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 


			3.2			The following descriptors are compulsory:
   •All 35 descriptors in Performance Standards 1, 3 and 4.


			3.3			In addition, a total of 24 descriptors from Performance Standards 2, 5, 6 and 7 should be selected as follows:


			Performance Standard						Number of items/descriptors to be agreed upon for appraisal


			1						All descriptors are compulsory


			2						10 descriptors 


			3						All descriptors are compulsory


			4						All descriptors are compulsory


			5						10 descriptors 


			6						2 descriptors 


			7						2 descriptors 


			3.4			The Deputy Principal should be appraised on a total of 59 descriptors (35 compulsory descriptors and 24 selected descriptors) in the 7 Performance Standards.





			4			PERFORMANCE STANDARDS





			Table 3 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 3 educators.


			TABLE 3: PERFORMANCE STANDARDS AND CRITERIA FOR PL 3 EDUCATORS (Deputy Principals)


						Performance Standard			Criteria						The desired outcome


			1			Leading the learning school			(1)    Classroom teaching						Effective use is made of all resources to ensure that learners are motivated to perform optimally. 


									(2)    Support for the learning school						The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 


			2			Shaping the direction and development of the school			1) Planning						Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 


									2) School governing body and the broader school community						SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 


			3			Managing quality and securing accountability			1) Securing accountability						The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 


									2) Managing the quality of teaching and learning						Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 


			4			Developing and empowering self and others			1) Staff						Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 


									2) Self						Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 


			5			Managing the school as an organisation			1) Financial management 						School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 


									2) General institutional management and administration 						Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 


									3) Management of infrastructure						School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 


			6			Managing human resources (staff) in the school			(1) Managing human resources in the school						Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 


			7			Management and advocacy of extra-mural activities 			(1) Management of extra-mural activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.


			4			Rating Scale, Descriptor, scores and percentages:


			4.1			Post Level 3 Educators


						•A 4 point rating scale is used when completing the instrument.





			RATING						DESCRIPTOR												DEPUTY PRINCIPAL SCORE						     PERCENTAGE


									Maximum score												236						%


			1						Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0 - 117						0% - 49%


			2						Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												118 – 164						50% - 69%


			3						Good: Performance meets expectations, but some areas are still in need of development and support												165 – 199						70% - 84%


			4						Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.												200 - 236						85% - 100%








Appraisal Instrum. DPrincipal


																		Annexure C2


			QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
DEPUTY PRINCIPAL: POST LEVEL 3


			Section A: EDUCATOR AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname												First names 


			Designation												Persal number


			Highest Qualification												Specialization in subject domain


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname												First names 


			Designation												Persal number





			3. SCHOOL





			Name of school												Province


			Circuit/district												Principal’s name


			Telephone												Cell No





			4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)





			Teaching and assessment responsibilities									Extra-mural activities			Management and Administrative duties			Other: (Please specify)








			1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL





			NB: Appraisal to be conducted on all descriptors in Performance Standard 1





			Criterion 1: Classroom teaching															Mid-Year 			Annual


						a.			Learning and teaching environment


						b.			Classroom Management


						c.			Knowledge of subject


						d.			Planning and presentation


						e.			Management of work schedule


						f.			Record keeping


						g.			Feedback to learners


						h.			Knowledge and application of forms of assessment


						i.			Learner progress and achievement


			Sub-Total																		0





			Criterion 2: Support for the learning school															Mid-Year 			Annual 


						a.			Enlists the support of parents and community members as partners in learning


						b.			Communicates (provides feedback) with all stakeholders on the academic performance of the school


						c.			Motivates learners to achieve academically 


						d.			Ensures that there are functional curriculum structures in the school.


						e.			Promotes ICT learning


						f.			 Manages conflict in order to maintain a healthy teaching and learning environment


			Sub-Total																		0


			Total for Performance Standard 1																		0


			Comments:


			Mid-year


			Annual





			2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL





			NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2





			Criterion 1: Planning															Mid-Year 			Annual 


			Select 10 descriptors in Performance Standard 2


						a.			School has developed vision and mission statements which are relevant (to the school community) and achievable.


						b.			Implementation of school improvement plan (SIP)


						c.			Ensures that school has a safe and secure environment


						d.			Implements transparent decision making structures – accepts responsibility for decisions taken


						e.			Ensures that planning is based on data collected on a range of school activities


						f.			Planning is done on time


						g.			School analyses results of various forms of assessment and sets clear targets for improvement


			Sub-Total																		0





			Criterion 2: School Governing Body and the broader school community															Mid-Year 			Annual 


						a.			Ensures that the school has a functioning SGB


						b.			Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)


						c.			Informs the SGB about policy and legislation


						d.			The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies


						e.			Networks with the community and builds partnerships to support the development of the school


						f.			Liaises with relevant government departments (e.g. Dept of Health) as required


			Sub-Total																		0


			Total for Performance Standard 2																		0


			Comments:


			Mid-year


			Annual





			3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY





			NB: Appraisal to be conducted on all descriptors in Performance Standard 3





			Criterion 1: Securing accountability															Mid-Year 			Annual 


						a.			Ensures safekeeping of all movable and immovable assets


						b.			Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)


						c.			Ensures that LTSMs are used effectively


						d.			A textbook retrieval system is in place and is properly implemented


						e.			Leads and monitors the work of the School Management Team


						f.			Addresses unprofessional and  improper  conduct of educators and learners


			Sub-Total																		0





			Criterion 2:  Managing the quality of teaching and learning															Mid-Year 			Annual 


						a.			Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)


						b.			Monitors marking and moderation of learner assessments


						c.			Ensures that efficient systems are in place for examinations / assessments


						d.			Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 


						e.			Promotes (provides leadership) and monitors school learner intervention strategies


			Sub-Total																		0


			Total for Performance Standard 3																		0


			Comments:


			Mid-year


			Annual





			4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS





			NB: Appraisal to be conducted on all descriptors in Performance Standard 4





			Criterion 1: Staff															Mid-Year 			Annual 


						a.			Staff training programmes planned and implemented


						b.			Provides leadership and oversees mentoring, coaching and general support to staff


						c.			Manages underperformance


						d.			Promotes teacher appraisal practices in terms of applicable policy/ collective agreement


						e.			Monitors staff appraisal and verifies evidence


						f.			Conducts classroom observations to provide support and development of educators


						g.			Ensures that departmental circulars and other relevant information are brought to the attention of staff


			Sub-Total																		0





			Criterion 2: Self															Mid-Year 			Annual 


						a.			Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills


						b.			Professional conduct with reference to punctuality, presentable appearance, respect shown to others


			Sub-Total																		0


			Total for Performance Standard 4																		0


			Comments:


			Mid-year


			Annual





			5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION





			NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 





			Criterion 1: Financial Management															Mid-Year 			Annual 


			Select 10 descriptors in Performance Standard 5 


						a.			Manages school’s finances in terms of applicable legislation (SASA) and policy


						b.			Provides the necessary guidance to the SGB  i.t.o finances


						c.			Follows protocols in developing the school budget


						d.			Takes all reasonable steps to prevent financial mismanagement and corruption


						e.			Supports school’s fundraising efforts


			Sub-Total																		0





			Criterion 2: General institutional management and administration															Mid-Year 			Annual 


						a.			Maintains a log book containing a record of important events at the schools


						b.			Ensures that systems are in place for the management of all correspondence


						c.			Ensures that sensitive information on learners and teachers are properly maintained


						d.			Maintains a filing and storage system


						e.			Submits reports to the department / districts in terms of national and provincial policies


			Sub-Total																		0





			Criterion 3: Management of infrastructure															Mid-Year 			Annual 


						a.			Uses existing resources and physical infra-structure optimally


						b.			Monitors use and safekeeping of all movable and immovable assets in the school


						c.			Makes regular physical infrastructure inspections 


						d.			School buildings, ablutions facilities and grounds are properly maintained


			Sub-Total																		0


			Total for Performance Standard 5																		0


			Comments:


			Mid-year


			Annual





			6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL





			NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 





			Criterion 1:  Managing human resources (educators and support staff) in the school															Mid-Year 			Annual 


			Select 2 descriptors in Criterion 1 


						a.			Makes every effort to fill vacant posts in terms of departmental policy


						b.			Assists staff members with solving conditions of service problems


						c.			Ensures that a positive labour environment exists at the school


						d.			Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions


						e.			Ensures that prescribed procedures are followed with regard to any disciplinary action


			Sub-Total																		0


			Total for Performance Standard 6																		0


			Comments:


			Mid-year


			Annual





			7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES





			NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 





			Criterion 1: Management and advocacy of extra-mural activities															Mid-Year 			Annual 


			Select 2 descriptors in Criterion 1 


						a.			Ensures that the school offers extra-mural activities to its learners


						b.			Encourages and supports learners to take part in extra-mural activities


						c.			Ensures educator participation in extra-mural activities


						d.			Oversees organisation of extra-mural activities


						e.			Involves community with extra-mural activities, where applicable


			Sub-Total																		0


			Total for Performance Standard 7																		0


			Comments:


			Mid-year


			Annual


						Overall Remarks:


			6. Overall Remarks


			6.1 Deputy Principal’s comments on the appraisal 


			Mid-year


			Annual


			6.2 Resource persons’ comments on the appraisal (Optional)


			Mid-year


			Annual


			6.3 Principal’s comments


			Mid-year


			Annual


			7. Recommendations (Principal)			Recommendations (Circuit Manager):


			Mid-year


			Annual





			Signatures


			Mid-year						Name of Appraisee - Deputy Principal:


									Signature & Date:


									Name of Resource Person (Optional):


									Signature & Date:


									Name of Appraiser - Principal:


									Signature & Date:





			Annual						Name of Appraisee - Deputy Principal:


									Signature & Date:


									Name of Resource Person (Optional):


									Signature & Date:


									Name of Appraiser - Principal:


									Signature & Date:





												SCHOOL STAMP
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Composite Score Sheet


															Annexure C 3


			
QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 3
Deputy Principal



			(To be submitted to the District Office by the end of the 4th quarter)


			Date


			Surname						0			First Name			0


			Persal Number						0


			School						0





			NO. 			PERFORMANCE STANDARD						SCORES


												MAX SCORE			FINAL SCORE


			1			Leading the learning school						60			0


			2			Shaping the direction and development of the school						40			0


			3			Managing quality and securing accountability						44			0


			4			Developing and empowering self and others						36			0


			5			Managing the school as an organisation						40			0


			6			Managing human resources (staff) in the school						8			0


			7			Management and advocacy of  extra-mural activities						8			0									 


						TOTAL						236			0


						ANNUAL  SCORE (Final Score: Total ÷ 236 x 100)									0%





			Comments (Strengths and areas for development):





			Select a statement


			Signatures:


			Name of Appraisee - Deputy Principal:


			Signature & Date:


			Name of Resource Person (Optional):


			Signature & Date: (Optional)


			Name of Appraiser - Principal:


			Signature & Date:


			Validated by


			District Director


			Signature & Date:





									SCHOOL/DISTRICT  STAMP
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			QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 4


			PRINCIPALS





			1			INTRODUCTION 


			1.1			The performance appraisal of a principal must be conducted twice during the year, using the approved instrument provided in this section.


			1.2			Different weighting scales are applicable to the final appraisal scores of Principals who teach   30% or more of the scheduled teaching time and those who teach less than 30% of the   scheduled teaching time.


			2			QMS WORK PLAN AND INSTRUMENT


			2.1			Principals (PL 4) are required to complete a work plan (Annexure D1) at the beginning of each evaluation cycle.


			2.2			The QMS instrument (Annexure D2) should be used for the appraisal of principals.


			2.3			The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 


			2.4			The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.


			2.5			The criteria form the key deliverables for each of the 7 Performance Standards.


			2.6			The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.


			2.7			A rating that is less than the desired outcome will be influenced by the following factors:


			�			There is no or insufficient evidence of a particular desired activity;


			�			The desired activity is infrequent;


			�			The desired activity is frequent but of poorer quality than desired;


			�			The desired activity is infrequent and of poor quality, and


			�			The desired activity may be frequent and of reasonable quality but is impacted by  a negative attitude


			3			APPRAISAL OF PRINCIPALS





			3.1			During the signing of a work plan, the Principal and the his/her supervisor (Circuit Manager) must also discuss the appraisal instrument (Annexure D 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 


			3.2			Principals have a choice in selecting 4 out of 5 descriptors in Performance Standard 7.





			3.3			All other descriptors in Performance Standards 1 – 6 are compulsory.





			3.4			Two different weighting scales are applicable to the final appraisal scores of   Principals who teach 30% or more of the scheduled teaching time and those who teach less than 30% of the scheduled teaching time.


						The scale is applied as follows:





						Principal (P 1A)			Principals who teach 30% or more of the scheduled teaching time.
Principals who teach less than 30% of the scheduled teaching time.


						Principal (P 1B)			Principals who teach less than 30% of the scheduled teaching time.





						   The weighting of the scores allocated for the above 2 categories of principals are as follows:





									Classroom Teaching (Performance Standard 1)									Management and Leadership
(Performance Standards 2 – 7)


						Principal (P 1A)			40%									60%


						Principal (P 1B)			20%									80%


			3.5 			An example of establishing 30% of scheduled teaching time is shown in the table below:





						Weekly teaching (instructional) time allocation as per school time-table									30% of teaching time


						27,5 hours									8.25 hours


						25 hours									7,5 hours





			4			PERFORMANCE STANDARDS


			Table 4 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 4 educators (Principals):


			TABLE 4: PERFORMANCE STANDARDS AND CRITERIA FOR PRINCIPALS   


						Performance Standard			Criteria						The desired outcome


			1			Leading the learning school			(1)    Classroom teaching						Effective use is made of all resources to ensure that learners are motivated to perform optimally. 


									(2)    Support for the learning school						The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 


			2			Shaping the direction and development of the school			1) Planning						Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 


									2) School governing body and the broader school community						SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 


			3			Managing quality and securing accountability			1) Securing accountability						The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 


									2) Managing the quality of teaching and learning						Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 


			4			Developing and empowering self and others			1) Staff						Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 


									2) Self						Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 


			5			Managing the school as an organisation			1) Financial management 						School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 


									2) General institutional management and administration 						Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 


									3) Management of infrastructure						School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 


			6			Managing human resources (staff) in the school			(1) Managing human resources in the school						Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 


			7			Management and advocacy of extra-mural activities 			(1) Management of extra-mural activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.





			4			Rating Scale, Descriptor, scores and percentages:


			4.1			Post Level 4 Educators (Principals)


						• A 4-point rating scale is used when completing the instrument.





						RATING			DESCRIPTOR									DEPUTY PRINCIPAL SCORE									     PERCENTAGE


						1			Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support									0 - 141									0% - 49%


						2			Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required									142 - 198									50% - 69%


						3			Good: Performance meets expectations, but some areas are still in need of development and support									199 - 240									70% - 84%


						4			Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.									241 - 284									85% - 100%


			Maximum score: 284








Appraisal Instrum. Principal


																					Annexure D2


			QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
PRINCIPAL: POST LEVEL 4





			Section A: EDUCATOR AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname												First names 


			Designation												Persal number


			Highest Qualification												Specialization in subject domain


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname												First names 


			Designation												Persal number





			3. SCHOOL





			Name of school												Province


			Circuit/district												Principal’s name


			Telephone												Cell No





			4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)





			Teaching and assessment responsibilities									Extra-mural activities			Management and Administrative duties			Other: (Please specify)








			1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL





			NB:  Performance Standard 1 constitutes:
                 • 40% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
                 • 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.
                 • Appraisal to be based on all descriptors.





			Criterion 1: Classroom teaching															Mid-Year 			Annual


						a.			Learning and teaching environment


						b.			Classroom Management


						c.			Knowledge of subject


						d.			Planning and presentation


						e.			Management of work schedule


						f.			Record keeping


						g.			Feedback to learners


						h.			Knowledge and application of forms of assessment


						i.			Learner progress and achievement


			Sub-Total																		0





			Criterion 2: Support for the learning school															Mid-Year 			Annual 


						a.			Enlists the support of parents and community members as partners in learning


						b.			Communicates (provides feedback) with all stakeholders on the academic performance of the school


						c.			Motivates learners to achieve academically 


						d.			Ensures that there are functional curriculum structures in the school.


						e.			Promotes ICT learning


						f.			 Manages conflict in order to maintain a healthy teaching and learning environment


			Sub-Total																		0


			Total for Performance Standard 1																		0


			Comments:


			Mid-year


			Annual





			2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL





			NB: Performance Standards 2 - 7 constitute:
            • 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
            • 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.





			NB: Appraisal to be based on all descriptors.





			Criterion 1: Planning															Mid-Year 			Annual 


						a.			School has developed vision and mission statements which are relevant (to the school community) and achievable.


						b.			Implementation of school improvement plan (SIP)


						c.			Ensures that school has a safe and secure environment


						d.			Implements transparent decision making structures – accepts responsibility for decisions taken


						e.			Ensures that planning is based on data collected on a range of school activities


						f.			Planning is done on time


						g.			School analyses results of various forms of assessment and sets clear targets for improvement


			Sub-Total																		0





			Criterion 2: School Governing Body and the broader school community															Mid-Year 			Annual 


						a.			Ensures that the school has a functioning SGB


						b.			Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)


						c.			Informs the SGB about policy and legislation


						d.			The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies


						e.			Networks with the community and builds partnerships to support the development of the school


						f.			Liaises with relevant government departments (e.g. Dept of Health) as required


			Sub-Total																		0


			Total for Performance Standard 2																		0


			Comments:


			Mid-year


			Annual





			3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY





			NB: Appraisal to be based on all descriptors.





			Criterion 1: Securing accountability															Mid-Year 			Annual 


						a.			Ensures safekeeping of all movable and immovable assets


						b.			Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)


						c.			Ensures that LTSMs are used effectively


						d.			A textbook retrieval system is in place and is properly implemented


						e.			Leads and monitors the work of the School Management Team


						f.			Addresses unprofessional and  improper  conduct of educators and learners


			Sub-Total																		0





			Criterion 2:  Managing the quality of teaching and learning															Mid-Year 			Annual 


						a.			Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)


						b.			Monitors marking and moderation of learner assessments


						c.			Ensures that efficient systems are in place for examinations / assessments


						d.			Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 


						e.			Promotes (provides leadership) and monitors school learner intervention strategies


			Sub-Total																		0


			Total for Performance Standard 3																		0


			Comments:


			Mid-year


			Annual





			4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS





			NB: Appraisal to be based on all descriptors.





			Criterion 1: Staff															Mid-Year 			Annual 


						a.			Staff training programmes planned and implemented


						b.			Provides leadership and oversees mentoring, coaching and general support to staff


						c.			Manages underperformance


						d.			Promotes teacher appraisal practices in terms of applicable policy/ collective agreement


						e.			Monitors staff appraisal and verifies evidence


						f.			Conducts classroom observations to provide support and development of educators


						g.			Ensures that departmental circulars and other relevant information are brought to the attention of staff


			Sub-Total																		0





			Criterion 2: Self															Mid-Year 			Annual 


						a.			Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills


						b.			Professional conduct with reference to punctuality, presentable appearance, respect shown to others


			Sub-Total																		0


			Total for Performance Standard 4																		0


			Comments:


			Mid-year


			Annual





			5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION





			NB: Appraisal to be based on all descriptors.





			Criterion 1: Financial Management															Mid-Year 			Annual 


						a.			Manages school’s finances in terms of applicable legislation (SASA) and policy


						b.			Provides the necessary guidance to the SGB  i.e. finances


						c.			Follows protocols in developing the school budget


						d.			Takes all reasonable steps to prevent financial mismanagement and corruption


						e.			Supports school’s fundraising efforts


			Sub-Total																		0





			Criterion 2: General institutional management and administration															Mid-Year 			Annual 


						a.			Maintains a log book containing a record of important events at the schools


						b.			Ensures that systems are in place for the management of all correspondence


						c.			Ensures that sensitive information on learners and teachers are properly maintained


						d.			Maintains a filing and storage system


						e.			Submits reports to the department / districts in terms of national and provincial policies


			Sub-Total																		0





			Criterion 3: Management of infrastructure															Mid-Year 			Annual 


						a.			Uses existing resources and physical infra-structure optimally


						b.			Monitors use and safekeeping of all movable and immovable assets in the school


						c.			Makes regular physical infrastructure inspections 


						d.			School buildings, ablutions facilities and grounds are properly maintained


			Sub-Total																		0


			Total for Performance Standard 5																		0


			Comments:


			Mid-year


			Annual





			6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL





			NB:Appraisal to be based on all descriptors.





			Criterion 1:  Managing human resources (educators and support staff) in the school															Mid-Year 			Annual 


						a.			Makes every effort to fill vacant posts in terms of departmental policy


						b.			Assists staff members with solving conditions of service problems


						c.			Ensures that a positive labour environment exists at the school


						d.			Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions


						e.			Ensures that prescribed procedures are followed with regard to any disciplinary action


			Sub-Total																		0


			Total for Performance Standard 6																		0


			Comments:


			Mid-year


			Annual





			7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES





			NB:4 out of 5 descriptors to be selected for appraisal





			Criterion 2: Management and advocacy of extra-mural activities															Mid-Year 			Annual 


			Select 4 descriptors in Criterion 


						a.			Ensures that the school offers extra-mural activities to its learners


						b.			Encourages and supports learners to take part in extra-mural activities


						c.			Ensures educator participation in extra-mural activities


						d.			Oversees organisation of extra-mural activities


						e.			Involves community with extra-mural activities, where applicable


			Sub-Total																		0


			Total for Performance Standard 7																		0


			Comments:


			Mid-year


			Annual


						Overall Remarks:


			5.	Overall Remarks


			5.1 Appraisee's (Principal's) comments on the appraisal


			Mid-year


			Annual


			5.2 Resource persons’ comments on the appraisal (Optional)


			Mid-year


			Annual


			5.3 Appraiser’s (Circuit Manager) comments


			Mid-year


			Annual


			6. Recommendations (Circuit Manager)			Recommendations (Circuit Manager):


			Mid-year


			Annual





			7. Signatures:


			Mid-year			Name of Appraisee - Principal:


						Signature & Date:


						Name of Resource Person (Optional):


						Signature & Date:


						Name of Appraiser - Circuit Manager:


						Signature & Date:





			Annual			Name of Appraisee - Principal:


						Signature & Date:


						Name of Resource Person (Optional):


						Signature & Date:


						Name of Appraiser - Circuit Manager:


						Signature & Date:





												CIRCUIT/DISTRICT STAMP
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Principal's comp scores


																		Annexure D 3


			QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 4 Principal


			(To be submitted to the District Office by the end of the 4th quarter)


			Date


			Surname						0			First Name						0


			Persal Number						0


			School						0





			Principal teaches 30% or more of the scheduled teaching time.															Yes





			No. 			Performance Standard						Maximum Score			Principal's Score			Percentage


			1			Leading the learning school						60			0			0.0


			2			Shaping the direction and development of the school						52			0


			3			Managing quality and securing accountability						44			0


			4			Developing and empowering self and others						36			0


			5			Managing the school as an organisation						56			0


			6			Managing human resources (staff) in the school						20			0


			7			Management and advocacy of  extra-mural activities						16			0												 


			Sub-Total (PS 2 – 7) (Weighting: P 1A – 60%  P 1B – 80%)									224			0			0.0


			Total: Annual Score									284			0


			Total Percentage 															0.00





			Comments:





			Select a statement


			Signatures:


			Name of Appraisee - Principal:


			Signature & Date:


			Name of Resource Person (Optional):


			Signature & Date: (Optional)


			Name of Appraiser - Circuit Manager:


			Signature & Date:


			Validated by


			District Director


			Signature & Date:





									CIRCUIT / DISTRICT  STAMP
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