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PERSONNEL ADMINISTRATION MEASURES 

INTRODUCTION 

The Personnel Administration Measures IPAM) form an important part 
of educators' conditions of service. These measures must be read with 
the regulations made in terms of the Employment of Educators Act, 
1998, Some explanatory notes are included in respect of measures that 
often cause uncertainty or confusion. In respect of some measures 
reference is made to the appropriate regulation. 
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Published under 
ON 222 in GU 19767 of 18 February 1999 

The Minister of Education has, in terms of section 4 of the Employment of 
Educators Act, 1998, determined the terms and conditions of employment 111 
educators as set out in the Schedule. 
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SCHEDULE 

In this PAM a word or expression to which a mearing has been assigned In the 
Act or Regulations, shall have that meaning unless the context indicates 
otherwise. 
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CHAPTER A 
1 SCOPE OF APPLICABILITY 
1.1 This PAM is applicable to educators at schools, technical colleges, colleges 
of education and education control and auxiliary services that concern 
themselves with all those activities aimed at educating and teaching pupils/ 
students, in respect of both formal and non•fOrmal education. 

NOTE: An educator is a person who is employed by the State in 
terms of the Employment of Educators Act, 1998 (EEA), in an educator 
post at one of the six post levels as set out in these measures. These 
posts are mostly in schools and other educational institutions, but also 
include posts for management and educational advisory positions. 
Education therapists and psychologists in the employ of an education 
department are also defined by the EEA as educators and these 
measures apply to them too. 

L2 As regards the matters that are regulated in this PAM, only those measures 
contained herein shall apply, and there may, in respect of the matters regulated 
herein, be no deviation from the prescribed measures: Provided that should 
there be cases not covered by the measures contained herein or should there be 
any doubt as to the application of the provisions in individual cases, or should 
there be cases that could justify a deviation from policy, particulars thereof shall 
be submitted to the Department of Education with a view to a decision regarding 
such application or possible deviation by the Minister of Education, or the 
possible amendment or supplementing of the measures by the Minister of 
Education, with the concurrence of the Minister of State Expenditure in the 
event of an amendment or supplementation having a financial implication, after 
negotiation in terms of the Labour Relations Act, 1995. 

2 NORMS/GUIDELINES FOR THE PURPOSES OF ESTABLISHMENT 
DETERMINATION 

2.1 As regards provision of educator personnel, the following apply: 
re) The educator post establishment of the Department of Education consists 

of the posts created by the Minister, 
(b) The educator post establishment of a provincial department of education 

consists of the posts created by the Member of the Executive Council 
(MEC) responsible for education, 

(c) The educator post establishment of an education institution or office 
consists of the posts allocated to such an institution or office from the 
educator establishment of the provincial education department by the 
Head of such department. 
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NOTE: The norms in terms of which educator posts are created by an 
MEC for Education  or  by the national Minister of Education, and the 
norms in terms of which a head of provincial education department distri-
butes among schools and colleges the posts that the MEC has created, 
are set out in the regulations in GN R1676 of 1998 (see page 3B-72). 

(d) The distribution at' the educator posts of a provincial department of 
education over,the various post levels must be based on the post level ratio 
norms as set out in paragraphs 2.2 and 2.3. 

2.2 Post level ratio norms 
(a) The distribution  of  personnel. that is, the provision of 'posts' on the fixed 

establishment over the various post levels according to the post level ratio 
norm, must be based on full-time incumbents, 

(h) Educators employed on a proportional basis as well as part-time units who 
are paid on a per-hour basis must be converted to incumbent units. 
(This does not include full-time units remunerated for additional work, or 
educators paid on a per-hour basis in respect of self-supporting courses.) 

(0 For the purposes of determining the number of 'posts' on the fixed 
establishment., substitutes on post level I must not be taken into account. 

(d) The distribution of educators over post levels, including proportional 
appointments, must he monitored by the relevant provincial education 
departnient every quarter/term. 

(e) The distribution of educators over the various post levels in a particular 
reporting year, (excluding substitutes on post level 1), must conform to the 
prescribed post level ratio norms. 

(T) Educators who hold lower post level gradings but who are utilised on 
higher post levels and are remunerated on the higher post level must for 
the purposes of the application of the formula be deemed to occupy posts 
on the higher post level. 

(g.) The post level ratio norm shown in paragraph 2.3 below is the most 
favourable distribution of educators (incumbents/full-time equivalent 
units) over post levels that can he applied. This means that the provision 
(number of incumbents) applicable to higher post levels who are not 
utilised, may be used as incumbent numbers on lower post levels. 

NOTE: This means that if  a  provincial department has  a  total of 
10 000 educator posts (in schools, colleges, offices, etc.), they may 
create a maximum of 9 post level 6 posts. 

2.3 	The post level ratio norm  is as  follows: 

Post Irsvel Ratio per 1000  Educators 
1 697,20 
2 182,20 
3 84,50 
4 34,20 
5 0,95 
6 	 0,95 
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NOTE: In calculating the number of educators at every post level, 
fractions must be omitted, e.g. 91,7 = 91. The fractions that are 
omitted must be added to the calculated provision of educators at post 
level  1, 

2.4 Provision of posts  of  education therapist and senior education 
therapist 

(a) Post provisioning norms for schools in respect of education therapists and 
senior education therapists are additional to post provisioning in respect of 
other categories of educators, namely those with teaching or psychological 
responsibilities. 

'15,) The following post provisioning norms apply in respect of education thera-
pists: 

Number  of posts 
Disability 	 per learner 

Cerebral Palsied 0,050 

Physically disabled 0,040 

Specifically learning disabled 0,033 

Visually impaired 0,010 

Heanng Impaired 0,010 

Epileplio 	 0,020 

Autistic 0.033 

Severely  filentaily handicapped 0,010 

(e) In order to determine the number of therapist posts  to  he provided to  a 
school, the number of learners in each disability category is multiplied by 
the applicable norm in paragraph (b). Fractions of posts which may occur 
after the calculated values in respect of all the categories of disability have 
been added together, are ignored. However, with regard to the provision of 
the first and only post to a school, a fraction of 0,5  or  more may be rounded 
to a full post, unless the department concerned is able to render the 
required service by means  of  centrally based therapists. 

(d) Each learner may only be counted once even though they may be multiple 
disabled, Learners who  are  multiple disabled are counted under the cate-
gory of disability which is, for purposes of post provisioning, more favour-
able, 

(e) For every  multiple of 5 therapist posts, one post will be at post level  2; 
Provided that at least 3 posts should be allocated in respect of a specific 
discipline of therapy (speech, physio or occupational) for the  allocation  of a 
post level 2 post in respect of such discipline. Allocation of disciplines 
of therapy should he done in accordance with the specific needs of the 
school_ 
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2.5 Conditions for the establishment of post  level  6 posts 

Taking  into  account sub-paragraphs 2.3 (Post level ratio norms) above and 
section 5 (Rank designations) - 

(a) The inclusive flexible remuneration package system for the senior manage-
ment service. Grade A in the Public Service also applies to post level 6 
educators; 

[Para (a) substituted by GN 1.55 of  17  February 20014 
(b) post  level  6 posts must only be utilised  where  there are actual management 

functions applicable; 
(c) 

[Para (c1 deleted by GN 155 of  17  February 2001.1 
(d) the grading of post level 6 is kept on par with the grading of posts of director 

in the rest of the Public Service as a transverse matter. 

2.6 Grading of Institutions 

The rank (post level) of the head of an institution is determined in terms of the 
grading of the institution, which is done in accordance with the number of 
learners in the institution. The following table is applicable: 

r Type  of educational 
inatItutIon 

Number of full-time 
equivalent learners 

Grading  of 
Institution 

Post level 
of  head  of 
Institution 

Pre-primary Schools Above required  minimum  but 
fewer  than  60 
61-119 
120+ 

PP1 

PP2 
PP3 

1 

2 
3 

Primary  Ordinary  Schools Above required minimum  but 
fewer than  80 

Pt 1 

B0- 159 (as well as schools 
with  fewer than 80  learners 
but with more than one 
educator 

P2 2 

160-719 P3 3 
7204 P4 4 

Secondary Ordinary Schools 
and Combined Ordinary 

Above required  minimum  but 
fewer  than 630 

S3 3 

SCh0Clis 630- S4 4 

Comprehensive Schools 
(Secondary schools with a 

Above required  minimum but 
fewer  than 500 

S3 3 

full complement of technical 
or agricultural subjects added) 

500 S4 4 

Art. Ballet,  Drama  and Music 
Schools 

Above required minimum but 
fewer than 400 

S3 3 

400+ S4 4 

Technical Colleges Above required minimum but 
lower  than  300 

T3 3 

300 	1 519 T4 4 
1 520  - Ts 5 
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Type of educational  —1- 	Number of tull•tirne
I 
 Grading of 

institution 	 equivalent learners 	[ institution 

Schools  for  learners with 	Above required minimum but I 

institution 

 
specialised educational 	fewer than 350 
needs 	 350+ 

Colleges of Education 

Post level 
of heath  01 

Institution 

3 

4 

4 

65  j 
Above required minimum but 
fewer  than  1 100 
1 100-1 699 
1 700 1- 

554 

 t C4 

C5 
C6 

NOTE: The above grading norms, as well as the norms according to 
which posts of heads of department and deputy principals are 
allocated, may result in the principal and deputy principal  of  a school 
being at the same post level. This does not negate the fact that the 
principal has the prime responsibility for the management of the school 
and that all staff, including the deputy principal, fall under his or her 
control and supervision. 

2.7  Re-grading  of Institutions 

fa) An institution is upgraded to a higher grading level if, in terms of two 
consecutive annual statistics surveys, the learner enrolment of the institu-
tion exceeds the minimum enrolment requirement of such higher grading 
level by at least 50 full-time equivalent learners. 

(b) An institution is downgraded to a lower pading level if, in terms of two 
consecutive annual statistics surveys the learner enrolment of the institu-
tion has dropped to at least 50 full.time equivalent learners below the 
maximum enrolment requirement of such lower grading level. 

(c) Where the enrolment of an institution increases or decreases substantially 
and sufficient evidence exists that the new enrolment level will be main-
tained tbr a reasonable period, the head of the department may immediately 
re-grade the institution in accordance with the new enrolment level. 

(d) The head of a department may grade a new institution in accordance with 
the enrolment that the institution is expected to maintain for  a  reasonable 
period. 

[Para 2.7 added  by  GN 774 of 24 August 2001.1 

3 WORKLOAD OF EDUCATORS  (SCHOOL BASED) 

3.1 Introduction 

(a) These measures cover all full-time educators that aro sehonl hasorl inrhl 
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0) During the formal school day 
(aa) Scheduled teaching time 
(bb) Relief teaching 
(cc) Extra and co-curricular duties 
(dd) Pastoral duties (ground, detention, scholar patrol, etc.) 
lee) Administration 
(if) Supervisory and management functions 
(gg) Professional duties (meetings, workshops, seminars, confer-

• 	ences, etc.) 
(hli) Planning, preparation and evaluation. 

(ii) Outside the formal school day 
(aa) Planning, preparation and evaluation 
ON Extra and co-curricular duties 
(re) Professional duties (meetings, workshops, seminars. confer-

ences) etc. 
(dd) Professional development. 

(c) Each post level within a school has different duties and responsibilities, 
encompassing the core duties outlined in paragraph (b) above, but to a 
varying degree. 

(dl There should be an equitable distribution of workload between the various 
post levels and within a post level, to ensure that one or two of the levels or 
an educator is not over burdened. 

(e) The expectation is that every educator must be able to account for 1 800 
actual working hours per annum. 

3.2 Workload per educator 

(a) All educators should be at school during the formal school day, which 
should not be less than 7 hours per day, except for special reasons and 
with the prior permission of the Principal. The Principal will exercise 
his/her discretion in this regard based on provincial policy. 
The 7 hours per day includes the breaks and the period/s in which the 
learners are not at school. 

(b) Scheduled :welting time during the formal school day will be specified with 
time allocation per post level. The allocation of subjects, timetable and 
resultant scheduled teaching time to be determined by the Principal after 
consultation with the educator staff'. (Refer paragraph e) 

(r) All other duties are specified and allocated by the Principal after consulta-
tion with the educator staff. Educators will be expected to perform the core 
duties, as outlined in paragraph 3.1(b), both within and outside of the 
formal school day, and with the understanding that none of these may 
diminish the overall amount of scheduled teaching time or negatively 
impact upon the curriculum. 

(d) All educators may be required by the employer to attend programmes for 
ongoing professional development, up to a maximum of 80 hours per 
annum. These programmes to be conducted outside the formal school day 
or during the vacations. 
The employer shall give at least one term notice of programmes to be 
conducted during the school vacations. 
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3.3  Scheduled teaching time per post level 
fa)  The  time  allocated  for teaching in respect of different post levels in ill differ 

according to the size of the school. In smaller schools Principals and their 
Deputies are required tri do more teaching than in large schools with 
bigger staff establishments. The actual hours must therefore be estab-
lished in relation to the curriculum needs of the school, the timetable 
and staff establishment of the school. 

(b.) The allocation of .scheduled leaching time should be done in such a manner 
that i1: - 
(I) maximises the individual abilities of all educators and 

(ii) optimises teaching and learning at the institutional level. 
(hi) In general terms, the following may be considered as guidelines in 

determining the scheduled reaching rime:- 

MI:nary school 
Post level 1: 	Between E1,17)% and 92% 
Post level 2: 	Between E15% and 
Deputy Principal; 60% 
Principal: 	Between 14 and 92%, depending on which post 

level appwr]led to. 
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NB! Principals at post. level 1 are expected to  teach 1041.r.1,  of  the 
scheduled machlng Lime. 

Secondary  school 
Pest level 1: 	Between 85'..,; and 
Post level 
I)(Tuty Principal; GO% 
Principal.: 	Between 5 1 % and 60%, depending on which post 

level appointed to. 

4 DUTIES AND RESPONSIBILITIES OF EDUCATORS 
4.1 Introduction 
The ability of our education system to compote in an thcrea singly global 
ueinA an) y depends on our ability to prepare both learners and educators for new 
or changing environments. This is in line with the Inis10/1 in the corporate plan 
of the Department of Education to ensure that all South Africans receive flexible 
life -long learning education and training of high quality. 

Management. in education should be able to draw on the professional 
competencies of educators, build a sense of unity of purpose and reinforce 
their belief that they czn Make a difference. When and where appropriate, 
authorities need to allocate authority and responsibility which will ensure the 
building of human resource capacity. 

In addition to the corer duties and responsibilities specified in this section. 
cerin in specialised duties and responsibilities may be allocated to staff in an 
equitable manner by the appropriate representative of the employeir. 

4.2 Principal 
(a) JOB TITLE: 	Educator - public school 
b) RANK; 	Principal 

fe) POST LEVEL 1;  2 .,  3 or 4 
(d) THE AIM OF THE JOB: 

(i) To ensure that the school is managed satisfactorily and in compliance 
with applicable legislation, regulations and personnel administration 
measures as prescribed. 

(ii) To ensure that the education of the learners Is Promoted In a proper 
wanner and in accordance with approved policies. 

(e.„) CORE DUTIES AND RESPONSIBILITIES  OF  THE JOB: 
The duties and I.E.sponsibilities of the job are individual and varied, 
depending on the approaches and needs of the particular school,  and 
include, but are not limited to, the following-. 
(i) General/administrative 

■ To hp.  responsible  for the professional  management  of a public 
school. 

• To give  proper  instructions and guidelines for timetabling, 
admission  and  placement  of  learners. 

• To have various kinds of school accounts and mcords  properly 
kept and to make the best use of funds for the  benefit cif the 
learners in consultation with the appropriate  structures. 
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• To ensure a School Journal containing a record of all important 
events connected with the school is kept. 

• To make regular inspections of the school to ensure that the school 
premises and equipment are being used properly and that good 
discipline is being maintained. 

• To be responsible for the hostel and all related activities including 
the staff and learners, if one is attached to the school. 

• To ensure that Departmental circulars and other information 
received which affect members of the staff are brought to their 
notice as soon as possible and are stored in an accessible manner. 

• To handle all correspondence received at the school. 
iii Personnel 

• Provide professional leadership within the sehnol. 
• To guide, supervise and offer professional advice on the work and 

performance of all staff in the school and, where necessary, to 
discuss and write or countersign reports on teaching, support, non-
teaching and other staff. 

• To ensure that workloads are equitably distributed among the 
staff. 

• To be responsible for the development of staff training pro-
grammes, both school-based, school-focused and externally direc-
ted, and to assist educators, particularly new and inexperienced 
educators, in developing and achieving educational objectives in 
accordance with the needs of the school. 

• 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. 

• To ensure that all evaluation/forms of assessment conducted in the 
school are properly and efficiently organised. 

(iii) Teaching 
• To engage in class teaching as per the workload of the relevant post 

level and the needs of the school. 
• To be a class teacher if required. 
• To assess and to record the attainment of learners taught. 

(iv) Extra- and co-curricular 
• To serve on recruitment, promotion, advisory and other commit-

tees as required. 
• To play an active role in promoting extra and co-curricular 

activities in the school and to plan major school functions and to 
encourage learners' voluntary participation in sports, educational 
and cultural activities organised by community bodies. 

(v) Interaction with stake-holders 
• To serve on the governing body of the school and render all 

necessary assistance to the governing body in the performance of 
their functions in terms of the SA Schools Act. 1996. 

• To participate in community activities in connection with 
educational matters and (xmlinunity 

(vi} Communication 
• To co-operate with members of the school staff and the school gov 

erning body in maintaining an efficient and smooth running whoa 
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■ To liaise with the Circuit/Regional Office, Supplies Section, 
Personnel Section. Finance Section, etc. concerning  Ram  inistra. 
tion, staffing, accounting, purchase of equipment, research and 
updating of statistics in respect of educators and learners. 

• To false with relevant structures regarding school curricula and 
curriculum development. 

• To meet parents concerning learners' progress and conduct, 
• 'ft cooperate with the school governing hody with regard to all 

aspects as specified in the SA Schools Act, 19%. 
.. To liaise with other relevant Government Departments. eg. 

Department of Health & welfare, Public Works, etc., as required. 
• To co-operate with universities, colleges and other agencies in 

relation to learners' records and performance as well as INSET and 
management development programmes. 

▪ To participate in departmental and professional committees, 
seminars and courses in order to contribute to andlor update 
professional views/standards. 

• To maintain contacts with sports, social, cultural and community 
organ 

4.3 Deputy principal 

(a) JOB TITLE: 	Educator public school 
(I) RANK .. 	Deputy Principal 
(c) POST  LEVEL:  3 

TIIE AIM OF"FHE JOB: 
0) To assist the Principal in managing  the.  school and  promoting  the 

education of learners  in  a proper manner. 
tali) 'co maintain a total awareness of the administrative procedures 

across the total range of school activates and functions. 
(e)  CORE Durrms AND RESPONSIBILITIES OF THE .J013' 

The duties and responsibilities of the job are individual and varied, 
depending on the approaches and needs of the particular school, and 
include, but are oct limited lo. the foll(wing: 
a) Generavadministrative 

• To assist the Principal in his/her duties and to deputise for the 
Principal during his/her absence from school. 

■ To assist the Principal, or, if instructed to he responsible for: 
School administration 
o.g.  duty roster, arrangements to cover absent staff, internal and 
external evaluation  and  assessment, school calendar, admission 
of new learners, class streaming, school functions; and/or 
School finance aiid maintenance of services and buildings 
e.g. planning and control of expenditure, allocation of fonds/ 
resources, the general cleanliness and state of repairs of the 
school and its furniture and equipment, supervising annual 
stock-taking exercises. 

tail)  Teaching 
• To engage in class teaching as per workload of the relevant post 

level and needs of  the  school. 
■ To assess and to record the attairirmmt of learners taught. 
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(iii] Extra- & co-curricular 
• To be responsible for school curriculum and pedagogy eg. choice of 

textbooks, co-ordinating the work of subject committees and 
p-oups, timetabling, -INSET" and developmental programmes, 
and arranging teaching practice. 

• To assist. the Principal in overseeing learner counselling and 
guidance, careers, discipline, compulsory attendance and the 
general welfare of all learners. 

• To assist the Principal to play an active role in promoting extra 
and co-curricular activities in school and in the participation in 
sports and cultural activities organised by community bodies. 

• To participate in departmental and professional committees, 
seminars and courses in order to contribute to and/or update 
one's professional views/standards. 

(iv) Personnel 
• To guide and supervise the work and performance of staff and, 

where necessary, discuss and write or countersign reports_ 
• 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. 

(vi Interaction with stake-holders 
• To supervise/advise the Representative Council of Learners. 

(vi) Communication 
• To meet with parents concerning learners' progress and conduct, 
• To liaise on behalf of the Principal with relevant government 

departments. 
• To maintain contact with sporting, social, cultural and community 

organ isations. 
• To assist the Principal in liaison work with all organisations, 

structures, committees, groups, etc. crucial to the school. 

4.4 Head of department 

(a) .1013 TITLE: 	Educator - public school 
(b) RANK: 	Head of Department (subject, learning area or phase) 
(c) POST LEVEL: 2 
(d) THE Al/VI OF THE JOB: 

To engage in class teaching, be responsible for the effective functioning of 
the department and to organise relevant/related extra-curricular activ-
ities so as to ensure that the subject, learning area or phase and the 
education of the learners is promoted in a proper manner. 

("e) CORE DUTIES AND RESPONSIBILITIES OF THE JOB: 
The duties and responsibilities of the job are individual and varied, 
depending on the approaches and needs of the particular school, and 
include, but are not limited to, the following: 
(1) Teaching 

• To engage in class teaching as per workload of the relevant post 
level and the needs of the school. 

• To be a class teacher if required. 
• To assess and to record the attainment of learners taught 

3C- 12 	 Original service 7999 



Employment of Educators Ad 76 of 1998 	 PAM Chapter A pare 4 

(ii) Extra- & co-curricular 
• To be in charge of a subject. learning area or phase. 
• To jointly develop the policy for that department. 
• To co-ordinate evaluation/assessment, homework, written assign. 

meats, etc. of all the subjects in that department. 
• To provide and co-ordinate guidance: 

on the latest ideas on approaches to the subject, method, 
techniques, evaluation, aids, etc. in their field, and effectively 
conveying these to the staff members concerned 
on syllabuses, schemes of work, homework. practical work, 
remedial work, etc. 
to inexperienced staff members 

- on the educational welfare of learners in the department 
• To control; 

- the work of educators and learners in the department 
- reports submitted to the Principal as required 
- mark sheets 
- test and examination papers as well as memoranda 
- the administrative responsibilities of staff members 

• To share in the responsibilities of organising and conducting extra 
and co-curricular activities, 

(iii) Personnel 
• To advise the Principal regarding the division of work among the 

staff in that department. 
• 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. 

(iv) General/administrative 
• To assist with the planning and management of: 

- school stock, text books and equipment for the department 
- the budget for the department and 

subject work schemes 
• To perform or assist with one or more non.teaching administrative 

duties, such as: 
-  secretary to general staff meeting and/or others 
- fire drill and first aid 

timetabling 
- collection of fees and other monies 
- staff welfare 

accidents 
• To act on behalf of the Principal during her/his absence from 

school if the school does not qualify for a Deputy Principal or in 
the event both of them are absent. 

(v) Communication 
• To co-operate with colleagues in order to maintain a good 

teaching standard and progress among the learners and to fos-
ter administrative efficiency within the department and the 
school. 

• To collaborate with educators of other schools in developing the 
department and conducting extra-curricular activities. 
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• To meet parents and discuss with them the progress and conduct of 
their children_ 

• To participate in departmental and professional committees, semi • 
nars and courses in order to contribute to and/or update one's 
professional views/standards. 

• To co-operate with Further and Higher Education institutions in 
relation to learners' records and pertbrrnance and career opportu-
nities. 

• To maintain contact with sporting, social, cultural and  community 
organisations. 

• To have contacts with the public on behalf of the Principal. 

4.5 Teacher 

*Note: An educator who improves his/her qualifications which has the effect 
that his/her REQV improves, will qualify for a financial benefit as set out below. 
An educator who qualities for a salary adjustment, must submit proof of such a 
qualification to his/her employer within U months of obtaining it in order to 
receive the salary adjustment with effect from the date on winch  it  was obtained. 
Should an educator fail to submit the qualification within 12 months, he/she will 
only qualify for such salary adjustment with  effect  from the date on which the 
qualification was submitted. 

'Note inserted by GN 257  of  2] February  20113.] 

(a) JOB  TITLE -. 	Egineator - public school 
0) RANK; 	TEACHER 
ic)  POST LEVEL: 
fa')  TI-TE  AIM OF THE JOB: 

To engage in class teaching, including the academic, administrative, 
educational and disciplinary aspects and to organise extra and co. 
curricular activities so as to ensure that the education of the learners is 
uromoteti in  a  proper manner, 

(E) CORE DUTIES AND RESPONSIBILITIES OF  THE JOB: 
The duties and responsibilities of the job are individual and varied, 
depending on  the  approaches and needs of the particular school, and 
include,  but  are not limited to, the following: 
(1) Teaching 

• To engage in class teaching which will foster R. purposeful progres• 
sion in learning and which is consistent with the learning areas 
and programmes of subjects and grades as determined. 

• To be a class teacher, 
• To prepare lessons taking into account orientation, regional 

courses, new approaches, techniques, evaluation, aids, etc. in 
their field. 

• To take on a leadership role in respect of the subject, learning area 
or phase, if required. 

• To plan. co-ordinate, control, administer, evaluate and report on 
learners' academic progress. 
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• To recognise that learning is an active process and be prepared to 
use a variety of strategies to meet the outcomes of the curricu-
lum. 

• To  establish a classroom environment which stimulates positive 
learning and actively engages learners in the learning process. 

• To consider and utilise the learner& own experiences as a funda-
mental and valuable resource. 

(11) Extra- & co-curricular 
• To assist the HOD to identify aspects which require special atten-

tion and to assist  in  addressing them. 
• To cater for the educational and general welfare of all learners in 

his/her care. 

lcontitrued at page 3C-15] 
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• To assist the Principal  in  overseeing learner counselling and 
guidance, careers, discipline and the general welfare of all 
learners. 

• To share in the responsibilities of organising and conducting extra 
and co-curricular activities. 

( ill) Administrative 
• To co-ordinate and control all the academic activities of each 

subject taught 
• To control and co-ordinate stock and equipment which is used and 

required_ 
• To perform or assist with one or more of other non-teaching 

administrative duties such as: 
• secretary to general staff meeting and/or others 
- fire drill and first aid 
- time-tahl ing 
-  collection of fees and other monies 

staff welfare 
- accidents 

(iv) Interaction with stake-holders 
• To participate in agreed schoolleducator appraisal prow sses in 

order to regularly review their professional practice with the aim 
of improving teaching, learning and management. 

• To contribute to the professional development of colleagues by 
sharing knowledge, ideas and resources. 

• To remain informed of current developments in educational 
thinking and curriculum development. 

• To participate in  the  school's governing body if eleded to do so. 
(v)  Communication 

• To cooperate with colleagues of all grades in order to maintain a 
good teaching standard and progress among learners and to foster 
administrative efficiency within the school. 

• To collaborate with educators of other schools in organising and 
conducting extra and co-curricular activities. 

• To meet parents and discuss with them the conduct and progress of 
their children. 

• To  participate in departmental committees, seminars and courses 
in order to contribute to and/or update one's professional views/ 
standards. 

• To maintain contact with sporting, social, cultural and community 
organisations. 

• To have contacts with the public on behalf of the principal. 

4.6 Office  based educators 
(a) JOB TITLE: 	Office Based Educator 
(b) RANK: 

	

	Director of Education/Chief/Deputy Chief/First/Senior/ 
Education Specialist 

(e) POST LEVEL: 1/2/3/4/5!6 
(d) AIM OF THE JOW 

The core process in education is curriculum delivery and the strategic 
levers for curriculum delivery are INSET, ENID and enabling functions_ 
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The aim of Jobs at offices is to facilitate curriculum delivery through 
support in various ways. Offices will be managed in compliance with 
applicable legislation, regulations, ELRIC., resolutions and personnel 
administration measures. 

(e) THE CORE RESPONSIBILITIES: 
In executing tasks, educators must be mindful of their role In education 
transformation, redress and equity. The duties and responsibilities of the 
job are individual and varied, depending on the nature of the 
responsibilities attached to each post. These Include but are not limited 
to subject- advisory services, administration and policy development 
processes. It remains the responsibility of immediate supervisors to 
develop specific responsibilities and duties for each post on the basis of jot} 
content as may be applicable. The duties and responsibilities for 
incumbents of these posts include, but are not limited to, the following: 
(0 Leadership 

• To provide an environment that creates and fosters commitment 
.;ind confidence among colleagues and educators. while promoting 
the values of fairness and equity in the workplace. 

• To assist educators to identify, assess and meet the needs of 
learners (provide professional leadership). 

• To disseminate and encourage the application of good practices in 
all areas of work. 

• To implement systems and structures andpresent innovative ideas 
that are congruent with policy frameworks and plans. 

• To create and maintain sound human relations among colleagues 
and enhance the spirit of co-operation at all levels. 

(II) Communication 
• To communicate effectively, both orally and in writing, with 

principals, other staff, parents, School Governing Bodies {Stills), 
external agencies and the Department as well as to ensure timeous 
feedback from institutions. 

• To consult with all stakeholders on decisions that affect them. 
• To explain the objectives of any intervention/s to learners, 

educators and others. 
• To chair workshops, case conferences and meetings when needed. 
• To serve on recruitment, promotion, advisory and other commit-

tees as required. 
• To assist in the development of the use of information (statistic/ 

surveys) and communications technology as a means of gathering 
and disseminating information about learners, 

• To liaise with other education offices for the purpose of co-
ordination. 

• To liaise with other relevant Government Departments, for 
example Department of Health and Welfare, Public Works, etc., 
as required. 

• To maintain contacts with sports, cultural and community 
organisations. 

(iii) Financial planning and management 
• To undertake activity-based costing (ABC) for planned projects/ 

activities, 
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• To prioritise activities in terms of costs and educational needs in 
preparation for strategic planning. 

▪ To plan budgets in terms of a medium term expenditure frame. 
work (MTEF). 

• To manage projects within the set budget, 
• To advise principals and school management teams on the plan-

ning, utilisation and monitoring of budgets in order to meet school 
objectives. 

■ To maintain records to disseminate information for financial 
accountability. 

(iv) 'Strategic planning and transformation 
• To analyse the external environment and internal work environ-

ment. 
• To identify the needs of clients (learners, educators, others). 
• To prepare strategic plans with the intention of achieving the goals 

of the Department 
• To prepare management plans to achieve targets as well as the 

needs of  clients  (educators, learners  and  others). 
• To provide guidance to institutions on strategic planning. 
▪ To support and co-operate with principals, staff and S(.;13s in whole 

school development, 
(v) Policy 

▪ To formulate policy for operational reasons. 
■ To analyse policy. 
• To implement policy. 
• To monitor and evaluate policy implementation. 
• To provide guidance to institutions on policy formulation and 

implementat 
(vi) Research and development 

• To keep abreast of the latest research in the field of education. 
• To undertake small scale as well as large scale research to improve 

service delivery and policy formulation. 
• To encourage and support research initiatives with Universities, 

Colleges of Education and other Agencies. 
• To apply research findings after carefully analysing the context. 
• To maintain a database of learners/educators' needs e.g. profes-

sional development needs  of  educators. 
(vii) Curriculum delivery 

• To assist in equitable deployment of staff and resources to facilitate 
teaching and learning 

• To provide pastoral support (guidance and counselling) and to 
learners whenever requested by institutions. 

• To maintain effective partnerships  between parents  and school 
staff  to  promote effective teaching and learning_ 

• To develop  systems  for monitoring and recording progress made 
by learners towards achievement  of  targets set. 

• To support initiatives to improve numeracy, literacy and  informa-
tion technology as well as access to the wider curriculum. 

• To facilitate curriculum development at institution/District/Pro-
vincial/National level. 
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• To provide guidance/assistance in learner assessment. 
• To promote the National campaign on Culture of Teaching, Learn-

ing and Service (COLTS). 
(viii) Staff development 

• To assess professional development needs by using questionnaires, 
informal methods and developmental appraisal. 

• To support/plan staff development activities based on needs and 
which are congruent with the principles and values of the applic-
able policy frameworks and plans. 

• To contribute, to implement and participate in staff development 
programmes. 

• To evaluate success/problems of staff development programmes in 
terms of the goals of the institutions/Department, 

• To assist in capacity building programmes for SRCs, School Man-
agement Teams (SMTs) and SGBs. 

• To provide support for professional growth of educators within an 
appraisal programme. 

• To participate in agreed educator appraisal processes in order to 
regularly review their professional practice. 

(ix) General 
• To keep and update records of the office, district or area under his/ 

her control. 
• To ensure that Departmental circulars and other information 

received which affect colleagues or their work are brought to 
their notice as soon as possible. 

• To handle all correspondence referred to his/her office. 

5  WORKLOAD OF  COLLEGE  BASED EDUCATORS (FURTHER 
EDUCATION AND TRAINING) 

5.1 Introduction 

(a) The work done by educators includes the following core duties covered 
during a  formal  college day (with or without contact with the learners) 
and outside the formal college day. 
(i) Scheduled contact hours 

(ii) Relief teaching 
(iii) Extra and co•curricular duties 
(iv) Pastoral duties 
(v) Administration 

(vi) Supervisory and management functions 
(vii) Professional duties (meetings. workshops, official college functions, 

seminars, conferences, etc.) 
(viii) Planning, preparation and evaluation 
(ix) Professional development 

Each post level within a college has different duties and responsibilities, 
encompassing the core duties outlined from (i)  to  (ix) above,  but  to a varying 
degree, 

3C-1 B 	 Service 3, 2002 



Employment 13( Educarter5 ACT 75 of 1.998 	 PAM Chapter A pure 5 

There should be an equitable distribution of workload between the various 
Post levels and within a post level, to ensure that neither one or two of the levels 
or an educator is over burdened. 

Tu e. expectation is that every odut,-,ator must be able to account for 3800 actual 
working hours per annum. 

5.2  Workload  per educator 
(a) All educators should be at their college during a formal college day. A 

formal college day should comprise not fewer than 7 hours, but the Head 
of an institution: 

(i) based on provincial policy and 
(ii) provided the 35 hours workweek is adhered to. 
May make exceptions. 

The 7 hours per day includes the breaks and the time that a ler:M19er, as 
part of his or her job. has to visit companies to recruit students. 

fir)) Scheduled contact hours during the form,a1 college day will be specified 
with time allocation per post level. The allocution of subjects, timetable and 
resultant scheduled contact hours must be determined by the Head of the 
institution after consultations with the educator statl -  (reter paragraph 13). 

It) All other duties are specified and allocated by the Head of the institution 
after consultations with the educator Matt Educators will be expected to 
perform the core duties, as outlined in paragraph ri.i(a), both within and 
outside of the formal college day, and with the understanding that none of 
these. may diminish the overall number of scheduled contact hours or 
negatively impact upon the curriculum, 

(4:1) All educators may be required by the employer to attend programmes for 
ongoing professional development, up to a maximum of 80 hours per 
annum. These programmes to be conducted outside the formal college 
day or during vacations. 

The employer shall give  at  least one term's notice of programmes to he 
conducted during the college vacations. 

5.3 Scheduled contact hours 

;'12) The time allocated for teaching in respect of different post levels will differ. 
'11) The allocation of scheduled contact hours should be done in such a manner 

that it 
(i.) maximises the individual abilities of all educators and 

(ii) optimises teaching/training and learning at the institutional 	. 
(C) Where classes are so arranged that a member of the lecturing staff does not 

meet the required hours per week of actual contact  time,  determined in 
terms of paragraph 5...SOME), he/she may, in respect of the shortfall, be 
required to lecture to any class for part-time students attached to such 
college  without receiving  additional remuneration therefor. This must be 
done through consultation and in.. a fair, transparent and equitable manner. 
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(d) In general terms, the following serves as guidelines in determining the 
scheduled contact hours: 
(i) Heads of colleges 

The task of the Head of the institution is first and foremost that of 
manager and leader of an institution for post-school education. His/ 
her aims should be the advancement and development of the total 
spectrum of interests of the college, as lArell as active :, support of the 
policy prescribed from time to time by the provincial education 
department. 

(it) Management Staff (Post Level 3 and higher) 
Management staff is expected to give instructions as part of their 

normal duties. 
Apart from the actual contact hours, management and administra-

tive duties, they are mainly responsible for tasks delegated to them by 
the Head of the institution, as well as for the continued growth of the 
college. 

(iii) Lecturers and Senior Lecturers (PL 1 and 2) 
Their primary task as educators is effective teaching and not mere 
training_ This includes being well-informed about their field of study 
by reading professional, scientific and technical journals and by pay-
ing visits to commercial, industrial or other relevant bodies. 

NOTE 1: 
Actual contact hours on post level 3 and higher should be between 5 
hours and 15 hours per week; except for heads of institutions at post 
level 3. Subject to efficient curriculum delivery t  and an equitable 
workload, Heads of institution 's at post level 3 may have no actual 
contact hours. Actual contact hours on post-level 2 should be between 
1$ hours and 22.5 hours per week. Actual contact hours for post level 
educators should be between 22.5 hours and 26 hours: per week. 

NOTE 2: 
Educators not lecturing Ino actual contact hours) shall 'observe a work 
week of 4f hours. 

NOTE 3: 
The above actual contact hours exclude contact hours in terms of a part-
time appointment of full-time educators. 
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• 
• 

• 

5.4 Minimum. number of teaching. hour's .pgr‘iffeelc .and the 
appointment of fill-time teaching .steff;.in• Port-time 'capacity, . 
at colleges offering •approved ,  part-ti 

	

 . 	. • . 	. 	• 	• 	•,..•• 
• • 	•• 

	

(a) The minimum.number of teaching -hours'er.Wetitil? 	educator must 
work before he or she may be to'perfoixit 0.0.1.0.1.6 eludes on a 
part-time basis and ..th maximum nurnbFC.of•zaWt.1954,91141OUrs per week 
for which part tinie appointmetitis can:he •rnade . 	. 	. 	• •: 	 .„ 

Level of post Post designation MinimUrn no r. n.-. • .. 
benof: 1:00 1 00 . ::  

. ..ho .urs pr . vireek .-.; 

i 

.. 

. 
.149)cirtLurp:nkvilber.of additional 
iial4*.*• :i0e1,;for which part- 
.ti06...appciintrAelts can be made 

. 	• 
t Lecturer 	• 22.4fiol.r .S . : 	.• 	 ' ..-• 

	

..d hopig*.l'......::: 	•• 	.. . 	• 	 • 	 ... 	• 	... 	• 
2 Senior Lecturer 22:6 hours .12 . hlOciis : : . 	: ... 	. 

3 Head of Division/ 
Deputy Head of 
institution # 	• 

15 rieuts. 	. •36 :tioul.-* 	'... 

.. 	. 
Daniuty Head of 
institution 

3/4.V6 	f 	Hor:i of Irititu t 
L___. 

' 	- 
., 	. 

.E,A)oul'i..(cF00:rib full-time etaff ... 	. 
•:. are aviiiiatifel.. 	:.•••. 	... 	. 

.6 hours. (ortfOri..:Very excep-
tielnal case :*id if no full-time 

	

: Staff are ay6'1(0'514.. 	. 
. 	 ' 	 • 

# • Equaf•ranks as •  well 
niuraher:ofhours is not laid down with the proviso that the staff 

p6?9-I)rs involved do not.qualify for parb•ti file apilipinttOeV .:if.formal clay 
• -offoted not 	, : 	 • 

poSts rhos, comply with the above •minimum riamber of 
• teachkpg•tiours iii.order to qualify for appointment for bona fide part-time 

ci:.ieetds. of institutionS, with delegated authority can, for the 
P.P.11).!:;§rs. of the .  PPcipliTnent of full-time staff in part-timete-geh'ing posts, 

minimum munber of hours required befo*siarf may be 
:41:1 1kfinted..to. :parttilne teaching.  posc, within the •PreSeki.tfed hours as 

•. .theiiii9,#ed in note .(1) above to suit local recniiretrienta... • 

02,11 . :...F41141* staff qualify for appointment for Part-time teaehingfpr approved 
•• ilatiille eNsse_s - Heads of in sfitutions must ensure thatifart-tirriu classes 

• • rigt b*ted to provide an opportunity for additbrial•income for fu El . • 	_ _ 	,   
- 

• •••"' • • • 	1Para .5 inserted by (N 14345 of 24 

• ' 	 . 

• 
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6 RANK DESIGNATIONS 
The following rank designations apply: 

Rector; College of Education 
Vice-rector; College of Education 
Senior Head of Department: College of Education 

.4 
4 
4 

5 	6 

Head of Department: College of Education 3 
Senior Lecturer: College of Education 3 
Lecturer; College of Education 2 

Principal: Technical College 3 4 '5 
Senior Deputy Principal: Technical College 4 
Deputy Principal: Technical College 3 
Head of Division: Technical Coflego 3 
Principal Lecturer: Technical College 3 
Senior Lecturer: Technical College 2 
Lac 	firer: Technical College 1 

Principals Scholar 1 2 3 4 
Deputy Principal: School 3 
Head of Department: School 2 
Senior Education Therapist 2 
Teacher: School 1 
Education Therapist 

Director: Education 6 
ChieF Education Specialist 5 
Deputy Chi& Education Specialist 4 
First Education Specialist 
Senior Education Specialist 2 
Education Speci.aliat 1 

CHAPTER B 

1 RELATIVE EDUCATION QUALIFICATION VALUE (REOV) 

1.1 Definition 

A reEative value is attached to an education qualification in acrordance with the 
ineasumb; as set out in the document "Evaluation of Qualifications for Employ- 
ment in Education- . The determination of the REQV is based primarily ort the 
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number of recognised prescribed full-time professional or academic years of 
study at an approved university, techn5lion or college of education and takitr-i 
into account the level of school. education attained_ 

Note: 

(a) The recognition of diplomas for salary purposes._ is restricted to not more 
than two recognised post start.  ard.  10 diplomas, to a maximum REQV of 15, 

(5) Existing approved measures that deviate from those set out below must 
. only be applied when absolutely beeessarv_ {The said measures apply until 

such time as the system of determining REQ'Vs.. ,  could be developed to 
accommodate all needs adequately). 

NOTE: in the above paragraph, deviations refer to special provision 
that is made to recognise qualifications that do not comply with the 
requirements set out below, but are considered to be suitable • 
qualifications for teaching specific subjects, These are usually subjects 
in respect of which problems are experienced in finding qualified 
educators to teach thorn, This generally applies to technical subjects 
where qualified artisans, who are usually not qualified educators, have to 
be appointed to teach these subjects. Details of these special provisions 
are set out in the official document of the Department of Education, 
namely "Evaluation of qualifications for Employment in Education". 

1.2 Requirements in respect of REM's 
REQV Education qualtileation 

10 Grade 12 or lower without a teat 	is qualification. 	
• . 

. 	11 Grade 8, 9, 10 or 11 plus a teacher's qualification of at least two years 	1  
apposite 'raining. 

12 Grade 12 plus one or two year apposite training, 

13 Grads /2 plus three years apposite training. 	_ 

14 . Grade 12 plus four yeara - apposilis training, 

15 ' Grade 12 plus frio .e years apposle trailing. 

is Grade 12.plus stix years apposifetrainIng,. CI* professional qualified 
educatOrt can be iplavi45ed underFIEQV 10,.and ..oniy provided such 
persons are in posseealan oi a feoo.griised completed Unhvers6r 
degree. 

17 Grads 12 pits seven y%rs.iappoaite training. To be regarded as having 
an PEW of 17 , a WnitlidElte.rnt)St, .i.na4r,friion - to the requirements for 
ciassification underREQV . .16, afti!ii'lzia its ocasesson of at least a 
reodgnisad rnaWer's clieuree, 	• 	' 
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2 APPOINTMENTS IN EDUCATION 
2.1 Definition 
The onnoept 'appointment' includes the following: 

() Employment in a full-time or part-time capacity; This includes employ-
ment in a shared capacity where more than one educator is appointed to 
a post. 

(b) The first appointment of a person as an Educator by arieducation depart-
ment. 

(c) The transfer of all educator to a higher, an equal or a lower post level 
grading within the same education department or from one department 
to another. 

{el,:[ The reappointment, after a break in service, of an educator by an education 
department. 

(e..) The appointment of an educator can be in a permanent or temporary 
capacity. If the appointment is in a temporary capacity, it is for a fixed 
period. Appointment in a temporary capacity can either be to a substantive 
vacant post or as a substitute for another educator who is temporarily not 
occupying his or her post. 

[Para 2.1 substituted by ON 714 of 24 ,August 2.001.] 

2.2 Minimum requirements for appointment 

NOTE: See also Regulation 2, page 3S-8, 

(a) Educational qualifications 
(i) In order to qualify  for appointment as an educator a person must have 

at least a recognised three year Epnlification (REW13).which must 
include appropriate training as an educator, 

(ii) Notwithstanding the requirements set out in paragraph (i), a person 
appointed to any one of the following posts, is not required to be a 
qualified educator but must cOmply.. with the relevant requirements 
for appointMent as set out in the document "Evaluation of Qualific-a-
flans for Empickyrnent in Erincaidon"! -  • 
• Pasts for Technical Subjects, inc .ding Hair Care 
• Posts for Technical Drawirig 
• Posts for Instrumental Music 
• Posts for .Practitai-Ballei,National Greek Dances. History of Ballet 

and Anatomy 	. 
a Posts for tratni2Htg- iii the Hotel and Catering Industry 
• Accompanist posts for Ballet 
• Post for Speech and Drama • 
• Posts for the teaching of Nursing at Schools for Learners with 

Special Editeational Needs 
• Posts for Television production and maintenance 
• Librarian posts at (*lieges and departmental head office libraries 
• Posts cf E-ducation Therapists, Psychnioqi.sts and Social Workers,` 

Pedagogues 
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• Posts for the offering of instructional programmes in the Engineer-
ing field of study 

• Posts for the offering of instructional programmes in the fields of 
study of Business Studies, Art, Agriculture, Computer and Infor-
mation Studies, Maritime Studies, Utility Services and Social Set-
vices 

(iii) Notwithstanding the requirements set out in paragraph (i), the Min-
ister may approve the appointment, to educator posts outside educa-
tion institutions, of persons who have not been trained as educators 
in cases where such training is not a prerequisite to perform the 
ditties attached to the specific educator post, but who are otherwise 
suitably qualified to perform such duties. The total number of such 
appointments to posts in provincial education departments as well as 
the Department of Education may not exceed 100. 

(iv) Notwithstanding the requirements set out in paragraph (i), a person 
who does not comply with the minimum qualification requirements, 
but who is already employed as an educator in. terms of previous 
measures that provided for his or her appointment, may retain his 
or her employment status in terms of the measures that applied when 
he or she was appointed, 

(v) With the exception of persons appointed to posts referred to in para-
graphs (it) or (iii), a person who is appointed from outside education 
and who is not appropriately qualified, may only be appointed in a 
temporary capacity. These appointments are regarded as individual 
relaxations of the requirements- 

(vii) Persons who qualify for appointment in a permanent capacity in 
terms of paragraphs (i) to (iv), may also be promoted to appropriate 
posts on higher post levels-  

(vii) Notwithstanding the provisions in paragraphs (ii) to (vi), preference 
should in all cases be given to appropriately qualified applicants for 
any educator post 

(b) experience 
(I) Post level I 

Unless otherwise required by the provisions for .  the fining of posts 
referred to in paragraph (aXii), no experience is required for appoint-
ment to posts at post level 1.. 

(ii) Post level 2-6 	• 	 . . 	.  
The minimum requirements in.respect of experience .  for appointment 
to promotion posts are as folloWS; • • 

.• 	•. • 

 

Past level Minimum Experhteiper,quired,Cfears) 

  

 

2 3 

  

     

 

3 

4 

5 

6 

5 
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Educators' actual as well as appropriate experience must be taken into account 
for purposes of appointment at post levels 2 and higher, 

[Para 2.2 substituted by ON 774 of 24 August 21001.] 
• •• 

NOTE: Appropriate experience is defined in Regulation 9(1)0) as 
"working experience which, in the opinion of the relevant' education 
authority, develops the candidate directly and appositely, in all respects 
regarding knowledge, skill and attitude, for holding an educator's post". 
According to this definition, the head of an education department, or 
the person to whom this authority has been delegated, has the right 
and responsibility to judge whether or not experience gained by an 
educator is appropriate in terms of this definition. 

2.3 Reappointment of educators who have retired or who have been 
retired on pension prematurely 

NOTE: The following guidelines must be applied when an educator 
who has taken early retirement, or who has been prematurely retired by 
a department applies for reappointment Although the measures are 
not prescriptive, the decision of a head of an education department to 
appoint or not to appoint such a person could be challenged if it is not 
in accordance with these principles. 

Subject to the genera] policy prescriptions applicable to the appointment of 
educators. every reappointment of an educator who has retired or has been 
retired on pension before reaching his/her retirement age shall be approved 
by the head of education or by the person to whom he/she has delegated such 
authority. By reappointment is meant ankform of re-employment in a fall-time 
or part-time capacity of an educator Who has retired or his been retired on 
pension prematurely in terms of any of the approved measures. Such approval 
shall be applicable only to re-appointnents to educator posts for which the State 
has accepted fmancial responsibility. . 

The principles referred to below shall. be taken into account in considering 
such re-appointments, Tice head, of Education or the person delegated by him/ 
her, shall decide on the re-appointment Concerned after he/she has weighed up 
these principles and the extent to whiCh they have been complied with. 

(a) In the case of re-appointments, the only consideration shall he the interests 
of education, which includes the interests of the provincial education 
department and the interests of the child, the school and the State. 

(b) Other applicants who comply with the prescribed requirements for 
appointment, and young entrants to the profession in particular, ban be 
given preference over persons who have already had the opportunity of an 
extensive career in education. 
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(c) In considering a person whose services have been terminated owing to 
rationalisation and who has not been given the option of appointment to 
another suitable post, the termination of his/her services.shall not preju-
dice him/her being considered for reappointment, 

(d) In the absence of sound reasons, the reappointment of persons whose 
services have been terminated owing to rationalisation and who have 
been given the opportunity of being transferred to •another suitable post 
but who have nevertheless exercised the choice of retirine on pension 
prematurely, shall be deemed net to be in the interests of the State. 
By "suitable post" in this regard is meant a post of a grading at least equal 
to the one from which the Educator concerned has beenTetired and which, 
given all the relevant circumstances of the person concerned, is such that 
he/she may reasonably be expected to accept appointment to suchposition. 

(e) In the absence of sound reasons the reappointment of persons who have at 
their own request retired prematurely on reduced pension benefits shall 
not be deemed to be in the interests of the State, 

.(f) Tice application for reappointment of persons who have retired on pension 
prematurely on grounds of continued ill health and whose state of health 
has improved to such an extent that the prescribed health requirements 
are mot shalt be considered bearing in mind the principles in paragraphs 
(a) and 09- 

(g) Subject to the above principles, the consideration of any reappointment of 
an educator shall take into account the principles of fairness and justice 
and the generally accepted principles relating to the maintenance of sound 
employer•employee relations. 

2.4 Transfer of serving Educators in terms of operational require-
ments 

(a) Operational requirements for educational institutions are based on, but 
not limited to the following: 
(i) Change in pupil enrolment. 

(ii) Curriculum changes within a specific education institution. 
(iii) Change to the grading of the specific education instittittons. 
(iv) Financial restraints. 	 . 

(b) These measures do not deal with the .transfer of level one Serving educators 
declared in excess in terms of operational requirements linked to rationa-
lisation to effect equity in staff provisioning... ,This aspect is covered by 
Resolution No. 6 of 1993 of • the Education Labour Relations Council 
(ELRC), dealing With the Procedure for tatiOr4Sation and redeployment 
of educators in the provisioning Of educator •osts. 

(c) 1-n cases referred to in paragraph (a) aboVe •fhe following procedure shall 
apply 
(1) All vacancies that arise at educational institutions must be offered to 

serving educatorgdiSpkicedaisa .iestilt .of 6perationalTequirements of 
that specific provincial education department .as•afirst step. 

(ii) All vacancies iziust.be advertised and filled hi terinS of paragraph 3 
(The advertising and filling of Ethic4fijr. Posis)., Providid that - 

	

.... 	. 
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• every attempt is made to accommodate serving educators, displaced 
as a result of operational requirements, in suitable vacant posts at 
educational institutions or offices; and 

• a provincial education department may publish a closed vacancy 
list. In such an event, the procedures contained in the resolution 
dealing with the rationalisation and redeployment of edUcators in 
the provisioning of educator posts shall apply. 

(iii) When a governing body exercises its function in terms of section 
20(I)(i) of South African Schools Act, 1996 and chapter 3 of the Env] oy. 
ment of Educators Act, 1998, they must accommodate the obligations 
of the employer towards serving educators, The governing body must 
also take into account the requirements for appointment as 

 by the Minister of Education andior the requirements of the 
post as determined by the Head of the PrOVinCiBI Education Depart-
ment. 

(iv) All applicants, who are serving educators, displaced as a result of 
operational requirements and who are suitable candidates for a 
vacant post in an education institution or office, must be shortlisted. 

(v) At historically disadvantaged institutions (institutions that fell under 
the control of the ex-Department of Education and Training, Home-
land Covemment,s and TBVC States), any educator who acted for 
longer than 2 continuous years in the post, at the institution, must 
be included in the interviews for the post Provided that: - 
• the educator is c,...urrently in the post; 
• the post is part of the post establishment of that institution; 
• the relevant provincial education department had approved the 

appointment; and 
di the educator must have applied for the post. 

2.5 Position of principals in cases where an institution •supgraded 
or downgraded 

(a) When an institution is re-graded, the post of the principal Is regarded as a 
new, and therefore vacant, post that must, subject to these measures, be 
filled in terms of paragraph 3 without undue delay.. 

(b) IT the permanent incumbent of a principal post that has been upgraded, 
qualities to be promoted to the new level and the governing body or council 
recommends in writing that the person may be appointed to the higher 
post, such appointment may be made Without having to advertise the post. 
If the govern ing body or council does not make such a recommendation, the 
post must be advertised in which case the incumbent will he entitled to 
apply for the upgraded post and s/he shall be short listed_ 

fe) If such a principal's application for appointment to the upgraded post is 
unsuccessful, he or she will be regarded as in excess as a result of opera-
tional requirements and must be dealt with in terms of paragraph 2.4. 

(d) If a principal post is downgraded, the principal will be in excess as a result 
of operational requirements and must be dealt with in terms of para-
graph 2.4. This includes hOlding the person at his or her current salary 
level against the downgraded post for a reason  able period up to a maximum 
of 2 years_ If circumstances warrant it, the head of department may extend 
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this period. Circumstances that will determine what a reasonable period is 
include the probability for the post to be upgraded to its original level in the 
near future, the personal circumstances of the incturibrelit and the avail. 
ability of suitable posts to which the person can be transferred. The person 
so in excess may at any time, while occupying the downgraded post, exer-
cise the option to be permanently appointed to the post concerned in which 
case his or her remuneration will be determined in terms ofpar -agraph 4. In 
such a case the post does not need to be advertised if it is in accordance with 
a recommendation of the governing body or council. 

IPara 2.5 added by Gtti 774 of 24 August 2603.,] 

NOTE: A -typical factor that will determine whether or not the-  period for 
which the position of the principal is protected should be extended, is 
the time before he/she retires. If the principal is due to retire within a 
further 12 months, for instance, it may be unreasonable not to protect 
histher position if the post has been downgraded. 

3 THE ADVERTISING AND FILLING OF EDUCATOR POSTS 

3,1 Advertising 

(a) The advertisement of vacant posts for educators must: 
(i) be self-explanatory and clear and must include: - 

- minimum requirements, 
- procedure to be followed for application, 
- names and telephone numbers of contact. persons, 

preferable date of appointment, and 
- closing date for the receipt of applications; 

(ii) he accessible to all who may qualify or are interested in applying for 
such post(s); 

(iii) be non discriminatory and in keeping with the provisions of the 
Constitution of the RSA; and 

(iv) clearly slate that the State is an Oil/native action employer. 
() All vacancies in public schools are to be advertised in a glizette, bulletin or 

circular. The existence of which shall be made public by means of an 
advertisement in the public media both provinciallK and nationally. The 
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information to be furnished in the latter advertisement shall include 
offices and addresses where the gazette, bulletin or circular Is .gbtainable. 
The gazette, bulletin or circular must be circulated to all "educational 
institutions within the province. 

fr,) Educator posts outside public schools shall be advertised both in the 
national and provincial media and by circular to all schools in the 
relevant province, ensuring that the provisions of paragraph (a) above are 
tout. 

(d) Educator posts at oolloges shall be advertised in the -national and 
provincial media by the employing department, ensuring that the 
provisions of paragraph (a) above are met, 

3.2 Sifting 

(a) The employing department shall aclialowledge receipt of all applications 
by: 
(1) informing all applicants in writing of receipt, 

(11) clearly indicating whether the application is complete or not, and 
(iii) indicating whether the applicant meets the mininnun requirements 

for the post and that such applications have been referred to the 
institutions concerned. 

(b) The employing department shall handle the initial sifting process to 
eliminate applications of those candidates who do not comply with the 
requirements for the post(s) as stated in the advertisement. 

{c) Tr the case of colleges, where applications are received at the institution, 
the college council shall acknowledge receipt of all applications in terms of 
paragraph 21 above. 

(a) Trade Union parties to Council will be given a full rep4t, at a formal 
meeting, on.,- 
(i) names of educators who have met the minimum requirements for the 

posty's in terms of the advertisement; 
(Li) names of educators who hav6 not met the rninimmn requirements for 

the posts in terms of the advertisement, and 
Oki) other relevant information that are reasonably incidental thereto. 

3,3 Shortiisling and interviews 
(a) Interview Committees shall be established • at educational institutions 

where there are advertised vacancies, • • 
(b) The Interview Committee shall comprise: .  

(1) In the case of public schools:.. 	. 
• one departinenlal representatives Vivho maybe the .school princi- 

pal), as an observer and resouttCparsim: • • . 	. 
• the Principal of the school at" s'ihe 	not the dapartmental 

representative), except in the case where s/he is .err applicant; 
• members of the school governing body, excluding 'educator 

members who are apPlicats to:the. advertised post./8 and 
ir one union represehtatite per union tho. is a party . to the 

provincial chamber of the Erao..1heunicin representatives shall 
be observers to the...process • of shortlisting, interviews and the 
drawing up of a preference list. 
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(it) In the case of colleges:— 
• one departmental representative. as an observer..and resource 

per&an; 
• the head of the institution, except in the case where she is an 

applicant 
• members of the college council, excluding educator members W110 

are applicants to the advertised posts; and 
• one union representative per union that is a party to the 

provincial chamber of the RUC. The union representatives shall 
be observers to the process of shortlistilig, interviews and the 
drawing up of a preference list. 

(c) Each Interview Committee shall appoint from amonggt its members a 
chairperson and a secretary. 

(d) All applications that meet the minimum requirements and provisions of 
the advertisement shall .be handed over to the school governing body 
responsible for that specific public school. 

(e) The school governingbody is responsible for the convening of the Interview 
Committee and they must ensure that all relevant personsiorganisations 
are informed at least 6 working days prior to the date, tints and venue of 
the shortlisting, interviews and the drawing up of the preference list. 

TyVhere the Principal is an applicant, a departmental official may assist 
the school governing body. 

(1) The Interview Committee may conduct shortlistIng subject to the 
following guidelines; 
(I) The criteria used must be fair, non-discriminatory and in keeping 

• with the Constitution of the country. 
(ii) The curricular needs of the school. 

(iii) The obligations of the employer towards serving educators. 
(iv) The list of shortlisted.candidates for interview purposes should not 

exceed five per post. • 
(g) The interview$ shall be conducted according to agteed upon guidelines. 

These guidelines are to be jointly agreed upon by the parties to the 
provincial chamber. 

(h) All interviewees must receive Similar treatment deicing the interviews. 
(i) At the conclusion of the interviews the interviewing committee shall rank 

the candidates in order of preference, ingether with a brief Motivation, 
and submit this to the school governing body for their reCommendation to 
the relevant einploying department. 

al The governing body must submit their reconimendation to the provincial 
education departnient in their order of preference. 

(I) in the racy  of colleges, the interviewing committee Shall submit its ranked, 
preference list to the college council for their .  reconimeridation to the 
relevant employing department. 

3.4 Appointment.. 	• 
(i:o The employing department must make the final decision subject to; 

(i) satisfying itself that agreed upon procedures were followed; and 
(11) that the decision is in compliance with the Employment of Eduoators 

Act of 19N, the South African Schools Act. 1.996 and the Labour 
Relations Act, 1995. 
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NOTE: The educators referred to in this paragraph have higher 
qualifications than the minimum requited for appointm6nt to the 
particular salary bands. For instance, an educator on post tevel I only 
needs REQV14 to be appointed to the salary band which consists of 
salary ranges 7 and 8 while educators with REQV 15 to 17 are also 
appointed to this position (salary position 71). In order 'to give 
recognition for these higher qualifications, a bonus is paid. This is to 
ensure that these teachers receive the same recognition as those who 
improve their ouaiiScations while in service. A person 'With REQV15 
who Es appointed to post level 1 from outside education will be entitled 
to 2X16 minus 14) times the applicable bonus after he/she: has 
completed 1 year of service_ 

4.4 Educators who are re-appointed after a break in service 
Note: The applicable salary position to which an educator should be appointed 
after a break in service, is always determined in terms of the salary position 
which he/she occupied before the break in service. An equivalent salary 
position of a person who left the service before 1 July 1996 is determined by 
adjusting his/her last applicable salary in accordance 'with all the subsequent 
adjustment measures up to and including the adjustment measures applicable 
to the salary adjustment on 1 July 1996. In order to compare the level of a post to 
which a person is reappointed after 1 July 1996 with the level he/she occupied 
before a break in service before 1 July 1996. the level of the new post must be 
compared with the equivalent post level of the previous poit in the new post 
level, system.. 

EXAMPLE: An educator on category C (REOV13) who was on the old 
post level 5 in 1993 left the service at the end of December 1993. His 
salary at that stage was R67 494. At some date after 1 July 1996 he is 
re-appointed to post level 3. In order to determine the current 
equivalent of his salary before the break in service, the salary of 
R67 494 is adjusted in accordance with the table in paragrapn4.8. This 
salary is adjusted to H74 853 on 1 July 1995 which is in turn adjusted 
on 1 July 1996, in respect of an educator with REDV13 on the then post 
level 5, to R98 463. His equivalent salary position, therefore, is 10.1, His 
new post level is 3 which is one level lower than his previous post level, 
because the equivalent of his previous post level is now post level 4. In 
order to determine his new salary position, the applicable measures in 
paragraph /b) must be applied. 

(a) Educators who are re -appointed at the same poet level 
An educator who has had a break in service and who is re-appointed to the same 
post level, shall be re-appointed to the same salary position (or equivalent salary 
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position) that he/she occupied before the break in service! Provided that if the 
educator has improved his/her REQV during the break in service which has 
the enact that a new salary band becomes applicable, the appointment shall be 
to the minimum of the new salary band or the same,salary position occupied 
before, whichever is mare beneficial to the educator, If such educator who has 
improved his/her REQV during his/her break in service is appointed to the 
same salary position occupied before the break in service, he/she will be 
entitled to a cash bonus in accordance with the measures' in paragraph 4.5(e) 
hereunder. 

(b) Educators who are re-appointed at lower .  post levels 
An educator who is re-appointed to a lower post level than the one he/she 
occupied before the break in service, is appointed to the highest applicable 
salary position which is lower than the salary position (or equivalent salary 
position) occupied by the educator before the break in service by at least the 
number or post levels that the new post level is lower than the post level 
occupied before the break in service.: Provided that if the educator has 
improved his/her REQV . daring the break in service which has the effect that 
a different salary band becomes applicable, the appointment shall be to the 
minimum of the applicable salary band or to the salary position determined 
in terms of this paragraph, whichever is more beneficial to the educator. If the 
appointment is to the same salary position than it would have been, had the 
educator not improved his/her REV, the educator will be entitled to a cash 
bonus as set out in paragraph 410). 

EXAMPLE: Consider the previous exempts again. This person must 
be appointed to the highest position in the saWry band which consists 
Of salary ranges 9 and 10 (Post level 3, REGV131 which is at least 1 (4 
minus 31 salary position lower than his previous (equivalent) salary 
position of 10.1. He will therefore be appointed to the highest salary 
position in range 9. If this person improved his qualifications to 
RECIV15 during his break in service, no new salary band becomes 
applicable because the same salary band applies from REQV13 to 17. 
He will be appointed to the same salary position which he would have 
been appointed to, had he. not improved his. qualifications, and will 
receive a •cash 'bongs of 2 . 05 minus .13):times .the applicable amount 
referred to in paragraph &Qs), after•one .•year. 

• • 	• 	• • 

(c) Educators who are re-appointed to a higher post level 
An educator who is .: appointed to a higher past level than the one he/she 
occupied before the break in:..setvi4, is appointed to the lowest applicable 
salary position which is higher tha:n the salary position (or equivalent salary 
position) occupied by. the educator: before the break in service by at least the 
number of post levels th4t the new post level is higher than the post level 
occupied before the break in serviee: Provided that if the educator has 
improved his/her REQV during the break in service which has the effect 
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that a different salary  band becomes applit.able, the appointment shall be to the 
minimum of the applicable salary band or to the salary position determined in 
terms or this paragraph, whichever is more beneficial to the educator. If the 
appointment is to the same salary position than it would have been had the 
educator not Unproved his/her REQV, the educator will be entitled to a cash 
bonus as set out in paragraph 4.5(e). 

4.5 Recognition for improvement in REQV 
Nose: An educator who improves his/her qualifications which has the eff6ot that 
his/her REQV improves, will qualify for a financial benefit as set out beloyy .. An 
educator who qualifies for a salary adjustment, must submit proof of such a • 
qtrrlitication to his/her employer within 12 months of obtaining it in order to 
receive the salary adjustment with effect from the date on which it was obtained. 
Should an educator fail to submit the qualification Within 12 months, he/she will 
only qualify for such salary adjustment with effect from the date on which the 
qualification was submitted. 

[Vote inserted by ON 267 of 21 February 2003] 

(a) Educators with REQV 11 and 12 
If an educator with REQV 11 or 32, on post level 1 to 4 improves his/her educa-
tion qualifications, which has the effect that his/her REQV improves, such 
iiduotor's salary will adjust to the lowest notch of the next applicable salary 
range. 

NOTE: "Applicable salary range" refers to the salary ranges that apply 
to the post level and qualifications of the educator concerned as set out 
in paragraph 4.6 below. Therefore, this measure does not allow for 
adjustment to a notch outside the applicable salary range. 

(b) Educators with REQV 13 
if an educator with REQV 13 on post level 1. Improves his/her education quali-
fications, which has the effect that his/her REQV improves, such educator will 
receive a cash bonus, provided the educator is either on salary range 7 or.8. 

If M n educator with REQV L3 on. post level 1 improves his/her .education 
qualifications, which has [he effect that his/her REQV improves, such educa• 
tor's salary will adjust to the lowest notch of salary range 7, if the educator is 
presently oa salary range 6. 

f Educators on post level 1 with REQV 14 or higher and educators 
on post levels 2 to 4 with REQV 13 Of higher 

If an educator on post level. 1 with REQV 14 or higher or an educator on post 
levels 2 to 4 with HEW,' 13 or higher improves his/her education qualifications, 
which has the effect that his/her REQV improves, such educators will receive a 
cash bonus. 
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Applicable salary ranges Post level 
	

REQV 

3 
a-s 
4-6 
6-8 
7-8 
5 
6 
7 
8-9 

7 
8 
9••10 
8 
9 

 

10 
11 
12 
13 
14-17 
10 
11 
12 
13-17 
10 
11 
12 
13-37 
11 
12 
13=17 
13-17 
13-37 

2 

3 

4 

5 
6 

  

  

NOTE: The following diagram sets out the salary ranges applicable to 
educators in accordance with their post levels and REQV. Square 
brackets indicate the applicable salary bands and values in round 
brackets indicate the relevant REQV. 
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(d) Educators with REQV 10 
[f an educator with REQV 10 improves his/her education qualifusations, winch 
has the effect that hisiher REQV improves, such an educato?s salary will adjust 
to the lowest notch of the applicable salary range, 

(a) Cash awards payable to educators in terms of these measuies, are 
calculated in all cases as 10% of the minimum of salary range 7, as it was on 
the date that the qualification was obtained.. The payment of such cash 
amounts came into effect from 1 July 1996. and may not be granted to an 
educator more than once for the same REV improvement. 

4.6 Post levels, REQiis and salary ranges 

The following table indicates the gatAry ranges applicable to educators in acoor-
dunce with their post levels and REVs. 
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(12) 

1141-17) I 

Y.121 

-J 

it 
(13-17) 

Juty 	ass) (I July 1997) 
23 526 	25 659 
24 615 	26 823 
25 704 	28 020 

 3 26 793 	29 205 

(1 JEAN 2001) 

29 356 ! 31 407 	33 606 
30 642 	32 784 I 36 079 
St 995 I 34 233 	36 530 
32 724 	35 013 I 37 464 

(1 duty 2002). 

35 630 
38 235 
39 927 
40 838 

1Salaql   salary 	 - 

i Jut),  180E0 . Cl July 1899111 (1 July 2090) 

27 444 
28 647 
29 9T3 
3Cr 584 

SalarY 011.1 
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Post 	[ Poet 	Past 	Post-1  
level 3 	level 4 	level.  5 	level 6 

Balmy ! Salary 
pnaltlon :;1 July '01 

Salary 
1 July '02 

33 603 
3.2 	35 079 
3.3 	33 Mr 

SS 63o 
35 235 
39 927 

3.4 37 464 4Z1 636 
4: 4.1 39 444 42 990 

42 40 309 44 481 
4,3 42 258 46 082 
4.4 	42 540 4$ $95 
4.5 	44 253 48 237 

5: 5.1 46 659 50 859 
5.2 46 423 52 782 
5.3 50 274 54 791# 
5A- 51 093 55 606 
55 52 902 57 653 
8.8 54 711 	59 634 

6: 6.1 57 765 V 284 
6.2 	51 197 86 705 
6.3 	54 737 70 868 

66 939 72 936 
7: 7.1 71 952 78 429 

7.2 75 819 82 3/1 
7 3 79 212 96 337 
7.4 	130 83 158 
7.5 	64 495 92 100 

0: 8.1 	99 364 97 407 
3.2 94 167 	102 642 
5.3 99 laa 108 027 
9.4 102 009 111 les 

9: 9.1 	106 707 116 alp 
0.2 	110676 120 &as 
9.3 114 639 124 958 
9.4 118 605 129 252 

! 95 122 574 	/33 605 
9.6 124 986 	133 239 
9.7 123 904 140 502 

10: 10.1 	133 /91 145 179 
10.7 	1.33 910 151 4.31 
10 3 	144 557 /57 877 
104 	14-9 964 163 461 

11: /1.1 	198 362 	169 369 
11.2 	166 221 	181 182 
11.3 	177 075 	182 008 

12: 12.1 187 020 	203 853 
12.2 197 532 	215 310 
12.3 203 104 236 833 

13: 13.1 	srris 
13.2 	len 
13.3 

Post 
level 

log) 

M 

(111 

1 

Post 
level 2 

1 

4,7 The salary structure 
The salary structure and adjusttrtent for educators since 1996 is as set out 
below. 

3C-32 	 Service 4 20173 
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Mary 
111gEt 

Salary 
position I 

84aq (R) 

(1 Jkly 1996) (1 Jiffy tagM rip ,July 1995} (1 July 1898)7  (1 July 2000) 20o1 ) July 20021 

4 4.1 27 882 	30 395 32 511 34 175 3'7 035 39 444 42 990 
4.2 28 905 	31 508 33 639 35 982 38,319 40 509 44 481 
4.3 	29 928 32 625 34 834 37 257 39 675 42 258 46 062 
4.4 	30 951 33 738 	35 310 37 770 40 224 q 640 48 eee 
4.5 	31 974 34 554 	36 477 39 018 41 553 	44 253 48 237 

5 5.1 	32 988 as ass 3$ 450 41 139 43 812 	46 659 	50 859 
52 	34 296 37 386 39 912 42 693 45 468 	484 	52 782 
5.3 	35 604 36 614 41 4-39 44 325 47 205 50 274 54 708 
5.4 	35 912 40 235 42 111 45 045 47 970 51 090 56 686 
5-5 	38 220 41 564 43 805 46 644 49 674 52 902 57 663 
5-5 39 528 43 089 45 OM 48 237 51 372 54 711 50 634 

6.1 40 836 44 5t4 47 613 50 931 54 240 57 765 	52 984 
8.2 43 344 47 247 50 442 53 955 67 462 81 187 	86 705 
6.3 45 852 49 983 53 361 67 473 60 788 64 737 	14 563 
5,4 48 380 52 719 55 176 59 019 62 853 	66 939 	72 936 

7 7.1 50 865 55 449 	59 307 53 438 67 560 71 952 78 429 
7.2 53 487 	58 302 	62 244 66 582 70 908 75 519 82 311 
7.3 55 146 	61 155 	65 289 69 837 74 376 70 212 Se 337 
7.4 	58 725 	63 599 	86 886 71 310 75 945 80 383 88 158 
7.5 	61 344 	56 540 69 642 74 496 79 338 84 495 92 100 

B 6.1 	53 983 	55 381 74 211 78 7519 33 910 89 364 97 407 
82 	67 509 	73 248 78 201 83 025 88419 94 167 	142 542 
8.3 	71 055 	77 094 82 305 	87 381 	93 060 99 108 	106 027 
8.4 	74 501 	8.0 943 84 114 	89 940 	95 784 102 039 	111 189 

9.1 	78 141 84 423 89 454 	94 524 	101) 154 	106 707 116 ate. 
9.2 	81 045 87 561 92 781 	98 440 103 920 	110 676 20 636 
9.3 	83 949 90 696 96 102 	101 550 107 643 114 639 124 956 
9.a 858$3 93 837 99 429 105 066 111 365 .118 608 129 282 
9-5 RS 767 96 972 142 753 1 06 579 115 092 122574 	133 605 

92 661 100 110 	104 775 110 715 117 357 124 986 136 236 
.9.7 95 665 103 248 	108 060 114 186 121 035 128 904 140 502 

10 10_1 98 463 146 377 	111 654 117 984 125 051 133 191 145 179 
10.2 102 702 110 958 	118 463 123 066 130 449 138 93.0 151 431 
10.3 105 941 115 	121 2aa 128 142 135 826 144 657 157 577 
10.4 111 180 	120 117 	125.715 . 132 843 140 811 149 964 163 461 

11 11.1 115 413 	124 692 	130 878 137 643 145 899 155 382 169 365 
11.2 123 468 	133 392 	140 007 147 243 156 075 186 221  181 182 
112 131 523 	142 098 	149. 145 156 855 166 286 177 075 193 008 

12 	12.1 139 578 	150 798 	155 271 165 666 175 605 167 020 203 853 
12.2 147 474 	159 273 	16'7 172 174.978 185 475 197 532 215 310 
12.3 	155 370 	167 799 175 121 184 344 195 402 208104 236 833 

13 	i 	13.1 	183 260 	171 426 179 919 188 319 199 517 
132 	170 373 	1 	178 893 187 407 195 158 207 927 
13.3 	177 486 	1. 	186 383 195 234 204 351 216 612 

Service 	261 03 	 3C-33 
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NOTE: In terms of Resolution No 7 of 1998 of the Public Service Co-
ordinating Bargaining Council (PSCBC), persons who are part of the 
management echelon of the State are excluded from the agreed salary 
adjustments on 1 July 1998, This means that the salaries of educators 
who are being remunerated at salary level 13 should not be adjusted in 
accordance with the above table. The adjustments of level 13 salaries in 
the table only apply to professional persons te,g. medical doctors) in the 
public service who are not in management positions. Educators at this 
level are all in management positions and, therefore, do not qualify for 
this adjustment. These persons must enter into a performance contract 
with their respective employers after which their salaries will 6e adjusted 
as agreed between themselves and their respective employers. 

4.8 Measures In respect of salary adjustments during the period 
from 1 July 1992 to 1 July 1995 

Salary notch 
MI ,P•84 
//07792 

Salary Mich Salary notch • Salary notch 
021.1344 	(1q•P-1.) 	1 1R-P6a.) 
1107793 	1/11193 	1112/133  

Salary notch I Salary notch 
(R.P.a , ) 	(FLP.a.) 
11U4(94 	1107/95 

	

102 918 	108 075 

	

102 509 	107 736 

	

98 127 	103 038 

	

94 692 	99 432 

	

91 2D7 	95 826 

	

97 522 	92 220 

	

54 864 	59 115 

	

81 505 	66 trio 

	

78 9z-B 	52 905 

	

76 990 	79 800 

	

73 032 	75 695 

	

70 074 	73 690 

	

67 116 	70 485 

	

64 269 	07 494 

	

St 422 	64 503 

	

50575 	61 512 

	

55 726 	58 521 

	

E2 88T 	55 530 

	

56 334 	 52 857 

	

47 797 	 so 154 

	

45 240 	47 311 

	

42 683 	44 8313 

	

40 365 	42 393 

	

38 027 	39 948 

	

35 709 	37 503 

	

33 381 	35 055 

	

31 4.31 	93 809 

	

23 481 	30 960 

	

27 531 	 29 911 

	

25 581 	26 862 

	

28 631 	24 813 

	

21 931 	22 823 

	

20 031 	21 033 

	

18 231 	19 143 

	

18431 	17 253 

	

1.1 541 	Is 585 

	

19 251 	13 917 

	

11 832 	12 4:215 

	

413 	 10 935  

193 075 
107 736. 
103 OM 
99 432 
go 826 
92 220 
89 115 
so 010 
52 905 
79 800 
76695 
73 590 
70 485 
67 494 
54 603 
51 5t2 
513 521 
56 590 
52 857 
50 184 
47 511 
44 838 
42 393 
39 946 
37 503 
95 055 
38 009 
30 960 
2891% 
26 852 
24 81$ 
22923 
71 033 • 
79143 
t7 253 

126 41 1 
 107 736 

1030136 
99 432 
95 628 
92 220 
69 115 
96 010 
82 965 
799010 
75 605 

. 73 590 
70 485 
67 494 
64 503 
61 512 
58 521 
55 '.99 
sa st7 
50 154 
47 51 t 
44 838 
42 393 
39148 
57 503 . 
$5.058 
53009. 
30 980 
.28 911 
28 662 
24118 
22.823 
2 .1 
19 143 
17 263 

126.411 	131 478 
113 772 	119 058 
1031319 	114268 
105 003 	110 356 
101 196 	105 272 
97 389 	I 	102 279 
94 110 	98 535 
90 531 	95 391 
87 552 	91 947 
84 273 	1313 603 
OD 994 	 se 059 
77 745 	01 615 
74 436 	78 171 
71 277 	74 853 
68 118 	71 535 
64 950 	i 	68 217 
131 600 	84 E199 
58 641 	6/ 58/ 
.06 818 	53617 
52 9135' 	• 65 653 

•• 50 172 	• 	52 8E9 
. 47 340 • 49 725 
44 789 	47 016 

. 42 189 	44 307 
39 609 	41 596 

. 37 029 	38 669 
: 34 .865 	36 818 

• 32,703 	34 347 
30 540 	32 078 
20 377 	29 81:16 

. 25 214 	27 584 
24215 	25680 
22 219 	23 we 
20 220 	'21 972 
16 222 	20 118 
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diary 
inue 

8Niary 
position (1 July 1996) {1 July 193711 

4 

5 

4.1 
4.2 
4.3 
4.4 
4.5 

5.1 

27 682 
28 905 
29 925 
30 951 
31 974 

32 988 

a0 
31 509 
32 625 
33 738 
34 654 

35 958 
5.2 	34.296 27 365 
5.3 	as 604 38 814 
6.4 38 912 40 236 
55 38 220 	41 864 
5,6 39 528 	43 069 

6.1 40 835 44 514 
6,2 46344 47 247 
6.3 	45 652 49 983 
6.4 	48 350 52 719 

7 	7.1 	54 858 55 449 
7.2 	53 467 58 302 
7.3 	56 105 	61 1.5 
7.4 	58 725 	63 589 
7-5 61 344 66 540 

8 6,1 53 953 69 381 
82 	57 549 73 248 
8.3 	055 771,94 
8A 	74 64E 50 943 

Ia 	9.1 78 141 	84 423 
9.2 91 045 87 561 
9-3 ea 949 90 598 
9.4 85 853 93 837 
9.5 89 757 96 972 
9.6 92 661 100 110 
.9.7 95 565 103 248 

10.1 	96 463 106 377 
10.2 	102 702 	. 110 953 
10.3 	106 941 	• 115 539 
10-4 111 180 120 117 

11 11.1 115 413 124 692 
t12 123 468 133392 
11.3 	131 523 142 098 

12 12.1 	139 578 	1.50 798 
12.2 147 474 1 . 59 273 
12.3 155 370 157 799 

13 1391 163 280 171 426 
13.2 170 373 178 853 
13.3 	177 466 180 353 

Sectary in) 

...kkly zomn.  Al July 2001} (1 Jury 20021 

42 990 
44 416.1 
46 062 
46 696 
48 237 

July 1109$l 

12 511 
33 639 
34 830 
36 310 
36 477 

.38 460 
39 912 
41 439 
42 111 
43 605 
45 096 

47 613 
50 442 
53 361. 
55 176 

56) 307 
62 244 
155299 
66 668 
69 642 

74 211 
76 201 
82 305 
84 714 

89 454 
92 781 
96 102 
99 429 

102 753 
104 775 
108 oaa 

111 654 
116463 
121 269 
125 715 

130 878 
140 007 
149 145 

156 277 
167 172 
176 121 

179 919 
187 407 
195 234 

11 July1sus) 

34 776 
35 962 
37 257 
37 770 
39 0113 

41 139 
42 693 
44 325 
45 045 
48 644 
46 237 

50 aal 
53 955 
57 078 
59 019 

63 438 
66 562 
52 837 
71 310 
74 496 

78 789 
83 025 
67 361 
89 3.11.0 

94 524 
98 040 

101 550 
105 .0e6 
108 579 
110 715 
114 186 

117 984 
123 066 
128 142 
132 843 

137 643. 
147 243. 
156 655 

165 688 
174 978 

• 164 3.44 

1 .88 319 
1E}G 158 
204 351 

37 035 
39 319 
39 678 
40 224 
41 553 

43 812 
45 485.: 
47 205 
47 970.... 
49 674 
51 372 

54 240 
57 462 
60 786 
62 853 

87 560 
70 906 
74 176 
75 945 
79 338 

63 910 
8.8 419 
93  
95 784 

100 194 
103 920 
107 643 
111 389 
115 092 
117 357 
121 035 

125 061 
130 449 
135 828 
140 811 

145 699 • 
156 075 
166 266 

175 605 
185 475 

• 195 402 .• 

199 617 . 
 207 .927 

215 51.2.: 

39 44-4 
40 809 
42 258 

9 1541:I  
44 253 

46 659 
48 422 
50 274 
51 093 
52 952 
54 711 

57 705 
81 127 
64 737 
66 939 

71 952 
75 519 
79 212 
BO 883 
84 495 

89 364 
94 167 
99 106 

102 009 

106 707 
110 676 
114 539 
118 608 
122 574 
124 986 
128 904 

133 191 
138 930 
144 657 
149 954 

155 392 
166 221 
177.075 

187 020 
197 532 
208 104 

50 559 
52 7E2 
54 798 
55 686 
57 663 
59 634 

52 964 
56 705 
70 563 
72 936 

78 429 
82 311 
86 337 
58 158 
92 104 

97 407 
142 642 
106 027 
11 l 155 

116 310 
120 636 
124 956 
129 282 
133 605 
136 236 
140 502 

145 179 
151 431 
157 677 
163 461 

169 365 
181 182 
193 008 

203 853 
215 310 
236 833 
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24 118 	23 625 

20 113 	23 52.4 	 3.1 
21 972 	24 615 	 2.2 
23 026 	23 793 	as 
25 680 	za 905 	4.2 
27 534 	317 951 	 4,4 
29 805 	32 BEIR 	 6.1 
32 076 	35 644 	 5.3 
311 337 	38 224 	 5,6 
38 616 	40 836 	 6.1 

.42 

Al 
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4_9 Salary adjustment: 1 July 1996 (Implementation of new salary 
and post structure) 

It should be noted that: 
(a) The salary adjustments on 1 July 1996. as set out in the following table, 

was in accordance with a person's salary as well as his/her post level as on 
30 June 1996. 	 - 

(b) In instances where two post levels were combined to a mw post level, two 
persons on equivalent salary positions but on two different post levels 
before 1 July 1996, may have adjusted to diffisrent salary positions. 

	

21 972 	27 8212 	 4.1 

	

23 926 	27 6112 	 4_1 

	

26 620 	28 605 	I 	4..22 

	

27..q4 	3051.1 	 4..4 

	

2U 805 	32 n8 	 !.--,.i. 

	

32 076 	35 604 	 5_3 

	

34 347 	3E1 220 	 ELE 

	

34 616 	40 838 	 6.1 

	

38 389 	 45 344 	6.2 

	

41 596 	45 852 	F.3 

	

44 307 	50 688 	-..,,% 

	

47 018 	53 487 	 72 

	

29 805 	40 536 	f.1 

	

32 076 	40 8.36 	el 

	

34 347 	40 ass 	.F..  

	

36 919 	43 344 	6 -.,';•_ 

	

.38 84115 	43 344 	0.2 

	

41 593: 	45 652 	6.3 

	

.44 557 	50 858 	7.1 

	

47.018 	53 487 	7.2 

	

49 725 	ss 106 	7.3 
• 02 Me 	58 725 	7.4 

	

66 .95a 	61 344 	7.5 
• .66. 517 	67 509 	8.2 

	

. 34 347 	60 898 	7.1 

	

.. as. en 	50668 	7.1 

	

$ 585 	50 588 	7.1 

	

41 . 628 	53 487 	7.2 

	

44 307 	53 487 	 7.2 
• 

	

67.010 	53 487 	 7.2 

	

46 725 	56 10B 	 7.2 

	

52 689 	59 725 	7,4 

	

515 . 663 	61 344 	 7..la 

 

• 

   

Cfrigina! servivo 7999 	 9C-36 

12 

13 

14-17 



Salary notch as 
on 30 ..h.111.8 1911. 

Salary as on 
1 July 1906 iSOlarylioShion 

11 	20 805 	40 818 
32 076 	40 836 
34 347 	40 838 
36 613 	43 344 

12 	06 618 	60 835 
38 an 	50 868 
41 598 	50 BBB 
44 307 	53 457 
47 016 	53 487 

7.1 
7.1 
7.1 
7.2 
72 

34 347 	50 868 
36615 	5035a 
32 889 	50 1382 
.41 598 	53 487 

41 595 	62 953 
44 307 	53 983 
47 016 	83 583 
49 725 	57 509. 
•52 589 	67 609 

Education Law and Poficy flandboa PAM Chapter B pare 4 

49 725 	63 963 
52 689 	63 553 
55 653 	63 963 
58 617 	67 609 
61 631 	71 056 
64 296 	74 601 

58 553 	63 553 
62 517 	57 500 
61 831 	71 055 
54 389 	74 601 

•88 217 	78 141 
71 535 	51 045 
74 853 	25 945 
78 171 	Oa 853 
31 615 	82 881 

Folmar Post Loyal 3 lNew tat Level 31 

13 

14-17 

8.1 
3.1 
3.2 
6.0 
2.4 

3.1 
8.2 
8.3 
5.4 
9.1 
92 
$.3 

9.6 

40 838 27 534 A2 
	

10 

Ao 
	 11 

a 
	 12 

13 	5.6 653 	72 141 
58 617 	/a 141 
81 531 	75 14t 
84 859 	En. CitIE 
'GS 217 	81 045 

•• 71 535 	51.045 
74 853 	33 949 
78 171 	26 553 
81 515 	92 661 
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7.1 
7.1 
7.1 
7.2 

8.1 
3.1 
8.2 
8.2 

9.1 
9.1 
9.1 
9.2 
92 
9.2 

9.4 
9.6 
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FOrrIler 
quoinualorp 

category 

T 
Salary notch o:51 Salary an 

- 
REIN 	tan 30 June 1996 1 July 1996 t Salary pi:si4d:1.n 

Fortner Post Le  v& 3 Mew Post Level 3] fat2MiniigAll 

D-G 14-17 8 t 
64 egg 
68 217 
71 595 
74 853 
78 171 
81 615 
8E. 000 
88 503 

78 141 
Si 045 
R1 045 
RI 045 
83 949 
Be 3E3 
92 661 

5155 
E18 4E3 

   

9.1 
12 
92 
9.2 

9,4 
9.5 
0-7 

10.1. 

Former Post Level 4 (New Post Lowe 31 

11 

12 

Al 

ss 

7.2 
1-2 

7-3 

5.2 
8.2 
8.2 
8.3 
8.3 

8.2 
9.2 
9.2 
9.3 
9.3 
9.4 
9.8 

10.1 

p ra 

9A 
9.6 

10.1 
10.2 
10.3 

53 437 
53 487 
53 437 
5€ 106 

67 509 
67 Bog 
67508 
71 055 
71 ass 

81 046 
131 045 
81 945 
83949 
B3 949 
Be ass 
92 661 
95 56.5 
9€ 4b1 

El 045 
83 942 
53 942 
132 353 
92 {361 
95 585 
98 4E3 

162 702 
106 94'f 

88 8819 
41 598 
44 90.7 
47 016 

47 016 
49 726 
52 889 
55 653 
58 017 

El 631 
54 899 
6a 217 
71 535 
74 853 
78 171 
81 615 
85 059 
85 503 

68 217 
71 535 
74 859 
78 171 
51 875 
35 055 
88 542 
91 947 
95 391 

Former Post 1-eve16 Row Post L.Oiral 

• 44 307 
47 018 • 
49 725 .  • 
52531+ 

52 589 
58 653. 
58 617 
51 551 • 
54 999 

93 463 
98 468 	 10.1 
03 4e3 	 16.1 

102 702 	10,2 
102 702 	 10.2 
102 702 	10.2 
1013 551 	 10.3 

Original senete 1999 	 3C-37 

Al 

B 

11 

12 

13 66 217 .  
71 535 
74 '839 
78 121 
SI 815 
us UN 
33 503 

	

63 963 
	

8.1 

	

63 963 
	

8.1 

	

03 963 
	

8.1 

	

67 5139 
	

13.2 

	

76 149 
	

9.1 

	

78 141 
	

9.1 

	

78 141 
	

9.1 

	

045 
	

9.2 

	

51 045 
	

92 

D G 	 14-17 



110 256 
114 269 
115 053 

12.1 
12.1 
12.1 

139 579 
199 576 
139 578 

13.1 r 131 478 	j 	163 260 

Salary notch as 
on 30 June 1996 

former 
qualification 

cutecorf 	REM,  
Salary as on L 
1 July  1996 	Salary position 

Former Not Level 5 MEW Post Law! 4) rcarienycs) 

91 947 	105 241 
95 391 	106 041 	. 

96 
102 702 
102 Tru 
102 707 
11;16 941 
106 041 
166 941 
111 190 
115 419 

13 

743 
76 171 
59 615 
86 050 

503 
01 047 
05 391 
08 835 

102 279 

E3-G 

Forrnor Pali Level b [New Post Level 41 

102 279 	115 413 
106 272 	123 468 
1117 705 	F 	123 408 

11.1 
112 
11.2 

10.2 
10.3 

10.1 
10.7 
102 
10.2 
14,3 
10.3 
10.3 
111.zi 
11.1 

Former Post L4v01.  7 /Flew Peal Lew! 5) 

Former Pact Wild 'paw yea Level 51 
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5 RANK CODES FOR PERSAL PURPOSES 

Rank Code 

 

Rank Description for Russ! purposes  J 

     

60001 Education specialist O) 
6000 2 Education spetialist„ Senior (01 
60003 Education specialists, first ICI) 
50004 Er:Weal:10n specialist, Deputy Chief 
60005 Education specialist, Chief 10 
60006 Director (01 

60101 -readier fS) 
60102 Head of Department (51 
60103 Principal: Deputy WC) 
60301 Principal IP11 
60302 Principal (P2 
e0303 Principal .(P2 S3 T3 S-S3) 
60404 'Principal {P4 84 14 S541 

60501 Lecturer {T) 
60502 LootOrer; Senior 
60603 Lecturer: Senior IC) 
60603 Head of DiyFelon 111 
60504 Principal: Senior Deputy (T) 
60702 Principal: Deputy M 
60803 Principal in) 

3C-38 	 Original .  service 1999 
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Rank Code ; 	Rank Description for Piers& proposes 

80902 	Lecturer (c) 
50903 	Head of Department IC) 
81104 	Head of Department .  Senior (C) 
64:1E104 	Rector: Vice It) 
60€10$ 	Rector (C5:. 
50906 	Rector IOW 
81004 	Rector (04) 	• 
B1006 	Principal.  (1-54 
509015 	Rector (CO 

61021 	Education therapist 
61022 	Senior education therapist 

0 RANK CODES IN RESPECT OF POST LEVELS AND REQV 

Rank codes 

36991 
3592 
339983 
369RA1 
3694:15 

35990 
36907 
36998 
aaBEI 

37001 
37001 
37002 
37003 

370154 
37005 
37005 

37007 

37006 

CHAPTER C 

DEVELOPMENTAL APPRAISAL 

1 PREAMBLE 
1,1 The following model for developmental appraised has the foliawingfeatums-, 

(a) simplicity! easy to understand and applies to all educators .  
(b) feasibility: can be administered within different types of lnstktutinns 
(c) legitimacy: unions were involved in formulation; hence 'educators take 

ownership 	 • 
Pi) flexibility: is used for development and confirmation of probationers. 
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1.2 in order to achieve the aims of developmental appraisal, the following 
requirements, inter alia, must he mete 

(e) democratic organisational climate 
(4) learning culture at institutions 
(c) mnanitment of educators to development 
fc4) cfporirigs and trust. 

Developmental appraisal is part of INSET as illustrated, in tliv career 

Er try 

	11.  .1( 	 

PRESET 	INDUCTION 

  

R et r r rrl ent 

     

INSET 

    

1 -4 The primary responsibility for development lies with the educator and the 
primary site for development is the workplace. 

2 MANUAL FOR DEVELOPMENTAL APPRAISAL 

2.1 Aim 
The aim of developmental appraisal is to facilitate the personal and professional 
development of educators in order to improve the quality of teaching practice 
and education management. 

2.2 Basic principle 
lt is based on the fundamental principle of life-long learning and development. 
This implies that one has to prioritise areas for development and growth 
throughout one's career in Education. 

2.3 Process 
Developmental. appraisal consists of the following ongoing processes: 
• reflective practice 
• self appraisal 
• peer appraisal for another member of Appraisal Panel) 
• collaboration 
• interaction within panels 
Each one is explained briefly. 
• Reflective Practice: This on-going activity requires educators to interpret and 

analyse the extent to which their performance meets objectives in serving the 
needs of clients with the intention to rethink currant practice. 

• Sett:appraisal.-  Educator anderUkes self-analysis and introspection 111 terms 
of his/her own performance, client questionnaire results as well as 
institution development plans. This is followed by self-evaluation in order 
to determine priorities for personal and professional growth. 

• Par appr-alsak It is the involvement of a colleague in assisting the appraises 
to review hisiher performance with a view to prioritise professional 
development needs. 
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Panel mernberii 

AlipraiS.8 

PLi Educator (Claesrilorrt based 
educator) 

HOD 

PTincipaliDeputy Principal 

Office based educator 

Peer 	Union rep 	Senior 

1 

Outside 
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• Oallattoratlim: Educators working together to assist in problem sohlrig 
teachers taking the same grade or educators from different institutions 
involved in teaching a particular learning field or educators consulting with 
the Support Services of the Education Department. 

• Interaction within Panay Relationships have to be developed between 
members to work collectively to assist the aPPtaisee to identity needs, 
formulate objectives, select professional development activities, implement 
such activities within time frames and to provide timeous feedback. 

2.4 Staff Development Team (SOT) 
Each institution shall elect a Staff Development Team (SDT) consisting of the 
I-lead of Institution, elected staff members. The SDT will initiate, co-ordinate and 
monitor appraisal in terms a the management plan (see paragraph 11)_ 

2.5 Panels 
The appraisal panel will consist of the appialsee and at least three others (except 
in small schools, where at least two are included) drawn from the following 
groups! 

(a) peer 
(b) union representative 
(c) senior (}IOD, Deputy Principal, Principal) 
(d) outside support (for example, subject advisor, educators from other 

institutions recognised for expertise, district/circuit manager, NG°. 
University/Codlege lecturer, other) 

2,6 Criteria 
To ensure that the process of appraisal is in line with key job fttnOtOns, a list of 
criteria (core, optional and additional) have been drawn. up for the following 
levels: 
• PIA educator tclastisroum based educators) 
• Head of Department 
• Deputy Principal/Principal 
* Office based educators (PI, 1 to 6) 

Three types of criteria ere explained below: .  

. arc criteria: will be seen as primary elements of the responsibility of the 
person's job on which the person has no.choice but to be appraised on. They 
cover the essential elements of the job descriptions of the educator. 
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Name 
	

Purpose 

Personal Details Form 	Record personal particulars, ElualMca- 
turis and reachlogirriarkagernentiother 
ey.periones. 

Completed by 

Appraisee 

Needs identification 
altd Prioritisation form 

Self appraisal 
Other Panel members appraisal 
Panel appraisal 

Appralsee 
Other Panel members 
Panel 

Shows plan for development in a cycle. 
Reflects. objectives, acfrvides, resources 
and key performance.indicotors. One 
form for each- cycle. Motivator' for 
reclassification of core criteria as 
optional has to be recorded, 

PI-Ofesiortal Grr.usrlb 
• Plan IPGFyl Form 

Finelised in Panel 

    

    

    

Discussion Paper 	• To• review success,edifficultes of POP in 
this cycle. 

• 

Pane l 

 

    

    

A signed record of the entire appraisal 
process for the cycle, including identi-
fied needs, strengths and development 
plan. 

Appraisal Report Appraisee and 
appraisal pane 
rrperroors 

PAM Chapter C pare 2 
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. °Adana/ ,t-riteria.• riUse ;ire criteria that are listed as core criteria, some of 
which may be made optional by the appraisal panel because of the contextual 
factors at institutions. A motivation for this reclassification.. 

■ AaditiOnai Crifitrier These are criteria that may be added depending on the 
needs of an institution and/or individual educator. These should be discussed 
with the Panel, supported by staff and agreed to in the Staff Development 
Team. A motivation for the inclusion of additional criteria has to,be given. 

2.7 Sell/peer rating and prioritisation 
A simple se.ele shall be used to rietennine areas of priority. In this scale, each 
criterion is defined and the associated performance expectation is given. 

A 	Priority need for development in present cycle 
B = Performance is in keeping with the expectation with axlni for further 

development in future cycles. 
The prioritisation form contains the key development areas (criteria). 

2.6 Forms 

2.9 Professional Growth Plan (PAP) form . 
The appraisee's developments/ plan is recorded in this form. The parts of the 
form are: 

Objective/s: e.g. to make use of different modes of continuous 'earner 
assessment. 

Anti v 	e.g. read Iiterature on continui.rus assessment 
hokl dissuasions with peer, 
consult with. ,sia)Ject advisor. 
learning site visit to oNs'erve learner assessment. 

Hesoureen: e.g. subject r•erenee IOW journals and 	literal-rife. 
Key performance indicators: e.g. ant are new methods of learner assessment 

in addition to existing ones. 
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2.10 Confirmation of probationers 

Tri terms of Section 2(3), Regulation No. 81742 (13 November 1995) the head of 
an institution or office may confirm the probationary •appointmont of an 
educator after a period of at least 12 months on the basis of satisfactory per-
formance. 

The criteria, definitions and expectations shall be used to determine whether 
the probationer achieved a satisfactory performance level. 

The appmisal ofprobation! t .  will be done in terms [..Tr applicablelegislation and 
regulations. 

2.11 Management plan 

Apart from probationers, half of staff  in first 6 .11)Olith8 and other half in 2nd 
months will be involved in appraisal. All educators have to be trained in 

developmental appraisal prior to implementation in order to ensure that the 
spirit of appraisal as stated in 1 and 2 above Is observed in pragrioe. 

Weeks in cycle 	 Action 

Head of an institution calls a staff meeting to 
erect tha SDT 

• Training of staff 

▪ Identification of Apcalseee for the 1st and 
2nd phases of Cycle one 

• Constitition of panels and election Chair. 
persons 

• Appraisai35 complete Person& Details 
Pont] 

▪ Submission of educator portfolioa to the 
Panel 

* Observation of educators In practice 

• Decide on optional and additional. oritera 
and motivate for the decision on its 
Needs identification and PribritmljDfl 
Form. 

• Self-appraisal on the Needs Went:•utton 	Appralsees 
and Prioritisation Form 

• Peer/Union flepre,sentative/Senior . appral- 	2 panai rine  rnbers 
sal Needs identification and Pricuitisiation 
Form 

■ Finalise Needs iderrtification and Monti.- 	Panel 
radon Form 

• Complete Professional Growth Flani . (POIN • Appraises 
Form 	 • . 

. Panel cliscusse0 and finalise tfie PbPorrn.  • • Panel 

lAreAk 

Week 2-3 

Week 4-6 

WEA.15-5 

Week 9--12 

Responsibility 

Had of an Institution 

SOT 

SDT 

Staff I•nr-Fpbars 

identlled aprafeeea 

Apraisee 

Panel 

Apraisee r  Panel and SLIT 

Weeks 12-28 s Appraised implements the . ptiofessio. nal 
Growth Flan 

•  

Appraises 

Weeks 23-32 • Appralsee fills in the discussion rt,803e,in .  
preparation for.the•Nvi•iiiv 	• . 

▪ Panel %%Tories thrOugh the dieoirsEdpn paper 
• Appraisal Rap-ort is prepared 

'Appraises; 

Panel 
Pan I 
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2.12 Appraisal records 
A file of each educator (appraises} will be kept at the institution for each 
educator which contain: 
• Personal details (Filled once, unless there are changes). 
9 Need Identification and Prioritisation Form 
• POP 
• Discussion Paper 
• Appraisal Report 
The records will show the nature of professional growth as well as the 
CV I:limit/lent to Life-long /earning and development of en educator. Such 
documentation could serve as part of the CV. • 

2,13 Glossary 
Additional Criteria .- are criteria that may be added depending  on the needs of 

en institution anchor individual educator. These should be  discussed  with 
the Panel, supported by staff and agreed to in the Staff Development Team_ A 
motivation to the inclusion of additional criteria has to be given_ 

Appraisal Appraisal Implies making judgements and decisions on the quality 
or effectiveness of a programme, project, thing or set of actions. There are 
two kinds of appraisal namely: Judgemental (suramative) appraisal and 
Developmental (formative) appraisal. Judgemental appraisal refers to those 
decisions that make judgements and do . not necessarily hell] to improve 
things. Developmental appraisal is an appraisal prows which will result in 
development in both the skills and career prospects of the individual 
educator and lead to improvement at school or institutional bevel, 

Appraisal Instrument - is the basic procedUres,.methods and criteria through 
which the appraisal of persons will take place. This doei not include the 
background, principles*  purpose, etc: (if appM.W .In The first place. 

Appraisee - an educator who will be appraised for professional development 
Appraiser - an educator who is responsible for conducting the appraisal process 

Of an appraises. 
Assessment - is a way of measuring what is understood/known and can he 

demonstrated in a variety of ways. 
Confirmation - the process to which the probationer is declared perthanent into 

the past he/she is holding, after a period of 12 months on the basis of 
satisfactory performance and conduct in keeping with applicable legislation 
and regulations. 

Core Criteria - will be seen as .primary elements of the responsibillpr of the 
person's job (job description) on which the person has no choice but to be 
appraised on. 

Criteria is the basis on ,which judgements of good or acceptable practice are 
made or targets are judged to have been met 

Cycles - will be time span between two distinct procesSes Of appraiSaL The first 
cycle will last for one year within which all educators must be aPPraiSed 

Data collection - is the process of providing inforination for the appraisal 
interview, and which must be seen as a professional development activity in 

Educator refers to any person whose conditions of el:op/Lyme/it arc regulated 
by the Employment of Educators Act, No. 76 of NW. 
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Head of Institution - a person in charge of a work site where the educator is 
based for the pm poses of his/her work for example, priiacipal for school or 
head of education department far provincial head Wipes, 

Institution -- a site where an educator is based for the purposes-  of his/her work. 
It includes but not limited to a school., national o(hce,•provincial head offices, 
and. regional and district offices, area and circuit offices. 

Objective - statement that indicates what the appraisee sets for hrmself/herself 
in order to acquire knowledge or skill that will proinote professional 
development. 

Observation of an educator in practice - is the process through which a 
collesigue(s) on the appraisal panel will visit the workstation of the appraisee 
Pocasionally for the sole purpose of observing methods used by the educator 
and to provide the necessary support 

Optional Criteria - are criteria that are listed as core criteria, some of which 
may be made optional by the appraisal panel because of the contextual 
factors at institutions. A motivation for this reclassification. 

Panel - will be the full composition of individuals who are involved in the 
appraisal process. 

Peer - will be another educator identified by the appraisee who will be able to 
render assistance to him/her for professional development, This could be a 
colle_ague at any level within the insittntiori. 

Portfolio a record of an educator's ongoing professional development, learning 
experiences and achievements. For example short and long INSET courses, 
all certificates/awards obtained, research conducted, materials developed, 
articles written, etc. 

Prioritisation.- Identification of areas of professional growth, indicating which 
are considered to be more important and achievable. These areas appear as 
criteria on the Needs Identification and Prioritisation form, 

Probationer - is an educator who occupies a substantive post for at least 12 
months but who is not yet aPppraised for permanent appointment in that 
post. 

Profexdonal Growth Plan Form - is a form in which the apprai$ee's 
developmental plan is recorded. 

Qualification - refers to a completed course of study for example Malik, 
B Paed, STD, HDE, MA etc, 

Rating - is a scale used to determine areas of priority . for developmental 
purposes. 

Records - documentation that contains all the appraisal information gathered. 

Acronyms 
lPL l-6 - Post Level One to Six 
DAS - Development Appraisal System 
HOD - Head of Department 
INSET - In-service Education and Training 
NGO - Non-Geyer/Mental Orkanisation 
PGP - ProfesMonal Growth Ilan • 
&In - Staff Development Team 
SWOT - Strengths, Weaknesses, Opportunities and Threats 
ATTEF - Medium Term Expenditure Framework 
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3 INSTRUMENTS FOR DEVELOPMENTAL APPRAISAL 
3.1 Needs identification and prioritisation form for PL1 Educator 

                                        

Symbols A or B 
- rating by erporaiee, 2 itentrfivor 

aPPraiSsra and members of the panel 
- needs identltioation 

prioritise the kfentified needs err the order 
of importance law- the PGP 

                                        

                                                               

                

Criteria 	 Appraisee 

   

Peer/HOD/ 
DP/Prhi, 	Panel 

  

                     

 

1-- 	 
1. CORE 

                                                    

                                                     

   

1.1 Curriculum development 

L2 Creation of a learning environment 

1.3 Lesson preimntation and methodology 

Classroom management 

                            

                               

                               

                               

                               

                               

                               

   

1,5 Learner assessmept 

                                          

                                             

   

1.13 Recording anti analysing data 

1 -7 Development of learning field com-
petency 

                               

                                  

                                  

                                  

        

Prcrfeesional devefoprnent irr field of 
work/career and participation in Pro-
f eek-mai bodies 

                            

                                    

                                    

                                    

                                                               

                                                               

   

1.9 Human Relations 

1.10 Leadership 
	— 	 

1,11 Community 

1.12 Extra-currioukar work 

                                          

                                             

                                             

                                             

                                             

                                             

                                             

                                                               

   

1.13 Contribution to =hod! development 

2, OPTIONAL 

                             

                                

                                

                                                               

                                                               

                                                               

                                                               

                                                               

[ 3. ADDITIONAL 

                                              

                                              

                                              

                                              

                                              

                                                               

                                                      

                                                      

                                                      

                                                      

                                                      

                                                               

   

4. MOTIVATION FOR CHANGING CORE CRITERIA TO OPTIONAL CRITERIA 
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Post Level One educator 

     

     

Criteria 

CORE 

Deli 'strip n 

1.1 CurrIcUlum 
development 

interpretation of learning pro-
grammes, development of 
learning materials and news-
men/ methods and selection 
of appropriate teaching 
strategies. 

The educator plans and 
designe teaching arid learning 
activities where learning is a 
collective enterprise. inte-
grative, active and goal-
oriented. 

Expectation 

1.2 Creation of a . 
learning environ-
ment 

The tone and spirit in the 
classroom, The atmosphere in 
which teaching and learning 
takes place. General attitude to 
learners and the expectations 
which are aroused. The rela-
tionship between routines, 
stimulation, industrious activity 
and creativity. The establish-
merrt of a productive, encour-
aging, demanding and 
supportive environment for 
!earners. 

Mutual interest and enthusiasm 
between teacher and learners 
create the learning environ-
ment Learners expect to work 
hard at valid and satisfying 
tasks as a result of OW open 
and Griiirzi discussion based 
upon rich and diverse mater-
ials. The classroom atmos-
phere encourages the 
exchange of ideas. questions 
and experiences, and learning 
is understood as a co-operative 
and productive activity. Learn-
ing opportunities take place at 
different levels at the same 
time. 

t3 Lesson presen- 
tation and 
methodology 

Educator's knowledge and 
experience of the learning area 
that is presented to [earners in 
ways that produce learning, 
intereat, involvement, ques• 
trots and critical thinking. This 
relies upon the teacher's skills 
In planning and organising 
individual lessons as well as 
programmes of Learning based 
upon insight into the learning 
area to be taught. 

The teacher has an excellent 
grasp of the learning area and 
Is highly sfdlked at using many 
ways to promote the noeds and 
expectations of learners. Each 
lesson has strong links ...viers 
those before and after, and 
learner involvemerrt Is an 
integral part of their own 
education and development-
Learners emerge with a 
confident and broad under-
standing of  the leorninu area at 
their level. 	• 

1,4 Classroom man- 
agement 

There is evidence of discipline r 
 guidance and support, larding 

to sound rap:ppri with learners, 
positive reinforcement, 
encouragement and approprP 
ate admonition and effective, 
lair, regular and varied m3sess-
Tent 0f Learner's efforts. The 
ability to inspire and encourage 
learners to produce their best 
perforrnance and maintain high 
standards of behaviour and 
ethics, 

Demonstrates affective ability 
to encourage, guide and 
support IP-arners... Self 
motivated to the extent that it 
influences other people 
positively. Noticeable drive, 
enthusiasm and tenacity. 
EncoUragas staff to achieve 
excellence in the classroom. 

Origrfnal service /OP 
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Post Level Orre educator (continues) 

Cit•erla 

1.5 Learner assess-
ment 

Definition 

The ability to assess the pro-
gress es well as the potential 
and actual learning through 
using a variety of aG,sassrnerrt 
procedures. The extent 10 
which the evaluation of learner 
development Is managed 
continuously in WayS of the 
learners and the learning area. 
The abillly to use the result of 
learner performance for 
diagnostic purposes, remedial 
work and for adapting teaching 

. programmes. 

Expectation 
	_.--- 	 

Use  'OS assessment of 
learners creatively so that it 
serves many construceve 
purposes. Sets high but 
3cl-4evabla standards consis-
tent with the Levels and abilities 
of the learners. lies a lively 
interest in asseeScrient and its 
possibilities and is aware of 
new methods. Learners receive 
constructive and If eqUerfAii 
feedback as a consequence 
of continuous and varied 
assessment. Kasps complete 
and comprehensive records of 
learners' progress, 

Recording and 
51.124h...51N data 

Recording and analysis of data 
acillievernent end performance, 
the level attained in terms 
of reaching departmental 
object to s- 

rieoords and analyaere of data 
era exceptionally well kept 
Analysis of data je accurate/ 
shows exWptional ability for 
utiiization of the data for 
problem solving and de► elop-
ment 

t 	Development of 
teaming field 
competency 

Deklberate efforts by the 
teacher to keep up with devel-
opments, research and pub-
lications in hie end her teaming 
area. This in.c.fudas how the 
learning area fits into life 
Icarning area, its rotation to 
other learning fields and 
developments in method-
ologies for teaching the 
learning area effectively. 	. 

Sustains a lively interest in her 
or his learn iti,g area to the 
extent that 41 addttion to 
teaching it well., 	teacher 
leads learning area commit-
tees, Dentrib•te3 to workshops 
and Is capabIa of lecturing to 
trainee teachers in the learning 
area. 

1.6 Professional 
development in 
field of work/ 
czireer and par-
ticipation in 
profeional 
bodies 

Extort tc which the teacher 
acquires further and new skills 
end expertise in r  not only his,0  
her own learning area but more 
particularly in educational 
thinking. etlmlnistration, 
management, volitional and/ 
or technical areas. 

line a lively sense of the need 
for educetore to acquire new 
knowledge and additional skilla 
if they are to make De4Iart-
Mental policy succeed. Uses 
all opportunities to became 
familiar with fresh and furttter 
thinking in a nurritke -  of edma-
-tionai areas_ Uses the experi-
ence of implementing new 
thinking to report to colleagues 
and the Departmarrt on the 
effects of such new approaches 
to education in an actual school 
situation. 
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P0.41 Level One educator (coraititses) 

Criteria Definition Expectation 

ChAlit• of personal and prates-
sional relations with ail mem-
bers of the school community. 
Support given to colleagues 
and learners. Ability to inspire 
and 'encourage people to seek 
and maintain high standards of 
performance. Ability to estab-
lish relationahips based upon 
respect and trust 

Has excellent personal and 
profession:A relationships with 
most members of the school 
community. Is Fegardad as 
open, honest and ac-tessibie 
and can offer advi ce and arid-
Cisco vvitOLit causing of ibrIGe OF 
dcot-nf art. ls 'very supportive 
of colleagues and isamOrz. En-
JOY'S confidencs of parerrts and 
members of the community. 

1 	Human relations 

1;f0 Leadership The ability to take the initiative 
and to act decisively_ Degree of 
influence on colleagues in 
making decisions, determining 
aims and darting of objec-
tives. Extent to which helshe 
acts in te'rn8 of priorities and 
opportunities and the degree to 
which others rely on the in-
sight, point of view, judgement 
and will of itrle teacher. 

Shows urell•developed leader-
ship qualities in an educational 
environment Is Etta ta) influ-
ence colleagues With dBelgIva 
recommendations and has a 
clear sense of how decisions 
can be implemented. Leader-
ship qualities are demonstrated 
in stepping fonvard and in hold-
ing hack. is a:vetted by corn-
muniftY to play a leadership role 
in many of fill school's aetheitiea 

111 Community 

f.12 Extra-curricular 

Appreciation and support of 
institution's rIGeds,■'exgrcis,e of 
initiative on institution's behalf/ 
voluntary commit-gent/willing-
ness to get aotivsly involved in 
tea roar, staff arid parent matters 
by participating in ouronittrae 
rnee. worIW-tops and pro_ 
jests. Knowledge of vaikiee and 
customs of the corn munity. pro-
modon of ad iK.ation in the com-
munity. Contribtrtion to building 
finks betteveen the soriool and 
the broader community_ 

involvement in and avallahility 
for School activities outside the 
aiessfoom and outside teach-
ing.hours. TF includes sports , 

cultural activities, meetings 
with parents and students 
school ccirrurnittee work, atten_ 
dance at cour.ses and work- . 
shops arranged by the 
Department and educational 
agencies. 

Vary good attitude to the corn-
munItylia sensitive to the 
norms and ciArtoms of the 
co nwn itylserves the com-
munity across a very broad 
frontipro motes a very good 
image of education/is: held in 
high regard by the community/ 
encourages strong UnlaG be-
tween the school and the
community. 

Makes active use of after-Inure 
lime for cultural, sporting and 
instructional purpoies. Plays a 
leading role in encouraging staff 
and students to arrange mare-
cu rricular activities. Participates 
In school arid Departmental 
meetings eer school hours and 
assists with organising meet-
ings of the Sth001 commun ity. 
Available to students and par-
%AS in the afternoons. 

', .13 Contribution to 
school develop-
ment 

Understanding of and contri-
butions to the implementation 
of departmental policies and 
circulars. the new eta rrictilu rri 
and inThole school development 

Is familiar with current Folic 
the new curriculum and the 
praNnues of school change 
and whale er;tidool 'develop-
ment_ is able to apply this 
understanding. 
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3.2 Need identification and prioritisation form for 
Head of Department (HOD) 

Symbole.. A or 8 
— rating by appraises. 2 identified 

appraisers and members of the panel 
needs identification 
jorionVss the identified needsrn VII order 
of importance for the PGP 

Peer/DP/ 

Hi. CORE 

	Criteria 
	

Appraises 
	

Prin. 	Pawl 

1.1 Curriculum development 

1.2 Creation of a learning environment 

1.3 Leases} presentation and methodology 

1.4 Classroom management 

1.5 Learner assessment 

t.8 Recording and analysing data 

1.7 Development of learning fioki com-
petency 

1.8 Professional development in field of 
wort oareor and participation in Pro-
tessonal bodies 

1.9 Human Relations 

-14 Leadership 

1.11 Community" 

1.12 Extra-caricular work 

113 Contribution to school development 

1.14 Generation of the departmental pOlicy 

Prinfes5ional support W colleagues 

2. OPTIONAL . 

3. ADDITIONAL 

• 

FMDTIVATEON FOR CHANIGINC CORE CRITERIA  TO OPTIONAL .  CRITERIA 

• 

I. 
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Criteria Definition 	 Expectation 

. CORE 

1.1 Curricuturn 	I Interpretation of learning 
developertent programmes, development of 

learning materials and &Geese-
ment methods and selection 
of appropriate necking etrate-
gies. 

The educator plans and 
designs teaching and learning 
activEties where learning 1e 
a collective enterprise, into-
grafive, active and goal-
oriented. 

The tone and spirit in the 
classroom. The atrno,sphere Fn 
which-  teaching and learning 
tkes place- Garierai attitude to 
learners and the expectations 
which are aroused, The 
relationship between routines, 
stimulation, industrious activity 
and creativity. The estab-
lishmorit of a productive, 
encouraging, demanding and 
supportive environment for 
learrFers- 

. 	 . 	 . 

M utual interest and enthusiasm 
between teacher add learnere 
create -the learning environs.
mant 'Learners expect to work 
hard at valid and satisfying 
tasks as a result of the open 
and critical discussion based 
upon rich and diverse materi-
als. The classrciurri airnoephere 
endoitracie% the exchange of 
ideas. questions and experi-
ences, end learning is under-
stood as a co-operative and 
productive activity. Learning 
opportunities take piece at 
different levels at the same 
time. 

1,2 Creartion of a 
learning envirorE 
rent 

Teacher's knowledge end ex-
perience of the learning area 
that is presented to learners m 
ways that produce learning, 
interest, involvement ques-
tions and critical thinking- This 
relies upon the teacher's skills 
in planning and organising 
individual lessons as well as 
programmes of learning based 
upon insight into the learning 
area to lte taught. 

The teacher has an excellent 
grasp of the learning area and 
is HOMY alciElad at using many 
ways to pronmoti the needs and 
expectations'of learners. Each 
lesson has strong links with 
those before and after, and 
learner involvement is an inte-
gral part of their own education 
and development Learners 
Amiga with a confident and 
brood understanding of the 
learning area at their levet. 

1.3 Lesson presenta-
tion and metho-
ridogy 

Them la evidence of discipline, 
guidance and support, leading 
to sound rapport with learners, 
positive reinforcement, 
enoouragernent and eppropri. 
ate admonition and effective, 
fair, regular and varied assess-
ment of learners' efforts. The 
ability to inspire and encourage 
learners to produce their best 
performance and maintain high 
standards of behaviour and 
ethics. 

Demonstrates effftwtiva abiPity 
to encourage. guide and sup-
port learners. Self rnotvated 
the extern that it influences 
other people positively . 
Noticeable drive, enthusiasm 
and tenacity. Encourages staff 
to achieve excellence in the 
classroom. 

t.4 Classroom man- 
agement 

Employment of Educators Act 78 of 1998 
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!lead of Department 
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Head of flopertment tcontinue5j 

Criteria OatMilian Ecoactatlan 

1.5 Learner assess. 
merit 

The ability to assess the 
progress as well as the poten-
tial and actual learning through 
using a variety of assessment 
procedures. The extent to 
which the evaluation of learner 
daysilopment is managed 
continuously in ways of the 
learners and the learning area. 
The ability to use the result of 
learner performance for diau-
nnetis purposes, remodel work 
and for adapting teaching 
programmes. 

Uses the assessment of 
learners ct•atively so that it 
serves many constri.Ave Run. 
poses. Sets high but achievable 
standards consistent with the 
levels and abilities of the 
learners. Has a Ilvely,interest in 
assessrrrent and its possibilities 
and I's aware of new methods, 
Learners receive constructive _ 
and frequent feedback as a 	• 
consequence of continuous 
and varied assessment. Keeps 
COMpleta and conprehensive 
records of leamerer progress. 

1.d Recording 
E0113tysing dare 

Recording and allalysis of data 
aatievernerit and performance,. 
the level attained in terms of 
reaching departmental objec-
tives; 

Records and analyses of data 
are exceptionally well kept .  
Analysis of data is accurate/ 
shows exceptional ability for 
urination of the data for pro-
blem carving and development. 

1.7 Development of 
learning field 
Gornoerency 

Deliberate effort; by the tea-
cher to keep up with deveitip-
merits: research an d 
Publications in his and her 
learning area. This incl udes 
how the learning area fits into 
the learning programme, its 
relation to other learning 
fields and developments in 
methodologies for teaching the 
learning area effectively. 

Sustains a lively interest in her 
or his learning area to the 
extent that, ih addition to 
teaching it well, this teacher 
leads learning area commit
tees, contribtdes to workshops 
and is capable of lecturing to 
trainee teachers in the learning 
area. 

1.8 Professional da-
velopmarrt in 
field of work! 
career arid par-
ticipation in 
professional 
bodies. 

Extertt to which the teacher 
acquires further and new slabs 
and expertise, riot only hisiber 
owl) learning area but more 
particularry In educational 
thinking, administration, 
management, 	 ational and/ 
or mchnical areas. 

Has a lively seer P of the need 
for teachers to aoquire now 
knowledge arid additional Male 
if they are to make Depart-
mental policy succeed. Uses 
all opportunities to become 
familiar with fresh and further 
ti-Obking in a number of educa-
tional areas. Uses the experi-
ence of implementing new 
thinking to report to colleagues 
and the Department on the 
effects of such new approaches 
to education in art actual sehool 
situation, 

3C-52 	 Origin* service r999 



Employment of Educators Act 76 of 7998 	 PAM Chapter C para 3 

Heed of Department (continues) 

Criteria Expectation Definition 

Quality of personnel and 
professional relations with 
all members of the school 
community. Support given 
to colleagues and Learners. 
Ability to inspire and 
encourage people to seek 
and maintain high stan-
dards of performance. 
Ability to establish relation-
ships based upon respect 
and bust. 

Has excellence personnel and 
professicinal relationships with 
most members of the school 
community, is regarded as 
open r honest and aeceasible 
and can offer advice and criti• 
cism without causing of-fence 
Or aSCOMfOrt. 15c Very suppor-
tive of colleagues. and learners 
has confidence of parents and 
members of The community. 

1.9 Human relations 

1.10 Leadership The ability to take the initietNe 
and to eCt decisiveiy. Degree of 
Influence on colleagues in 
making decisions, determining 
aims and defining of objec-
tives. Extant to which he/she 
acts in terms of priorities and 
opportunities and the degree 
to which others rely on the 
insight, point of view., judge-
merit and will of this educator. 

Shows well-developed leader-
ship qualities in an educational 
anvironment Is able to influ• 
ence colleagues with cleciaive 
recommendations and has a 
clear sense of how decisions 
can be implemented. Leader-
ship qualities are demonstrated 
JO stepping forward and in 
holding back. Is looked to by 
community to play a leadership 
role En many of the school's 
activities. 

1.11 Corn m un Appreciation and support of 
institution's needs/exercise of 
initiative on institution's behalf 
voluntary commItmerMelliIng-
ness to get actively involved in 
student staff and parent mat-
ters by participating in CM- 
m 	meetings, workshops 
and projects. Knowledge of 
vellum and customs of the 
community. Promotion of 
education in the ..Orrirn Unity% 
Contribution to building links 
between the school and the 
broader COMMLirlky.. 

Very good attitude to the 
oommunityAs sensitive to the 
norms and'icuatoms of the 
community/serves the com-
munity across a vary broad 
fronteprornotes a very good 
image of education/is  held in 
high regard by the CernillUnityi 
encourages strong links be-
tween the school and the 
community. 

1.12 Extra-curricular Involvement in and availability 
for school activities outside the 
classroom and outside teach-
ing hours-This Includes•sports, 
cultural activities, meetings 	• 
with parents and students 
school committee work, atten- 
dance at course and work-
shops arranged by the . 
Department and educational 
agencies. 

Makes active uee of after-houre 
time for culturai, sporting and 
instructional purposes , Plays a 
leading role in encouraging 
staff . and students to arrange 
pora-curricular•actMtTae. Parti-
cipates in school. and Depart-
mental meatintisaft .er school 
hours and assiSts.With 
organising meetings of the 
school corrirnunitN)...Available 
to students .  end parents in the 
afternoont, 
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1.4 Classroom management 

Lb Learner assessment 

1.8 Recording end analysing date 

1.7 Development of learning field cora-
patericy 

PAM Chapter C pare 3 	 Education Law and Policy Handbook 

Head of Department (conto'rwes) 

Criteria 

1.15 Contribution to 
school develop-
rnent 

1.14 Generation of 
depari.rirental 
policy 

9.15 Profftaional sup-
port to caliea-
OLLW 

L 

Definition 

Understanding of and contri-
butions to the implementation 
of departmental policies end 
waders,. the new curriculum 
And whole school development 

The use of learning pro-
grammes, study guides, 
Departmental circulars, current 
research and publiations to 
develop departmental policy. 

Works supportively with cot-
leagues on teenier needs and 
supports colleagues 1r1 com-
mittees. Ability to inspire and 
encourage colleagues and 
others to pri,x1o,ce and rriaintsm 
their ki,ms-1 performance and 
behaviour. Ertabias staff to 
Wadi to their strengths anti 
offers guidance with policy and 
personal matters, 

Expastatiott 

Is familiar with current 
the new curriculum and the 
prose es crf &Aloof change 
and whole school develop-
maul. Ice able to apply this 
understanding, 

Insights gained from Depart-
Marital sources,:ourrent theory, 
educational change and the 
ex-penance of stAff are tiser.1 tin 
develop policy that lie raMwed 
regularly. 

Succeeds vary . well in building 
and maintaining haafthy 
relation with colleagues a 
popular and valued selleagualu 
a leader in a team contegis a 
person who is very wall able to 
deal with conflict, rather than 
one who -sautes conflict's., a 
professional educator with 
excellent professional relation , 

 uhip,ia, high degree of media-
tion skills. Open to ideas, 
assists with personal and 
pi-ofettslonel mettere. 

3.3 Need identification and prioritisation form for 
Deputy Principal/Principal 

Sylinkieb A or la 
—rating 'by. apprafsee, 2identified 

ap,oraisers and members of  the panel 
identificafion 

—prioritise the kientiliad needs in the order 
of importance for the POP 

Criteria 
Peer/ 

Appraisals 	Dept. Officief 	Panel 

F. CORE 

I 1.1 Curriculum development 

1.2 Creation of a 10ernirlil environment 

I 1,3 bustIon presentation and methodology' 
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PAM Chapter C pare 3 

' 	1.8 	Professional developmeitt in field of 
worlocereer and participation in 15ra-

.. 	fessional bones 

1 	Human Rekrtiona 

1.10 Leadership 

1.11 Community 

1.12 Extra-curricular work - 

1.13 Contribution to school development ... 

1,14 Communication 

1.15 Deolsion-making and acoountability 
prOcedures 

..• 	• 

1.15 Establishment and SOrvicing of repre-
sentative bodies 

1.17 Servicing the governing body 

MEI Establishing and maintaining a learning 
environment 

1.1M Record keeping 

L  L20 Strategic Planning and Transformation 

I 1.21 Financial Planning and Management 

1..22 EclucatFonal Management Dave/op. 
rnent lEMD) 

1.23 Programmes for appraisal 

2. OPTIONAL 

_.. 
3. ADDITIONAL 

100TIVATION FOR CHANGING CORE CRITERIA To OPTIONAL CRITERIA 

OfigOnOi Serrline 1999 
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Deputy Principal/Principal 

y•- 

1. CORE 

Criteria 

1,1 Curriculum 
development 

fleihnition 

Interpretat •orr of learning pro-
grarnnum development of 
learning materiels and assess-
ment methods and selection of 
appropriate teaching strate-
gies. 

The educator plans and de-
signs teaching and learning 
activities where learning is a 
collective enterprlsor•integra-
tive, active and goal43riented. 

1.2 Creation of a 
learning environ-
ment 

1.3 Lesson presen-
tation and 
methodology 

The tone and spirit in the 
classroom. The atmosphere in 
which teething and learning 
takes place. General =tide to 
learners and the expectations 
which are aroused. The 
relationship between routines, 
stimulation, industrious activity 
and creativity. The establish-
ment of a productive, encoura-
ging, demanding and 
supportive environment for 
learners. 

Teacher's knowledge and ex-
perience of the learning area 
that Is presented to learners in 
ways that produce learning, 
interest, involvement, cruet, 
-hone and critical thinking. This 
relics upon the teachers skills 
in planning and organising 
IndMdual lessons as well as 
programmes of learning based 
410011 insight into the learning 
area to be taught. 

Mutual interest and enthusiasm 
between teacher and learners 
create the learning environ- 
mem. Learners expect to work 
hard at valid and satisfying 
tasks as a result of the open 
and critical discussion based 
upon rich end diverse materi• 
alt. The classroom atmosphere 
encourages the exchange of 
ideas, questions and experi-
ences, and learning is under-
stood as a co-operative and 
productive activity. Learning 
opportunities take piece at 
different levels at the same 
time. 

The teacher has an excellent 
grasp of the leamirkg area and 
is highly 	st [using many 
ways to promote the needs and 
expectations' of learners. Each 
lesson has strong links with 
those before and after, and 
learner involvement Is en inte-
gral part of their own education 
and development Learners 
emerge with a confident and 
broad understanding of the 
learning area at their level. 

1.4 Classroom 
management 

There is evident of discipline r 
 guidance and support, leading 

to sound rapport with learners, 
positive relriforeement r  en-
couragement and appropriate• 
admonition and effeotive r  fair, 
regular and varied assessment 
of learners' Wolfs, The ability 
to inspire and encourage 
learners to produce their best 
performance and Maintain high i 
standards of behervioirr and 
ethics. 

Demonstrates affective ability 
to encourage, guide and sup-
port {earners_ Self motivated to 
the extent thk it influences 
other people.  postrivery.• 
Noticeable drive r  enthusiasm 
and tenecity.•Encouragee staff 

-to ecIlielie excellence in the 
classroom. . 
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Deputy Principel/Principal "continues) 

Derr-Tuition 

The shifty to assess the pro-
gress as weir as the potential 
and actual fearnkag through 
using a variety of assessment 
procedures_ The extent to 
which the evittation of roamer 
development is managed 
continuously In ways of the 
learnera and the learning area. 
The abi-litv to use the result of 
learner perforrnari for diag-
nogtic purposes, remedial work 
and for adapting teaching 
programmes. 

- Expectation 

Uses thecassessreept of 
learners creatively so that it 
serves many constructive 
purposes._ Sets high but 
achievable‘standards con eis. 
teat with the levels and abil ['din 
Of the learners. Has a livery 
Interest in assess nient and Its 
possibilites and is aware of 
new methods. Learners receive 
constructive and frequent 
feedback as a consequence, of 
continuous and varied assess-
ment keeps complete and 
COnlprehensive records of 
learners' progress. 

Catbrip 

t.5 Learner assess-
ment 

1.8 Recording and 
analysing data 

Recording and analysis of data 
achievernegit and performance, 
the level attained in terms of 
reaching departmental objec-
tives. 

Records and analyses of data 
are exceptionally well kept. 
Analysis of data is accurate/ 
shows exceptional ability for 
tiezation of the data for 
problem solving and develop-
rnent_ 

1,7 Deyeloorrinnt of 
learning fold 
competency 

1.8 Professional de. 
valor-relent in 
held of work" 
career and 
participation in 
professional 
bodies 

Deliberate efforts by the 
teacher to keep up with devel-
opments, research and pub-
lications itt his and her hearmrig 
ere-a. This Includes how the 
learning area fits into the 
!earning area, its relation to 
other teaming fields and 
developments in method-
ologies for teaching the 
learning area effectively, 

Extent to which the teacher 
acquires further and new skirls 
and expertise, not orty his,iher 
own iearning area but More 
particularhi in educational 
thririking, adrrtiitlshetion. 	. 
management, vheational and! 
or technical areas, • " 

Sustains a flvely interest In her 
or his reaniing area to the 
extent that, in addition to 
teaching it well. , this teacher 	. 
lerpda learning area commit-
tee, contributes to worksi.lops 
and is capable of lecturing to 
trainee teachers in the learning 
area. • 

Has a frriely sense of the need 
for teachers to acquire new 
knpwledge and additional skits 
if tfireno are to make Depart-
mental policy succeed, uses 
all opportunities to become 
faMiliar With fresh and further 
thirOng in a number of educe. 
tonal areas. Uses the experi-
ence of implementing new 
thinking to report to colleagues 
and the .  Department on the 
affects of such new approaches 
to sducatIort in an actual school 
altuetion, 
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Deputy PrIncipal/Principai (continues) 

1.9 Human relations 

Criteria Definition 

Quality of personal and profes-
sional relations with all mem-
bers of the school community. 
Support given to colleagues 
and learners. Ability to inspire 
and encourage people to seek 
and maintain high standards of 
performance. Ability to estab-
lish relationships based upon 
reepect and trust. 

Expectation 	I.  

Has excellence personnel and 
oicrfesdorral relationships with 
most members of the school 
community. Is regarded as 
open r  honest and accessible 
and can offer advice and 
criticism without causing 
offence or discomfort. Is very 
supportive of colleagues and 
learners has confidence of 
parents and rnernbers.pf tho 
community. 

1.10 Leadership Tice ability to take the initiative 
and to act decisively. Degree of 
influence.on colleagues in 
making. decisions. determining 
aims and defining of objec-
tives. Extent to which he/she 
acts in terms of priorities and 
opportunities and the degree to 
which others rely on the 
insight, point of view, judge-
ment and will of this teacher. 

Shows well-cleveloped Leader-
ship qualities in an educational 
environment. is able to 
influence colleagues with deci-
sive recommendations and has 
a clear sense of how des stows 
can be implemented. Leader-
ship qualities are demonstrated 
in stepping forward and in 
holding back. Is looked to by 
community to play a leadership 
role in many of the school's 
activities. 

1.11 Co rrimunIty Very .good attitude to the corn-
munitwis sensitive to the 
norms and curtorne of Ale 
commiunitylaerves the com-
munity across a very broad 
fronteprornoWs a vary good 

Amigo of edueMiDIVIS held in 
high regard by the community/ 
encourages strong links 
betwsan the school and the 
community. 	. 

Appreciation and support of 
institution's needs/exercise of 
Initiative on institution's.behalii 
voluntarir 	 vlling- 

I 	to get actively involved in 
student, staff and parent met: 
tars by participating "neon,- 
mittee meetings, workshops 
and projects. Knowledge of 

• values and cusrtorne of the 
• community, Promotion of 

education in the community-
Conttibution to building links 
between the school and the 
broader community. 

••- 
Involvement in and avaiiiibi6ty. 
for school activities outside the 
ckassreorn and outside teach-
ing hours. This includes spoile r 

 cultural activities, meetings 
with parents and students . 

 school committee workr  atten-
dance at courses and wOrk:. 
shops arranged by the 
Department 'and educetiOhat 
agencies. 

Makes active use of after-hours 
time for: cuitirraL.sporling and 
instructional purposes, Plays a 
leading role in encouraging 
staff and students to arrange 
axtra-currIcular activities. Parti-
cipates in school and Depart-
mental meetings alter school 
hours and assists with orga-
nising meetings of the school 
community. Available to 
students and parents in the 
aiternooRs. 

1.12 Om-a-curricular 
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Criteria 

Deputy Principal/Principal fcontinues) 

Derailin"  Expeatedon" 

t.13 Contribution to 
school develop-
ment 

1.14 Communication ,  

Understanding of and contri-
butions to the implementation 
of departmental policies and 
circulars, the new curriculum 
and whole school development 

The ability to interact with all 
members of the school's von -t-
munity in ways which promote 
understanding, clarity, mutual 
recognition and a general 
sense of purpcee. This is linked 
to Human Relations and-
Leadership. It involves working 
relations with the Department, 
the governing body, parents, 
staff and learners. It has to do 
with the language policy of the 
schicid, relations with the 
school community and with the 
style of management, It glen. 
involves receptivity to 
concerns of members of the 
school as well as the ability  to 
articulate persuasively the 
school policies and lire need 
for action. 

Is familiar with currint.policies, 
the new curriculum and the 

• processes of school change 
and whale wheal develop- 
Mont. Is able to apply thii; 
understanding, 	• 

Multiple mearts of communi-
cation are employed in the 
school to ensure that everyone 
is well informed and under-
stands the bases for dectsitma 
and action. The principal is 
open to criticism and alterna-
tive viewpoints and is able to 
expros a good grasp of the 
nature of what is being dis-
cussed and debated. Informa-
tion is easily available and 
there is regular and open 
reporting back. Frequent inter-
changes with all members of 
the school's community are 
facilitated and ail ideas are 
given due consideration, All 
sectors of the school's com-
munity inform the principal of 
issues, concerns and develop-
ment& The school's language 
Policy makes maximum use of 
the linguistic resources of the 
community. 

1.15 DeG s 	m ki rt g 
and account-
ability 
proced tires 

The interest and concerns of all 
sectors within a 6Chaoi rs com-
munity as well as those of the 
Department are YPIAlly affected 
by the waya in which decisions 
at schools are made. FiDM19 of 
democratic decision-making . 
and accountability must 
emerge in schools. The prin. 
cipars role In establishing • 
those IsToceclures.is crucial. 

In co-operation with ell sectors 
of the school's community, the 
principal creates dynamic 
structures that. ensure the full 
participation .of all in the deci• 
sion-making praceesee of the 
school. Contributions by the 
sectors are of.a high under and 
there is art established culture 
of participation. the afferent 
centers of power in the schools 
life - Department, governing 
body, teachers and other staff, 
parents.stid students -.interact 
co-operatively tOwards realis-
ing the uveralt vision for the 
school. The principal plays a 
facilitating role, ensuring that 
his/her leadqrship empowers 
all .participants. 
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Criteria 

 

Definition 

The principal needs to establish 
and service the school% gov. 
erring body, students" repre-
sentative council, and the 
parents' body and provide 
opportunity for teacher organi-
sations to play. their pan. Elec-
tions, democratic procedures, 
functioning of committees, 
powers and the conduct of 
meetings all need to be learned 
and practised, often by people 
unfamiliar with these forms of 
democratic. preiclii::a. 

The democratic form of sc:hoci 
governance requires the prin-
cipal to give attention to the 
governing body's needs as wall 
as irripiemei-it the policy 
decided there. This is a rela-
tively new responsibility for 
principals, but is D most 
important dimension to the 
post of principal . 

Political,-sociel, economic and 
educational changeS require 
the re-conceptualisation of 
schools as centres of learning. 
New curricula. different forms 
of discipline, changed zip-
pi-caches to teat ling, and elf-
fDrent kinds of relationships are 
needed for. schools from now 
On firincipakil will be required 
to manage the process of 
whole school change.  

1.1e Establishment 
and aeroicing of 
representative 
bodies 

I-71.17 Servicing the 
governing body 

1.18 Establishing and 
maintaining a 
teaming environ-
ment 

PAM Chapter C pia 3 	 Fdutation Law and Policy ilandbcok 

Deputy Principal/Principal (Continuos) 

Expectation 

The principal has succeeded in 
estabihlog demccretic and 
procedural practices for all 
sectors of the school': com-
munity, Each year new elected 
hoielea are provided with ap-
propriate training end guidance 
and familiarity with demo cratii; 
practioe has become wide-
spread. Skills of negotiation, 
consultation and accountability 
Are required from candidates 
for election, and tie basis of 
democracy are regarded as 
normal practice in the school. 

Ensures that the governing —I 
body is increasingly ernpow-
ereci to take major policy deci-
sions for the school, Supplies 
the governing body with pro-
posals, reports and position 
paper$ that enable the govern-
ing body to take decisions 
which create the test possible 
learning and teaching ermrirof;- 
merit in the school, The princi-
pal keeps the governing body 
fully informed of national, 
provincial and local educationi31 
developments and of their 
implications. Enables the 
governing body to make policy 
decisions in the Carifidence that 
they will be well implemented 
and wieH managed. 

Seizei the opporttAity to 
eetablish a changed learning 
environment in the school. 
Recognises that change brings 
conflict, tension as •veil as the 
release of new energies, and 
pits mesPenisrns In place to 
make boa use of them, inten-
sifies supportiVe elements. 
involves the school's commu-
nity in the process of change 
by.focueing on active whole 
school development Draws on 
multiple resources in and out-
side the school to ensure 
inherence and stability. 
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Deputy Principal/Principal (continues/ 

Criteria 

1.1:t Record keep-ing 

171e4inttion 

This is a brute buramieratic 
requirement but en eseenfial 
element in keeping track of the 
School's developnlent Though 
averthially a means of cor-
roboration, verffication and 
reporting, records of the 
schooira activities are part of 
managerial control, account-
ability, access to information 
20 optimum use of resources, 
Including the use of funds. 

EveStation 

Has established efficient 
storage -and retrieval systems. 
All echoof meetings are 
recorded and reports retained 
information on students aria 
staff eOmplote and extensive, 
Uses modern technology 
where possible, Administrative 
staff are well trained and are 
seldom oust-extended. The 
principal has UM access to all 
information whenever tt 
required and is able to produce 
complete reports at short 
notice. Financial records 
are complete and always 
ip-to-date_ 

1.20 Strategic 	tt is the process of planning 
Planning and 	to use resources (human, 
Trans-formanon 	physical; fir ncialj guided by 

goals and strategic priorities to 
facilitate teaching and learning 
and transformatinn of 
education. 

Collecting background irrfor-
:nation to assess current and 
future Fleecie r  conducting 
stakeholder analysis, reviewing 
previous plans. conducting 
SWOT analysis and detar-
mination of goats, objectives, 
acti'vities, time frames and 
performance indicators. 

1.21 Financial 
'Rimming and 
Managernant 

Procees of budgeting for costs 
to undertake activities that era 

of the atrate-gfc plans. It 
also inSiudes manager-I-tort of 
the budget. 

Budget determined according 
to strateigid plans as part rut 
MTEF, budget manage-El 
through careful and on-going 
monito,ring. 

1.22 Educational 
Management 
Development 

Acquisition of e xpertise and 
skills for the rriernacernarrt of 
the school as a whole. 
Incorporation of democratic 
procedures, accountability to 
the school's community as wall 
e:=-. the Department, and a grasp 
of human resource develop-
ment wtthIn a new educational 
ronts:41. 

Is acutely aware of the impor-
tance of appropriate manage-
ment procedure as in the school. 
including coast:if:alio:1. 
decision, rnaking, leadership, 
and accouritabilIO' and staff 
deveiopment.Recognisee that 
a human resiourceadevolop 
trloPt POilcy for the school is 
necesserLand wee appraisal 
procedures- Departmental and 
.other resources as well as 
ether aducaticinalinstitutions 
are usaclte assist with staff 
development. Achieves A 

undaratanding of 
managing the schoolchange 
process,.Seelw etj.d 
manta strategies whiCh 
anhahce the:learning and 

•teaehling capacity of the 
school through appropriate 
democratic Management 
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Criteria Definition ExpeStatian 

All staff need to be offered the 
opportunity for developmental 
appraisal- ft le the principars 
task to ensure that these 
procedures are carried out 
regularly, fairly and thoroughly. 
Appraisal/evaluation proce-
dures should be conducted as 
part of whole school change:, 
school development and for 
the benefit of staff. 

The overall results of develop-
mental appiaiser are used to 
measure the strengths and 
shortcomings of 	school as 
a whole and to strengthen the 
development plans of the Head 
of Department for staff devel-
opment in conkinction with 
Departmental officials. Further-
more, appraisal procedures are 
used to promoteco-operatipn 
and collaboration between . 

 and among staff.. including 
management, administration 
and maintenance staff. In short, 
this principal makes imagina-
tive and constructive use of the 
deideiopmentll procedures. 

1.22 Progrernmes for 
appraisal 

PAM Chapter C pare 3 	 Education taw and Policy Handbook - 

Deputy Prifielpal/Principe1 (continues) 

3.4 Needs identification and prioritisation form for 
office-based educators 

Criteda  

oymotes P. OF ri. 
— rating by appreisee, 2 identified 

appraisers and members of the penal 
— needs identification 
— NIAOle the identified needs in the order 

at irnportaiice for the PGP 

Appraisee 
Peer/Sentor/ 

Outside Panel 

1. 	CORE 

1.1 	Human Relations 

: 	1.2 	Lea dershErr 

1,3 	Communication • 

1.4 	Record keeping  

1.5 	Strategic Planning and transformation 

Lb 	Financial Planning and Management 

1.7 	Educational Management Develop- 
ment {EMD) 

1.8 	Staff Development 

F.9 	Policy assimilation, co-orthnatfon and 
implementation 

1.10 Research and development 
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2, OPTIONAL 

ADDITIONAL 

MOTIVA7ON FOR CHANGING GORE CRiTEFtlA TO OPTIONAL CRITERIA 

 

       

       

Office -based educators 

Expestatiori Criteria 	 Definition 
— 

1. CORE 

This includes tau educator's 
attitude to people, esclecielty the 
degree to which they are valued 
and the extent to which their 
qualities are respected and 
regarded—It has to do with 
acknovittedgeirtent, dignity, 
professional and educational 
respect. it Includes providing 
constructive criticism as welt as 
necessary support. The balance 
between personal and profes-
sional relations is an important 
factor, ee is the cornietnavg-jr, of 
en -openness and dIrectiveness 
with restraint and eensiffvity. 

1_1 Human relatiorts Ds,rrionstrates understanding, 
concern and empathy tor 
colleagues; maintains sound 
interpersona! relationships. 
Enjoys the respeot of 
colleagues based not only on 
Professional expertise hut afro 
on relatienships, 

1.7 Leadership The ability to provide Institu-
tiom with direction in such a 
way that they share the educa-
tors' vision, support its devel-
opment piens, make beat use of 
resources, ocpoperate in gener-
ating ethos, find outtivate a 
teaming and teoching Elm/in:Wi-
n-tent whiDti fully eat:shies all its 
members, supporters and as-
sociates, Leadership moires 
the oombi nation of marry quali-
fies, directed towards the.en-
hancernent of the school and 
the Education Department as 
whole. 

The governance, miTniniserra- 
rive„ menagerie, developmen-
tal and least-Ong sectors of the 
institutions are coordinated by 
the educator within a vision 
and plan for the institution, 
Departmental pf.tiki8G, regula-
tions and resources, as well as 
those obtained elsewhere, are 
combined to provide the rris-A-
tution with the capacity to be a 
high-quefity centre of learning. 
This energetic coherence is 
provided by the educator 
whose relationship is seen es 
en opportunity for all to engage 
with the realisation of educa-
tional Ideals_ Furthermore. this 
educator is in dernerrd by rnany 
community organisations and 
demonstrates leadership quali-
ties e•GrOSS many aecto•t of 
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Office-based ethical:firs /continues) 

Criteria Definition Expedition 

1.3 Communication 1- The ability to interact with 
others in ways which promote 
understanding, rarity, mutual 
recognition and general SCICSO 
of purpose. This is linked to 
Human Relations and Leader-
ship. In involves working reia• 
dons with language poky of 
institutions, relations with the 
institutions and with the style 
of management. it also in- 
volves receptivity to concerns 
of colleagues as well as the 
ability to articulate policies and 
the need for action. 

ivItiltiple means 'of communi-
cation are empfoyed to ensure 
that everyone is well informed 
and understands the bases for 
decisions and action. The adtS-
cator is open : to criticism and 
alternative viewpoints and is 
able to exprqs$ a good grasp cif 
the Nature of what is being 
cliecuseed and debated. Infor-
mation is easily evall.able and 
there is regular and open 
reporting back. Frequent inter-
changes with all stakeholders Is 
facilitated and all ideas are 
given due consideration. Vision 
and goals of the Department 
are communicated to stake. 
holders and institutions- 

1.4 Record keeping ThIs is a brute bureaucratic 
requirement but an essential 
element in keeping track of the 
school's development Though 
eventually a means of 
corroboration, verification and 
reporting. records of activities 
are part of managerlal control, 
accountability, access to infor-
mation and optimum use of 
resources, including the use 
of fonds.  

Has established efficient 
storage and retrieval systems. 
All meetings are recorded and 
reports retained, Information Is 
complete and extensive. Uses 
modern technology where 
possible. Administrative staff 
are well trained and are seldom 
over-extended. The educator 
has full aniess to all informa-
tion kittlienever it is required and 
is able to produce complete 
reports at short notice, Finan• 
dal,  records are complete and 
always up•to-date. 

1.5 Strategic 
Planning and 
Transformation 

It Is the pfccess of ptannirig.to 
use resources Ouritan, physi-
cal, and financial) based .on; • • 
goals and strategic pejonlies to 
facilitate teaching and learning 
and transformation of Ouca: 

Colleoting background infor-
mation to assess current and 
future needs, conducting 
stakeholder analysis, reviewing 
pirmilcius plan, conducting 
SWOT analysis and deter- 

; mrhation ofgOals.. olloctives, 
• activities, time fraMes and 
•• Performance.indicdors. 

Fin.nciEd 
Planning and 
Management 

Process of budgeting for costs 
to undertake activities that are 
part or the etrategic .  plsae. if 
also includes management of. 
the budget. 

Elidget determined according 
0 :strategic plans as part of 
IvTIECEgudget managed 
through carefill and on-going 
inPultdring.. 	• 
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Office-based educatur5 icontinues) 

Cr iterta Definition ticbettaticin 

1,7 Education 
Management 
Development 
(VMDI 

Acquisition of expertise and 
skills for die management of 
the once as A whole, incor-
poration of democratic prow-
dunes., accountability to the 
Department, and grasp of 
Human resource development 
within a now educational 
context, 

Is acirtely aware of the impor-
tance of appropriate manage-
ment procaclaroo in the office, 
including conauttation, 
decision-rnakirigr 
and accountability and staff 
development. Recognises that 
a hurnap resources develop-
ment policy for the office la 
necessary and uses appraLsal 
procedures„ departmental and 
other resources s well as 
other educational institutions 
are used to assist with staff 
development Achieves a 
sophisticated understanding of 
managing the chanso process 
Sado and implements strate-
gies which enhance the caps -
city of the dflicei'inatitutions 
through appropriate derrio-
ciatic manAgerrient 

1_8 Staff develop- 
merit 

Policy asairritla ,  
•tion, co-ordina-
tion and 
implemerrtatio 

Contribution to staff develop-
ment programmes and the co-
ordination of resources to sup-
port them. 

Process of forrnuiating policy 
through with consultation and 
consensus, and co,ordihation 
of the implementation thereof. 
Also inaludes monitoring of 
policy implemeritation and 
review_ 

Is particularly adept at drawing 
up staff development pro-
grerrirrres that are directly ap-
propriate to the needs and 
conditions of each office. Has a 
sound grasp of the many alter-
natiVos available for such oro-
grarnmez and has access to 
manifold resources to give 
body and direction to staff 
development. Works vary 
elogely with stakeholders in 
sustaining the programmes. 

F'olicy vacuum is identified 
based on review of rierfor-
mance,. problems, etc. Policy is 
developed and cuTnrounicataii 
to relevant parties_ Implemen-
tation is monitored and policy 
review s conducted and 
amendments made where 
necessary, • 

1.10 Researth And 
development 

The degree to which the • 
educator is familiar with and . 
•contrlbutes to-educational 
re&earch, curriiarlum develop-
ment and policy formulation, 

Kaenty:iateieved In what le 
happening in the district and 
elsewhere. Uses a liv49,  
theoretical grasp of Issues to 
generate ideas relevant to 
schooling in the district. Writes 
articles, attends seminars and 
is in:f1t/en-0i in encouraging 
policy development 
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3.5 Forms for developmental appraisal 

fa] Personal details 

1,trnatr d 

First Name: 

Employing Dopartmani 

Fersail Number 

Mime of Institution 

Rainliitifost Lir.r/eI 

NornIrtal Data of /14-Jpolittrnent 

Type of Apprais-ait - 

Probation 

In-aervice Devakopment 

Oua liffiGetiarts 

Major (naming 
Secoadary 

learning arealei 
Ounlificatiori(e) Where obtained When obtained area(4 far it second 

Certificates (Instiniticin ) (Year],  Direction(s) year =truest' 

Learning area and Grade currently being taught (School based only1 

Learning area 	 Grade 

Other relevant certificatesidiplornesteredite 

CertfficatestCraffite Where obtained I When obtained Content and nature of 
qualification 
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Deparonent/Intrtfunloni 
Period (Dates) 	 School/Mew 

Naturotri experience 
IPrirnery/Secondary/Otherl 

Perfod {Demi 
Nature o experience 

/Primnry/SeconriarylOther] 
Deparrrnent/institutioni 

SchoeteOther 

Employment of Educators Act 76 0 7998 	 PAM Chapter C pare 3 

Teaching experience 

Management and administration experience 

Perl -od (Dares) 
1 treaarrinent/Institution/ 

School/Other 
Nature of experience 	1  

(Primary/Secondary/Other' 
• 

.• 

_.. 

Non-teaching experience 

(b) Professional growth plan (pGp) 
This section is to be completed by the appraises 4nd finalised  Consultation 
with appraisal Panel. A new form will be tied for each cycle.. 
• Formulate obPdives. 
• identify specific adivides that will be : necessary to achieve these objectives. 

State resources needed trr achie' ve these objectives. 
• State your key perforrnancr indicators.. 

Original service 1999 
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PerIod 1  OBJECTIVES 

PROFESSIONAL DEVgLOPMENT ACTIVIT€ES 

RESOURCES NEEDED 

KEY PERFORMANCE INDICATORS 

(c) Discussion paper with panel 
form to be complettgd by appraisee before the post appraisal meeting 

1. Were your objectives for the period under review reidistic? 

2. Given your progatmne, what has not been conapleted? 

4 	 F 	 I 44444444 	 .1 	 4 I 

3. What arc the reasons for the backlog or shortfall if and 

4. What have been the most difficult problems you have had to cope with 
during this period? 

3C-66 
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EL.. To what extent have you managed to improve your skills? 

r:3. Is there anything you need that could help you develop your job and 
become more ffective? 

7. Do you receive sufficient support from your crolleaesisenior staff/ 
prinnipaligoverning body/departmental officials? 	• : 

H. Are there any other general matters you would like to discuss? e,g, factors 
affecting your work? Refer to Contextual Factors. 

(d) The appraisal report 
• All forma that have been filled during appraisal form part of the Appraisal 

Report 
• The following information must also be filled 
• This Report must he signed by all parties to the Appraisal panel 
1. Prioritised Criteria 

41. 

2. identified Needs 

Strengths of the Educator 

4. Suggested Development Programme 

• 

5 Suggested PI:ovider of Developmental Programme 
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13, Dates for developmental programme delivery 

... 

Signatures! 
Appraisee• 4 	 I.  41 IF

• Date: 
Appraisal Pane/ Members: 
1.  	 Date: ....... 	...... 
2,  	Date: ...... ......... ..... 

Date: 

(e) Feedback questionnaire 
TO BE COMPLETED BY LEARNERS 
The following are some statements about our teaching/learning practices. 
Indicate your personal opinion about each statement by writing one of the 
following responses 
Agrec [A]. 	Uncertain MI, 	Disagree [Di 

1. Learners have a clear understanding of what the lesson. is all about 
2. Our teacher finds out what we know and understand about the topic, 
3. My teacher helps me to make sense of new ideas through his/her 

explanations. 

4_ Our teacher encourages learners to work in co-operation to share ideas 
and solutions. 

5. Our teacher gives praise for achievements, however sina_ 
We are free to contradict the views of others including that of our 
teacher, provided we give good reasons for doing so_ 

7. Our teacher encourages us to ask questions in class. 
reachingitcaniing in our class could be improved it 

Li 

Li 
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CHAPTER D 

NOTE: An educator may only earn additional income with the written 
aproval of the head of department or the official to whom he/she has 
delegated this authority. 

1 ALLOWANCES 

1.1 Differentiated allowances 

A non-pensionable allowance equal to the diNrence between the salaries 
applicable to the educator's salary position and the next salary position, is 
payable  to an educator at post level 1 who holds the post of principal, 

1.2 Allowance to educators who perform supervisory duties at 
hostels 

(e) The level of supervisory duties at hostels 
There are, at most three Levels of work, but it is not essential that all three 
levels have to be utilised everywhere. The levels and the functions 
attached to them are as follows: 
(I) LEVET, I 

Normally the head of the educational institution (e.g. print!Thal of the 
school) is classified under level I and he/she is in overall control of all 
the hostels 
{Oa) General 

• Responsible for every aspect of the hostel's activities in 
accordance with the relevant departMent's pc/icy. 

• Determines policy ill respect. of the educational. economic and 
administrative matters within the framework as proscribed 
by the department concerned, 

• Exercises the necessary control to ensure that the policy is 
implemented. 

ON Educational 	 . . 
Exercises overall.con trol in respect of th e discipline and spirit in 
the hostel, including the welfare, study and recreation of 
boarders, 

(a.) Economic 	 • 
Controls the economic function in accordance. with the polkv of 
the department and bears the final responsibility. Responsibility 
is thus accepted.for the compilation of the budget, the obtaining 
of certain tenders. and the 'control and management of all 
supplies to ensure the most efficient and economic utilisation 
thereof. . . 
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(cid) Administrative 
Re_4onsible for all administrative duties that are necessary for 
the efficient running of a hostel, This includes, inter alta,,.•and 
where applicable, the following 
• Recommendations in respect of the appointment of staff: 
• Periodic reports and recommendations in respect of build. 

ings, equipment, etc. 
• General management of staff_ 
• llandling of application& for admission of boarders. 
• Collection of boarding fees. 
• Compilation of duty sheets for staff. 

(ii) LEVEL II 
_Normally every hostel has a supervisor on level II. 
(aa) General 

Practically implements the educational, economic and adminis-
trative policy as laid down. 

(bb) Educational 
Puisponsible for the spirit and discipline in the hostel in respect 
of the welfare, study and recreation of boarders_ 

(cr) Economic 
Responsible for the controlling of supplies, accounts, book-
keeping, registers, the obtaining of tenders and all other duties 
connected with the post_ 

(cid) Administrative 
Responsible for all administrative duties necessary for the 
efficient running of a hostel. This includes inter adia, the 
following: 
• Recommendations in respect of the appointment. or staff. 
• Periodic reports and recommendations in respect of build-

ings, equipment, grounds, otc. 
• Management of staff_ 
• Handling of applications for admission of hoarders, 
• Collection of boarding.fees. 

(iii) LEVEL ill 
The number of persons' that arc utilised aithis level is directly related 
to the number. of hostel enrolments.. Those persons concerned 
perform educational and other duties Math 'a sL 
(on) Carrying out the educational programme, • 
ON maintenance of general discipline in the hostel, neatness of 

boarders, their rooms; the buildings and grounds_ 
Grading scales 	 .• 
(i) Hostels are distinguished according to the following numbers of 

hostel enrolments: 
0 -60 

61-120 
121-300 
30l and more. 	. 

(ii) Whore, in terms of approved educational policy in respect of post. 
provision scales. weighting on the actual pupil numbers occurs at 
specific institutions in order to determine the number of posts, a 
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121-300 301 and more 

14,5% 15,5% 
14,5% 15,5% 
1L,5% ia,s% 

1 12,6% 
2 12,5% 
a 12,5% 

Function 	FercipriSge redUcban 

Educational 	 SO% 
25% 

Economic 	 2596 

Empkyrrpont of Ethicators Act 76 of 1998 	 PAM Chapter 0 pare I 

corresponding weighting of the actual hostel enrolment is made with 
a VIM' to determining the number of hostel enrolments for the pur-
poses of item (1). 

(e) Basis for remuneration 
(i) Payment is in the form of a non-pensionable allowance based on a 

specific percentage of the basic payment (salary position plus any 
pensionable allowance) of the educator concerned. The percentage 
paid is as follows; 

(ii) The basic remuneration in respect of levels I and II must be reduced 
by the following percentages in those cases where not all the functions 
mentioned in sub-paragraph (a.) above are performed: 

OP Rounding off of non -pen storable allowances 
The amount determined in terms of item c must be rounded off to the 
nearest higher five cents per month. 

(0 An educator who performs supervisory duties at a hostel may be remun-
erated for duties performed at only one of the above-mentioned three levels 
of work. 

NOTE: A principal of a school who is responsible for the overall 
control of the hostels (level 1) may not also act as supervisor of a hostel 
(level 2) and be remunerated in terms of both provisions. 

1.3 Acting Allowances 

,:g) General measures- 
(i) Educators employed on post level 6 arat.thoSeon SMS do not qualify 

for the payment of acting alloviiinces,. 	• 
(ii) An educator, complying with the minimum requir' ernents in para-

graph 2(2) of Chapter B, shall be appointed 01. writing by the employer 
to act, 

(iii) An educator may only be appointed to act in a post that is one post 
level higher than his/her current .position. 
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(is.-) Within fourteen days of notification by the employer, a School Gov. 
orning Body (SGB)/Council for Further Education and Training inst. 
ration shall be requested to recommend to the employer the educator 
to be appointed to act in a higher post. 

(v) In extraordinary circumstances, the employer may deviate from para-
graphs (ii) and (iii) above (including instances where the Governing 
Body/Council for a Further Education and Training institution Mils  
to make a recommendation). 

(vi) The acting allowance that will apply is the difference between the 
acth-lig person's current snlary (without benefits) and the txmirtlell -
ding notch of the higher post (without benefits) that applies to the 
position in which the person is acting. Where the acting person's 
current salary (without benefits) equals or exceeds 'the cormytencing 
notch of the higher post (without benefits) that applies to the position 
in which the person is acting, the acting allowance that will apply is a 
notch increase. 

(vii) Where the acting is to be performed at an institution or office that is 
geographically removed from the person's current place of work, an 
applicable subsistence and travel allowance shall also be paid to him/ 
her. 

(viii) An educator who has been appointed to act in a certain post will be 
subject to all the responsibilities appropriate to the past for the period 
during which he/she is appointed. 

(b; Acting allowar.ce for an educator acting in a higher -her vacant and funded post-
(I) This measure is effective from 1. January 2002. 

(ii) An acting allowance may only be paid if the educator is appointed to 
act for a period longer than six weeks, but limited to a maximum of 
twelve months_ 

(iii) Compensation shall be hackdated to the date..on which the educator 
commenced acting provided that the acting is six consecutive weeks 
or longpr. 

Acting allowance for an educator acting in a higher post where the perxria-
neat incumbent is absent— 
(1) This measure is effective from ) April 2003. 

(ii) An acting allowance will grit,- he paid to an educator who acts if the 
period of appointment is longer than twelve (12) weeks, but limited to 
a maximum of twelve months in a post where the permanent incum-

• bent is absent due to the following: 
(qa„• Maternity leave: 
(bk.! Sick leave: 
rec,:• Study leave; 
(dd..: Suspension; or 
(cc) Sec,:onclizaent. 

WO Compensation shall be backdated to the date on which the educator 
commenced acting provided that the acting is twelve (12) consecutive 
v,reeks or longer. 

Tara_ 1.3 inserted by GN 261 of 21 February AIM.] 
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2.4 Educators who perform educational supervisory duties at 
Institutions for learners with behaviour problems or at special 
schools dealing with children committed in terms of the Child 
Care Act during institution closure periods that are outside of 

. scheduled working time 

(a) For each day of at least seven hours that an educator performs duties in 
respect of the conducting of educational programmes or peifortaing educa-
tional supervisory duties at an institution for learners with behaviour 
problems he or she shalt be additionally remunerated at the rate of the 
'educator's current annual salary,without benefits, divided by F.it-15, 

(b) The additional remuneration shall only apply in respect of duties per. 
formed on days during an institution closure period thatis outside of the 
scheduled timetable as determined bv the Minister. 

(c) Days on which an educator is required to perform duties for a shorter 
period than seven tutus, a pro rota portion of the amount calculated in 
terms of the formula in paragraph (a), shall be appliclable. For this purpose 
the number of full hours that the educator was required to work must he 
taken into account_ 

[Para 2.4 added by GAT 1411P0 of 15 December faric/.1 

3 ACTING ALLOWANCES 

[Paragraph 5' inserted by GN '1400 of 15 December 2W1 and deleted by ON 26'7 
of 21 February 2002] 
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CHAPTER E 
PUBLIC EXAMINATIONS 

1 DUTIES PERFORMED IN RESPECT OF PUBLIC EXAMINATIONS 

NOTE:, The standard tariffs in terms of which tho remuneration for the 
various ,  categories of examination-related work are expressed, are 
three fixed amounts used to determine a suitable relation between the 
levels of remuneration for work done on the respective levels: The fact 
that a specific salary position has been used is of no significance. Any 
other salary could have been used to arrive at the same results by 
adjusting the other constant values. Similarly, the other constant values 
with which the standard tariffs are multiplied to calculate the actual 
-tariffs for the work performed should not be seen as being of any 
significance, other than determining a suitable relation between the 
remuneration levels for the various categories of work. 

I.1 A person who has been appointed to perform duties in respe,ci. of a public 
examination shall be remunerated for actual work done in respect of a specific 
category of exa raination-rel ated work. This remuneration, as va l.]. as compensa-
tion for trawl and subsistence expenses, are expressed in terms of a standard 
tariff which, in certain cases. relates to the level at which the work is done and 
which is•ideftned es follows: 

(a) Lerwi Examination-related work in respect of instructional offerings at a 
level lower than that inenttioned in paragraph (b). 

TNOTE: This tariff, after the salary adjustments on 1 July 2008, is 
8123,55. 

Standard tariff = 0,10"/,. of the first. salary position of range 7 rounded off to 
the nearest free cents. 
LAVel LT: Examination-related work. in respect of instructional. offerings for 
Grade 12, N3 and 1-\14-  • 

Standard tariff = 0,13% of the first salary position : of range 7 rounded off to 
the rxearest five cents • 
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(c) Level HI: Examination-related work in respect of instructional offerings at 
a level higher than that mentioned in paragraph (h). 
Standard tariff= 0,15% of the first salary position of range 7, rounded off to 
the nearest five cents. 

NOTE: This tariff, after the salary adjustments on 1 July 2008, is 
8185,45. 

2 REMUNERATION FOR THE PERFORMANCE OF EXAMINATION-
RELATED DUTIES 

2,1 Tit order Lo calculate a parson's remuneration for examination related. wdrk, 
the tariff, as it applied on the day that the work should have been completed, 
must be used. 
2.2 For each of the following categories of examination-related work the 
corresponding remuneration tariff, expressed in terms of the applic:-able 
standard tariff; shall apply: 

(a) ,Saiing of Question papa' and accompanying mkt►iorandurn 
8 x (standard tariff') x (duration of question paper in hours) 
?rovided that where use is made of more than one examiner for a question 
paper, at most the equivalent of two examiners may be compensated. In 
the case of an examination paper set at national level, at most the 
equiv ent of four examiners may he compensated. 

Mira aaientled by Gil 100) of 19 DeCenCr DMA 

NOTE: These tariffs, after the salary adjustments on 1 July 2009, are 
as follows: 

Level I 	1 Hour 1,5 Hours 2 Hours 2,5 Hours 3 Hours 4 Hours 

1 31 050 r00 31 675,00 R2 100,00 32 625,00 11.3 160r00 34 206,06 

2 Ri 365,20 R2 047,80 R2 730 r40 R3 413,00 R4 095 r60 R5 .460,80 

3 31 575,20 R2 362 r80 R3 150 r40 R3 938,00 34 725.80 38 300,80 

(b) Moderating of questiOn paper and aceornpanyinglnemoranduna 
1,8 x (standard tariff) x (duration of question paper in hours) 

NOTE: These tariffs, after the salary adjustments on 1 July 2009, are 
as follows: 

Level 1 Hour 1,5,  Hours Hours 2,5 Hours 3 Hours' 	• 4 Hours 

1 

2 

3236,25 

3307,15 

3354r40 

R354,40 

R4,60,75 

3531,05 

8472,60 

3614,35 

R703,85 

8590,65 

E767,95 

3886,05 

3700,76 

R921,50 

1063r25 

R945,00 

R1 22.8 r i0 

31 417,70 
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NOTE Theso tariffs, after the salary adjustments on 1 July 2009, are 
as follows: 

Level Hour 15 Hours 2 Hours 2,5 Hours S Flours 	I 4 Hours 

1 

2 

8131,26 
R170,65 

R196,90 

R196;90 

R256r0D 

R295 r35 

8262,50 

R341,30 

8393,80 

R3213 r  15 

8426,65 

R492,25 

R393r75 

R511 r9$ 

8590,./0 

R b25 r00 

R682,60 

R797,60 

NOTE: These tariffs, after the salary adjustments on 1 July 2009, are 
as follows: 

Loyal I Levet Level 111 

Marker 878,75 R102,40 8118,15 
Snr Marker R85r30 8110,90 R128,00 

Dap Ch Marker R91,90 R119,45 R137,65 

Ch Marker 1198,48 R123,00 R147,70 
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(c) TrapOation or question paper and accompanying meniorandUrn 
1,0 x (standard tariff) x (duration of question paper in hours) 

(d) Marking and control marking of examination script. 
The following hourly rates apply in respect of marking and control 
marking or examination scripts. provided that in the opinion of the }mad 
of the education department, a satisfactory plot: of marking and control 
marking is maintained: 
Duties performed as a: 
Marker: 	 0,6 x (standard tariff) 
Senior Marker 	0,65 x (b-tandard, tariff) 
Dept* ChiefMarkm-  0,7 x (standard tariff) 
Chief Marker: 	0,75 x (standard tariff) 

(e) Dudes performed as Internal Moderator (Inducting a person appointed to 
investigate examination irregularities and Who' is retnunerated on w hourly 
basis): 
0.75 x (standard tariff) per hour 

NOTE: These hourly tariffs, after the salary adjustments on 1 July 
2009, are as follows: 

Lovoi I: 898,45 
Level II: R128,00 
Level ILI: 8147,70 
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NOTE: These hourly tariffs, after the salary adjustments on 1 July 
2009, are as follows: 

1 Level 1 Hour 1,5 Hours ! 2 Hours . I: 2,5 Hours 3 Hours 4 Hours 

' 	1 

2 

3 

i ! 
812,15 

R17,05 

 R19,713 

• R 1 g r 76 

R25,60 

R29,55 

:. 

. 

 826,25 

R34,15 

838,40 

R32,80 

842,65 

849,25 

R39,40 

R51,20 

859,05 

R52,50 

R68,25  

878,75 

NOTE: These hourly tariffs, after the salary adjustments on 1 July 
2009, are as follows: 

Level Tariff per hour 
Minimum remuneration 

per day 

1 R78,75 8236,25 

2 R 102 r44 83.07217 i  

3 
—... E 118,15 R354 ,45 

Education Law and Policy Handbook PAM Chapter E para 2 
•--• •• - • • •• • • • 	• 

(f) Remarking of muninatioa scripts on appeal 
u,1 x (standard tariti) x (duration of question paper in hours) x (number 
of scripts remarked for the question paper). 

(g) Practical and oral examinaLions 
0.6 x (standard tariff) x (number of hours spent on examining) with a 
minimum remuneration per day based on 3 hours' examining, 

(h) invigilation work 
Not A -  No remuneration will appty to persons conducting invigilation at 
their own institutions; or in situations that .1t-e regarded as being part of 
their official duties. 
0,9 x (standard tariff for level I) for the invigilator per examination 
sc:F.sion irrespective of the duration, 
and 

0,6 	(standard tariff for level I) for the assistant invigilator per 
examination session irrespective of the duration, 

NOTE: These tariffs are applicable from 1 July 2009: 
Invigilator 	 8118,155 per session 
Assistant invigilator 	R78,75 per session 

nutieS performed as: 
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114arking centre awl:lager 

0,75 x. {standard tariff for level II) per hour. A maximum of twelve hours 
per day may be claimed for each clay during which the marking is in 
process at the marking centre. 

j NOTE: 8128,00 per hour after 1 July 2009. 
L.. 

Deputy !narking centre munager: 
0,6 x (standard tariff for level 1E) per hour. A maximum of twelve bolus 
per day may be claimed for each clay during which the marking is in 
process at the marking centre. 

NOTE: 885,35 per hour after / July 2009. 

In respect of .N ational Examinations for technical college subjects, it may 
be difficult to apply the proposed hourly norm for the remuneration of 
marking centre managers, especially in respect of small marking cents s 
where the marking is normally not performed during a fixed continuous 
period. An alternative norm may therefore be applied in respect of 
where technical college examination scripts are marked, based on the 
number of scripts marked at such a centre, as Follows: 
0,005 x (standard tariff for level II) per scrtpt, 

NOTE: 10,85 per script after 1 July 2009. 

(i) Duties performed as an &camination a„..csistant 
0,2 x (gtandard tariff for level 11) per hour. 

NOTE: 834,15 per hour after 1 July 2009. 

3 COMPENSATION! FOR TRAVEL AND SUBSISTENCE EXPENSES 
The following measures regarding the 'compensation for' travel and sulp5istcnce 
expenses apply in respect of duties performed at a marking.centre; 

3.1 Travel allowance 
A travel allowance is payable to . all applicable persons who either make use of 
their private vehicles or of public .  transport and is calculated in terms of the 
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actual munber of kilometres travelled between their homes and the marking 
centre. The maximum distance for which a person my claim who travels daily 
between his/her home and the marking centre., is 75 km per trip (15f: km per 
return journey). Where accommodation is provided at the marking-centre. a 
person may only claim for one return trip between his/her...home and the 
marking centre unless otherwise approved by the employer. Persons who make 
use of public transport may claim their actual expenses (subject to the approval 
of the relevant department) and may be required to provide proof of such 
e3perises. Persons who make use of their private vehicles may be compensated 
at the foTlowing rate, irrespective of the engine capacity of such vethicle. Such 
persons may not claim for passengers. 

Travel allowance: 0,01 	(standard tariff for level 11), rounded to the 
nearest 1 cent per kilometre. 

I NOTE: 81,71 per km after 1 July 200-9 

3.2 Subsistence allowance 
(a.) Per9ons tofu) nuke use of accommodation at marking centre 

(Near Such a person may only claim for one return journey between 
hislher home and the marking centre and may not claim for travelling 
between the place of accommodation and the marking centre) 
(i) II - accommodation and meals are provided at no cost to the employee 

No allowance. 
(ii) If only accommodation is provided by the department at no cost to the 

employee 
Meal allowance: 0,5 x (standard tariff for level H) per day of at least 5 
hours work. 

NOTE: 885,35 per day after 1 July 2009. 

(iii) If no accommodation is provided by the department . 
The following accommodation allowance 'may be paid to a person 
who, with the approval of the department, makes use Of private 
amommodation near the marking center 
0,8 x (standard tariff for level .11) per night• stayed at such .private 
accommodation. A meal allowance as in paragraph (ii) may al.P;o be 
applicable. 

NOTE: R136,50 per day after 1 July 2009, 
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(h) Persons who travel daily between their homes and the marking centre 
(1) if at leash lunch is provided 

No meal allowance. 
(ii) If no inezds are provided 

Meal allowance: 0,3 x (standard tariff for level 11) per day of at least 
5 hours work. 

NOTE: 851,20 per day after 1 July 2009. 

4 CRITERIA FOR THE APPOINTMENT OF EDUCATORS FOR 
EXAMINATION-RELATED WORK 

11 In selecting and appointing persons to the various examination-related 
positions, cognisance: must be taken of the general need to build capacity 
among serving educators in (inter to attain equity in respect of race and gender, 
also taking into account. the special needs of educators in rural areas. This 
should. by pursued by reserving a certain minimum number of appointments for 
this purpose. The number of appointments that needs to be reserved For this 
purpose should correspond with the department's identified needs in this 
regard. 
4.2 In addition to the general criterion referred to in paragraph 4,1, the 
followthig criteria shall apply with regard to the selection and appointment of 
examiners (for the setting and moderation of question Papers and accompanying 
memoranda} and internal moderators: 

(a) Advertisements should be included in a departmental circular or 
pro'vtneial gazette as well as in the national and/or local press. 

(b.) A selection panel shall be appointed by the education department. Teacher 
unions that are members of the Education Labouk Relations Council shall 
be allowed observer status on such a panel. 

(c) The following criteria will apply in respect of the selection and 
appointment. of candidates. 
The appointee must: 
6) have at Least a recognised three year post matric qualification which 

must include the subject concerned at second or third year level. 
(ii) have extensive experience as an educator in the .  particular subject or 

a related area and at leaSt two years. teaching or other curriculum-
related experience within the last t years at the .  appropriate leveL 

[tiara (ii) arnanded.bi? CN 1401:1 of 19 Deem:1-01er 401.1 
(iii) have experience as a marker.. . • 

(d) In addition to the above criteria, .preference should he given to serving 
..01-1.001 and college-haNed educators. . 

4.3 In respect of an exarninatiOn.paper..wher6 no suitable .  candidate can be 
✓ecruited with the set minimum qualifications or. experieni*. the head of the 
education department concerned may approve the appointment of a suitable 
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can didatv with other appropriate post school quailfx.ations or with is than the 
required experience alter consultation in this regard with the relevant teacher 
anions. The final decision with regard to the appointment of examiners and 
internal moderators rests with the Head of Department. 
4A The criteria to goal -11'y for appointment as markers (including senior 
markers, deputy thief markers and chief markers) should, in addition to those 
referred to in paragraph 4,1, include the following: 

(a) A recognised three year post school qualification which must include the 
subject concerned at second or third year level or other appropriate pmt 
mottle qualifications, 
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(b) Appropriate teaching experience, including teaching experience at the 
appropriate level, in the subject concerned 

(c) Language competency 	 .• 
(d) In addition to the abi.)ve criterta, preference .should be given to serving 

educators who are presently teaching the subject concerned. 

The provision in paragraph 4.2 for the relaxation of requirements in respect of 
qualifications and experience, also applies in respect of these appointments 
4.5 The selection of markers for a specific examination paper should be carried 
out by a panel comprising of 

fa) Chief examiner 
(b) Relevant depart uentat officials 
(c) Teacher unions (As observers) 

CHAPTER F 
SERVICE BENEFIT AWARDS 

1 DEPARTMENT-SPECIFIC AWARDS 

NOTE: The State has a discretion whether or not to make funds 
available for the payment of these awards. It appears as if financial 
constraints have effectively put an end to the payment of these 
department-specific awards. 

1.1 Purpose 

To provide For the granting of non-pensionable awards for achievement I:0 CS 
educators other than by means or the normal performance and merit systems 
and to supplement remuneration on a non-pensionable basis in cases where 
specific difficulties are experienced, which awards and supplements will be 
restricted to the particular financial year within which they are made, The 
purpose thereof is therefore to address short•term needs/pn -)bleras that cannot 
be met by means of general staff systems and measures. 

1.2 Scope of application 

All CS educators on post levels Ito 6 are eligible for a department-specific award. 
The award to CS educators on post level 6 must however be granted with 
prudence, since a Director in: the Public Service does not qualify therefor. 

1.3 Powers • 	• 
(a) The. head of education or haft)er. de.lepip may, on the advice of a 

committee, grant a depart/lent-specific award. to. a CS educator, 
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(ii) The advisory committee is designated by the head of education or by his/.  
her delegate and must include at Least two members of the management 
corps. 

1.4 Conditions 

(a) The expenditure relating to the awards is restricted to the tinancial.,year 
concerned and the awards cannot therefore place a financial tlblj gution on 
the following financial 

(b) The total amount expended by an education department on department-
specific awards may not exceed 0,53'7% of the total salary account of the 
edoeatiori department concerned as at 1 April of the relevant financial 
year. This percentage may be zero, in which case no awards have been 
made. 

(t-.) The sin of the award must relate to the need identified, 
(d) The awn rd or awards made to a CS educator may not, in total. exceed 25% 

of .  I:he pensionable salary notch of the CS educator concerned on 1 April of 
the relevant financial year. 

(e) The award must, in the opinion of the head of education or his delegate, be 
hi the intere0. of the particular education department or the State. 

() In the ease of a function shift suitable arrangements must be made . 
 between the education departments concerned for the purpose of 

transferring a portion of the amount mentioned in subparagraph (b) 
together with the function. 

1.5 Monitor 

With a view to monitoring the suix.5ess of the awards, provincial education 
departments may be requested to furnish the Department of Education with 
particulars regarding the utilisation of these awards. 

2 RETIREMENT PACKAGE 

2.1 The following retirement beneflts will apply tf...1. a CS educator who, because 
of rationalisation, has been retrenched by the department in Which he/she is 
appointed, before reaching retirement age; 

ifa) Payirient of pension benefits in terms of the regulations Of the pension 
fund of which the CS educator is a member. 

(b) Payment of the leave credit due to the CS educator, calculated on the. basis 
io retirement on reAcbing the prescribed age. 

(0 Payment of a service bonus on a pro rata basis, • 	• 
0) Continued payment of the monthly house owners .-  allowance for a 

maximum period of six months after termination..of• 'service_ Those CS 
educators who recei ved this benefit and who a±e re-e0.1ployed by any 
government. department within the six montbs . pericid, will not qualify for 
a house owner allowance for the remaining.Period arthe.gix months. 

(e) Continued occupation of official quarters; where possible, for a period of 
three moiling after termination of service, 

if) Payment to the CS edtaator who will not have medical aid cover after 
termination of service, an amount equal to the rand value of government's 
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contribution to the applicable medical aid scheme if the person had 
remained a member of the scheme, for a period not exceeding six months. 

(sr) The cancellation of any service commitments that the CS educator may 
have on tenniriation of service. 	 - • • 

(k In cases where the CS educator enjoys the benefit of a motor vehicle 
scheme, the rules of the scheme must be applied. 

(i) Application of the rules in respect of resettlement costs. 

CHAPTER G 
TIME OFF AND SECONDMENT • 

I INTRODUCTION 
The measures contained in this chapter are based on the following principles; 
7...1 The acknowledgement of labour rights entrenched in the Constitution of 
the Republic of South Africa, 1998, (Act No 108 of 1990, the Labour Relations Act, 
1995 (Act No 66 of 1995) (LRA) and the Constitution of the Education Labour 
Relations Council (BURG) which seeks to promote labour peace, 
1,2 That an educator's role in the education process is dynamic. and develop-
mental, and therefore requires the active participation of educators at school, 
provincial and national level. 
1.3 That the amount of firriP ot[and the frequency thereof should at all times be 
reasonable and fair. 

That arrangements for time of should consider: ' 
(a) the need for the process of teaching and learning to be uninterrupted; 
(b)• the importance of high productivity levels; 
(C) efficiency and effectiveness in services rendered to the. general public: 
(d) the need for order in the education system; and 
(e) the constitutional rights of the child. 

2 GENERAL 
2.1. When requiring time off: 

(a) a reasonable period of notice must be civet to the responsible person 
designated by the employer for time off to attend meetings, training 
courses, and other agreed to activities; • . • . • • 

{lx) in respect of urgent Meetings:arising from the colle ctive bargaining pro-
cess, the employee orgarlisatithi should advise the responSihle person desig-
nated by the employer timeously Of such urgent•meetirigs; 

(c) when requesting time.  off` for workplace and other such like meetings, every 
effort should be made to hold tit* before or:after .Official school hours, or 
during lunch breaks; • 	. 	• 

(d) an efficient record system must be kept in respect of time of allowed for all 
entitled educators; and 

(e) management must be informed•tmeously of any'resignation of members/ 
representatives. 

-- - 	 
Service 4, 2003 
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22 Applications for time off must be considered on its merits and the principle 
of reasonableness and fairness must apply. 

It is the responsibility of managers identified by the provincial education 
departments to keep separate registers of employee members and representatives 
in good standing, as well as details of time of allowed with fall pay and without pay, 
and to forward such records annually, but before 31 December, to both the 
employee organisations concerned and the responsible personnel office` 

3 TIME OFF 
3.1 Time of for collective bargaining purposes 
(a) Entitlement 

NOTE: See resolution on full-time shop stewards in chapter 5. 

Duly elected, identified employee organisation representatives are allowed time 
ofF, including during shwa hours, to attend meetings at national and provincial 
levels for mllective bargaining purposes. Furthermore, such employee organisa-
tion representatives are entitled to take reasonable time off for preparatory 
meetings during the collective bargaining process. 

(b) Provisions 
(i) Identified representatives must give their supervisors reasonable notice of 

meetings to be attended and proof that they have been nominated to attend 
such meetings. 

(ii) Confirmation of meetings must be.  submitted by the representative to his or 
her supervisor for record and auditing purposes. .. 

{iii) Subsequent to representatives attending meetings,. confirmation must be 
given by the employee organisation to the representative's supervisor that 
he/she had attended such meetings. 

(iv) In addition, representatives are allowed a maximum of I additional school 
day per event, which should be regarded as special leave with full pay, for 
preparatory meetings during the collective bargaining process; provided 
that the employee organisation confirms that such preparation iS essential 
to the collective bargaining process and that the duration of such 
preparation necessitates the maximum or a lesser amount of hours required. 

fc) Payment for time off 
In terms of this entitlement, the.duly elected; identified employee representative 
is allowed time off with full pay. . • 	• . • .• • 	 • 

3.2 Time of for employee orgarilsation .luties 
(a) Entitlement 	 . 	. 
Duly elected, identified representatives of an employee organisation may take 
reasonable time off, including during school hours, to carry out employee 
organisation duties which have been agreed to between the parties of the ELRC 
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(b) Provisions 

(i) The following employee organisation duties are provided.for: 
▪ representing members in good standing during - 

- disciplinary hearings 
-- grievance and dispute procedures 

retrenchment/redundancy procedures 
dismissals; 

• attending labour relations training; and 
• attending, participating in and organising workplace forums. 

(1-1) The amount of time off to be allowed must riot exceed a maximum or 
3 school days at a time and the entitlement is limited to a maximum of 
12 school days per annum. Should additional time off be essential and in the 
interest of labour peace, the employer may, with due regard to the 
principles of reasonableness and fairness, consider a motivated request for 
additional time off. 

() Payment for time off 

In terms of this entitlement, and subject to the limitations of the entitlement, 
representatives are allowed time off with full pay. 

3.3 Time off for employee organisation activities 

(a) Entitlement 

Subject to the a=dernic programme not being interrupted, an employee who is a 
registered member, in good standing with an employee oiganisation, may take 
reasonable time off during working hours to participate in agreed to employee 
organisation activities. 

0) Provisions 

The following employee organisation activities are provided for: 
(ii) Attending pre-arranged workplace meetings, other than,thase arising out of 

industrial action. which have been agreed to between the employee 
organisation affected and the employer, and which cannot be held outside 
working hours. 

(Li) meeting full-time officials, by arrangement and agreeinent between the 
employee organisation and employer, to . discuss bona fide employee 
organisation matters, . . 

WO Voting during employee organisation .elections where voting cannot take 
place outside working hours. 	• • 

(iv) Virftitig in respect of proceduraLlawful strike actions. 

M Payment for time off 
• • • 	 • . 	. 

Employee organisation members, in gOod standing,..are allovired_  a maxiumim of 
ti school hours per annum, calculated . from 1 January to. 81: December of each 
year, with full pay to engage in the activities indkated above. . 
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Number of audited employee 
organisation members 

federrtion, nismbarship 
can only be *panted once} 

0- 3 000 
3 D01- 5 000 
5 001- 8 004 
B 081-12 

12 007-17 000 
17 001 upwards 

L. 
• 41 Payment in respect of seconded educators 

(a) Members of employee organisations, in good standing, who have been 
seconded to employee organisations In accordance with this entitlement, 
will retain all their benefits. 

(b) Employee organisations must be responsible for refunding the full 
package payable to members seconded in terms of this entitlement. 

Number of members to be Mowed 
to be seconded to lull-time positions 

in an employee organisation 

1 
2 
3 
4 

An additional 1 member for won" 
6 000 above 17 01130 to a roaximun-t 

of 7 sthillIonei rnernbers 
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Note: Where there is a dispute relating to tine of the provisions of the 
Constitution of the ELRC will apply. Time off with full pay is :permitted for 
employee organisation members/representatives to engage in this process, 

4 SECONDMENT 

4.1 Entitlement 

The employer recognise the need for employee organisations to utilize the skills 
and expertise .  of their members to manage the affairs of the organisation_ 
EtriPloYee organisations are therefore entitled to have educators seconded to 
organisations registered with the KCMG, to occupy full time positions to which 
they have been duly elected, 

This entitlement applies only to ernpkyee organisations in good standing, and 
who comply with the provisions of the 1.,RA and the Co/lb-tit-tit/on of the ELRC. 

4.2 Basis upon which the number of employee organisation 
members, in good standing, will be allowed to be seconded for 
a contracted period of one year 

(a) Consideration must be given to the teaching and learning program. It is 
important that the entitlement does not disrupt the school program or the 
management of education. 

(Lt) For this pkirpose this entitlement is structured in such a manner that it 
applies to a calendar year, that is, from I January to 31 December of each 
year. 

(c) Employee organisations will have to elect or appoint their officials on the 
basis of a calendar year. . • 

(d) The following formula will apply in respect of the secondment of employee 
 members, in good standing, to full-time positions in an employee 

organisation for a period of I year: 
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(c) The Secretary of the •LRC must keep separate and accurate records of 
Payments made in terms of this 811titiament. 

4.4 Entitlement in respect of national negotiators.. 

(o) This entitlement shall apply only to national negotiators of employee 
organigatIons in the Bargaining Committee of the COuncil, who are 
educators at schools or colleges and who are representatives of the 
Council in terms of the provisions of clause 7 of the constitution of the 
Council;, 

(b) In addition to the entitlement provided for in paragraphs 4.2 and 4.:9 above, 
employee organ i.sations are entitled to have national negotiators 
seconded; 

(c) Such 8econcirnent shall be for a marimum period of one (I) year at a time, 
renewable for such longer period as may be agreed to between the 
employer and relevant employee organisation; 

(d) The Secretary of the Council shall from time to time, furnish provincial 
heads of departments with the names and particulars of national 
negotiators; 

(e) An employee returning to duty, upon completion of the period of 
secondment, shall be assigned.. 
(i) in the case of a period of secondment of up to two (2) years, to the 

position/post that he/she would have held if the scoondment had not 
been taken, or at his/her request, to another post/position agreeable 
to the employer, and 

(ii) in the case of a period of secondment of more than two (2) years, to an 
equivalent positiori/post to that held prior to the opcondinent, which 
is acceptable to the employee, and which shall be reasonable and fair -, 

69 The employer shall remain responsible for the seconded employee's full 
remuneration package which is not subject to the provisions of paragraph 
4(2)(0 above, while the relevant employee organisation shall be 
responsible for 50% of the full remuneration package of the temporary 
substitute; and 

(g) The provisions relating to the retention of benefits and method of 
payraent, as provided for in paragraph 43 above apply mittOs mufancds, 

ATE 11: 
GRIEVANCE PROCEIAIRE 

'I OBJECTIVE 

-1,1 The objective of this grievance procedure is to seek to resolve a complaint at 
the personal level as gaily and as close to the source : of the complaint as 
possible, It is aimed at avoiding a grievance betvining a dispute. In the case 
where a grievance cannot be resolved through this process and is consequently 
registered as a dispute in terms of the provisions of the conetitiitioa of the 
Education Labour Relations Council., such registered dispute shall be dealt with 
in terms of the dispute resolution procedure as set out in the said constitution. 
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2 DEFINITION 
2.1 A grievance is a complaint by an employee or employees airecting the 
employment relationship of the person or persons concerned, or where there is 
an allrged  misinterpretation, or violation of his or her, or their rights. 

3 DEALING WITH GRIEVANCES 

3.1 Grievances shall be dealt with in the following manner. 
(a) Oral interview 

A. sincere attempt should he made to resolve any grievance by oral 
interview between a grievant or grievants and the head of a s6litiO1 ar 
college (herein after referred to as the head"), and in the case of an 
educational institution outside a school or college or the head of a 
school or college, the supervisor (hereinafter referred to as the 
supervisor"), before differences become formalised grievances. 

(ii) During this process no records will be kept of proceedings whfrh will 
be without prejudice to either of the parties. 

(b) Formal written grievance Institutional level,. (school/college) and depart-
mental level 
(1) A grievant or grievants may lodge a grievance or grievances with the 

head or the supervisor in writing within a reasonable period of time, 
but in any event not later than 93 calendar days following on the time 
and date on which the alleged grievance or grievances occurred. Full 
details of the nature of the grievance or grievances must be relayed to 
the head or the supervisor, as the ease may be The grievance or 
grievances must bear the signature or signatures of the grievant or 
the grievants and a copy thereof shall be filed 'with the'relevarkt office 
of the provincial deparlment of education by the head or supervisor, 
as the case may be, which office shall be identified by the relevant 
head of a provincial department in each province. 

(ii) the head or the supervisor, as the case may be. shall confer with the 
grievant or grievants, and others involved, within 3 working days of 
receipt of the formal Wittier' grievance in order to resolve the 
grievance. At this meeting the facts shall be presented and considered 
and an ellbrt shall be made to resolve the matter to the satisfaction of 
all parties. 	. 

(iii) The head or the supervisor, as the case may be, shall communicate 
the outcome to the relevant office of the provincial department of 
education within 5 working days of the resolution or non resolution 
of a grievance, 

(iv) if an action or lack of rn action, or a decision or lack of a decision, 
concerns the head or the supervisor, the grievant or grievaots may 
refer the matter directly to the regiorbalidisti-ict level in respect of a 
school/college and departmental level in respect of an institution 
outside a school/college, provided that a sincere attempt has been 
made to resolve the grievance or grievances in terms of the 
provisions of paragraph 3.140 above. 

(e,.) :Regional/district level in respect of a school/college and departmental 
level in respect of an institution outside a school/college 
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(i) If the grievant or grievants is/are not. satisfied with the outcome 
referred to in sub-clause (b) above the grievant or grievants may refer 
the matter in writing, by hand or registered mail f.together with the 
decision of the head or the supervisor, as the _case may be, to the 
regional/district head of education in the : case of an educator al. a 
school/college and in the case of an educatOr outside a school/college 
to the office referred to in sub-clause (NW, within 5 working days of 
the parties failing to resolve the grievance or grievanees_ A copy of the 
reterral must be presented to the head or supervisor, as the case may 
be, and where applicable, to the grievant or grievants' grade union. 
The head or the supervisor shall forward his or her comments 
together with all relevant information on the grievance or grievances 
to the regionaUdistrict head or the office rete:rrod to in sub-clause 
(h)(i), as the case may he, within 5 .working days after receiving the 
referral mentioned in sub-clause (rXi) above. 

(Li) The head of the region/district or the head of the relevant provincial 
education department, or his or her delegate in respect of an educator 
outside an educational institution, shall within .T.; working days from 
the date of receipt of all the parties' referrals, attempt to resolve the 
grievance or grievances and communicate his or her decision in 
writing to all parties. 

(iv) Should the grievant or grievants not he satisfied with the outcome, he 
or she may register a formal dispute with the Executive Officer of t he 
P.Aucation Labour Relations Council (hereinafter referred to as the 
"C-ouncil") in terms of the provisions of the Council's constitution. 

3.2 A tra de onion registered with the Council may register a grievance with the 
head or supervisor or the head of a relevant department .of education, as the ca se 
nay be, on behalf of its members individually or collectiVely and represent such 
member or members during any stage of this grievance procedure. A non-
member or non-members may be represented by another employee, 
3.3 The parties to a grievance or grievances may by agreement eKtend the 
periods referred to in sub-clauses (b)(ii) and (cXii) and (iii) above. 

CHAPTER I 

MEASURES PRESCRIBED BY LEGISLATION NOT 
ADIVILNISTERED BY rum MOISTER, OF EDUCATION 

AND OTHER MEASURES WHICH APPLY TO. ALL 
EMPLOYEE OF '1'11-E STATE. 

1. The measures in respect of the..following•matiers apply 'to educators, 
muiatis razaand4, as they apply to other employees of the State: 

(a) Application of the Workmen's 'pompensation Act,. 1941 (Act No NI of 1941); 
(b) Application of the linemp1oyni.6rit insurance Act, 1966 . (. a No 30 of 1966); 

SubfiiKtunoe, Caiiip and specia.t . allowanceS: . 
(d) Official travelling and trarisport;.. 	' 
(e) The Government's housing 16an guarantee sCheme; 
(f) The motor financing 'scheme far senior personnel; 
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(.0 Medical assistance to educators at retirement or termination of service as 
well as all amounts applicable to rned c-al assistance; 

(h..) The maximum rent in respect of standard married housing as well as the 
measures applicable should an educator be obliged to remove his.or her 
personal possessions from the relevant housing; 

0.1 The basis, conditions and limitations of the allowance payable under the 
house owners allowance scheme; and 

(r) Compensation in respect of educators doing parliamentary duty. 

CHAPTER J 
LEAVE MEASURES 

[Chaptpr .T inserted by GN 141X1 of 19 DIN:umber 2001, as cerreeted by GN 713 of 
2i January 20CC..1 

DEFINITIONS 
`education institution' is a public school, further education and training 

institution or adult basic education centre as defined int he Employment of 
Educators Act or any other institution that provides specialised tuition and 
where learning activities are discontinued during institution closure 
periods. 

"institution ,closure period' is the scheduled period that education institutions 
close at the end of each term and during which period teacher and learning 
activities are discontinued, 

linstitation-based educator' means an educator who is employed at an 
education institution and whose normal duties are discontinued during 
institution closure periods. 

'of:lice-based educ-ator' means an educator who is not an inS-tutition-based 
educator.. 

. 	 . 

NOTE: All educators are covered under the definitionS of institution-
based and office-based educators. An educator will therefore be 
regarded as either an institution-based or an office - based educator, 
depending whether or not he/she complies with the definition of an 
institution-based educator. This will determine what such a .  person's 
leave provisions are. It needs to be noted that office-based educators 
with so -called inspecting or subject advisorit duties have the same 
leave provisoins as other office-based educators, 'Previously, these 
educators had a different dispensation in terms of regulation 39, which 
has now been repealed and replaced. by these measures. 

'scheduled working Lime' in respect of institution-based educators means -- 
(i) all the Lime during a school-co/le ge term, bath during and outside the 

formal Reboot/college day, that Instituton-based educators must perform 
luttes Oi terms of the measures in Chapter A; and 

(ii) (fay:s during an institution closure period that have been scheduled by the 
Minister, in accordance with the National Education Policy Act 27 of 
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NOTE; Attendance of training . pitygremmes requii"ed by a registration 
body will not be regarded as le4ve only. to: he aktent.that the training is 
actually required for registratioti :or for 'the person to remain registered. 
Additional training beyond .iiyitiat..• is r'quired for this purpose is not 
covered under this deflnition. 'and must be covered under s leave 
provision. 
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1996, for these educators to report for administrative duties or 	the 
head of a provincial department for these educators to report for in-ger-
vice training in terms of paragraph 3.2 of Chapter A of these measures, 

1 ANNUAL LEAVE: GENERAL MEASURES 

1.1. Educators are entitled to annual leave with fall pay during each leave cycle 
of 12 months. commencing on 01 January of each year. • 

1.2, An educator retains all her or his leave credit when' she or he is transferred 
within a department or between State departments without A break in 
service. 

12. Unless indicated otherwise in these measures, days of leave granted in 
riE:3pect of any category of leave, other than annual leave, shall not be 
deducted from an educator's leave provision in respect of annual leave. 

LI An educator shall not be considered to be on leave if she or he 
(a) must appear as a witness - 

(1} in any court; 
(ii) in misconduct proceedings or in a misconduct investigation in 

terms of any law; 
(iii) at inquest proceedings; or 
(iv) before a commission or committee appointed by the State or 

before any committee or institution instituted by or in terms of 
any Act 

(b) appearS, as defendant or co-defendant in civil proceedings arising from 
his or her official duties and in which the State or any statutory body or 
institution has a direct interest; 

(c) is taken into custody or must appear in any fourt on a criminal charge 
and the offence he or she is charged with is withdrawn or if he or she is 
acquitted of such offence; or 

01..) Attends or participates in a training programme required by the 
employer or the professional body with whom s/he is required to 
register . In order to remain registered or with the approval of the 
employer attends or participates in a training programme or other 
activity that is in the employer's interest, 

2 ANNUAL LEAVE EICITLEMENT Q.F .INSTITUTIDN-BASED 
EDUCATORS 

2.1 An institution-based educator will be regarded as being on annual leave dur-
ing institution calOgUre periods that are outside of scheduled working time, 
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provided that the measures regarding the workload, duties and -responsibil-
ities of educators may require such an educator to perform some of his or 
Pier normal duties, such as preparation for the new school term or the 
marking of internal examination scripts, during such periods. However. 
such en. educator will not be required to report at any work place toperform 
any of these duties, 

12 If. after sufficient notice, an institution•based educator is required by the 
employer to report for official duty during an institution closure period 
outside the scheduled working time, s/he will be remunerated additionally 
for the perkirmanoti of such duties in terms of the applicable measures in 
Chapter la or E. Such remuneration will -not apply in respect of the volinitary 
performance of duties by an educator during an institution closure period. 

NOTE: Only where an educator is officially appointed to perform any of 
the categories of dirty that are provided in Chapters D end E and for 
which additional remuneration is provided, such a person will be entitled 
to such additional remuneration. A teacher who agrees to rake learners 
on an educational or sports tour will normally do it voluntarily and will 
therefore riot qualify for overtime remuneration. Administrative leg 
making of a school time-table) and other duties (eg marking of athletic 
track) that teachers often have to perform during school holidays should 
as far as possible be restricted to days that have been scheduled for this 
purpose. 

2_3 Save for leave accrued in terms-of paragraph 5.1, an institution-based edu-
cator does not accrue any leave credit for purposes. of payments, for carry 
over to a next ie_ave cycle. or for extending dither form...4 of leave. 

3 ANNUAL LEAVE ENTITLEMENTS AND MEASURES IN.  RESPECT 
OF OFFICE-BASED EDUCATORS 	• 	• 

4,1 The main purpose of annual leave is to provide periods of rest to an of is 
 educator but, subject to these measures, may also be used to extend 

periods of other categories of leave as prOvided in these measures. 
;-1,2 An application for annual leave may not be unreasoniabiy refused, taking 

into consideration service delivery requirements. 
3.3 The full -firiztqr leave entitlement ofan. office-based educator is - 

3.3.3 22 working days in respect of an educator with less than 15 years 
service; 

3.3.2 26 working days in respect of an educator with 10 or more years of 
service; and 

3,32 28 working days in respect of an educator appointed prior to 1 July 
1966. 

3.4 An educator who is appointed after the commencement of an annual' leave 
cycle or whose service is terminated during a leave cycle shall, in respect of 
such cycle, he entitled to annual leave calculated as onertweifth of the full 
year entitlement for each completed month of service. 
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3_5 Temporary educators appointed for a tIxed period shall be granted annual 
leave that is proportional to their term of employment at a rate of one-twelfth 
of their full year entitlement per month of service. 

3_6 Educators appointed in a part-time or shared capacity shall be granted 
annual leave that is proportional to their appointment 

3:7 For each 15 consecutive days' leave taken withoufpay, the educator's annual 
leave entitlement is reduced by, one-twelfth. 

3.8 For the purpose of granting annual leave, working days Mean Monday to 
Friday, excluding public holidays. 

3.9 At least 10 working days must be taken as leave days during the annual leave 
cycle.' 

3.10 All leave not taken during a leave cycle must he taken no later than 6anoriths 
after the expiry Of the relevant leave cycle, whereafter, unused leave credits 
shall be forfeited. 

3.11 An employing department must inform i...aice-based educators at the end of 
each annual leave cycle of the number of leave days that the educator has to 
his or her credit. 

3,12 If due to the employer's service delivery requirements an office. based edu-
cator's application for leave is denied by the employer and not rescheduled, 
such leave must, upon request, in. terms of paragraph 4. be paid out to the 
educator at the end of the 6 mouths' period referred to in sub-paragraph 3.10 
above. An educator's request for payment of unused leave credits must be: 
3..12.1 in writing; 
3.12.2 accompanied by written proof of refusal of leave by the employer or of 

instruction to report for duty as the case may be; and 
3.12.3 lodged by no later than the end of the relevant 6 months' period. 

3,13 Heads of Department shall, at the end of the relevant 18 months' period, 
report to the relevant legislature on the number of educators denied annual 
leave, reasons for such denial and the amount paid in this re,'- ±,wd_ 

4 PAYOUT OF UNUSED LEAVE CREDIT 

4_1 Office-based educators shall be paid the cash value in respect of unused leave 
credit upon termination of service and in terms of subparagraph 312 above. 
Other than in cases of termination of service referred to in sub-paragraph 
5.2, the payment will be limited to a maximum of 22 working days. • 

42 Payment of annual leave credits shall be calculated using the educator's 
basic salary (with the exclusion oftenefits). . 

4_3 When an ottiCe-based educator's -einployment is terminated. for any reason 
other than a reason referred to in :Paragraph. 5,2 and at the expiry of the 6 
months period mentioned in pararaph 3.10..attove,.leaVe payouts shall be 
computed in terms of the following fornilila: 

“A-B) (C -D)). x E 
261 

Where: 
A = Educator's pi rata leave entitlement in respect of the preVious leave cycle 
15 = Leave taken in the previous leave cycle 	. 
C = Pro rata leave entitlement in the current leave cycle 
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D = Leave taken in the current leave cycle 
E = Educator's annual basic or pensionable salary as at the last day of duty or at 

the end of the 6 months period mentioned in MO above; whichever is 
• applicable. 	 • - 

Note: (a) If an educator has been in service for the full leave cycle, his 
or her pro rata leave entitlement will be equal to the full year 
entitlement. 

ib) ,  After 30 June, A - B = 0. 

5 ANNUAL LEAVE ACCRUED PRIOR TO 1 JULY 2000 AND 
DURING THE PERIOD 1 JULY 2000 TO 31 DECEMBER 2001 

5.1 Educators shall retain all audited leave credits accrued prior to 1 July 2000. 
The number of accrued leave days prior to 1 July 2000 shall be converted to 
working days by multiplying such accrued leave days by 5, divided by 7. 
During the periods 1 July 2000 to 31. December 2000 and 1 January 2001 to 31 
December 2001 all institution-based educators accrued 5 and 10 working days 
leave respectively or a pro rata number of such days calculated in accor-
dance with paragraph 3A. Any of these days that were not granted to such an 
educator since 1 July 2000 shall be added to the number of leave days accrued 
prior to 1 July 2000. 

5.2 The payouts in respect of such leave credits shall .be made in the event of 
5.2.1 Death; 
5.2.2 F.i.etirerrient, including early retirement; or 
5-2-3 Medical boarding. 

5-3 The leave payout of leave credits in respect of an educator whose service is 
terminated in terms of 5_2 above is calculated as follows: 

{(A. - B) + (C D) + Fl x E 
261 

Where 	 • 
A = Educator's pro rata leave entitlement in respect of the previous leave cycle 
B = Leave taken in the previous leave cycle . • •• 	. 
C = Pro rata leave erattlefrient in the•current•leava•cycle • • 
D = Leave taken in the -Ourrent.leave 04,1•0 • .• 	• 	. 	• • • 
E = Educator's annual basic or.perisionable salary fas•.at the lakci..ay of duty 
F = Accrued leave credits in terms of sub-paragraph 4.I above less all leave 

taken from these accrued leave credits since 1 July 2000, 
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Note: (a) If an educator has been in service for the full leave cycle, his 
or her pro rata leave entitlement will be equal to the full year 
entitlement.  

(g After 30 efune., A - 
(c) The sum total of A - B and C - D may not exceed 22 days. 

5.4 The Heed of Department shall determine whether there 'are periods which 
are unaudited and iri such instances, the educator's leave payout shall be 
paid on the basis of 6 days per oompieted year of service up to a maximum 
of KO days m respect of the unaudited leave period. The forneele ire caleu-
leting the payout in respect of these days shall be as per sub-pare#aph 4.3 
above, 

0.5 The Head of Department she'll determine procedures and measures in keep-
ing with service delivery needs, on how educators will be allowed to utilise 
their leave credits accrued prior to the applieable dates referred to in pare-
graph 5.1 above over and above the normal vacation entitlements. 

6 NOMINATION OF BENEFICIARIES AND LEAVE PAYOUTS 
6.1 An educator may, if he or she so desires, designate one or more beneficiaries 

to whom their leave credits may be paid in the event of their death. 
6.2 If an educator dies and has not nominated a beneficiary, the leave credits 

may be paid: 
6.2,1 In full to the spousellife partner of that educator; or 
6.2_2 If there is no spouse/life. partner, in equal sharps for the benefit of 

minor and other children (including legally adopted children) of the 
deceased who, at the time of her or his death, Were fully dependant on 
the educator; or 

6.2.3 It there are no children, to the educator's estate. 

7 ANNUAL LEAVE WITH FULL PAY GRANTED IN EXCESS 
Ti An eel.ucator may not be granted annual leave with, full pay. In excess of that 

which the educator has to his or her Credit, including leaveceedtt in terms of 
paragraph 5.1 above. 

7,2 If due to a bona fide error, an educator has been granted annual leave with 
full pay in excess of that which stood to her or his credit at that time, such 
excess grant must be deducted frotrethe subsequent lezvp cycle_ 

7,3 if an educator edlo has been granted excess annual leave with full pay exits 
the service of the State, .such 1ea'ne Vanted in. excess of vetiat. stood to the 
educator's credit on such fast day of di.ity most be regarded as an overpay-
ment that must be recovered from her or him. • 

8 NORMAL SICK LEAVE 
Si Educators are entitled to 36 workingdays sick leaVe with full pay over a 

three-year cycle. Unused sick leave shell lapse at the expiry of the three-year 
cycle. 
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8,2 If an educator is unable to report for duty due to sudden illness, she or he 
must immediately notify his/her immediate supervisor &her or his inabil-
ity to report for duty. 

8,3 Educators who apply for three or more sick leave days must submit a 
certificate from a registered and recognised medical practitioner as defined 
by the Health Professionals' Council of South Africa, citing the reason for 
and duration of absence. 

3.4 In instances where a pattern in the utilisation of sick leave bee been estab-
lished, a certificate may be required for absences of leis than three working 
daYS. Notwithstanding the submission of a cerlificate,,the employer may, on 
the grounds of further medical advice, refuse to grant sick leave for any 
absence from duty to which the certificate relates, and the absence shall 
be considered as leave without pay. 

3.5 For every 15 censecative days' leave taken without pay, an educator's sick 
leave entitlement shall be reduced by Veeth per sick leave cycle, 

8.6 It an educator falls ill whilst on annual leave with full pay, such leave tney be 
converted to sick leave provided that a certificate from a registered rn ersli cal 
practitioner is submitted within SO days to substantiate the indisposition, 

8,7 Vacation leave without pay may not he converted into sick leave_ 

9 TEMPORARY INCAPACITY LEAVE 
9.1 An educator who has exhausted her or his sick leave credit in a three-year 

cycle and 'who, according to the relevant medical practitioner, requires to be 
absent due to incapacity that is not permanent may be granted additional 
sick leave with full pay, 

92 Such a condition must have been .  certified in advance by the attending 
medical practitioner as a temporary incapacity eAce'pt where conditions 
do-not permit. 

92 The Head of. Department may require the educator to obtain a second opi-
nion before granting approval for additional sick leave. Expenditure in this 
regard will be met from the departmental budget 

e.4 The Head of Department may grant a maximum of 30 consecutive working 
days leave with full pay during which period an investieatioe must be 
conducted into the nature and extent of the incapacity. The.invesfigation 
shall  be conducted in accordance with Item le(1) of - Schedule 8 of the Labour 
Relations Act, 1995. 

9.5 On the basis of medical evidence, the mead of Department may approve the 
granting of additional sick leave days on conditions thitt she or he shall 
determine. 

9.6 If the educator is of the view that she or he has beenemfairly treated as 
regards the granting of additional Sick leave, she/he has the right to follow 
the grievance procedure and the relevant dispute resolution procedures in 
order to settle the matter. 

10 PERMANENT INCAPACITY 
10.1 Educators whose degree of incapacity has been certified by a competent 

medical practitioner as permanent shall, with the approiral of the Head of 
Department, be granted a maximum of '30 working days paid sick leave, or 
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such additional number of days required by the employer to finalise pro-
ciesses mentioned below. 

10.2 The employer shall, within 30 working days, ascertain th•feasibility of 
10.2.1 Alternative employment; or 
10.2.2 Adapting duties or work circumstances to ac.coinmodate the educator. 

10.3 An educator, whose degree of incapacity has been certified as permanent 
but who can still render a service, may, in terms of the applicable measures, 
be redeployed horizontally with retention of her or his benefits_ 

10.4 If the redeployment necessitates reallocation to a job or a lower grading, 
such action should be explained well in advance and the continued utilisa-
tion of such an educator should, in this regard, be with her or his consent. 

1115 In instances where the educator's redeployment entail retraining, the 
employer shall take requisite resources (time and financial) and:potential 
returns into consideration before approving redeployment. 

10.13 The redeployment of an educator's services should ensure the optimal 
utilisation of her or his competencies and should not compromise service. 
delivery. 

10.7 If the employer or the educator is convinced that the educator will never be 
able to render an effective service at her or his level or rank, the educator 
may proceed with an application for termination of service due to ill health. 

11 LEAVE FOR OCCUPATIONAL INJURIES AND DISEASES 
lfducathrs who, as a result of their work, suffer occupational injuries or 
contract occupational diseases, shall be granted occupational and disease 
leave for the duration of the period they cannot work. 

11.2 If an educator suffers a work-related injury as a result of an accident invol-
ving a third party, the Head of Department shall grant her or him occupa-
tional injury leave provided that the educator, 
11.2,1 Brings a claim for compensation against the third party. 
11.2.2 Undertakes to use compensation fin terms of the Compensation for 

Occupational Injuries and Diseases Ad of 1993) received to recent-
Pm-Ise as far as possible for the employer's contribution to the cost 
arising from the accident 

11.3 The Head of Department shall take reasonable steps to assist an educator to 
elairri.compensation according to subparagraph 11.2 above. 

12 SPECIAL LEAVE FOR .QUARANTINE PURPOSES. 
12.1 Special leave with full pay may be granted to an educator who has been 

emposed to a medical condition that requires such person to lie placed under 
quarantine_ 

12,2 Application for such leave must bo accompanied by a certificate from a 
medical practitioner stating the perincl:of quarantine as well as the reasons 
necessitating such leave. 
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13 MATERNITY LEAVE 

13.1 An educator is entitled to 4 consecutive months' maternity leave on hill pay 
to commenco at least 14 days prior to the expected date of birth but not later 
than the actual date of birth in a case of a premature confinement 

NOTE: Unless the leave is interrupted in terms of paragraph 13.5, the 
period of paid maternity leave extends until the day, tour months later, 
that numerically precedes the date on which the leave period 
commenced or the first working day thereafter if such a day is not a 
working day, No other form of leave or institution-closure period that 
falls within this period will alter the data on which the period ends. 

13.2 Maternity leave may be extended upon application by one or more of the 
for owinic: 
132.1 the granting of sick leave as a result of a medical complication; 
132.2 the granting of up to 1R4 consecutive days unpaid leave; and  
13.2.3 the granting of annual leave, including leave accrued in terms of 

paragraph 5_1, if applicable. 
13.3 An Educator who experiences a miscarriage, still birth or termination of the 

pregnancy after starting paid maternity leave, shall be eligible for six con-
secutive weeks paid maternity leave...whereafter sub-paragraph 13,a l shall  

apply in the event of a medical complication. 
13,4 For at least six weeks after the birth,..ne educator may commando with 

normal official duty unless the attending practitioner. certifies that the 
educator is fit to do so. 

1:.1.5 Where it is practically feasible and .subject to paragraph 23.4, an employer 
mad allow an educator to interrupt her maternity leave by letting her return 
to work temporarily. if the baby is hospitalised for a period runner than a 
month during the maternity leave due to premature birth or illness. 

14 ADOPTION LEAVE 

14.1 An educator who adopts a child:that is-younger than two years...qualifies for 
adoption leave to a rriaxirauna of 45 working days yhrhereafter ..sub-paragraphs 
13.2.2 and 132.3 shall apply. 	. 	. 	.. 	.. . 	. 

142 If both spouses or life partners are employed in the PUblic Service, both 
partners qualify for adoption leave provided that..the combined leave taken 
does not exceed 45 working days. . 

15 FAMILY RESPONSIBILITY LEAVE AND SPECIA•LEAVE FOR 
URGENT PRIVATE AFFAIRS 

15.1 An educator shall be granted 3 working days leave per annual leave cycle if; 
1511 the educator's spouse or life partner gives birth: or 
15,1.2 the educator's child, spouse or life partner is sick. 

1&2 An educator shall ire granted 5 working days leave per annual leave cycle if; 
1521 the educator's child, spouse or life partner dies; or 
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152_2 the educator's immediate family member dies. 
16.3 An institution-based educator may, during a scheduled working period, be 

tinted special leave to attend to an urgent private matter, the nature of 
which is such that it warrants such an educatcis• absence from work_ 

[Para .15.3 amended by GN 244 of i .March 2ml 
15.4 The number of leave days taken in terms of subiparagraphs 15.1 and 15.2 

shall, in respect of an office-based educator, not exceed five working days in 
an annual leave cycle. 

15.5 The number of leave days taken in terms of sub-paragraphs 15.1 to 15,3 shall. 
in respect of an institution-based educator, not exceed 12 working days in an 
annual leave cycle. 

15.6 An educator who has used all his or her leave In respect of subparagraphs 
15,1 to 15.3 may apply to: 
15.6.1 Use available annual leave, including leave accrued in terms of 

paragraph 51; or 
15.5.2 Use up to 184 calendar days of unpaid leave. 

16 SPECIAL LEAVE FOR PROFESSIONAL AND PERSONAL 
DEVELOPMENT AND FOR RELIGIOUS OBSERVANCES 

161 Special leave with fuJi pay may be granted to an institution-based educator 
(a.) to engage in activities aimed at his or her professional development; 
(b.)to engage in activities aimed at his or her personal development where 

such personal development is also in the interest of the employer; or 
(c.) for a religious observance. 

-16-2 The total number of leave days granted to an institution-based educator in 
terms of paragraph 16.1 may not exceed 3 working days per annual leave 
cycle. 

NOTE: The reason why this provision is made only for institution-
based educators is that office-based educators may use their normal 
annual leave provision for this purpose, Institindon -based educators do 
not have annual leave that may be used during scheduled working time. 

17 SPECIAL LEAVE FOR STUDY PURPOSES 
17.1 Special leave may be granted to an educator for an approved course of study • 

and for a period approved by the employer, on conditions as approved by the 
employer, including leave With full or partial pay or without pay. 

17.2 If special leave with full or partial pay for study purposes is granted to an 
educator in terms of sub-paragrapb_17.1. the employer may call far periodic 
progress reports in respect of tie educator's studies and such educator shall 
enter into an aueement with the employer in a form approYed by the 
employer in terms of Which he or she undertakes to serve the employer 
immediately after completion of .the period of special leave for study pur- 
poses for a period (hereinafter referred to as.the service period) equal to at 
least the period for which specie) leave for study purposes on full pay has 
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been granted to him or her, or for a service period proportional to the 
person's pay during the period of special leave for study purposes, as the 
case may be. 

18 SPECIAL LEAVE FOR EXAMINATION PURPOSES 
An educator may be granted special leave for examination purposes with full 
pay for each day on which such educator sits as a candidate for an examination 
approved this purpose by the employer plus one addittonal day of special 
leave for study purposes for each such day of mamination which may be taken 
on the working days immediately prior to the days of examination. 

19 SPECIAL LEAVE FOR PARTICIPATING IN SPORTING, 
CULTURAL AND OTHER EVENTS 

Special leave for a period and on conditions approved by the head of a depart-
ment, in terms of policy of such department., may be granted to an educator for 
participating in sports, cultural, local council and other relevant activities. 
Participation for which leave may be granted may include representation of 
the country, province or other comparable level as an actual participant, 
referee, adjudicator, course or gioup leader, or for participating in or 
attending a relevant conference, meeting or other event • approved for this 
purpose by the employer, 

20 SPECIAL LEAVE IN EXTRAORDINARY CIRCUMSTANCES 
20.1 Subject to section 14 of the Act and notwithstanding any disciplinary mea-

sures that may apply, unauthorised absence by an educator shall be 
regarded as special leave In extraordinary circumstances and MIA It  be with-
out pay unless the employer in a specific case determines .otherwise. 

20.2 If, in the opinion of the employer,:cireumstances justify it, it may grant or 
place an educator on special leave.in eitraordinary circumstances for any 
reasonable purpose and for any reasonable period, and such leave shall be 
without pay unless the employer deteilnines otherwise, 

21 UNPAID LEAVE 
21.1 if an educator has utilised all her or his accrued annual leave, the Head of 

Department may gOant her or him Unpaid leave up to a maximum of 184 
consecutive days. 

21.2 Absences from work due t° arrest, imprisonment or appearance in court on 
a criminal charge that leads to a conviction must be recorded as unpaid 
leave, 

22 UNPAID LEAVE FOR . CON11NUrrY OF SERVICE 
22.1 Unpaid leave for a maximum of 120 consecutive days may be granted to an 

institution-based educator who was previously employed as an institution-
based educator by the same or another education department for the pur-
pose of retaining the continuity of the educator's service. 
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22.2 The unpaid leave shall commence on the day immediately following the date 
on which the educator last received salary from his or her previous 
employer and shall expire on the day preceding the date of assumption of 
duty with the present employer. 

22.3 The limitation of 120 days referred to in sub-paragraph 22,1 shall not apply 
to an educator in cases where the period concerned extends from the. day 
immediately following the last day of a term to the day immediately preced-
ing the first day of the term after a full term has elapsed. 

22.4 Where unpaid leave for continuity of service has been granted to an edu-
cator, the service eff the educator is regarded as continuous for all purposes 

' of determining his or her period of service. 

ANNEXURES 

AGREEMENT: 
SPECIAL LEAVE FOR STUDY PURPOSES 

1, I, 	  (full name), 
hereby undertake towards the head of the education department of 

(name of education department) 
hmnediately after expiry Of the period of special leave for study purposes 
granted to me in terms of genera] education policy for the period 

....• .......... ........ .............. ..,.......,„. to ..... ..... ..,.„ ............... ..... .......... 
to serve in an education department (hereinafter referred to as my service 
obligation) for a continuous period of days, 

2. I hereby further undertake, during this leave, periodically and as deter-
mined by the head of my education department to obtain progress reports 
in respect of my study courses from the institution at which I am studying 
and to submit such reports to the head of my education department, and I 
understand that he retains the right on the basis of such progress reports to 
instruct me to resume service immediately and to renounce the privileges of 
this leave granted to me and to convert such leave into vacation leave or 
special leave in extraordinary circumstances and in the latter ease to 
recover any excess payment from hie which might have occurred as a result 
thereof, and to transfer such payment to the education department with 
which this contract has been concluded. 

3. I hereby declare that I understand that authorised leave with full or partial 
pay normally counts as service towards the fulfilment of my service obliga-
tion and that, if leave without pay is granted to me before my service 
obligation is fulfilled, my service obligation will be extended by the number 
of days equal to the periods for which IeaVe without pay was granted to me, 

4. T hereby further undertake, if in any wormer whatsoever, except in the 
event of my death, or as a result of my permanent disability not caused 
by me, fail to fulfil this agreement 	irrespective of whether such failure 
is the result of discharge owing to misconduct, to immediately repay cm 
written request the service bonus and salary which. I received during the 
above-mentioned period of special leave for study purposes on a pro rata 
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basis together with the interest thereon at the interest rate as prescribed in 
the Financial Hand Book of the Department &Finance, calculate/ from the 
date of breach of contract, to the education department with Which this 
contract has been concluded. 

Signed, at 	  this 	 day of ............. .....„. ..... 19.......... 
WITNESSES: 
1. ....... rM„ ........ 	 ....... L.. ..... 	..... 

2. 
Signature of Educator 
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