
 

 

 
 

ASPECTS FOR CONSIDERATION BY SCHOOL MANAGEMENT TEAMS 

 
 
There is still uncertainty about the date of reopening of schools, but the school management team already 
has preparation to do before the first learners walk through the school gate. The SAOU has compiled a 
checklist that can stimulate the thinking of school management teams to put the necessary requirements in 
place. This is not a complete, prescriptive list, but rather possible ideas that can be used as a discussion 
document. 
 
 
1. A school-based Catch-up Program 

As part of the submission, the DBE requires that a School-based catch-up programme be developed. The 
catching-up of the CAPS programme is crucial. 
 Learning and teaching time must be protected at all costs. What can we do to protect teaching 

time? 
 How will we adjust the Annual Teaching Plan (ATP) in light of lost time? 
 How will we adjust the Annual Assessment Programme? 
 What content has already been handled by distance education? 
 How will we handle learners who may not have had access to the E-learning platforms? 
 How will we accommodate the school day? 
 How are classes handled where staff are absent? 

 
2. Timetables 

 How can the school timetable be adapted? 
 Start time? 
 End time? 
 Are start and end times the same for all grades? 
 How will the tuck shop be handled? 
 How will areas where learners eat be handled? 
 How will additional play areas (climbing frames / apparatus) be handled? 
 How will breaks (and also supervision during breaks) be handled? 
 Are there certain subjects that may be suspended for a period of time? 
 How will we handle additional programmes? 
 What alternatives could be used for school opening? 

 
3. School organization 

 What arrangements will be made for the access of learners / parents / public to the school 
premises? 

 Are there areas that will be used as specific access areas? 
 What sanitation measures are planned at these access areas? 
 Is there a space that can be used as an isolation room where learners who show symptoms can be 

kept until the parents are contacted? 
 Are there suggested arrangements for areas where learners are dropped off and fetched? 
 Are there arrangements for bus terminals / taxi terminals? 
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 Are there suggestions for dealing with the aftercare centre? 
 Where will learners gather before the start of the school day? 
 How will this be communicated to learners? 
 Will learners change classes or will teachers change? 
 How is arrival before school / before each class handled? 
 How is class change planned? Are clear boards / signs / stripes needed for this? 
 Is there any planning for the staff room? 

 
4. Classroom layout 

In accordance with the proposed social distances to be maintained, the classroom layout will need to 
be reconsidered: 
 Is there enough space in each class to maintain 1.5m distance? 
 How will different classrooms need to be set up to cater for this? 
 For classes larger than the prescriptions, are there additional areas in the school that can be used? 
 (If applicable) Should the layout of Foundation Phase classrooms be considered? 
 (If applicable) Should use of laboratories, workshops and others be considered? 

 
5. Teaching methodology 

In maintaining social distances in the classroom, teaching methodology will have to be adapted. 
 Can teachers teach from the back of the classroom using a whiteboard / data projector? 
 How do we plan to address group work? 
 How will small group work, work in groups or pairs be addressed? 
 How will individual interaction between learners and teachers be handled? 
 What is planned to support learners who are absent? 
 Will materials / lessons / assignments be made available to absent learners (online or hard copy)? 

 
6. Examination and assessment 

There are currently suggestions that exams should be reduced for the year 
 What alternative assessment could be used? 
 How should the examination timetable and / or test timetable be adapted to make provision for 

this? 
 

7. Marking 
Marking books may be problematic for teachers, due to the transmission of germs. 
 Are there any alternatives that can be used for marking books? 
 Would we consider electronic worksheets that can be marked electronically? 
 Are there alternative ways of monitoring especially homework? 
 Is homework still necessary in these circumstances? 
 Should learners be allowed to take home books / scripts? 

 
8. Extra-curricular activities 

 What are the suggestions regarding the abolition of extra-curricular activities? 
 What are the intentions regarding the handling of individual sport / culture coaching? 
 Are there suggestions for team / group teaching? 

 
9. Attendance registers for learners and teachers 

It is a legal requirement that both staff and learners are logged on or off  
 How should existing registers be adapted? 
 Is it necessary to update contact details of learners and parents? 
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 Is it necessary to update staff contact information? 
 How are the attendance registers communicated to the department? 
 

10. Substitute staff 
It is important to have a plan of action in advance regarding the absence of staff. 
 Is there a list of possible substitute personnel that can be used? 
 Will provision be made for the financial implications of substitute staff? 
 

11. Psychosocial support for learners 
Support will have to be given to learners and staff after schools reopen. 
 Does the school already have emotional support structures in place? 
 Is staff training required on this aspect? 
 How is the first school week planned to accommodate learners affected by the pandemic? 

 
12. Sanitation of high-use areas 

School sanitation is an area that must be of importance to the school management team. 
 Which areas will need to be sanitized regularly? 
 Should high-use areas such as school desks and chairs be sanitized? 
 How often should toilets be sanitized? 
 Who / What / Where / When? 
 What do you plan to do should the department not provide the necessary cleaning materials? 
 Are there some sanitation tools that parents will have to provide to learners? 
 What about learners who cannot afford it? 
 Should the school provide masks and / or gloves to staff? 
 Should the school provide masks and / or gloves to the children? 
 Should sanitizers be made available at certain points? 
 How will the school handle testing of learners and teachers? 
 Should access to the school be controlled by means of access forms? 
 

13. COVID19 Testing 
 How will the school manage testing of learners and teachers? 
 Is there a protocol available for learners who test positively for COVID19? 
 Is there a protocol available for staff who test positively for COVID19? 
 Is there a questionnaire available which can be sent to staff members to establish high risk cases? 
 Is the information of staff on file? 
 Are there alternative approaches which can be considered for teachers who cannot attend school? 

 
14. Water supply and hygiene 

It is important for the school management team to consider hygiene in the school. 
 Is there a sufficient water supply for the washing of hands? 
 Should arrangements be made with the City Council for an additional water supply? 
 Should more hand-washing / hand-drying points be created? 

 
15. Discipline 

 How will learners who do not adhere to the safety regulations be managed? 
 Do you have a code of conduct which will regulate learners who do not adhere to safety 

regulations? 
 How do you plan to manage daily disciplinary issues in this period? 
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16. School nutrition schemes and their management (IF APPLICABLE) 
 Will the feeding schedule be able to be adjusted if the school day is extended? 
 Should alternative arrangements be made regarding food distribution? 
 Should alternative arrangements be made regarding dining areas? 
 Should cutlery and crockery (plates, knives, forks, glasses, cups) be handled differently? 
 

17. Transport of learners 
 What measures can be put in place to ensure safe transport for learners? 
 What measures should be taken regarding arrival and departure of learners? 

 
18. Hostels and the protection of learners; use of areas 

 What measures should be considered regarding the protection of learners in hostels? 
 What measures should be considered in the hostel dining halls? 
 What measures should be considered in common spaces? 
 What measures should be considered with regard to study spaces? 
 What arrangements should be made for learners showing symptoms? 
 

19. What will learners need? 
 What should parents buy now when learners return to school? 
 Masks? 
 Gloves? 
 Personal wet wipes / hand sanitizer? 
 How will the school meet the needs of learners who cannot provide these articles themselves? 

 
20. Communicating with the SGB regarding the preparation of the school before the learners’ return. 

What adjustments should be considered to the school budget? 
 How will communication with parents be handled? 
 How will communication with educators be handled? 
 How will communication with learners be handled? 
 Any suggestions for the management of the distribution of Term 1 report cards? 
 What is proposed in terms of handling the communication of reports / results for Term 1? 
 What is suggested regarding dealing with “parent nights”? 
 What alternatives are suggested for liaising with parents regarding academic matters? 


