

Mugwena Maluleke 

Mugwena Maluleke 


-


Mugwena Maluleke 


Mugwena Maluleke W 26/9/2020

WX


Mugwena Maluleke 

Mugwena Maluleke 
Mugwena Maluleke 

Mugwena Maluleke 

Mugwena Maluleke 
26/9/2020


-


Mugwena Maluleke 




Mugwena Maluleke 


SECTION A

Information Resource Pack

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators

o bt



Mugwena Maluleke 

Mugwena Maluleke 


M4


Mugwena Maluleke 




Mugwena Maluleke 




Mugwena Maluleke 


M S


Mugwena Maluleke 




Mugwena Maluleke 




Mugwena Maluleke 

Mugwena Maluleke 


I


Mugwena Maluleke 




Mugwena Maluleke 


15

H TIC Rl TATION OF THE RELATI HIP EN APPRAISAL AND DEVELOPMENT

2"QUARTER

Lesson observation
Self-appraisal

1t QUARTER

Informal appraisal.
Records may not
be kept

3™ QUARTER

informal Appraisal.
Records may not
be kept
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5. The documents that follow in the section below are:

Annexure A 1: QMS Instrument (Post level 1)
Annexure A 2: Composite Score Sheet (Post Level 1)
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SECTION C

WORK PLAN AND APPRAISAL INSTRUMENTS
FOR EDUCATORS ON POST LEVEL 2

DEPARTMENTAL HEADS
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5. The documents that follow in the section below are:

Annexure B 1: QMS Work plan (Post level 2)
Annexure B 2: QMS Appraisal Instrument (Post level 2)
Annexure B 3: Composite Score Sheet (Post Level 2)
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SECTION E

WORK PLAN AND APPRAISAL INSTRUMENTS
FOR EDUCATORS ON POST LEVEL 4

PRINCIPALS
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Appraiser l B
Appraisee (Principal) Date (Circuit | Date !
Manager) | |
DISTRICT STAMP
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4. | PERFORMANCE STANDARD 4

OTHERS

DEVELOPING AND EMPOWERING SELF AND

| NB: Appraisal to be based on all descriptors. |

Criterion 1: Staff

Mid-Year

a.

Staff training programmes planned and | 1
implemented

3

4

b.

Provides leadership and oversees 1
mentoring, coaching and general
support to staff

3

Manages underperformance 1

alo

Promotes teacher appraisal practices in | 1
terms of applicable policy/ collective
agreement

W lw

Monitors staff appraisal and verifies 1
evidence

Conducts classroom observations to 1
provide support and development of
educators

Ensures that departmental circulars and | 1
other relevant information are brought to
the attention of the staff

Criterion 2: Self

a.

Attends and participates in 1
departmental, union and other
professional activities aimed at
enhancing his/her professional skills

Professional conduct with reference to 1
punctuality, presentable appearance,
the respect shown to others

Total

Maximum Score

36

Comments:

Mid-year

Annual

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators
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| 5. | PERFORMANCE STANDARD 5 | MANAGING THE SCHOOL AS AN ORGANISATION |

[ NB: Appraisal to be based on all descriptors.

]

ELEMENTS Mid-Year Annual

Criterion 1: Financial Management

a. | Manages school’s finances in terms of 1 3 |4 1 3 |4
applicable legislation (SASA) and policy

b. | Provides the necessary guidance to the | 1 3 |4 1 3 |4
SGB i.t.o finances

c. | Follows protocols in developing the 1 3 |4 1 3 |4
school budget

d. | Takes all reasonable steps to prevent 1 3 |4 1 3 |4
financial mismanagement and
corruption

e. | Supports the school’s fundraising efforts | 1 3 |4 1 3 |4

Criterion 2: General institutional management and

administration

a. | Maintains a logbook containing a record | 1 3 |4 1 3 |4
of important events at the schools

b. | Ensures that systems are in place for 1 3 |4 1 3 |4
the management of all correspondence

c. | Ensures that sensitive information on 1 3 |4 1 3 |4
learners and teachers are properly
maintained

d. | Maintains a filing and storage system 1 3 |4 3 |4

e. | Submits reports to the 1 3 |4 1 3 |4
department/districts in terms of national
and provincial policies

Criterion 3: Management of infrastructure

a. | Uses existing resources and physical 1 3 |4 1 3 |4
infra-structure optimally

b. | Monitors use and safekeeping of all 1 3 |4 1 3 |4
movable and immovable assets in the
school

c. | Makes regular physical infrastructure 1 3 |4 1 3 |4
inspections

d. | School buildings, ablutions facilities and | 1 3 14 1 3 14
grounds are properly maintained

Total Maximum Score 56

Comments:
Mid-year Annual

Collective Agreement Number 2 of 2020
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6. | PERFORMANCE STANDARD 6

MANAGING HUMAN RESOURCES (STAFF) IN THE

SCHOOL

[ NB: Appraisal to be based on all descriptors.

|

Criterion 1: Managing human resources Mid-Year Annual

{educators and support staff) in the school

a. | Makes every effort to fill vacant posts in 1 3 1 3 4
terms of departmental policy

b. | Assists staff members with solving 1 %) 1 3 4
conditions of service problems

c. | Ensures that a positive labour environment | 1 3 1 3 4
exists at the school

d. | Deals with grievances of staff in terms of the | 1 3 1 3] 4
relevant ELRC/PSCBC resolutions

e. | Ensures that prescribed procedures are 1 ) 1 3 4
followed with regard to any disciplinary
action

Total Maximum Score 20

Comments :
Mid-year Annual

7. | PERFORMANCE STANDARD 7

MANAGEMENT AND ADVOCACY OF EXTRA-MURAL

ACTIVITIES

| NB:4outof5 descriptors to be selected for appraisal |

Criterion 1: Management and advocacy of Mid-Year Annual

extra-mural activities

a. | Ensures that the school offers extra-mural 1 3 1 3 4
activities to its learners

b. | Encourages and supports learners to take 1 3 1 3 4
part in extra-mural activities

c. | Ensures educator participation in extra- 1 3 1 3 4
mural activities

d. | Oversees organisation of extra-mural 1 3 1 3 4
activities

e. | Involves community with extra-mural 1 3 1 3 4
activities, where applicable

Total Maximum Score 16

Comments:

Collective Agreement Number 2 of 2020
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Mid-year Annual

6. Overall Remarks

6.1 Appraisee’s (Principal) comments on the appraisal

Mid-Year Annual

6.2 Resource persons’ comments on the appraisal (Optional)

Mid-Year Annual

6.3 Appraiser’s (Circuit Manager) comments

Mid-Year Annual

7. Recommendations (Circuit Manager)

Mid-Year Annual

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators gfﬁ_
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8. SIGNATURES
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Mid-Year
Name
Designation | Appraisee (Principal) Resource person Appraiser (Circuit
Manager)
| Signature
Date
Annual
Name
Designation | Appraisee (Principal) Resource person Appraiser (Circuit
Manager)
| Signature
Date
CIRCUIT / DISTRICT STAMP
Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators s/ﬂ,

i, MA
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Annexure D 3

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

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

Educator Date
Persal Number School
Ry PRINCIPAL'S | PRINCIPAL’S
MAXI PRINCIPAL'S | SCOREasa | SCOREasa
NO. PERFORMANCE STANDARD SCORE SCORE percentage | percentage
(P14) (P 1B)
P1AorP 1B
i Leading the learning school (A) (A) o
(Weighting: P 1A — 40% 60
0,
P 1B - 20%) % %
2. Shaping the direction and development of the 52
school
3. . e
Managing quality and securing accountability 44
4.
Developing and empowering self and others 36
5 )
Managing the school as an organisation 56
6. : .
Managing human resources (staff) in the school 20
7. Management and advocacy of extra-mural 16
activities
(8) (B) (B)
Sub-Total (PS 2-7)
(Weighting: P 1A — 60% 224
P 1B - 80%) %
%
TOTAL: ANNUAL SCORE (A + B) 284
Percentage (A + B) = % %
~ Comments: 2 )

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators S,A,
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| agree/do not agree with the overall performance rating.
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SIGNATURES: -
NAME DESIGNATION SIGNATURE DATE
Appraisee (Principal)
Resource person (if
applicablie)
Appraiser (Circuit .
Manager)
' VALIDATED BY:

District Director

CIRCUIT / DISTRICT STAMP
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SECTION F

Annexure E 1: Summative Scores for School

Annexure E 2: Lesson observation instrument

Collective Agreement Number 2 of 2020
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QUALITY MANAGEMENT SYSTEM FOR EDUCATORS
SUMMATIVE SCORES FOR SCHOOL
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ANNEXURE E 1

School Name EMIS
Number
Circuit District
Surname & initials
Principal * Post | Persal | PS1 | PS2 [PS3 | PS4 | PS6 | PS6 | PS7 | Total | % Identified development
(NB: * Principal’s % to be recorded Level No. {60) (52) (44) | (36) (56) (20) | (16) | (284) need
as per calculator.)
Deputy Principal Post | Persal (PS1 | PS2 PS3 | PS4 | PS5 | PS6 | PS7 | Total | % Identified development
Level No. (60) (40) (44) | {(38) (40) (8) (8) (238) need
Departmental Heads Post | Persal |PS1| PS2 [PS3 | PS4 | PS5 | PS6 Total | % Identifled development
Level No. (28) (48) (28) | (36) (12) (76) (228) need
Teachers Post Persal PS1| PS2 |PS3 | PS4 | PS5 Total | % Identified development
Level No. (28) {48) (28) | (36) (12) {152) need

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators



88

SIGNATURES:
NAME DESIGNATION SIGNATURE DATE
Principal
Circuit Manager
VALIDATED BY:
| District Director
School Stamp Circuit / District Stamp

Collective Agreement Number 2 of 2020
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Annexure E 2

LESSON OBSERVATION INSTRUMENT
(Post Levels 1 and 2)

Educator's Name Subject
Date: Topic -
Lesson observed by:

13 PERFORMANCE STANDARD 1

CREATION OF A POSITIVE LEARNING AND TEACHING

ENVIRONMENT
Criterion 1: Learning and teaching environment Rating Remarks
a | Seating arrangement promotes effective teaching and 1 3|4
learning
b | Classroom is tidy and clean 1 3
c Teaching and learning support material (e.g. charts) are 1 3| 4

displayed and used in the classroom.

Criterion 2: Classroom Management

a__ | Is punctual and organized in class 1 3

b | Ensures that learners are punctual and settle down

quickly

C Communication between educator and learners reflects 1 4
the mutual respect, cooperation and understanding

d Manages discipline effectively 1 314

Total

2. | PERFORMANCE STANDARD 2

AND PRESENTATION

CURRICULUM KNOWLEDGE, LESSON PLANNING

Criterion 1: Knowledge of the subject E Rating Remarks
a_| Has adequate subject knowledge and uses it effectively 1 3
b | Sets appropriate tasks for learners at the level of the
Grade ! ¢
¢ | Uses a variety of examples, LTSM and other teaching 1 3|4
resources to facilitate learning
Criterion 2: Planning and presentation
a | The lesson is logical, coherent and meaningful to 1 3|4
learners
b | The lesson is built on past knowledge and experience of 1 3|4
learners
c_| Time is well-managed during lesson presentation 1 3[4
d | Encourages interactive learning including class 1 3|4
discussions, learner questions and demonstrations
e | Responds appropriately to learner questions and inputs 1 314
Criterion 3: Management of work schedule
a | The pace of the work is in line with time frames stipulated 3
in the work schedule
b | Number of tasks and activities are in line with NCS/CAPS | 1
Criterion 4: Recordkeeping = L
a_| Fileffiles neatly kept, organized and updated regularly 1
b | Records of learner assessments are neatly kept, 1
organized and updated regularly -
Total ]

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators
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[ 3. | PERFORMANCE STANDARD 3 | LEARNER ASSESSMENT AND ACHIEVEMENT ]

Criterion 1: Feedback to learners Rating Remarks

a | Assessment tasks are marked and returned to learners
timeously

b | Feedback is meaningfui and regular 1
¢ | Feedback is incorporated in future lesson planning 1
Criterion 2: Knowledge and application of forms of
assessment X

a | Uses different forms of assessment to test learner
performance

b | Intervention strategies accommodate learners with
various learning abilities

Criterion 3: Learner progress and achievement

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

b_| Remedial / Enrichment work supports learner progress 1
Total

W
R

Overall Remarks:

Supervisor Educator Resource person {Optional) |

Signature: Signature: Signature:

Date: Date: Date:

Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators
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Annexure E 3

LESSON OBSERVATION INSTRUMENT
(Post levels 3 and 4)

Educator's Name ' Subject
Grade: Topic
Date:
Lesson observed by:
Criterion 1: Classroom Teaching Rating Remarks
a. | Learning and teaching environment 1 3[4
b. | Classroom Management 1 3|4
c. | Knowledge of the subject 1 3|4
d. | Planning and presentation 1 314
e. | Management of work schedule 1 314
f. | Record keeping 1 34
g. | Feedback to learners 1 3|4
h. | Knowledge and application of forms of assessment 1 3|4
i. | Learner progress and achievement 1 3[4 )
Total (Max Score: 36)
Overall Remarks (Strengths/ Areas for development):
Supervisor Educator (Deputy Principal / Resource person (Optional)
Principal)
Signature: Signature: Signature:
Date: Date: Date:
Collective Agreement Number 2 of 2020
Quality Management System (QMS) for School Based Educators
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