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Whole School Evaluation through the 
medium of a school visit in 

preparation for the official Quality 
Assurance Visit.

Die proses van die 
departementele besoek 

[Geheel Skool Evaluering] 
bestaan uit twee fases:



Phase 1: Virtual consultation with the 
principal after Pre-Evaluation meeting [2 to 3 
hours] – more or less two weeks before the 

formal visit/phase 2.

Phase 2: Visit by Quality Assurance team. 
Duration of visit- two days



FASE 1/ PHASE 1

Virtual consultation with the principal after 
Pre-Evaluation meeting [2 to 3 hours] –

more or less two weeks before the formal 
visit/phase 2.



Fase 1 besoek deur spanleier:
• Kontrole van generiese inligting soos algemene 

inligting van die skool en pre-evaluering.
• Konsultasieproses:
• 1. Opdatering van kontakbesonderhede.
• 2. Bestuursplan.
• 3. Voorbereiding van dokumente. [Annexture A]
• 4. Rol van die IWSE koördineerder/ Onderhoude 

met Beheerliggaam  en ander komiteelede. 
• 5. Fasiliteit waar evaluering gaan plaasvind.
• 6. Beskikbare bronne.
• 7. Parkering vir besoekende beamptes. 



ANNEXTURE A – DOCUMENTS TO PREPARE 
FOR THE VISIT: Post covid 19 period. Only three 

of the 9 focus areas. 

A.1 GOVERNACE/ BESTUUR

A2 CURRICULUM PROVISIONING AND RESOURCES/

KURRIKULUMVOORSIENING EN -HULPBRONNE

A3. PARENTS AND COMMUNITY/

OUERS EN GEMEENSKAP



A1 GOVERNACE
 Minutes of meetings
 Policies
 Handover
 Evidence of training
 Financial management
 Practices for payments/ receipts
 Petty Cash
 Audited Financial Statements
 Human Resource management
 Purchasing and management  of physical 

resources

DOCUMENTS TO PREPARE



A2 CURRICULUM PROVISIONING AND RESOURCES

LTSM File
Procurement of LTSM
Resources/ Records

Documents to prepare



A3 PARENTS AND COMMUNITY

 Records of meetings
 Policies
Curriculum matters
 Records of partnership with the 

community

Documents to prepare



A1 GOVERNACE
 Minutes of meetings: SGB meetings, election of office 

bearers, handover process, AGM, Resolutions, 
attendance registers, approved Petty  cash float 
amount.

 Policies: Vision/ mission, SGB constitution, Admission, 
Finance, Religion, Code of conduct for learners, 
Language.

 Evidence of training: focus on training, Invitations/s, 
service providers, number of portfolio attendees 

 Financial management: Finance policy, receipt books, 
cash receipt journal, cash payment journal, deposit 
book/s.

 Proper practices for payments/ receipts: Budget, 
supporting documents for payments, invoices, EFT 
requisition forms, EFT elected authorizers of payments, EFT 
receipts/ payments.

 Petty cash: petty cash journal, vouchers for payments, 
monthly reconciliation of petty cash journal with 
vouchers and cash payment journal.



A1 GOVERNACE

 Audited Financial Statements: Service level 
agreement from the auditor/s, Audited 
financial statements, Reports by the auditor/s, 
evidence of submission of reports to the 
provincial HOD.

 Human resource management: Recruitment/ 
employment policy/ procures [within 
legislation], SGB employment contracts, Tax 
payments to SARS.

 Purchasing and management of physical 
resources: Completed purchase requisition 
forms, Quotations, Payments according to 
invoices, Appointment of asset register 
controller, asset register, evidence of periodic 
stock taking, movement of assets.



A2 CURRICULUM PROVISIONING AND RESOURCES

 LTSM FILE: Policy, inventory list, distribution 
record, retrieval record, reading books, 
laboratory resources, library resources.

 Procurement of LTSM: LTSM committee, service 
level agreement, list of preferred service 
providers, needs analysis, quotations for LTSM 
procurement.

 Resources (Records): Teaching resources 
available (computers, laptops, tablets, any 
bother gadgets for on-line learning), Teaching 
and learning aids used (equipment, models, 
charts, data projectors, etc.)



A3 PARENTS AND COMMUNITY

 Records of meetings: Notice, agenda and 
minutes of parent meetings, attendance 
registers, correspondence to parents (Letters, 
diaries, emails, records of telephone calls and 
SMS).

 Policies: Code of conduct for learners, minutes 
of disciplinary hearings.

 Curriculum matters: Parent-teacher 
conference book/ minutes QLTC meetings, 
copy of a report card.

 Records of partnership with the community:
correspondence pertaining to partnerships with 
the community.



FASE 2/ PHASE 2

Visit by Quality Assurance 
team. Duration of visit- two 

days















Addisionele inligting:

 Onderhoud met Beheerliggaam- ongeveer 1 uur lank.
 Gesprek met ouer wat toevallig die skool besoek.
 Gesprek met VLR.
 Gesprek met SMT.
 Kyk na algemene stand van infrastruktuur/badkamers.
 Voer gesrekke met die algemene assistente.
 Visie en missie in ingangsportaal?

Afsluiting:
Voer gesprek met hoof en gee voorlopige mondelinge 
terugvoering. Die formele verslag volg daarna.
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