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CONTACT DETAILS SAOU MPUMALANGA

Provincial Secretary:

Lies| Rehbock: Lieslr@saou.co.za

083 283-2486

Full time shop steward:

Ehlanzeni, Bohlabela, Gert Sibande
Sandra Lancaster; vvvmpu2@saou.c0o.zd

083 283-2487 P
Professional officer: i N
Nkangala * K5/

Francois Joubert: vvwmpul @saou.co.za
079 521-4341

Adminisirative officer

Lee-Ann Lowe: saoumpu@saou.co.za

HWantOnsGeeOm



mailto:vvvmpu2@saou.co.za
mailto:vvvmpu1@saou.co.za

Workplace-
representatives



BARGAINING STRUCTURES

The State is the overarching employer of educators employed in
Provincial Education Departments. Nevertheless, in terms of Ieglslo’n@n the
Heads of Education of the Provincial Education Departments are
regarded as the employers of educaftors. i A X
As employees of the State, collective negotiations (eg general salary
adjustments) take place in the Public Service Co-ordinating Borgammg
council, better known as PSCBC. In this Council, the frade union forms part

of a trade union grouping, e.g. FEDUSA or COSATU. The SAOUisa
member of FEDUSA.

HH

Education-specific collective negotiations take place in the Labour &
Relations Council (ELRC). Negotiations culminate in collective agreements
between the teaching unions and the employer. Collective agreements
carry legal authority and bind all persons within the education sector:
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BARGAINING STRUCTURES

At provincial level, the education unions negotiate organized
with the Provincial Education Departments in the Provincial
Chambers of the ELRC.

School governing bodies and private schools may in terms of
legislation employ educators and are therefore the employers
of educators who are appointed as such. These employees’

labour rights are mainly regulated by the Labour Relations Act,

Basic Employment Conditions Act and an individual
employment confract.
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WHY WORKPLACE REPRESENTATIVES?

The SAOU Workplace representative should :

1.
2.

3.

Promote the image of the SAOU.
Ensure that the SAOU enjoy its rightful place in the functioning
of the school.

Ensure that all communication reach every SAOU member. (Tip:

Make sure you have email addresses and cellphone numbers
of all members — WhatsApp groups)

ldentify gaps in communication network. Forward suggestions
to improve communication to the Provincial Secretary.

Draw attention to information which may have an affect on
SAOU members.
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RECRUITING

New members in the workplace (school or other educational
institutions) for the SAOU recruit. In this regard, the following fips are
given 1o you:

» Confirm new colleagues' SAOU membership with the SAOU school
representative.

> Always have a few application forms handy. It is also available on
the SAOU website www.saou.co.za under membership.

» Send completed application forms immediately to the SAOU office
(remember to indicate that you were the recruiter).

> Let the SAOU office know when members resign, retire with a
pension or transfer 1o another school or province.

» Let the SAOU office know when a SGB employee is appointed in a
Departmental post or vice versa (New application form to be
completed)

» Check on aregular basis whether the persons are still members.




! P RECRUITMENT POLICY

‘Q A SAOU School representative, who has handled a successful

\ : recruitment of a new member, qualifies for R200-00 recognition

2 for each member recruited, if membership fees have already
% been collected from the relevant member for at least 3 months.

4 Students — Earn R200-00
T —— An IT 3 form must be completed by each school representative

9ling you fo gheckyeure:mall, who recruits a member, otherwise the R200-00 unfortunately
and thirteen e-mails telling you to ) )
answer your phone." cannot be paid to the recruiter

THE, ROLE , TASK AND RESPONSIBILITIES OF THE SAOU
SCHOOL REPRESENTATIVES

“It's not what you say, Jonn,
it's how you say it."

¥




BELANGRIKE WLIGTING ; CNTVARGER VAN INKOWSTE | IPORTANT INFORMATION : RECEIVER OF REVENUE
Ten ende n IT3 aan vereis dewr die Onsanger van Inkomsie. u wrierdeli versoek om die voigende inliging fe verskaf en 5o

g momiik asn die SA0U fensg e st Let wel - Hierdie is nie 'n aansoek om lidmaatkap nie
& o issue an T3, 2= requested by e Recaiver . pou am kindy mequesisd jo compleie e folows
infrmreiinn and netum fhis nfomeation a ] AOL Please ; This s i f

Rasidential Address

Posadres
Postal Addrass

I
Telelocnnommar [werk)

T phong Humiber {weork

S onmemimsr

Takkcde wan Bank
Bramch Code of Bank
Bank Reksningnomemar




RECRUITING

WHO CAN YOU RECRUIT

‘ ﬂ
' $
' \
> "
- >-

v' All Departmental
EMPLOYEES

v All School Governing body
employees

v Also look at neighbouring
schools

|
|
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PROBLEMS WITH MEMBERSHIP PAYMENTS

“*Change of address/Correspondence
*Departemental appointments

+*SGB Employees
“*Cancellations
‘s Transfers
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Professionele Bemagtiging |
Professional Empowerment

&

Regsdienste |
Legal Services

Diensvoordele |
Service Benefits

®

Why the SAOU?

MSM/MCM Management & Classroom

SAQOU m m
NLINE

FOKUS | FOCUS
ONLINE MANUAL FOR SCHOOL MANAGEMENT

Focus groups

Training(Provincial/National) — Professional services
Legal services

Service Centre 9 L
Webpage: Newsletters -
Marketing and Communication — caree vacancEs R
Facebook page — CV/posts/Photos #SAOUMpumalanga

FINSA ‘ @

Surveys
TO?S’{WW\@L Z

Holiday resorts
$Dvack Krdort

\
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FINSA (EDMS) BEPERK
FINSA (PTY) LIMITED

Qs +27 12 436 0900
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Finansiele Dienste van Suid-Afrika (Edms) Beperk
inancial Services of South Africa (Pty) Limited

PXQ info@finsa.co.za

= www.finsa.co.za

\
<8 -~
\ P . A
e -
-v,; ——— —
>

Serenestraat | Serene Street 278
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0042

4N

G AR S o

N TP A

2

i

A

S AN

F y

d .t

¢ AN
\ ¥ J

1 b ¥

-—

Posbus | PO.Box 90120
Garsfontein
0042

b PR 7

REG. NR|NO: 1993/000573/07 NCRCP3044

SOLUTIO
. -ACQUIRE



'PARTNER IN

.\ Fmsa We énablé hdividuals, schools
* and companies with ﬁnanual freedom to
% beabletomoye fo:ward~ \

N

WHAT CAN WE OFFER YOU?

Financing solutions for your movable- and fixed assets.

PROPERTY VEHICLE ASSET
FINANCE FINANCE FINANCE

We provide finance for your dream \ r 1ew vehicles, or business growt! d 2 healthy
We provide finance for your drean We finance old and new vehicle For business growth and 2 hezlthy

home, holiday home or investment trailers, motorbikes and more >> cash flow, we will find away to
property >> make financing happen for you »>

WHAT IS MY ESTIMATED INSTALMENT?

24/7 access to your profile where you can downlod
a balance review, account statement and other
documents.

REQUEST FOR QUOTATION

Complete the following form to receive a preliminary quotation delivered toyour email address. If, after receiving the
preliminary guotation, you would like to proceed with the application, follow the link received with the quotation, accept
the quotation and complete the online application form.

For any question contactus on+27 12 4360200 or send 2n email to infoi@finsaco.za

RFQ
CONTACT INFORMATION
First Mame: Last name: Marital Status
w

|0 number: Email: Contact number:
Met monthly income: Additional income:
CONTRACT INFORMATION
Applicant type: Business name: Application type:

W If applicabl= W
Full description of item:

Make, model, y=ar, s=risl number..
“~

Repayment term: Loan amount: Deposit:

w
Supplierfagent: 1D copy: Proof of residency: Other:

Upload File Upload File Uplozd File

Protection of personal information:
FIMSA is subject to the POPI Act and undertzkes to protect personal information and to only use such information for
the purpose of the request for quotations and finance applications.

[ 1/We hereby give consent ta FINSA ta record, store and process the information provided in this farm.

[ Ifwe hereby give consent to FINSA ta do o credit check on the applicant/s.




WHY FINSA?

Simple online application process
(Complete the RFQ link on FINSA website)

FINSA offers a Lease Agreement for
schools to acquire assets

For second-hand assets such as vehicles, Finsa
offers a competitive interest rate, and SAOU
members have the benefit of a 1% reduction
on the total interest rate

24 hours a day access to your profile
where your balance statements and
redemption letters can be downloaded

Finsa offers a Loan Agreement for real
estate in exceptional cases where a
mortgage is registered in favor of Finsa

No student loans or personal loans are
considered.

= Finsais only a phone call away. Any
enquiries please contact them:

@ Phone:  +27(0) 12-436-0900
Cell:  +27(0) 76-864-2639

‘8’ E-mail:  info@finsa.co.za
Web: www.finsa.co.za

FINANSIERING VAN
VASTE EIENDOM*

VOERTUIG FINANSIERING VAN
FINANSIERING SELEKTIEWE

ROERENDE BATES

5.
7
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mailto:info@finsa.co.za
http://www.finsa.co.za/

ROLE AND RESPONSIBILITIES OF THE
REPRESENTATIVE

> Inform the SAOU about specific needs or general working
conditions of members.

» Ensure at all fimes that there is a positive relationship between
the SAOU members and the management of the school
(includes principal as well as governing body).

» Investigate all grievances, complaints and suggestions for
improvement and, if necessary, report to the Provincial
Secretary (immediate reporting is essential).

» Encourage members to attend meetings and remain active
union members.
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ROLE AND RESPONSIBILITIES
(CONTINUE)

v' Place information sheets on notice boards in the Staff
Room and ensure that members are aware of this
information. (includes National Newsflashes,
Professional Newsleftters, Blitz)

v Discuss hew resolutions with members. Pass on
ambiguities to Provincial Secretary.

v Keep abreast of new developments in relation to
employment conditions and education in general

v' Ensure that the SAOU members also stand as
candidates during governing body elections.



SAOU Mpumalanga
DIENSLEWERINGSVERSOEK / REQUEST FOR ASSISTANCE S U

T SERVICE

Lies! Rehbock 083 283 2486 besir@saou.co.2a V v
saou@saou.co.za

Francols Joubert 079 521 4341 vwmpu1@saou.co.za

—— e e REQUEST FORM

gedoen word. Makelaars word versoek om gebruik te maak van die GPAA se webblad

3. ID nommer/1D Number

4. Instansie/Institution ofior . 4 = o ; " ;
OLani®abant like fina ; : vk on e telgeing 4
5. Tipe aanstelling / MODO Permanent! | MDO Tydeik / MDO Afios / Bt Mg R plraatpr e e : e . :

Type of appointment MDE Permanent | MDE Temporary | MDE Subsstution

Slegs SAOU-lede se berekeninge s

6. Posadres/Postal address

(instansie /instiution olior skoolschool)

Poskode/Postal code

7. Kontaknommers

Contact numbers

8. Navraag/Query

Skets kortiks u navrssg. Verskaf sover

moonthk alle tersaaklike besonderhede en

008 by

salarisstrokes, ens.

Provide brief expostion. Where possible

all particulars and supp 9

e.g sslary shps, efc

HEG ASB U LAASTE BETAALSTROKIE & RELEVANTE DOKUMENTE (BEWYS) AAN //

PLEASE ATTACH YOUR LAST PAYSLIP & SUPPORTING DOCUMENTS (PROOF)




ol == APPLICATION
_— FOR LIFE LONG

Pensioen/Pension

APPLICATION FOR LIFE LONG MEMBERSHIP e
AANSOEK OM LEWENSLANGE LIDMAATSKAP — M E M B E RS H I P

(SLEGS VIR BESTAANDE, AFGETREDE SAOU-LEDE | ONLY AVAILABLE TO EXISTING, RETIRED SAOU MEMBERS) Regshulp/Legsl advice

Pokction of parsonsd intenagon: T) i sutyect e POPY At 4 of 2011 and undertshes © monal pfomatoe and b coly we S RLmaton K puposes VeriofLeave
ssockied it mandentp of Mo Unbe D Pe prveion o sendg © © mentes SpaTng Matkes of eoployment ]
snices ofend by he ankn. The agplcant bondy e SAQU mcontng. stang and processing e Jnbamelioo provided it he appicaton and Aeely asfodses (e AndenOther
SAOU 10 make e £0cR15aYy SATINEIIVE AO0N Dot ety

W W DORE02 0 AITAILEA KA 30 Lnve Dw apcdiant magtg hemes de SAOU
00 B verant a0 TR heemee de SAOU om die ACOEAAED dnadatewy s % 10 ande AITRItiGp B rpaTeTs

(Mark where applicable with an X / Merk waar van toepassing met ‘n X)

Geen word nie. | No membership fees are ¢ Is cie probleem/navraag reeds skriftelik aangemeld? Ja/Yes | NeaNo | Datum/Date
Fam [Yn YoV
eckest waffor Junr T ' W IEY | s wht yonr e o s B bt I Has the matter/request been reported in writing? SkoohoolPrincipal
Cenersd

MDO/MDE

Merk met / mark with X

Post description: Dept mu'l Tasdher Yortary Office based

[ —— potasenrd

Handtekening van lid / Signature of member: Datumy/Date:

s | Mov Ontvangserkenning

Engsh HooliSkoolverteenwoordiger

Principall School representative Datum/Date
Ontvangserkenning
Provinsiale Sekretans / Vakbondverteenwoordiger:

Provincial Secretary / Shop Steward Datum/Date

North West | Free State |mcur~umcc- Cape
Wes.

Gaving I z | “"““I""‘“" Nocrdwes | Vnysmat | OosKam Kaxp | Noowd-Kasp
the SAQU is sutvect 1o the Protection of Personsl Information Act (POPIAC 4 of 2013). hal the union undeviskes (o profect
v informadion and cnly wse £ for pumpozes of membershp of She Union and fhat ths rncludes the prowsion o sendig of informadion wa Whatsagp (socl
media) snd Newsletiers fo members regarding malers of eaployment. professional development and senices affered by the Unicn

ok bevestiy dat ek bewus s dat die SAOU anderwore is san die Wet op Beskerming van Pevsooniie Infiging (POPY At 4 of 2013, d! die unie anderneem om
persoonike infifing de besherm en At slegs A fe wend vir doslevades va Idmastsiep van die Unie en da! oY die voorsieniny dng fating dewr
rvdel van WhatsAcp (sonisie media) en Nuwnewe san lodk tetrefende densvo e on densl van die Uese imshut.

Sigrature | Handlekerng

SEND THE APPLICATION FORM 10:
STUUR DIE AANSOEXVORM AAN.

NatonaiNasonaal 086 GB7 2476 / 300050000 23 Froe Staevryssaat
Gauteng 0855 683 7713 / aacucRuileac <0 23 North WestNoordwes.
KwaZudu-Natal 0865 743 5639 / 20 Sorelna0u <0 23 Eastorn Capa'Oos-Kasp
Umpopo P e ey Northern Cape/Noard-Kaap
Mouralanga CUmOu 22 Westorn Cape'WesKaap 086 685 1389 / sacunk Qe o0 22




— APPLICATION
APPLICATION FOR MEMBERSHIP | AANSOEK OM LIDMAATSKAP ] ) : ) F O R
inbarrisi i e POPT A A3 o i and i o A 2 bas 3 efaal naghig
Handiehening: atu: ' MEMBERSHIP

- S .
» ’
kennis asb . - -
Kansellgsie van u vorige en huldige vakbondiidmaatskap bly u ele verantwoordelikheid. . .

. -

: X

OTHER (NON-DEPARTMENTAL) VAT AP & o/ NPE

L —— |

ANDER (NIE-DEPARTEMENTEEL) =K =, =\
AUTHORISATION FOR DEBIT ORDER | MAGTIGING VAN DEBIETORDER X T .

3

Name of bank
Banknaam
Account number:

Rekeningnommer:

Type of accouwnt: A

Tipe rekening Cheque ! Tiek Transmission | Transmissie Savings | Spaar

Dabit order date:
Debiet arder

Elsaze Note:
The cancellation of previous and current union membership is the responsibility of the member. Neam

Schoal Gowerming
BeotyiCouncl

e— Therapis!
Pust description: Haas Taacher i Paychologisi
Posbeskrywing: il Departmmin Ondeneyser £

Name and Surname:
Naam en Va
Institution:
Inrigting:
SEND THE APPLICATION FORM TO:

ETUUR DIE AANSOEKVORM AAN:

Institution Telephone:
Instansle Telefocn:




APPLICATION STUDENT MEMBERSHIP
AANSOEK OM STUDENTE LIDMAATSKAP

(Mark where applicable with an X / Merk waar van toepassing met ‘'n X)

Which year of study?

Watter 3ar van studie is u tans?

Language preference:

Taalvoorkewr:

Name of Tersiary institution:

Naam van Tersiére

“ Voltydse Student | Full Time Student Deckydse Student | Part Time Student
Indien deeltyds. datum van be¢indiging van koetrak

¥ part time, expiration date of contract

11 Case of Casr00M 33020t or It SIEBONSROM Where you work
Iden Maskamerassastent of intem. NSBALEIko0 MR & Wk
Insttution Emy

Instansie E-pos.

STATE EMPLOYEES ONLY

I, the undersigned, hereby authorise you to forthwith deduct my membership fees payable 1o the Union on a monthly
basis, as determined from time to time, from my salary and to pay such fees to the Union. | understand that this
authorisation is appicable for a including the month of implementation

ERKNEMERS ALLEENLIK

Ex, die ondergetekende, magtig u hiermee om ledegeld betaalbaar aan die Unie, soos van tyd tot tyd bepaal word,
op 'n maandelikse basis van my salaris af te trek en oor te betaal san die Unle. Ek verstaan dat hierdie magtiging vir
eld. insiuitende die maand van implementering

Blease Note
The cancellation of previous and current union membership is the responsibility of the member.Noom

kenois ask;
Kansellasie van u vorige en huidige vakbondlidmaatskap bly u ele verantwoordelikheid.

RISATION FOR DEBIT ORDER / MAGTIGING VAN DEBIETORDER
Banking detalls / Bankbesonderhede

Name of bank:
Banknaam
Account number:
Rekeningnommer:
Type of account:

Debit order date:
Deblet order
datum:

I, the undersigned. hereby authorise you to forthwith deduct my membership fees payabie to the Union on & monthly
basis from my bank account. 8s determined from time to tme, and o pay such fees to the Union.

Ex, die ondergetekende, magtig u hiermee om ledegeld betasalbaar aan die Unie, soos van tyd tot tyd bepaal word,af
te trek van my bankrekening én op ‘n maandelikse basis oor te betasl aan die Unie.

RECRUITER
WERWER
Name and Surname:
Naam en Van:
Institution:
Inrigting:

~ APPLICATION
- FOR STUDENT

<+ MEMBERSHIP




s U S§)OLBESO!KJE CHOOL . ‘\
SAQU - School Visits VISITS = Fr— .

Please complete this form for SAOU (Gauteng) to bring our database up to date:
o Pl z ( g) b e P Voltooi asb vir SAOU (Gauteng) hierdie verm om ons rekenaarbasis op datum te bring:

Name of school: 3 < b4 < ’
Pay point
Naam van skool: ~ $ o .

District:
Betaalpunt no - y _ :

Date of Visit: :
Distrik: : $

Type of school {mark applicable information with a tick)

Datum van besoek: .. y " .

Departmental DHET/TV Combined School e
Office Tipe skool (merk toepaslike met kruisie) " : . =
Pre-primary High/Secondary High/Secondary ABET Departementele DHET/TVET Gekombineerde skool
School School with technical kantoor

Stream Pre-primére Hoér/Sekondére Hoér/Sekondére skool

ee ' School . SAE’:'::‘"”"‘" . ArtSchool . skool skool met tegnlese baan
Laer/Primére Tegniese skool Landbouskool
II e s =

Special School School Hospitaal / LSEN LSEN Buitengewone
Kliniekskool skool
; 3
— -ll—

stel?
Do you have a hostel? Yes [ no O Het u ‘n koshuis? a Owee O

i k .
Category (mark apqitcable wath:a tick) Kategorie (merk toepasiike met kruisie)

Afr. Single medium
=k S«Igle mm-:x =] Afr Enkelmedium =
Eng Enkelmedium -
Double medium = Dubbelmedium -
Parallel medium Parallel medi
- arallel medium

Other: Spe

peci [ ] Ander : Spesifiseer 1

Principal:
Hoof:

Postal address:
Posadres

Street address:
Straatadres

Tel no:
Telno

Fax no:
Faks no

Email:
Epos adres

Work Place Representative:

Werkplekverteenweordiger
Cell no of WPR: : . \

Sel no WPV = . " N
Email of WPR:

Epos van WPV

[Verkiodit e dselfde i din shool ni ~ daas word deur i Jaar epodse N6l aan e WPV
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SHORTLISTING AND
INTERVIEWS



PAM - Collective Agreement - determines
that no short listing or interviews may be
conducted without an invitation to each

of the recognised education trade

vnions.

At present only SADTU and
CTU-ATU

AO



The screening process

Responsibility : Dept of Education

1. Screen all applications
2. Eliminate all applicants that don't qualify
3

All qualifying candidates’ applications 4 5 y% © %,
= (0 " .

should be sent to the relevant governing .+ .  *.;

bOdy. : 'fi‘u“b*-"'? :
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Compilation of the of the short list
and interview panel

» One departmental official ( may be the local principal)
as observer and master of educational policy.
»The principal if he/she doesn’'t act as dept official and
not a candidate. e SN -
>4 members of the governing body, includeone (. = .*, = ,!
teacher member. % i
» One frade union representative of each of the
acknowledged trade unions in ELRC P
> May also be all the members of SGBshort list €N AR <

zs O HWantOnsGeeOm




The short-listing process

Guidelines:

s Criteria should be fair, non-discriminatory

s According to the profile of the relevant post

*The curricular requirements of the school

* List for the interview should not exceed five per post

+*SGB must inform all relevant parties ( unions and candidates) in
writing of dates of the short-list meeting and the interview at

least 5 working days in advance.

wCompile the criteria- profile of the post

s Points awarded to all candidates. Placed in order of preference

AO



Interviews

1. Candidates should be informed about date, time and place at least 5 working

days in advance.

2. One member of each recognised tfrade union as well as one departmental
representative may attend the interviews as observer. Also inform them in
writing &5 working days in advance. Proof of notices must be provided.

3. Questions should be the same to all candidates.

4. Devise a fair system for the allocation of marks.

5. The interview panel should place 5 candidates in order of preference.
Observers attend this process.
6. Interview panel presents the order of preference to the full governing body.

/. Members who has personal interest should excuse him/herself.

AO



The role of the observer
TO ENSURE THAT:

 That the entire process is fair and fransparent.

 That all candidates are evaluated to the same criteria

« QObservers attend all stages of the process and are never
excluded by the SGB.

« Observers do NOT actively take part in the process, but
simply observe. Observers may give their opinions on the

procedures, but DON'T take part in decision making or

selection.

« Preferably not act as observer at your own school.

« All information is confidential.

AO



Irregularities to be on the lookout
for

Possible irreqularities:

Leading questions to enhance / harm a candidate.
Obvious favouring of a certain candidate.
Interference or active participation of observers.
Unfair discrimination against a certain candidate on
ground of gender, age, pregnancy, race, eftc.
Loaded questions regarded a candidate’s personal
life - to harm the candidate.

A lack of objectivity in the interview panel.
Unorthodox methods of interviewing eg. group
interviews

The exclusion of union representatives at any stagell
If stakeholders were not informed in time and in AO
writing.



Managing objections

In the event of any irreqularity, the following
procedure should be adhered to:

1. Should be indicated to the chairperson and
be noted in the minutes.

2. Inform the meeting the issue will be taken up

with the frade union.

Request a copy of the minutes.

If the candidate is a member of the SAOU,

it should be discussed with him or her.

Contact SAOU to follow up.

. Compile a report and/ore-mail o the
union

=0

o O

AO



Who does the SAOU use as observers?

At present within the ELRC in alliance with other trade
unions CTU-ATU

Send all correspondence to dalliance members
Notifications of short-listing and interview meetings are
sent to the relevant circuit organizer.

The circuit organizer arranges for an observer from a
school as close as possible to the relevant school on
behalf of the SAOU.

Preferably not a staff member of the relevant school-
exceptions may be made.

The observer should be on the same or a higher post
level.

Where possible the same observer should atiend AO
shortlisting as well as interviews.



Leave : Teachers
and Public Service

(PS) Personnel /\ \\
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CONTENT

» Family Responsibility & Urgent Private Matters
» Sick leave

> PILIR leave

> Maternity Leave - % elcegzgn;;cs S workers +emplOyee o2

= hospitalSta
mpresentatlon —"Cproblem

rofessionalmessage

> Pre-Natal Leave .2 ) '

» Paternity and Adoption Leave dIC Pal I.eave

> Surrogate Leave -‘r'la-%e ,‘f : I Jobsdlsease health program
inancia

» Special Leave
> Leave PS Personnel

DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



LEAVE : Teachers

PAM - Chapter H
&

Employment of Educators
Act
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Family Responsibility

& Urgent Private Matters

* Maximum of 14 workdays per year — Can’t be transferred to the
next year.

NB:- Principal to recommend or decline the leave. Dept to
approve.

* Sick Child/Spouse/Birth of a child — 5 days Medical certificate from
Doctor with a start and end date is required.

Child/Spouse or closest family dies — 5 days Proof of Funeral or
of affidavit if surnames differ.

AO

* 5 days for a child with special needs DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION




Family Responsibility
& Urgent Private Matters = |

SARS

* Leave for private matters:- Need prove if Principal or district requirgs |
especially if it is more than one day

Example:-Burglary, emergency visit to the dentist,

SARS-visit, etc.
Family responsibility and urgent private matters leave can’ngt exceed 14 days

* If no family responsibility leave is taken the 14 days can’b¢ used as Urgent
Private matters.

NB — The above is with the approval of the Principal and should AO

where possible be arranged in advance. L2 2 L IR ] (O IPIS e s
THE CHANGE IN EDUCATION



SICK LEAVE

« 36 days per 3 year cycle

« Current Cycle : 2022-2024
 Day 1 en 2: No Medical Certificate required

« Day 3: medical certificate submitted with
application

« 39 time illin a 8 week cycle- A medical
certificate is required even for one day

(8 week rule).

This is workdays not calendar days ﬁ O

DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



Short Term and Long Term PILIR Leave

NB- Can only apply once 36 days normal sick leave has been used:
* Apply within 5 days
* Strong motivation /Proof from specialists
 Department discretion
e Short Term Pilir - 29 Days and shorter
* Long-term Incapacity - 30 days and longer

If your 36 days are exhausted within your current cycle, me
complete a Pilir form for every day/period of sick leave
In case of an application for permanent medical disability @ member need to

use the Pilir forms

Department can appoint a replacement in cases where : s O

the leave period will be 20 working days or longer. e o ] e e e
THE CHANGE IN EDUCATION



Maternity Leave

* 4 months continuous paid leave provided the member is 12
months

* in hisis post
 Contract positions — 10 days a month paid leave

e for each month of the contract (First year of employment)

* Should start maternity leave 14 days before childbirth
* |f baby is born early, maternity leave begins from day of birth.

 Miscarriage, Stillbirth — 6 weeks paid leave(From third
trimester)

* Normal duties may not be resumed until 6 weeks after birth
 May take 184 days of unpaid leave — (negative

implications.....!)

RANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



Pre-Natal Leave

8 working days before childbirth - not trcmsfer
to maternity leave.
This is for visits o the gynecologist, etc.

Needs evidence S -
The period may be taken in half days \
7 hours = 1 day of leave

DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



Paternity and Adoption Leave

Spouse/registered partner
3 consecutive working days — paid dad leave

Need evidence
May also take 5 days Family Responsibility Leave

for the Birth of a Child

Adoption leave
45 days leave (Both parents share days jointly)
Only if you adopt a child (under 2 years old)

DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



Surrogate Leave

Receiving couple

4 continuous calendar months for the surrogate baby’s
parents — only one parent may take it

Take effect on day of childbirth

Surrogate Mother
6 weeks of leave after childbirth
Take effect 14 days before childbirth

DIE VERANDERING IN ONDERWYS
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Special Leave

Professional, Personal and Religious Development
Only 3 days a year for, among others:-

Professional Development (In the interest of employer)
O]

Personal development in the interests of the employer
O]

- Religious practice
Must apply before taking the leave.

Evidence/motivation needs to be attached.

DIE VERANDERING IN ONDERWYS
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Special Leave (Continuved)

Quarantine

MUST be accompanied with medical doctor's note stating
reason and period be stipulated.

Study leave
Period is determined by individual's timetable and situatio
May be half paid/full paid/unpaid leave.

Exam leave
Period is determined by individual's timetable and situation

One day of study for each exam day. " A Day for a Day” DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



Special Leave (Continued)

Leave for injuries on duty or ilinesses (Occupational Related)

Unpaid leave

Maximum of 184 continuous days (including weeke

Unpaid leave for Continuity of Service

Maximum 120 continuous days

DIE VERANDERING IN ONDERWYS
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Approved Leave

All leave, except sick leave,

should be discussed with the Principal in
advance where required, and getting
permission from the Department before

leave Is taken. \\

AO

DIE VERANDERING IN ONDERWYS
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Leave : PS Employees

Circular 44/2008 — CS leave institutions

Determination and Directive on leave
of Absence - August 2021

N
AO

DIE VERANDERING IN ONDERWYS
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Vacation Leave

Persons with less than 10 years service:-

27 Days a Year

22 Days MUST be taken during school holidays
5 days MUST be taken during school time.

Persons 10 years and more service:-

30 Days a Year

22 Days MUST be taken during school holidays
8 days MUST be taken during school time.

\

(EDUCATORS DON'T GET VACATION LEAVE)

AO

DIE VERANDERING IN ONDERWYS
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Sick Leave and PILIR

Works exactly the same as for educators
Pilir leave — No paid substitute.

FAMILY RESPONSIBILITY LEAVE

Works exactly the same as for educators \

NO URGENT PRIVATE BUSINESS LEAVE FOR

PS STAFF T — USE THE 5/8 DAYS AVAILABLE TO YOU

AO

DIE VERANDERING IN ONDERWYS
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Maternity Leave, Adoption Leave and
Surrogate leave

Works exactly the same as for educators
No paid substitute

A\
AO

DIE VERANDERING IN ONDERWYS
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TIME-OFF (...during School Holidays)

Refer here to the "Determination and Directive on Leave
August 2021" — Refer to No. 6.1 — 6.5

IN SHORT:-
The Principal must exercise discretion if there is

is no work, Admin do have TIME-OFF/vacation.

A timetable must be set in the beginning of the year \
in terms of leave and time-off.

"It is important to make sure that non-teaching staff

is retained on duty during institution holidays, only
For VALID OFFICIAL DUTY" — Section 6.5.4.7. .‘ s
DIE VERANDERING IN ONDERWYS
THE CHANGE IN EDUCATION



EDU FORMS



EDU | — Application for an educator’s post. EDU-vorms (EDU-forms)

. Maak seker al die inligting word voltooi en
korrektelgesertifiseerde) dokumente

s I L. Word gebruik wanneer ‘n tydelike
onderwyser in sy provinsie ocorgeplaas
l. Maak seker dat. Section D (Bonus) word.
geselekteer (x) is.
2. Section E — Section B word herhaal
(Persal ens)
3. Section E — Section D word herhaal
l.  Is vervang met EDU |, word nie meer so (Verjaarsdag maand)
baie gebruik nie 4. NBll Onderwyser (werknemer) moet by L Word N ber/ ber ing .
Section F en onder op die bladsy by vir volgende jaar, moet elke jaar
Educator teken ingestuur word totdat onderwyser
. Isvervang met EDU |, word nie meer so brui o ' S S —
service
l. Slegs permanent. aangestelde onderwysers
— An re A — Acti . 2. Skool waarheen onderwyser hervestig
Ed EDU 6 — Notice of relinquishing of post. moet. proses begin
l.  Word elke joar ingevul as pos nog nie L A3 B Ortthou "Retire due to age™ is
gendia nie 65 jaar oud.
2. Slegs geldig vir een jaar bv. Maart 202| - 2. A3 —"Early retirement” is jonger as
Maart. 2022 65 jaar oud

. Moet goedkeuring vanaf HOD kry



[FORM EDU 1 AS REVISED NOVEMBER 2014

education

MPUMALANGA PROVINGE
REFUBLIC OF SOUTH AFRICA

APPLICATION FOR PERMANENT EDUCATOR POST

Mark with an X where applicable:

EI Application for an D Application for first D Application for closed

advertised post temporary closed employment pro rata employment in

in the MDE the AET sector
EI Application for D Application for transfer
substitute closed from another provincial

employment department
LR T L PPt
NOTES:

(@) In the case of an applicaton for an adverized post, FORM EDU 4: Motice of Assumption of Duiy should only ke submitted after the
applicant had received a formal offer of appointment from fhe Depariment and had subseguenty assumed duty in the advertised post

(b} In the case of an application for transfer from ancther provincial depariment, FORM EDL 1 should ke accompanied by the conditiona
approval of fransfer from the Head of that provincial depariment or histher delegate. FORM EDU 4: Mofice of Assumpdtion of Duty should
only be suomitied aftet the applicant had received formal and final approval of the transfer from the Head of the Mpumalanga Department
of Edwcation or histher delegate and had subsequently assumed duty.

e} W EDU 1is not duly completed, this may result in the automabc disqualification of te apphcaton

PART OME: PARTICULARS OF ADVERTISED POST jonly in case of application for advertised post)

Institution:

Post Designation:

1
2

3. Date of Vacancy List
4. Post Ref Number : | | | | | | |

PART TWO: PERSONAL PARTICULARS OF APPLICANT

1. PERSAL Mumber (irany): | |

2. SARS Ref Number:

Identity Humber: | | |

3. Surname:

Page 1of &




FORM EDU 2 (REVISED JUNE 2015)

education

MPUMALANGA PROVINCE

REPUBLIC OF SCUTH AFRICA

/APPLICATION FOR SUBSTIT UTION (EDUCATORS)

[ A. PARTICULARS WITH REGARD TO STATION 2 S R R
| CIRCUIT OFFICE PAYPOINT: B
INSTITUTION: ENROLMENT:
> S _ o T ]
B. PARTICULARS OF EDUCATOR ON LEAVE (OR ABSENT) S T
EDUCATOR ON LEAVE (OR ABSENT): PERSAL:

TYPE OF LEAVE/ABSENCE:

REASON FOR LEAVE/ABSENCE:

PERIOD FROM: TO:

LEAVE FORMS/SUBSTANTIVE DOCUMENTS ATTACHED: FES NG

MOTIVATION:

C. POST PROFILE =2 3 =]
Post specific requirements: The educator is deemed suitabldy skilled to teach the subjects and/or
phases as indicated in Table A below, and is therefore recommended for appointment. Table A:

Subjects to be taught (Tutoring Subjects): — == e
o gubjecti;) f " Grades { Phase Language in which subject(s) will bT‘
& e _ ). - ... . °& taught J
— - - | S — — - f — - '
L%;A —— — - - — l
[f — ! -
L - — - — — — — —
= = ' i = =
— — ) S - R R NPt
T IGNATURES _
i%fz_gi‘GGNAﬁE)N’ SGB __| HEAD OF INSTITUTION | CIRCUIT MANAGER
o L= - !
' SIGNATURE ' | ;
i———— | - - - e 3
TNAME N N | T




FORMEDUWU 32017 16

education

MPUMALANGA PROVINCE
REPUBLIC OF SOUTH AFRICA

APPLICATION FOR TEMPORARY CLOSED TEACHER EMPLOYMENT
Mark with an X where applicable:

[ Apphication for substitute closed employment (Refer fo Categovy ) Appointments).

1of a teacher appeinted on a Part Time Basis (Refer fo Relevant HRM Owrectve).

Application for termporary closed employme:

o oficial in the Disfrict Office or
‘imental Cvrechives.

wloymeant (Prior approval shal be cblained fromn the refevant delegat:

Application for temporary closed
s of teachers indicated in the group of teachers identified as per Dep

L___I Hoad Office in respect all categori

NOTES:

Aa‘l In the case of an appication for a lermnporary closed employment and substitute closed employment, Form EDU 3 shall be submitied;

(b) FORM EDU 4: Notice of Assumption of Duty shall be submitted within 10 working days after actual assumption of duty where: prior approval is
required and be submitted with the EDU 3 in cases where prior appeoval is nol required Category E - no ceviation from appointment criteria;

(€) In case of Non-South Afrcan citizens [Category H Educators] certified copeas of valid passport. permanent residency certfcates or valid
Visas, covenng e pencd of amployment shall be atlached;

{d) Designalted Group of leachers in preference order: serving teachers declared in addition, state funded bursars, professicnally qualified serving
contract teachers and professionally qualified unemployed RSA Citizens {induding new entrants as wal as foreign nationals with permanent
residence cerlificates and in possession of and RSA 1D) — Refer to Part Four of e EDU 3 far nan-compliance:

(e) Cam'gorxes of teachers for which prior approval from delegated officials are mandalory {Category E - where deviation from criteria s
required as well as professional under quaified and unqualified teachers, Category F - leachers that have exited the public service due o
early retirement, # heakh retwrement, compulsory age relirement, voluntary severance package, Category G - al teachers that have resigned
from the public service with effect from 1 May 2015 and who claimed their pansion benefits, Category H - Fareign teachers;

{ A applicants shall duly complete all secions of Parts 1, 2 and 3 of the Form EDU 3 and sign the dedlarations and ensure that the required

supporting documents are attached; and
To avoid any delays in the appaoiniments. School Principals in cofaboration with SGB Charpersons shal duly compiete Parts 4, 5 and 6 and

(g)
ensure that all the supporfing doccuments are attached,

o ISAN Fia1 48 e ey iuBeg dcutuiests wo sl e — l

Unstitution: .........occooeeeaeiaaaennan .. Pay Point ...
PART ONE: PERSONAL PAFSY!(EULARS OF APPLICANT o
Shortened Seryica Standards in fine with the HEM Directive l 1.1. PERSAL Number (if any): l l l_ ] [ I I
5 No deviao from app - (price  spp not | !
reguived), the comectly compleled appondnent Jocumants with the requined ] " -
attochments shall reach the roiewant MR Ofcs by No iater than 3 masimum i 2.SARS Ref Number- [ l ] l ] I l ‘[ ‘l T 1
|

o 19 (Ten) working days afier the assumpton of duly cate of the said
TEACHER o no pricr approval s required;
& Al offices in e ine management whem e Jocuments ane submited shat
append a date stamp on the a1 He documents on the day i was recoieed;
& All offices shal keep thomugh recond of the movement ol the said

—— T e T
3.1dentity No: LT 1 | ] l 1 i '1
documents.
d HAR Offoss responsbie for appoisaments shall implament e Sppoinameant

4.Surname: {
on the PERSAL Systam within 10 (Ten) working days of receipt of te duly i

|
!
i
{
|
|
compicind apPONUNEnt COoUTENES. and the refevant officals responsitie 'of |
Salades shali authorize said appaniments 2 (Two) working days of receipl | 6.Initiats:
Office: [ LInitials: L
JL a
|
|
|
|

ppointment docaments from the reievant FR O
e gma from = it requivements or non-delegated R
7.South African Citizen? YES S NO
YEAR MONTH DAY

| appuintmants whone prier approval i smquired e duly compigted
Socuments shall be submiled wia the ine managemsnt o 1\0 releveant HR
Oﬁoebynchﬂarhaﬂamxmulwnonlmﬁsmdmm
completion of Form EOU 3. Such mequest for approval shal be prepared
and submited o the delegaiod oficisl of the redevant recewing offical at
Hoad Office within 10 {Ten) working days of recapt ol e 91'1' aurr_wmc
nt docurments and the implamentation on the PERSAL System

8.Date of Birth [ l l l ]l l.‘ :

apponume v 1
shall be effocied wihin 7 (Seven) working days of mcapt of the aporowsl | o Firet namaa:
om the delogated offical; : U : L ] B N
| Corfirmation of Azponiment Leers shal be sued winin 14 {Fourteen) ! ==t
working days afier fe appoinimest has been - on e { DR = 7MR B
PERSAL System. | ) — e
g. The ssievant oftcalis) who caused fhe dofay n swomang the required | 10, Title: \ 006 001 I Q68
documents shal be Peld accounsabie and Sscplnary sieos shal be ’ A= - l
Institgec aganst he officals) that was(were) rasponsibic v he delay(s) | 11. Gender Male | Fenate l

for ot comptyng 1o the vescnbod wme trames : |

Page 1 of 12




el

REVISE FORM EDA (3)
(Annoexure A)

4 VAT ey

P MPUMALANGA DEPARTMENT OF EDUCATION

‘ ACTING APPOINTMENT EDUCATORS
(IN TEERMS OF THE EMPLOYMENT OF EDUCATORS ACT 76 OF 1998 AS AMENDED)

Surname and Initials o Persal Number B Lt

Current Rank e = Post Level s o,
Acting capacity ogae e - - i ,, Post Level A S S
Instutution: ) e Pay Pomt No i "
Period of acting appointment i e e upto ___ -

e 31 Decomber of the currenl yoar or ucsty

s, but not exceedng

(AChng penod may only be for masumoam of 12 mond
hover date comes fes!)

the post i Question ss effoctinoly fvod or abolished, whic

‘!N(‘:VH’l:()llllnl?l\-{.!(.‘_d educator meets all the PAM requirements in terms of the following ez 2

{ Reqgv [ J' LF’roh-Ss:onnlly quahfied i Yes 1 No ] [ Years of experience I ]
. ———— e ——————————— —— e ——— - e S— - -}

Remarks Tesntte = ST Remarks _— I _

HEAD OF INSTITUTION DATE(Y/M/D) CHAIRPERSON-SGB DATE (Y/M/D)

Recommendaed / Not Recommended / Amended

= =0 - DATE(Y /M /D)

CIRCUIT MANAGER _ s o e oo
i APPROVAL OF ACTING APPOINTMENT

—d
/‘PD!OV('KJ / Not !\pp:ovcd / Amended

DISTRICT DIRECTOR DATE (Y/ M/ D)




EDU 4 - Notice of
assumption/resumption of duty

(oM Ene g

b i |
&-Ef%ﬂ Edu‘;@glon KEVISED TANUARY 200s
Hﬁ:‘h‘_ b \:J:A r RCAMEE

N

NMCE OF ASSUMPTIO NRESUMPTION OF DUTY
plelid i dupdicate an the firsk day thal e of oo 3 : re
later payrnent ol -s.ala'-:: :'Ih;:-::\:'r igated and . E

el * S igebed and respons ddily wall be

A. PARTICULARS WITH REGARD TO STATION (complete A1 or AZ as applicable)
Al Office:

EATESUMES duly af the S3hon n Guaston. and e cognal
\rwr oy date Any gelies o iy WO rEEule ot e
UK be ke By the Heaa ol the Sectoamnstigtion for sudt

determeed A Copy

____________ Section:

A2 Instituticrn:

Circuit:

B. PARTICULARS OF OFFICIAL/EDUCATOR ASSUMING/RE SUMING DUTY

Surname and Full Mames:
PERSAL Number:
SARS Number:

- ]
ID Number: [ | _’ ‘l_[_l__] ||' T TR

Previous Departrent (if any):

Previous Date of Termination (if any):

Reason for previcus Termination (i any):

C. REASONS FOR ASSUMPTION/RESUMPTION OF DUTY

| = ] Acceptance of Department's written offer of appointment to an advertised post.

_J Acceptance of Department’s written notification of placement in an approved vacant post.

|__: New appointment as educator on temporary closed employment contract: Form EDU 3 together with all
" relevant documenis should be attached.

[ 1 substitute temporary closed employment as educator: Form EDU 3 together with all relevant documents
— in cluding a copy of the original incumbent’s recommended leave application, should be attached.

[ Transfer from another provincialinational departrent: Form Z83 (officials) or Form EDU 1 (educators)

e together with ail relevant documents as well 33 a copy of this Department’s formal approval of such transfer,
should be attached.

! | Resumption of duty after approved ... leave without pay,

0. CHOICE PARTICULARS: PAYMENT OF BONUS /13" CHEQUE (ONLY APPLICABLE FOR NEWLY

APPOINTED EDUCATORS AND OFFICIALS
Paragraph 7.4 of PSCEC Resolution 2 of 2015 dated 20 May 2015 stipulates that all new employess who is etgible for a
13the cheque [senice bonus) shall on the date of appeintment make a once-off election on the date of payment of the 137
cheque {senice bonus)

Please indicate your choice be indicating it with an X in the appropriate block,

! BONUS/ 13™ CHEQUE TO BE RECEIVED IN MONTH OF BIRTH - BEING: _____

- . BONUS! 13™ CHEQUE TO BE RECEIVED IN MONTH OF CHOICE - BEING:

Page 1 of




MPUMALANGA DEPARTMENT OF EDUCATIO N
li‘. -:_E&" -
¥

NOTICE OF SUSPENSION OF SALARY

b case of sendice lenrinalion o ransler 1he respansible ling manager should complele and lax the Maice of Susoonsion of slary direcily bo Ihe
redewany HR Official within 48 wrs of recedpl of inloemation on elther the iminalion (resgnakon, mabinemenl of dermniss) or the Fansher of an

employes 10 ancier depamimernd
2 wihare an employee is absenl from duly withow! pesmission {abscondment] —

- Ihe respansilie line manager showld in the case of an educator empioyed usder the Educalon Emplayment A, complele and fax tha
Nofice of Suspension of Salary direcily bo lhe redfewant HR Oificial immedistely a fier 14 dayg Inom the last actual dabe of service . | ypee EhEr
wilh thee notification letier defivered ko e ernployes in s of HAEW Directive Mo 13 of 2012, or

- Ilhe respansible fine manager showkd in lhe case of an oficial employed under the Public Service Act complele and fae e Modos of
Suspension of Salary direcily o the relevent HR Official immedistely after 30 days from the 1380 actesl dale ol service - Iher willi [he
rralificalion letter cefivenad jo e employae in terms of HEM Directive No 13 of 20112

The responsible line manager shouid Bubmit the orgina enminatondranster oCUMentslion Fraugs the Ene Lnction within ¥ working days.
Failure jo comply with the Instnictions aboes will be subiect 1 discialinary action

B

A, PARTICULARS WITH REGARD TO STATION (complate A1 or A2 as applicable)

Al Office: el e e —— S Tt 1T
A2 F L E o A AT = Circuit: I T AR g e o T guym o m e o T S eSS

B. PARTICULARS OF OFFICIAL ! EDUCATOR WHOSE SALARY SHOULD BE SUSPENDED

Surname and Full Names:

Fersal Number:

Rank:
Last actual date of service (Date when employee last reported for duty): J | | | | | I' E J

Last known address of employee!

C. REASOMN FOR SUSPENSION OF SALARY

Resignation |I rI Deceased
L Retirement due to-

I Health:
Age:
Transferred: Mew Deparbment:s ... S P S 5 s AN TSR AE SR EMERRRIAS S

Contact Person and Tel N ..o e eeteleteiekdu : SRR,

.

—|| Absconded

—

E. CERTIFICATION BY RESPOMSIBLE LINE MANAGER
I herewath cerfify thal the above-mentioned employes's salary should be sugpended with immediate affect

SURMAME & INITIALS RANK FPERSAL NO SIGMATURE



FORM EDU 6 (20169201)
MPUMALANGA DEPARTMENT OF EDUCATION

o g
R

<

NOTICE OF RELINQUISHING OF POST

Tras 10"'" Ml be compieted i duplicae befcrevm the same day that the officals’ educalors sorvica termnates, and the ongral \mTedalely
lorwarded 15 reach the relevant HR component via the marmal chaansls ANl ofices N Ihe line maraoemrent shall append 3 date stamp on the
docurmnent on the day 1S recaved Al cifices sha! keep thorough recard of the movement of the sad docunents A copy should be kept Dy U Head
of the Secl_:on AstiiuBion for 2031t purposes  The refevant empioyes S required 10 g0 [his Foem escept in the case of an abscondrment or demisa.
| Instructions T i s e J
-

| :
l Exiting employee should complete and sign off on the Information reguired In Section A of this Form;
{

|

In case of_a school-based non-educator employes as well as any office based emgloyse, the relevant line mmag«A
(principal, circuit manager or Division Head as applicable) should complete Section B3 below, and sign off in Section B4. |
After approving the termination transaction on the PERSAL System, the PERSAL reviser Is responsible to - within 24 |
hours - scan and e-mail the Form EDUS to the HR Planning Manager In Head Office.

A. CERTIFICATION BY EXITING EMPLOYEE
A1. Particulars with regard to station (Employee to complete A1 or A2 - as applicable)
a. Office:

= In case of 3 school-based educator, the school principal is the line manager and should complete Sections BT and B2 of

this Form, and sign off in Section B4, except where the exiting employase is the principal, in which case the circuit manager
is the lkve manager;

b. institution:

...................................................... Circuit: e s - ceseensveenanssatsarersase
A2. Persona! Particulars

Surname and Full Names: e ssss TRy S e S— =
PERSAL Number: [ N | I |

Rank: e e e eeeee s eieiiecitseisiesmesessaesscsasesessisiesestecssessssssessecsssvesss

ID Number: | | i S

SARS Reference Number: r .‘ J ‘ * 2

Actual Date of Termination of Duty: O TS

Contact Detail after Termination: Tel: .

Postal address:

A3. Exit information

A3.1. Termination Category {(Mark with an X in the appropriate block)

X Reason Duly Completed Documents to be Attached
‘ l Resignation Z394, Certifled Copy of ID, SARS Tax Number
[ Cenified Copy Of Death Certificate, Z143, *2583

Retire Due To Age 2864, 2894, Certifiad Copy ID, SARS Tax Number, *Z583

Early Retirement Written Request 10 Retire Early and Recommendation of Line Management.
| s Approval lor earty retirement delegata to HOD only - Continue Working Until
Official Letter Of Approval is Received Indicating the Last Day of Service

J Demised
|

| Discharge Due To lil Heaith Viritten Request to be Discharged Due to Continuous M Health (PILAR Process)
5 )’ Discharge Due To Misconduct 7834, Certified Copy of ID, SARS Tax Number
I~ | Absconded 2834, Certified Copy of 1D, SARS Tax Numbsr
2 Transferred New Department Contact information of new department

Letter of appointmentf offer of new departmeant
"ZS'J CONTIV! ED VWEDICAL WEVIBERSHIF IF APPLICIBLE




MPUMALANGA DEPARTMENT OF EDUCATION
g
2t

NOTICE OF EMPLOYMENT OF AN EDUCATOR WHOSE

PREVIOUS TEMPORARY CLOSED EMPLOYMENT CONTRACT
HAS EXPIRED, AT AM ALTERNATIVE INSTITUTIOMN

1. Paniculars of Educator:
Surname and Initials:

PERSAL Number: [ R .

Rank:

- - - -
1D Mumber: | | | | |

T
| |
SARS Number: [ | | [
1 T
Pravious Contract axpiry data: 2 |o o |

Previous Institution:

Pravious Pay point: | | | !

2. MNotice is hereby given that the above-mentioned educator has beemn employed on a closed temporary basis at
an alternative institution with the following particulars:

Date of assumption of duty < |2 1 a L !_

Name of Institution £ mmacap s mamans

Pay point: = .
Total number of educators employed at institution (including
sarving educators and those absent on leave - all post levels) LR R S AN W 0

Total number of educators for which institution may gualify in
terms of its current approved post establishmeant (all post leveis) R PP il S

3. The menticned educator ks gualified to teach the subjects indicated in Table A below and will teaching the
subjects and | or phases as indicted in Table B below

Tabie A: Subjects Qualified to Teach:
{The sgacific phase of 1Eaching SXpErience should be indicated in Ihe column provided i.e. Foundalion, nisrmadiae, Seoor, FET or a combination of Lhe
__ Pedevant pRides) . . - — Sl

Subjects B Grades ) P_haﬁe L_augua-geln_'ﬁ'hich Yau Can Teach Subject

Fage 10l 2
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FORM EDU 8 AS REVI SED 2015/03)

N Wi g
b o BESST . < 3
‘E’f}é‘ education
& ,@i [y MPUMALANGA PROVINCE
REPUBLIC OF SOUTH AFRICA

Z

NOTICE OF EMPLOYMENT OF AN EDUCATOR W
HOSE PREVIOUS TEMPORARY
CLOSED EMPLOYMENT CONTRACT HAS EXPIRED, AT THE SAME INSTIT UTION

I. Particulars of Educator:

1. PERSAL Number (it any): , A l l l I ] I
2. SARS Ref Number: O ; L )
3. Identity Number: [ ] ) I__ i I i 3 i

5. Initials:

4. SUFNAME: = = iiiciciiiisciatararrmsasmsmsstansmsssraanasas
5. Initials: _‘l_‘]——rj
YEAR MONTH DAY
6. Date of Birth L I [ ] l 1 [
7. FIFSLRAME@S: tteieirenreeeecessssiarmnnsmsnsaamisasssrsanmsaststitassssrreastisinassssm tiatatanssnns
8. Title: [ or | mr | Ms;jj T i e
006 001 | 066
9. Residential Address : 7
Complex Number: ... ... Complex name:
Street Number: Street name:
Suburb / District: et ereescesistannyrmareadisntn TRy Tmr YT ntasbedneney sronaratastanee 2
City Town: Postal code :
10. Tel Dialing code: Phone NUMDBIE . o ccitdusmmsnsisvnamss snssssadssnnames
11. Cell Number:
42, POStal AdArESS:  viciseseerooisiasarses i i s s TS n S S e s e
43. PostOffice: = o Postal code :
14. Magisterial District: ..o o
[led 1 1 1

Previous Contract expiry date:

JL i b EoA
Previous Institution: ... s G eh s am T n e PreviousPaypolnl:l 1 ‘ l l l J

Notice is hereby given that the above-mentioned educator has been employed on a closed temporary

< at the same institution with the following particulars: )
celel T | il_l Er\

Pay point:

basi

Date of assumption of duty

Name of Institution: .. GaisrsANssRRSsRESOYRe PN RS RRRS TRy
Total number of educators employed at institution (including serving educators and

those absent on leave)
Total number of educators for which institution may qualify in terms of its current

approved post establishment

Page 10f 3



FORIEBUG A5

ecucation
MPLUNMALARNGE PROVINGE
REPUBLIC OF SOUTH AFRICA

"NOTICE OF RELOGATION OF A SERVING EDUCATOR (EXCLUDIHG AN EDUCATOR WITH TEMPORARY
CLOSED EMPLOYMENT CONTRACT], TO AN ALTERNATIVE IHSTITUTION WITHIN THE DEPARTMENT

a)

b

(=]

Finase note that witten approval for relacation of a serving permanentfiemonmary open sducator to an altemative Instiution
within the Depariment will cely be granted subject ta the following:
» that a suitablg vacant post exists in terms af the current approved post establishment;
= that the relocation Is effected with retention of salary Jeved and other conditions of serice: and
= tirat the Certificate of Release from the previous institution has bean duly ¢ emplated.
I the cage of edusatars employed on lemporery chasgd empsayment contract, Form EDU T shauld be completad far appoltmant at
an alternative institution. )
Form EDU 9 k= nat applizable in the case of transfers betwaen
approval of tha Head of Department or delegslad official,

daparimentsiprowinces, as the=e may only be effected with tha prior

I. Particulars of Educaton

1. PERSAL Mumber _ [
2. SARS Ref Humbar: |
3. Identity Numbar: (L T 1
4, Surnamie T
5. Imitials: 1_| i
YLAR MCHTH
6 Dataof Bitth 111
7. [First names: b em sl e St 8 b R S b e R A R
B s || [ S P_R—E"'_Mija._
] o (]

9. Residentlal Address:

Complex Number: Complex name: ettt

Strect Mumber Streat name: b fban et

Suburk f Districk: PR —— Shnian R A

Gty Tows: I
0. Tel Dialing code: Phone number: L TTTTHwTIHER
11. Gell Numb-er:
12, Postal Addrass:
13. Post Office: S
44, Maglsterial District: i

Pravious Institidion: P P PR TERY

Page 10fl
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}‘I ~ i ,13, play educatlon EDU 10
i—t /ﬂ? L;J,Mnuum Fm:unm-c:
L ST

s e il g ] e e (AT ATl Y TiwonsdEe
APPLICATION FOR APPROVAL FOR RE-APPOINTMENT OF EDUCATORS AFTER VOLUNTARILY

_ TERMINATION OF SERVICE

f
| &

Thia form mus b a..l,- Compleind for sl SALEMOrE Whe BEpEY 10 B8 re Rpoalnisd aTier & termination of aervicas 13330 0258 that arber
g inegd For any educater 1o be

Booroyel; shall be o
will onby be procssied provided that i the Fegquire |
'h.

poscin b | Fres SF tha mature of BpEointment. The rEequUest For M-appo rdment
invhrmalicn pnd documeniane preal s attached and po ep poat faghs reguesl will
"’”"—““""ﬂ' docisment shall be attached bo Phis

E ~  EDU 1 Appiication for teaching Post; NSRBI E TS
‘ - Fiecantty Cartifled {[mot older tham 3 manthe) cmgﬂ'ln e et
1 = Castifiod Copbes of {not cbder than 3 and Pr ral O I" @ Ie Tramscripts
- _*?ERSFJHA_z- PARTICULARS: . _ I
T ‘ — 1 -— T I N 1) 1
PEASAL Ho: N | . :I___ | | || oMumber: | | i __J | r] | I -
Surnarme: I Imvitiails: l l
First Mameads) i
b PROSPECTIVE EMPLUYMENT PAHIICULARS: - _ e -
Pay Point: | ] P Institution: ]
Circui: [ otsticr | B
c. PREVIQUS EMPLOYMENT PAHZT‘ICULAFL_‘S__ - =
T =
Pay Point: l | Institiion: _ 1
Circudt: District l . .
Temllruﬂun Diatec: E 1 l | Termination Aeason - 1
d _ GUALIFICATION: - _
TERTIARY IMSTITUTION QUIALIFRCATION | oaTe caTANED SUBJECTS PASSED
ATTENDED OBTAINED - . :
e = ‘ =
SUBJECTS GUALIFIED TO TEACH: )
waﬁmﬁwwam‘whwwmuwurgrm@pws-.ms-.F[E:u-mmhmgimﬂhuﬁp:w .
r SUBJECTS [ GRADES { PHASE LANGUAGE 1N
[ ! WHICH YOU CAM TEACH SUBJECT
| SISSERAES N F—— — —wach YOU CA TEACH StRJReT
{ S (— ——
SRR - : ._
i e R | S S - i
. ] 1 ]
—_— + -
S | | - |
RN —t— B
i |- — | —
|

Sison ke SHundrisa Sive




PENSION



% GEPF — Government Employees Pension fund was established in May 1996.
“ Itis a fixed benefit fund.

% The fund is for government service officials only.

d GPAA - Government Pensions Administration Agency (Is not Gauteng's
Pension Division)
Q Handles all administrative matters for GEPF — responsible to the Minister
of Finance and members.

d There is a "Service Level Agreement” between National Treasury and
GEPF

GEPF vs GPAA?




How much does a member of GEPF
contribute to the pension fund and how
much does the state contribute?

!
THIS IS OUR RETIREMENT PLAN.
— B [ } =

Vg \\
D glv

(1>
ﬂaé&@ '




HOW DO | END MY SERVICE?

According to the "Employment of
Educators Act 76 of 1998":- the educator
must give notice in writing 90 days prior to
termination of employment.

The employer may, however, approve

that a resignation/retirement be accepted
with a shorter notice.

“It’s not my fault that you didn’t put more
stones aside for your retirement!”

—

-

—_—

=
|

a\o,
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What STEPS should be followed with Termlnahon.of
service ? L

All ferminations are administered by the District Offlce
Follow these steps:-

Decide on an exit date. Py - R[4 B
Start the process 3 — 6 months in decnce (documen’rs are N **
valid for only 6 months). .. .© . it Sy
Remember to glve 90 days' no’rlce (ge’r perm|55|on if "‘ if’
necessary). © . | SRR S = |
Ask the SAOU for a.calculation of pen5|on benefl’rs (check %) "@/*
capped leave and pension start date). ( \ 1 *j&
Discuss your pension benefits.and options with your broker. F LR ALY,
Keep copies of all documen’rs handed in to the District VL 1*‘-
Office. | R AN Za N




TYPES OF TERMINATION OF
SERVICE

a\o,

MANDATORY RETIREMENT: 65

NORMAL RETIREMENT: 60 - 65

EARLY RETIREMENT: 50 - 59
RESIGNATION: ANYTIME
MEDICAL RETIREMENT: Decision taken by DBE

DEATH



SERVICE BENEFITS UPON RETIREMENT

Retiréjmént!

Capped Leave is payed out (If applicable)
Life Long monthly Pension

Spouse/Partner receives 50% or 75% monthly spo

(Member to make a choice)
75% a quotation is required
Lifelong medical subsidy
o Must be main g3
pbe broken up

¥ payment of Savings (Housing-Tenant)
5 000 — Member and Spouse (If both is working in

Government you claim R30 000
o R 6000- Members Children

AO



Early Retirement (50 - 54 years of age)

@ Randy Glasbergen [ glasbergen.com

ONLY educators may from 50 years of
age retire on the condition:

v Must have been appointed before May 1, 1996

v Need to 210 years pensionable service

v' Must obtain permission from the HOD of the

f‘;:m

“You need more time to prepare for retirement.
Sign this to legally change your age to 25.”

relevant province if under 55 years of age.

v' Penalization of 0.33% per month.

9.LA0U



Early Retirement (55 - 59 years of

Benefits less than 10 years’ service
eLumpsum in line with the Actuarial value is payed
out

* NB- You will keep your medical aid subsidy if you
have 15 years or longer service within the
Government sector (can be broken up periods) and
if you were the main member for the last year
before you retire

v" Any government employee
* Pro-rate bonus will be paid can retire at the age of 55
v" No approval is required
v" Penalization of 0,33% per
month up to the age off 55 is

»Savings from housing (tenant) will be paid out.

*|f resignation documents is completed member will
lose all benefits mentioned above (bonus, housing) applicable



Early Retirement (55 - 59 years of age)

Benefits (MORE than 10 years of service)
v

One-time lumpsum/gratuity is payed out.
Monthly pension

NB Retains medical subsidy if 15 years or longer in service of the
state - can broken service

Have to be the principal member of scheme in last year

of service.

Pro-rata bonus and accumulated leave will be payed out

Funeral and relocation benefit is retained.
Savings from housing (Tenants) will be paid out.

A NEANERN

DN NI NI NN



“Here’s our retirement plan: at age 65,
we’ll get divorced then marry other
people who planned better.”

Normal Retirement (60 - 65 years of age

Benefits (LESS than 10 years of service)
v

v' One-time amount equal to the actuarial

v value will pay out

v" NB Retain medical subsidy if 15 years or

v' longer in service of state - can broken service
v' be and principal member of scheme in last year
v’ of service).

v Pro-rata bonus will pay out.

v' Request housing's savings.

No Penalization



Benefits (MORE than 10 years of service)

Normal Retirement (60 - 65 years of age)

VVVVVVVYVYVVVYVY

A\

Lumpsum payout(one-third)
Monthly pension (Increased every April)

NB Retain medical subsidy if 15 years or Longer in %
service of state - can be broken service and have

to be a principal member of scheme in e

last year of Serv'ice). ‘ffi‘]'fg'i?fiffélli'é“i’ﬁi.‘i‘ﬁl';r?; o

people who planned better.”

Pro-rata bonus and accumulated leave will pay out.
Maintain funeral and relocation benefit. NO PENILISATION

Request housing's savings.



COMPULSARY RETIREMENT

Teachers and PS employees
are compelled to retire at the
age of 65

v" One-time amount equal to the actuarial

v value will pay out

v" NB Retain medical subsidy if 15 years or

v" longer in service of state - can broken service
v be and principal member of scheme in last year
v’ of service).

v Pro-rata bonus will pay out.

v' Request housing's savings.

T

AO “My teacher says little girls can grow up to be anything
they choose! Why did you choose to be an old lady?”




COMPULSARY RETIREMENT

Only Teachers appointed before
» Lumpsum payout(one-third) 2 Sept 1994 can apply to contioue
service until December of that year
Monthly pension (Increased every April) Refer to the Emplyment of Educators

Act ,1994- Chapter 4, Article 10 (2)
NB Retain medical subsidy if 15 years or Longer in L HE)

service of state - can be broken service and have
to be a principal member of scheme in
last year of servic e).

Pro-rata bonus and accumulated leave will pay out.

>
>
>
>
>
>
>
>
>

Maintain funeral and relocation benefit.

A\

Request housing's savings.

.‘ s 0 “My teacher says little girls can grow up to be anything

they choose! Why did you choose to be an old lady?”




AN NI N N N N N NN

MEDICAL RETIREMENT- ANY AGE

One-time amount equal to the actuarial

value will pay out

NB Retain medical subsidy if 15 years or

longer in service of state - can broken service
be and principal member of scheme in last year
of service).

Pro-rata bonus will pay out.

Request housing's savings.

Maintain funeral and relocation benefit.

a\o,

Lumpsum payout(one-third)

Monthly pension (Increased every April)

NB Retain medical subsidy if 15 years or Longer in
service of state - can be broken service and have
to be a principal member of scheme in

last year of servic e).

Pro-rata bonus and accumulated leave will pay out.
Maintain funeral and relocation benefit.

Request housing’s savings.

YVVVVVYVVYY
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MEDICAL RETIREMEN
(Any Age below 60 years)

Benefits (less than 10 years’ service)

» One-time amount paid equal to the actuarial
value plus One third will be paid out

» NB Retains medical subsidy if 10 years or longer
in service of the state — can broken service

» Have to be the principal member of scheme in
last year of service.

» Pro-Rate Bonus will be paid




DEATH - In Service

Benefits (More than 10 year service)

Benefit (Less than 10 year service)

Lumsum pays out to beneficiary or estate.
Monthly pension (spouse).

Retain medical subsidy if the member was
at least 50 years old (otherwise the
spouse would wait until member would be
50).

Accumulated leave and pro-rata bonus
are paid out (spouse).

Funeral benefit is retained (spouse).

Lump sum (actuarial value) OR the
value of the final salary bracket is paid
out to beneficiary or estate.

NB Retain medical subsidy if the
member was at least 50 years old
(otherwise the spouse would wait until
member would be 50).

Pro-rata bonus is paid out (spouse).




D EATH iy AFTER RETI REME NT Benefits (5 or more years after retirement)

Monthly pension value 50% or 75%

of deceased's pension shall be paid to
the spouse or partner.

NB Retains medical subsidy if deceased

o was the main member.
. Remaining balance of lump sum Retains funeral benefit (spouse).

paid to beneficiaries or estate. Retain funeral benefit - Member.
. Monthly spouse pension.

. Retain medical subsidy if
deceased was the main

v" Should you marry after retirement,
your spouse will be able to obtain
member. the spouse's pension if you die.

. Retains funeral benefit (spouse). v It your spouse receives your pension

! . and remarries, his new spouse will
. Retain funeral benefit — Member. not receive the pension upon his/her

. SAOU

v




RESIGNATION- ANY AGE

TAX ON PAID
AMOUNT

NO TAX IS PAID ON THIS OPTION




CHILDREN'S PENSION BENEFIT

(GEPF must obtain proof of disability from two different
specialists to register your child as a disabled child)

Register your child now. Neither you nor the family need to
wait for something to happen.

a\o,




a\o,

NOTE:

You must make the following registrations:-

- Life partner — so he/she can get all the benefits

- Spouse - Disabled child (remember evidence from two
specialists/doctors who declare your child disabled)

If you resign you lose ALL benefits

Divorce documents must be handed in with termination of
employment (complete document)

While waiting for your pension application to be completed you
MUST pay the full medical installment.

Give permission to the fund to deduct it directly from your bank

account Inform GEPF if any personal information changes via
/864



Divorce — you do not have to make your pension part of the
divorce even if you are married in community of property.
Payouts have changed - contact Service Centre if you want to
know more.

Medical subsidy — you should have worked for the state (it's not
pension contributing years that count)

You can AND may resign when you turn 65 — no law obliges you
to resign a month before 65 if you want to withdraw all your
money from the fund.

2102 — must fill in the employers — not the employee.

Please visit GEPF's welb for latest forms and information.

MAIN:- PLEASE REFER ALL PENSION ENQUIRIES TO THE SERVICE
CENTRE

S O12 023 1333 )
O O 0761271921 DIENSSENTRUM
P SERVICE CENTRE

HPecansewelare

AO



It is important that you as a member understand the different tax implications when
benefits are paid. As a member of GEPF, any benefits which you have accrued prior to
1 March 1998 will be tax free. Any benefits accrued since then will be taxed.

zs O HWantOnsGeeOm



S|[=dly
www.gepf.co.za

enquiries@gpaa.gov.za
Call center - 0800 11 7669

HOOFKANTOOR

Privaatsak X63, Pretoria, 0001
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