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DEPARTMENTAL HEAD MANAGEMENT PLAN: MISS. VIVIERS
 2025
TERM 3
	[bookmark: _Hlk157582594]ITEMS 
	STARTING DATE
	END DATE
	TARGET GROUP
	RESPONSIBILITY
	INDICATOR
	PROGRESS
	RECOMMENDATIONS/ COMMENTS

	Subject Meeting / Grade Meeting
	EVERY FRIDAY
	EVERY FRIDAY
	Educators
Grade R- 3
	GRADE HEAD
	Invitation, Minutes
Attendance
	
	

	SMT Meeting
	22/07/2025
	22/07/2025
	SMT MEMBERS
	PRINCIPAL
DEPUTY PRINCIPALS
DEPARTMENTAL
HEAD

	Invitation, Minutes
Attendance
	
	

	Staff Meeting
	22/07/2025
	22/07/2025
	Educators
Grade R- 3
	PRINCIPAL
DEPARTMENTAL
HEAD
EDUCATORS
	Invitation, Minutes
Attendance 
	
	

	Phase Meeting
	24/07/2025
	24/07/2025
	EDUCATORS
Grade R-3
	DEPARTMENTAL HEAD
	Invitation, Minutes
Attendance
	
	

	Monitoring lesson plan (2 weeks) Week 3 & 4
	24/07/2025
	24/07/2025
	Educators responsible for ENG HL & AFR FAL
	DEPARTMENTAL HEAD
	Monitoring 
Tool
	
	

	Subject Meeting (ENG HL & AFR FAL)

	28/07/2025
English
29/07/2025
Afrikaans
	29/07/2025

	Educators
Grade R-3
LANGUAGES
	DEPARTMENTAL
HEAD
	Invitation, Minutes
Attendance
	
	

	Control of subject and Educator’s files
	31/07/2025

	31/07/2025

	Educators
Grade R- 3
	DEPARTMENTAL
HEAD
	Monitoring 
Tool
	
	

	Parent meeting - 17:00 & Parent evening - 18:00
	30/07/2025

	30/07/2025

	Educators
Grade R-3
PARENTS
	DEPARTMENTAL
HEAD
PRINCIPAL
CLASS MANAGERS
	Attendance register 
Reports
	
	

	Submission of curriculum coverage
	Gr R-28/07/2025
Gr 1- 29/07/2025
Gr 2-30/07/2025
Gr 3-31/07/2025
	31/07/2025

	EDUCATORS
Grade R-3 
	DEPARTMENTAL
HEAD
	Monitoring tool
	
	

	Control of learner’s books
	Gr R-28/07/2025
Gr 1- 29/07/2025
Gr 2-30/07/2025
Gr 3-31/07/2025
	31/07/2025

	Grade R-3 LEARNERS
	DEPARTMETAL HEAD
	Monitoring 
Tool 
	
	

	Pre - Moderation of Formal Assessments
	Gr R-05/08/2025
Gr 1- 06/08/2025
Gr 2-07/08/2025
Gr 3-08/08/2025
	08/08/2025



	Educators
Grade R-3
	DEPARTMENTAL
HEAD
	Monitoring tool
	
	

	Control of educator’s files and Planning
	Gr R-18/08/2025
Gr 1- 19/08/2025
Gr 2-20/08/2025
Gr 3-21/08/2025
	21/08/2025
	Educators 
Grade R-3
	DEPARTMENTAL
HEAD
	Monitoring 
Tool
	
	

	Formal assessments & POA
	18/08/2025
	19/09/2025
	Educators 
Grade R-3
	DEPARTMENTAL 
HEAD 
	Monitoring 
Tool
	
	

	Monitoring lesson plan (2 weeks) Week 5,6 &7
	31/07/2025

	31/07/2025

	Educators
Grade R - 3
	DEPARTMENTAL
HEAD
	Monitoring 
Tool
	
	

	Monitoring lesson plan (2 weeks) Week 8,9,10, 11 & 12
	07/08/2025
	07/08/2025
	Educators
Grade R -3
	DEPARTMENTAL 
HEADS
	Reports, Monitoring 
Tool
	
	

	Curriculum Coverage & Item Analysis
	Gr R-25/08/2025
Gr 1- 26/08/2025
Gr 2-27/08/2025
Gr 3-28/08/2025
	29/08/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS
	Progress
Reports
	
	

	Control Of Learners Books
	Gr R-25/08/2025
Gr 1- 26/08/2025
Gr 2-27/08/2025
Gr 3-28/08/2025
	29/08/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS
	Progress
Reports
	
	

	Curriculum Coverage & Item Analysis
	Gr R-24/09/2025
Gr 1- 25/09/2025
Gr 2-26/09/2025
Gr 3-29/09/2025
	29/09/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS
	Progress
Reports
	
	

	Control Of Learners Books
	Gr R-24/09/2025
Gr 1- 25/09/2025
Gr 2-26/09/2025
Gr 3-29/09/2025
	29/09/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS
	Progress
Reports
	
	

	Submission of SIP
	22/09/2025
	26/09/2025
	Educators
Grade R-3
	DEPARTMENTAL
HEAD
EDUCATORS
	Reports, Monitoring 
Tool
	
	

	Post Moderation of Formal Assessments
	Gr R-22/09/2025
Gr 1- 23/09/2025
Gr 2-24/09/2025
Gr 3-25/09/2025
	25/09/2025
	Educators
Grade 1-3
	DEPARTMENTAL 
HEADS
	Reports, Monitoring 
Tool
	
	

	Capturing Of Marks SASAMS
	22/09/2025
	26/09/2025
	Educators
Grade R-3
	DEPARTMENTAL 
HEADS
	Reports
	
	

	Verification Of Marks
	29/09/2025
	03/10/2025
	Educators
Grade R-3
	DEPARTMENTAL HEAD
	Reports
	
	

	Signing Of Learners Reports
	29/09/2025
	03/10/2025
	Educators
Grade R-3
	DEPARTMENTAL HEAD
	Reports
	
	

	Issuing Of Learners Report & Closing
	29/09/2025
	03/10/2025
	Grade R- 3
	DEPUTY
DH
	Mark sheets
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CURRICULUM MANAGEMENT PLAN: ENGLISH HOME LANGUAGE AND AFRIKAANS FAL
 2025
TERM 3
	ITEMS 
	STARTING DATE
	END DATE
	TARGET GROUP
	RESPONSIBILITY

	Subject Meeting / Grade Meeting
	EVERY FRIDAY
	EVERY FRIDAY
	Educators
Grade R- 3
	GRADE HEAD

	SMT Meeting
	22/07/2025
	22/07/2025
	SMT MEMBERS
	PRINCIPAL
DEPUTY PRINCIPALS
DEPARTMENTAL
HEAD


	Staff Meeting
	22/07/2025
	22/07/2025
	Educators
Grade R- 3
	PRINCIPAL
DEPARTMENTAL
HEAD
EDUCATORS

	Phase Meeting
	24/07/2025
	24/07/2025
	EDUCATORS
Grade R-3
	DEPARTMENTAL HEAD

	Monitoring lesson plan (2 weeks) Week 3 & 4
	24/07/2025
	24/07/2025
	Educators responsible for ENG HL & AFR FAL
	DEPARTMENTAL HEAD

	Subject Meeting (ENG HL & AFR FAL)

	28/07/2025
English
29/07/2025
Afrikaans
	29/07/2025

	Educators
Grade R-3
LANGUAGES
	DEPARTMENTAL
HEAD

	Control of subject and Educator’s files
	31/07/2025

	31/07/2025

	Educators
Grade R- 3
	DEPARTMENTAL
HEAD

	Parent meeting - 17:00 & Parent evening - 18:00
	30/07/2025

	30/07/2025

	Educators
Grade R-3
PARENTS
	DEPARTMENTAL
HEAD
PRINCIPAL
CLASS MANAGERS

	Submission of curriculum coverage
	Gr R-28/07/2025
Gr 1- 29/07/2025
Gr 2-30/07/2025
Gr 3-31/07/2025
	31/07/2025

	EDUCATORS
Grade R-3 
	DEPARTMENTAL
HEAD

	Control of learner’s books
	Gr R-28/07/2025
Gr 1- 29/07/2025
Gr 2-30/07/2025
Gr 3-31/07/2025
	31/07/2025

	Grade R-3 LEARNERS
	DEPARTMETAL HEAD

	Pre - Moderation of Formal Assessments
	Gr R-05/08/2025
Gr 1- 06/08/2025
Gr 2-07/08/2025
Gr 3-08/08/2025
	08/08/2025



	Educators
Grade R-3
	DEPARTMENTAL
HEAD

	Control of educator’s files and Planning
	Gr R-18/08/2025
Gr 1- 19/08/2025
Gr 2-20/08/2025
Gr 3-21/08/2025
	21/08/2025
	Educators 
Grade R-3
	DEPARTMENTAL
HEAD

	Formal assessments & POA
	18/08/2025
	19/09/2025
	Educators 
Grade R-3
	DEPARTMENTAL 
HEAD 

	Monitoring lesson plan (2 weeks) Week 5,6 &7
	31/07/2025

	31/07/2025

	Educators
Grade R - 3
	DEPARTMENTAL
HEAD

	Monitoring lesson plan (2 weeks) Week 8,9,10, 11 & 12
	07/08/2025
	07/08/2025
	Educators
Grade R -3
	DEPARTMENTAL 
HEADS

	Curriculum Coverage & Item Analysis
	Gr R-25/08/2025
Gr 1- 26/08/2025
Gr 2-27/08/2025
Gr 3-28/08/2025
	29/08/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS

	Control Of Learners Books
	Gr R-25/08/2025
Gr 1- 26/08/2025
Gr 2-27/08/2025
Gr 3-28/08/2025
	29/08/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS

	Curriculum Coverage & Item Analysis
	Gr R-24/09/2025
Gr 1- 25/09/2025
Gr 2-26/09/2025
Gr 3-29/09/2025
	29/09/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS

	Control Of Learners Books
	Gr R-24/09/2025
Gr 1- 25/09/2025
Gr 2-26/09/2025
Gr 3-29/09/2025
	29/09/2025
	Educators
Grade 1- 3
	DEPARTMENTAL 
HEADS

	Submission of SIP
	22/09/2025
	26/09/2025
	Educators
Grade R-3
	DEPARTMENTAL
HEAD
EDUCATORS

	Post Moderation of Formal Assessments
	Gr R-22/09/2025
Gr 1- 23/09/2025
Gr 2-24/09/2025
Gr 3-25/09/2025
	25/09/2025
	Educators
Grade 1-3
	DEPARTMENTAL 
HEADS

	Capturing Of Marks SASAMS
	22/09/2025
	26/09/2025
	Educators
Grade R-3
	DEPARTMENTAL 
HEADS

	Verification Of Marks
	29/09/2025
	03/10/2025
	Educators
Grade R-3
	DEPARTMENTAL HEAD

	Signing Of Learners Reports
	29/09/2025
	03/10/2025
	Educators
Grade R-3
	DEPARTMENTAL HEAD

	Issuing Of Learners Report & Closing
	29/09/2025
	03/10/2025
	Grade R- 3
	DEPUTY
DH
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