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QUALITY MANAGEMENT SYSTEM (QMS)
FOR SCHOOL-BASED EDUCATORS


ELRC COLLECTIVE AGREEMENT NO.2 OF 2020


PERFORMANCE STANDARDS


QMS Flow Chart1.	 INTRODUCTION
The Quality Management System (QMS) is a performance management system for school-based educators designed to measure the 
performance of educators in line with their respective roles and responsibilities. The QMS replaces the Integrated Quality Management 
System (IQMS), which has been streamlined and re-branded to provide a clear and coherent framework for teacher appraisal.


2.	 PURPOSE
To enhance educator efficiency, effectiveness and good performance


3.	 ROLES AND RESPONSIBILITIES
3.1	 Principal


•	 Ensures that every educator has access to the QMS instrument and any other relevant documents
•	 Ensures that the QMS is implemented uniformly and effectively


3.2	 School Management Team (SMT)
•	 Conducts Performance Appraisals of educators, including classroom observations, and keeps records thereof


3.3	 Educator
•	 Conducts a self-appraisal prior to being appraised by the immediate supervisor
•	 Allows the immediate supervisor to conduct lesson observations and shall keep relevant evidence for the appraisal process


3.4	 Resource Person
•	 The resource person is an educator who may be requested by the appraisee to assist in the appraisal process through 


provision of subject or other relevant expertise


3.5	 The Circuit Manager
•	 Manages the performance of principals in a consultative, supportive and non-discriminatory manner to enhance school 


efficiency and accountability
• 	 Agrees on a work plan with the principal with clear annual targets and performance indicators


website website facebook twitter
https://www.elrc.org.za/ www.education.gov.za www.facebook.com/BasicEd www.twitter.com/dbe_sa
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		Annexure A 1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATOR: POST LEVEL 1



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		Dludla 

		First names 

		Khanyisile Tobi



		Designation

		Educator 

		Persal number

		



		Highest Qualification

		Bed

		Specialization in subject domain

		English, Social Sciences and N.S.



		Grade / Subjects taught during current appraisal year

		English







2. APPRAISER



		Surname

		Ngcobo 

		First names 

		Zanele Grace



		Designation

		Departmental Head

		Persal number

		61186881







3. SCHOOL



		Name of school

		Eshane Primary

		Province

		KZN



		Circuit/district

		Umvozana 

		Principal’s name

		Khumalo Z.A.



		Telephone

		0724995717

		Cell No

		0727765823









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Administrative duties



		Other: (Please specify)





		Involved in teaching and assessing 3 subjects in grade 5.















		Soccer, netball, choral music

		Marking of class register, recording of learner marks

		N/A









	











SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total                                                                                                             21

		

		





Comments:

		Mid-year

		Annual



		The classroom is well managed.



		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total                                                                                                        29

		

		





Comments:

		Mid-year

		Annual



		There are areas of development,



		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total                                                                                                       16

		

		





Comments:

		Mid-year

		Annual



		She is able to give feedback to learners.







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self-reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop - colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3



		4



		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3



		4

		

		1

		2

		3

		4



		Total                                                                                                      23

		

		





Comments:

		Mid-year

		Annual



		The educator has good relations.







		









		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total                                                                                                      07

		

		





Comments:

		Mid-year

		Annual



		She participates in extramural activities. 





		









5. Overall remarks:



5.1 Educator’s comments on the appraisal 



		Mid-Year

		Annual



		There are areas I need to improve on.





		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		The educator has positive work ethics, though she needs to improve in some areas.

A



		







5.3 Resource person’s comments (Optional)

 

		Mid-Year

		Annual



		N/A





		







5.4 Principal’s comments



		Mid-Year

		Annual



		Mrs. Dludla has displayed some level of professionalism, yet she needs to improve on some areas of her work.







		





















6.  Recommendations



		Mid-Year

		Annual



		She needs to keep accurate LTSM records.















		







7. Signatures



		

		Mid-Year



		Name



		Magwaza F.N.

		Ngcobo Z.G.

		

		Khumalo Z.A.



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person 

		

Principal



		

Signature

		

		

		

		



		

Date

		30/06/24

		30/06/24

		

		20/06/24







		

		Annual



		

Name

		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP
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Annexure B 2



QUALITY MANAGEMENT SYSTEM (QMS)

DEPARTMENTAL HEAD: POST LEVEL 2



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		PERSAL number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		PERSAL number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self-reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		











		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THE CURRICULUM







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Conducts regular classroom visits to provide support and development to educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors class attendance by educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Controls educators’ work (checks preparations, quality of tests, marking of tasks, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Moderates learners’ tasks by checking books regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Assesses performance of educators regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Organizes workshops and training sessions for educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Equipment and furniture are kept in good condition and is working (e.g. computers, photocopiers, projectors, tables, chairs, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Infrastructure is well maintained (clean wall, doors, door handles, window panes, playing grounds, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		New policies are developed, implemented and reviewed 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		









Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Educator’s comments on the appraisal 

		Mid-Year

		Annual



		











		









5.2 Appraiser’s comments

		Mid-Year

		Annual



		











		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		











		









5.4 Principal’s comments

		Mid-Year

		Annual



		













		











6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/ Deputy Principal

		Resource person

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		

		Annual



		Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/Deputy Principal

		Resource person

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP
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		Annexure A 1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATOR: POST LEVEL 1



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		Dludla 

		First names 

		Khanyisile Tobhi



		Designation

		Educator 

		Persal number

		63975319



		Highest Qualification

		Bed 

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		English and Life Skills	







2. APPRAISER



		Surname

		Ngcobo 

		First names 

		Z.G.



		Designation

		D.H.

		Persal number

		61186881







3. SCHOOL



		Name of school

		Eshane Primary

		Province

		KZN



		Circuit/district

		Umzinyathi 

		Principal’s name

		Khumalo Z.A.



		Telephone

		0743210850

		Cell No

		0743210850









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Administrative duties



		Other: (Please specify)





		

Teaching and assessing grade 5 learners.













		Netball, music, and soccer

		Marking of registers

		





















SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total     21

		

		





Comments:

		Mid-year

		Annual



		To maintain good relations with learners that will keep the class disciplined and tidy.





		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Set s appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total  33

		

		





Comments:

		Mid-year

		Annual



		



		















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3



		4



		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3 



		

4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total  15

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self- reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total  26

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3



		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total  09

		

		





Comments:

		Mid-year

		Annual



		To manage and keep good care of equipment.









		









5. Overall remarks:



5.1 Educator’s comments on the appraisal 



		Mid-Year

		Annual



		My classroom is always organized, and lessons start on time 







		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		







		







5.3 Resource person’s comments (Optional)

 

		Mid-Year

		Annual



		







		







5.4 Principal’s comments



		Mid-Year

		Annual



		







		





















6.  Recommendations



		Mid-Year

		Annual



		













		







7. Signatures



		

		Mid-Year



		Name



		Dludla K.T.

		Ngcobo Z.G.

		N/A

		Khumalo Z.A.



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person 

		

Principal



		

Signature

		

		

		

		



		

Date

		23/05/25

		25/05/25

		

		23/06/25







		

		Annual



		

Name

		

		

		

		



		

Designation

		

Educator

		

Appraiser/ Departmental Head

		

Resource Person

		

Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP
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Annexure B 2



QUALITY MANAGEMENT SYSTEM (QMS)

DEPARTMENTAL HEAD: POST LEVEL 2



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Educator to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT







		Criterion 1: Learning and teaching environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement promotes effective teaching and learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Classroom Management

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in class

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: Knowledge of subject

		Mid-Year 

		

		Annual 



		a.

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Planning and presentation 

		

		

		



		a.

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of work schedule

		

		

		

		

		

		

		

		

		



		a.

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







			















		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT AND ACHIEVEMENT







		Criterion 1: Feedback to learners 

		Mid-Year 

		

		Annual 



		a.

		Assessment tasks are marked and returned to learners timeously

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Feedback is meaningful and regular 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		

		

		

		

		



		a.

		Uses different forms of assessment in line with CAPS to test learner performance

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Intervention strategies accommodates learners with various learning abilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and achievement

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Engages in on-going self-reflection and has set clear targets for development

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		[bookmark: _GoBack]Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Educator professionalism

		

		

		

		

		

		

		

		

		



		a.

		Comes to school regularly and on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always neatly dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts lessons as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. marking, learner report cards, schedules, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school development and advancement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		







Comments:

		Mid-year

		Annual



		







		











		5.

		PERFORMANCE STANDARD 5

		EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION







		Criterion 1: Participation in extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Keeps updated inventory/register of equipment under his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Manages and takes good care of equipment and facilities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THE CURRICULUM







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Conducts regular classroom visits to provide support and development to educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors class attendance by educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Controls educators’ work (checks preparations, quality of tests, marking of tasks, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Moderates learners’ tasks by checking books regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Assesses performance of educators regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Organizes workshops and training sessions for educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Equipment and furniture are kept in good condition and is working (e.g. computers, photocopiers, projectors, tables, chairs, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Infrastructure is well maintained (clean wall, doors, door handles, window panes, playing grounds, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		1

		2

		3

		4

		

		1

		2

		3

		4



		





		

		

		

		

		

		

		

		

		

		



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		New policies are developed, implemented and reviewed 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		









Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Educator’s comments on the appraisal 

		Mid-Year

		Annual



		











		









5.2 Appraiser’s comments

		Mid-Year

		Annual



		











		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		











		









5.4 Principal’s comments

		Mid-Year

		Annual



		













		











6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/ Deputy Principal

		Resource person

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		

		Annual



		Name

		

		

		

		



		Designation

		Educator/ Departmental Head 

		Supervisor/Principal/Deputy Principal

		Resource person

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP
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Annexure C 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

DEPUTY PRINCIPAL: POST LEVEL 3



(To be completed twice during the school year – June and November)



Section A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Deputy Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 1







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

60

		







Comments:

		Mid-year

		Annual



		















		



















		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		

NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2









		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept. of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total  

		

Maximum Score

		

40

		









Comments:

		Mid-year

		Annual



		

		















		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		









Comments:

		Mid-year

		Annual



		











		









		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		













		













		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION







		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 







		Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

40

		







Comments:

		Mid-year

		Annual



		









		







		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		8

		







Comments :

		Mid-year

		Annual



		











		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

8

		







Comments:

		Mid-year

		Annual



		











		







5. Overall Remarks



5.1 Deputy Principal’s comments on the appraisal 



		Mid-Year

		Annual



		











		







5.2 Resource person’s comments on the appraisal (Optional)



		Mid-Year

		Annual



		











		





5.3 Principal’s comments



		Mid-Year

		Annual



		











		









6. Recommendations (Principal)



		Mid-Year

		Annual



		















		









7. SIGNATURES



		Mid-Year



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		Annual



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		



SCHOOL STAMP
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										Annexure D 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

PRINCIPAL: POST LEVEL 4



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		Khumalo

		First names 

		Zwelibanzi Albert



		Designation

		

		Persal number

		



		Highest Qualification

		SPTD

		Specialization in subject domain

		History, IsiZulu, Afrikaans, 



		Grade / Subjects taught during current appraisal year

		Grade 6 Social Sciences







2. APPRAISER



		Surname

		Ximba 

		First names 

		I.B.



		Designation

		Circuit Manager

		Persal number

		







3. SCHOOL



		Name of school

		Eshane Primary

		Province

		KZN



		Circuit/district

		Umvozana 

		Principal’s name

		Khumalo Z.A.



		Telephone

		0825043615

		Cell No

		0743210850









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		Teaching Social Science in grade 6. Assessing learners and helping those with learning difficulties















		Coaching athletics (sprinters)

		Handling of correspondence at school. Manages the use of LTSM. Keeping of school records. Manage all staff members (leaves), 

		Serve the SGB.





















SECTION B: APPRAISAL



Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		NB:  Performance Standard 1 constitutes:

· 40% of the overall score for Principals (P 1A) who teach 30% or more of the scheduled teaching time, and

· 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.

· Appraisal to be based on all descriptors.







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement



		1

		2

		3

		4



		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		

3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		

		4

		

		1

		2

		3

		4



		

		

		

		

		

		

		

		

		

		

		



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score                  40

		60

		







Comments:

		Mid-year

		Annual



		The school needs to gradually introduce ITC in teaching. I also have to encourage PLC committees to be more active.

                                  

		















		NB:  Performance Standards 2 - 7 constitute:

· 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and

· 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.







		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score          39

		

52

		









Comments:

		Mid-year

		Annual



		I need to improve in making sure the safety and security committee is functional.



		













		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper  conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score  31

		



		















Comments:

		Mid-year

		Annual



		I still have to improve in managing the implementation of the LTSM (retrieval) policy.





		



		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		NB: Appraisal to be based on all descriptors.







		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total         26

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		I still have to craft and manage staff development activities

		















		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION





 

		NB: Appraisal to be based on all descriptors.







		ELEMENTS

Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total         43

		

Maximum Score

		

56

		











Comments:

		Mid-year

		Annual



		I need to make sure all correspondences are accurately managed.



		



		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed regarding any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total              15

		

Maximum Score

		

20

		







Comments :

		Mid-year

		Annual



		I have to improve in managing both staff and learner discipline.





		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		NB: 4 out of 5 descriptors to be selected for appraisal







		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total                  15

		Maximum Score

		16

		









Comments:

		Mid-year

		Annual



		 The sports committee needs more support from my office









		







5. Overall Remarks



5.1 Appraisee’s (Principal) comments on the appraisal 



		Mid-Year

		Annual



		

There are areas I still need to improve on







		







5.2 Resource persons’ comments on the appraisal (Optional)



		Mid-Year

		Annual



		0OL





		







5.3 Appraiser’s (Circuit Manager) comments



		Mid-Year

		Annual



		









		







6. Recommendations (Circuit Manager)



		Mid-Year

		Annual



		











		























7. SIGNATURES



		

		Mid-Year



		

Name

		Khumalo Z.A.

		

		Ximba I.B.



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		30/06/24

		

		30/06/24









		

		Annual

		



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		



CIRCUIT / DISTRICT STAMP
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Annexure C 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

DEPUTY PRINCIPAL: POST LEVEL 3



(To be completed twice during the school year – June and November)



Section A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in subject domain

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		









SECTION B: APPRAISAL



Deputy Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 1







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict in order to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

60

		







Comments:

		Mid-year

		Annual



		















		



















		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		

NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2









		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept. of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total  

		

Maximum Score

		

40

		









Comments:

		Mid-year

		Annual



		

		















		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies with regard to assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		









Comments:

		Mid-year

		Annual



		











		









		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		      NB:   Appraisal to be conducted on all descriptors in Performance Standard 3









		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		













		













		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION







		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 







		Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

40

		







Comments:

		Mid-year

		Annual



		









		







		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed with regard to any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		8

		







Comments :

		Mid-year

		Annual



		











		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		

NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 









		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

8

		







Comments:

		Mid-year

		Annual



		











		







5. Overall Remarks



5.1 Deputy Principal’s comments on the appraisal 



		Mid-Year

		Annual



		











		







5.2 Resource person’s comments on the appraisal (Optional)



		Mid-Year

		Annual



		











		





5.3 Principal’s comments



		Mid-Year

		Annual



		











		









6. Recommendations (Principal)



		Mid-Year

		Annual



		















		









7. SIGNATURES



		Mid-Year



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		Annual



		

Name

		

		

		



		

Designation

		

Deputy Principal

		

Resource person

		

Principal



		

Signature

		

		

		



		

Date

		

		

		









		



SCHOOL STAMP























		1
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										Annexure D 2

QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

PRINCIPAL: POST LEVEL 4



(To be completed twice during the school year – June and November)



SECTION A: EDUCATOR AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		Khumalo

		First names 

		Zwelibanzi Albert



		Designation

		Principal 

		Persal number

		



		Highest Qualification

		SPTD

		Specialization in subject domain

		Social Sciences



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		Ngcobo 

		First names 

		Zanele Grace



		Designation

		Dept. Head

		Persal number

		







3. SCHOOL



		Name of school

		Eshane Primary

		Province

		KZN



		Circuit/district

		Umvozana 

		Principal’s name

		Khumalo Z.A.



		Telephone

		0743210850

		Cell No

		0743210850









4. EDUCATOR’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Teaching and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		

Teaching and assessing grade 6 learners (Social Sciences)













		Athletics coach

		Managing 

		





















SECTION B: APPRAISAL



Principal to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		LEADING THE LEARNING SCHOOL







		NB:  Performance Standard 1 constitutes:

· 40% of the overall score for Principals (P 1A) who teach 30% or more of the scheduled teaching time, and

· 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.

· Appraisal to be based on all descriptors.







		Criterion 1: Classroom teaching

		Mid-Year

		

		Annual



		a.

		Learning and teaching environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Classroom Management

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Knowledge of subject

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Planning and presentation

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Management of work schedule

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Record keeping

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		Feedback to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		h.

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		

		1

		2

		3

		4



		i.

		Learner progress and achievement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2 Support for the learning school

		

		

		

		

		

		

		

		

		



		a.

		Enlists the support of parents and community members as partners in learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Communicates (provides feedback) with all stakeholders on the academic performance of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Motivates learners to achieve academically 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Ensures that there are functional curriculum structures in the school.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes ICT learning

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		 Manages conflict to maintain a healthy teaching and learning environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		60

		







Comments:

		Mid-year

		Annual



		I need to work more in managing conflict.



		















		NB:  Performance Standards 2 - 7 constitute:

· 60% of the overall score for Principals (P 1A) who teach 30% or more of the scheduled teaching time, and

· 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.







		2.

		PERFORMANCE STANDARD 2

		SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Planning

		Mid-Year

		

		Annual



		a.

		School has developed vision and mission statements which are relevant (to the school community) and achievable.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Implementation of school improvement plan (SIP)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that school has a safe and secure environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Implements transparent decision-making structures – accepts responsibility for decisions taken

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that planning is based on data collected on a range of school activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Planning is done on time

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

		School analyses results of various forms of assessment and sets clear targets for improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: School Governing Body and the broader school community

		

		

		

		

		

		

		

		

		



		a.

		Ensures that the school has a functioning SGB

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Informs the SGB about policy and legislation

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Networks with the community and builds partnerships to support the development of the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Liaises with relevant government departments (e.g. Dept of Health) as required

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

52

		









Comments:

		Mid-year

		Annual



		









		













		3.

		PERFORMANCE STANDARD 3

		MANAGING QUALITY AND SECURING ACCOUNTABILITY







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Securing accountability

		Mid-Year

		

		Annual



		a.

		Ensures safekeeping of all movable and immovable assets

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that LTSMs are used effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		A textbook retrieval system is in place and is properly implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Leads and monitors the work of the School Management Team

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Addresses unprofessional and improper conduct of educators and learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2:  Managing the quality of teaching and learning

		

		

		

		

		

		

		

		

		



		a.

		Follows departmental policies about assessment administration (e.g. NSC, SBA)

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors marking and moderation of learner assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that efficient systems are in place for examinations / assessments

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Promotes (provides leadership) and monitors school learner intervention strategies

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

44

		







Comments:

		Mid-year

		Annual



		









		



		4.

		PERFORMANCE STANDARD 4

		DEVELOPING AND EMPOWERING SELF AND OTHERS







		NB: Appraisal to be based on all descriptors.







		Criterion 1:  Staff

		Mid-Year

		

		Annual



		a.

		Staff training programmes planned and implemented

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Monitors staff appraisal and verifies evidence

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Conducts classroom observations to provide support and development of educators

		1

		2

		3

		4

		

		1

		2

		3

		4



		g.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Self

		

		

		

		

		

		

		

		

		



		a.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

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

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

36

		







Comments:

		Mid-year

		Annual



		

















		















		5.

		PERFORMANCE STANDARD 5

		MANAGING THE SCHOOL AS AN ORGANISATION





 

		NB: Appraisal to be based on all descriptors.







		ELEMENTS

Criterion 1:  Financial Management

		Mid-Year

		

		Annual



		a.

		Manages school’s finances in terms of applicable legislation (SASA) and policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides the necessary guidance to the SGB  i.t.o finances

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Follows protocols in developing the school budget

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Takes all reasonable steps to prevent financial mismanagement and corruption

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Supports school’s fundraising efforts

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: General institutional management and administration

		

		



		a.

		Maintains a log book containing a record of important events at the schools

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that systems are in place for the management of all correspondence

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that sensitive information on learners and teachers are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Maintains a filing and storage system

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Submits reports to the department / districts in terms of national and provincial policies

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of infrastructure

		

		



		a.

		Uses existing resources and physical infra-structure optimally

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Monitors use and safekeeping of all movable and immovable assets in the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Makes regular physical infrastructure inspections 

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		School buildings, ablutions facilities and grounds are properly maintained

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

56

		







Comments:

		Mid-year

		Annual



		



		



		6.

		PERFORMANCE STANDARD 6

		MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL







		NB: Appraisal to be based on all descriptors.







		Criterion 1: Managing human resources (educators and support staff) in the school

		Mid-Year

		

		Annual



		a.

		Makes every effort to fill vacant posts in terms of departmental policy

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Assists staff members with solving conditions of service problems

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures that a positive labour environment exists at the school

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Ensures that prescribed procedures are followed regarding any disciplinary action

		1

		2

		3

		4

		

		1

		2

		3

		4



		

Total

		

Maximum Score

		

20

		







Comments :

		Mid-year

		Annual



		







		







		7.

		PERFORMANCE STANDARD 7

		MANAGEMENT AND ADVOCACY OF EXTRA-MURAL ACTIVITIES







		NB: 4 out of 5 descriptors to be selected for appraisal







		Criterion 1: Management and advocacy of extra-mural activities

		Mid-Year

		

		Annual



		a.

		Ensures that the school offers extra-mural activities to its learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Encourages and supports learners to take part in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Ensures educator participation in extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Oversees organisation of extra-mural activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Involves community with extra-mural activities, where applicable

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		Maximum Score

		16

		









Comments:

		Mid-year

		Annual



		









		







5. Overall Remarks



5.1 Appraisee’s (Principal) comments on the appraisal 



		Mid-Year

		Annual



		









		







5.2 Resource persons’ comments on the appraisal (Optional)



		Mid-Year

		Annual



		

 







		







5.3 Appraiser’s (Circuit Manager) comments



		Mid-Year

		Annual



		









		







6. Recommendations (Circuit Manager)



		Mid-Year

		Annual



		











		























7. SIGNATURES



		

		Mid-Year



		

Name

		Khumalo Z.A.

		N/A

		Ximba I.B.



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		30/06/25

		

		30/06/25









		

		Annual

		



		

Name

		

		

		



		

Designation

		

Appraisee (Principal)

		

Resource person

		

Appraiser (Circuit Manager)



		

Signature

		

		

		



		

Date

		

		

		









		



CIRCUIT / DISTRICT STAMP
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Annexure A 2

QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: PL 1 EDUCATOR

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



		Educator 

		

		Date

		



		Persal Number

		

		School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		EDUCATOR SCORE



		1. Creation of a positive learning and teaching environment

		28

		



		2. Curriculum knowledge, lesson planning and presentation

		48

		



		3. Learner assessment and achievement

		28

		



		4. Professional development

		36

		



		5. Extra-mural and co-curricular participation  

		12

		



		FINAL SCORE

		152

		



		PERCENTAGE (Educator Score ÷ 152) x 100 =

		                %







Comments:

		















I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		

Appraisee/Educator

		

		



		

		Appraiser/Head of department

		

		



		[bookmark: _GoBack]



		Resource person (if applicable)

		

		



		VALIDATED BY:



		

		

Principal

		

		











		

SCHOOL STAMP
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[bookmark: _Hlk184319463]Annexure B 3



QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

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



		Educator 

		Ngcobo Z.G.

		Date

		08/11/24



		Persal Number

		61186881

		School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		EDUCATOR SCORE



		1. Creation of a positive learning and teaching environment

		28

		17



		2. Curriculum knowledge, lesson planning and presentation

		48

		26



		3. Learner assessment and achievement

		28

		16



		4. Professional development

		36

		21



		5. Extra-mural and co-curricular participation  

		12

		07



		6. Management of the curriculum

		76

		63



		FINAL SCORE

		228

		150



		PERCENTAGE (Educator Score ÷ 228) x 100  =

		 66 %







Comments:

		

Needs to be more active in other codes of sports









I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		Ngcobo Z.G.

		Educator/          Departmental Head 

		

		08/11/24



		Ngubane B.A.

		Supervisor/Principal/Deputy Principal

		

		08/11/24



		

N/A

		

Resource person (if applicable)

		

		



		VALIDATED BY:



		Khumalo Z.A.

		

Principal

		

		11/11/24







		

SCHOOL STAMP
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PL1 Calculator

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR

		Calculator for PL 1

		Educator

		School Name



		No. 		Performance Standard				Maximum Score		Educator's Score

		1		Creation of positive learning and teaching environment				28

		2		Curriculum knowlegde, lesson planning and presentation				48

		3		Learner assessement and achievement				28

		4		Professional development				36

		5		Extra-mural and co-curricular participation				12

		Final Score						152		0

		Percentage (Educator Score ÷ 152) x 100  =								0%
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PL2 Calculator

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

		Calculator for PL 2

		Educator

		School Name



		No. 		Performance Standard				Maximum Score		Educator's score

		1		Creation of a positive learning and teaching environment				28

		2		Curriculum, knowledge, lesson planning and presentation				48

		3		Learner assessment and achievement				28

		4		Professional development				36

		5		Extra-mural and co-curricular participation				12

		6		Management of the curriculum				76

		Final Score						228		0

		Percentage (Educator Score ÷ 228) x 100  =								0%
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Cover Sheet

		APPRAISAL INSTRUMENT (Post Level 1) Educators



		1		INTRODUCTION 

		1.1		The performance appraisal of an educator (Post Level 1) must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		The two appraisals are conducted as follows: 
○ Mid-year, and
○ Annual

		2		THE INSTRUMENT

		2.1		The QMS instrument (Annexure A 1) must be completed for each educator on post    level 1.

		2.2		The instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.3		The instrument consists of 5 Performance Standards

		2.4		The Performance Standards in the instrument form the core elements of the job      description for educators.

		2.5		The criteria form the key deliverables for each Performance Standard.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		When completing the instrument, the appraiser/supervisor must use the rating guide which provides the elements for the key descriptors for ratings that range from 1 – 4.

		2.8		2.8	A rating that is less than the desired outcome will be influenced by the following factors:

				○There is no or insufficient evidence of a particular desired activity

				○The desired activity is infrequent

				○The desired activity is frequent but of poorer quality than desired;

				○The desired activity is infrequent and of poor quality; and

				○The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude



		3		PERFORMANCE STANDARDS

		Table 1 below shows the Performance Standards, the criteria and the desired outcomes for PL 1 educators

		TABLE 1: PERFORMANCE STANDARDS AND CRITERIA FOR PL 1 EDUCATORS 

				Performance Standard		Criteria				The desired outcome

		1		Creation of a positive learning environment		Learning and teaching environment				The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.

						Classroom Management				Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.

		2		Curriculum knowledge, lesson planning and presentation		Knowledge of subject				Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.

						Planning and presentation				Effective use of planning instruments leads towards a higher form of learning/ understanding. 

						Management of work schedule				Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.

						Record keeping				Records are meticulously maintained and analysed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement

		3		Learner assessment and achievement		Feedback to learners				Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 

						Knowledge and application of forms of assessment				Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.

						Learner progress and achievement 				Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 

		4		Professional Development		Participation in Continuous      professional development				Participates fully and takes a leading role in initiating and delivering professional development activities.

						Educator professionalism				Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 

		5		Extra-mural and co-curricular participation		Participation in extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Post Level 1 Educators

		      •A 4 point rating scale is used when completing the instrument.

		Rating		Descriptor												Score
(Maximum Score = 152)		Percentage

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0-75		0%-49%

		2		Acceptable: Satisfies minimum expectations. The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												76-105		50%-69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support												106-128		70%-84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised. 												129-152		85%-100%
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Appraisal Instrument 

										Annexure A 1

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATOR: POST LEVEL 1

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHER ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: Feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and  achievement						Mid-Year		Annual

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

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engages in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop colleagues.

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table.

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc.

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		Overall Total								0



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's comments (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommandations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



		Annual		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



						SCHOOL STAMP
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Composite Score Sheet

										Annexure A 2

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 1 EDUCATOR

		(To be submitted to the District Office by the end of the 4th Quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School Name				0



		NO. 		PERFORMANCE STANDARD				MAXIMUM SCORE		EDUCATOR SCORE

		1		Creation of positive learning and teaching environment				28		0

		2		Curriculum knowledge, lesson planning and presentation				48		0

		3		Learner assessment and achievement				28		0

		4		Professional development				36		0

		5		Extra-mural and co-curricular participation				12		0

		FINAL SCORE						152		0

		PERCENTAGE (Educator Score ÷ 152) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		SIGNATURES:

		Name of Appraisee - Educator

		Signature & Date:

		Name of Appraiser/ Departmental Head 

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		VALIDATED BY :

		Principal 

		Signature & Date:



						SCHOOL STAMP
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		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 2

		DEPARTMENTAL HEAD



		1		Introduction

		1.1		The appraisal of Departmental Heads (Post Level 2) must be conducted twice during    the year, using the approved instrument provided in this section.

		1.2		1.2 The two appraisals are conducted as follows:
○ Mid-Year, and
○ Annual 

		2		QMS Workplan and instrument

		2.1		The QMS work plan (Annexure B 1) and QMS instrument (Annexure B 2) must be   completed for each Departmental Head.

		2.2		The QMS work plan and instrument should also be used for purposes of self- appraisal, the mid-year appraisal and annual appraisal. 

		2.3		All Departmental Heads are required to complete a work plan at the beginning of each evaluation cycle.

		2.4		A Departmental Head is evaluated on 6 Performance Standards;

		2.5		The Performance Standards in the instrument form the core elements of the job description for Departmental Head.

		2.6		The criteria form the key deliverables for each Performance Standard.

		2.7		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.8		A rating that is less than the desired outcome will be influenced by the following factors:

				○ There is no or insufficient evidence of a particular desired activity

				○ The desired activity is infrequent

				○ The desired activity is frequent but of poorer quality than desired;

				○ The desired activity is infrequent and of poor quality; and

				○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude

		3		PERFORMANCE STANDARDS

		Table 1 below shows the 6 Performance Standards, the criteria and the desired outcome for PL 2 educators.

		TABLE 2: PERFORMANCE STANDARDS, CRITERIA AND DESIRED OUTCOMES FOR PL 2 EDUCATORS (HODs)

		No.		Performance Standard		Criteria				The desired outcome

		1		Creation of a positive learning environment		Learning and teaching environment				The use of learning and teaching environment enables all learners to be productively engaged in individual and cooperative learning.

						Classroom Management				Time and available resources are managed to promote optimal learning and teaching for all learners. Activities are efficiently supervised. Learners work together with the educator towards the achievement of relevant learning outcomes.

		2		Curriculum knowledge, lesson planning and presentation		Knowledge of subject				Uses expert knowledge, in addition to Outcomes and Assessment Standards, to promote learner interest and research in the specific Learning Area/Subject.

						Planning and presentation				Effective use of planning instruments leads towards a higher form of learning/ understanding. 

						Management of work schedule				Excellent management of content and context within the timeframes stipulated in the Work Schedule accompanied by relevant intervention strategies.

						Record keeping				Records are meticulously maintained and analyzed to diagnose learner needs and teaching effectiveness. Records are used to adjust teaching strategies and improve learner achievement

		3		Learner assessment and achievement		Feedback to learners				Provides feedback using a variety of strategies. Uses remedial and enrichment measures that instill confidence in learners to achieve intended learning outcomes. 

						Knowledge and application of forms of assessment				Knows and uses a range of forms of assessment techniques to continuously maximise learner achievement.  Methods of assessment are used to raise the standards of teaching and learning.

						Learner Progress and achievement				Learners optimally achieve the relevant Learning Area/ Subject outcomes. Assessment results show outstanding levels of competence and achievement. 

		4		Professional development		Participation in 
Continuous professional development				Participates fully and takes a leading role in initiating and delivering professional development activities.

						Educator professionalism				Educator is exemplary and truly displays the purpose and intent of the educators’ code of professional ethics. 

		5		Extra-mural and co-curricular participation		Participation in extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.


		6		Management of curriculum 		Providing leadership, mentoring, support and development				Regular classroom visits provide clear, valuable, guidance, support and constructive feedback to educators.

						Administration of resources and records				Efficient utilization and updating of resources, furniture and equipment are in good condition and well-maintained. Policy for furniture and equipment is implemented. Register for assets are well maintained.

						Decision-making and accountability				Consults, accepts total responsibility for all decisions even if they are proved to be wrong. Decisions are often proactive rather than reactive.  Arrives at decisions creatively.

						Policy development and implementation				Policies are developed through wide consultation and according to the needs of the school. Implementation of both internal and external school policies is consistent and supports teaching and learning. Full compliance with policies at all levels

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Post Level 2 Educators

		      •A 4 point rating scale is used when completing the instrument.

		RATING		DESCRIPTOR								DEPUTY				     PERCENTAGE

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support								0 – 113				0% - 49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required								114 – 159				50% - 69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support								160 – 193				70% - 84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.								194 – 228				85% - 100%





Appraisal Instrument 

										Annexure B 2

		QUALITY MANAGEMENT SYSTEM (QMS)
DEPARTMENTAL HEAD : POST LEVEL 2

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM, KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questioned and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with NCS/CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and achievement						Mid-Year		Annual

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

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engage in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/ register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 6: MANAGEMENT OF THE CURRICULUM



		Criterion 1: Providing leadership, mentoring, support and development						Mid-Year		Annual

		a.		Conducts regular classroom visits to provide support and development to educators

		b.		Monitors class attendance by educators and learners

		c. 		Controls educators' work (checks preparations, quality of tests, marking of tasks, etc)

		d.		Moderate learners tasks by checking books regularly

		e.		Assesses performance of educators regularly and provides feedback, mentoring and support

		f.		Manages underperformance

		g.		Organizes workshops and training sessions for educators

		Sub-total								0



		Criterion 2: Administration of resources and records						Mid-Year		Annual

		a.		Equipment and furniture are kept in good condition and is working ( e.g. computers, photocopiers, projectors, tables, chairs, etc)

		b.		Infrastructure is well maintained ( clean wall, doors, door handles, window panes, playing grounds etc.)

		c. 		Budgets and records of expenditure are kept

		d.		Keeps updated inventory/register of equipment in his/her care

		e.		A filing system of all essential records is kept and updated regularly

		Sub-total								0



		Criterion 3: Decision-making and accountability						Mid-Year		Annual

		a.		Displays good planning, monitoring and evaluation skills

		b.		Takes full responsibility for decision taken, is honest and decisive

		c. 		Consults stakeholders and communicates effectively with them.

		d.		Manages conflict

		e.		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		Sub-total								0



		Criterion 4: Policy Development and implementation						Mid-Year		Annual

		a.		Key policies are in place and implemented effectively

		b.		New policies are developed, implemented and reviewed

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser's comment on the appraisal

		Mid-Year

		Annual

		5.3 Resource person's appraisal (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommendations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



		Annual		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



						SCHOOL STAMP
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Composite Score Sheet

										Annexure B 3

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: DEPARTMENTAL HEAD

		(To be submitted to the District Office by the end of the 4th Quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School				0



		No. 		Performance Standard				Maximum Score		Educator Score

		1		Creation of a positive learning and teaching environment				28		0

		2		Curriculum, knowledge, lesson planning and presentation				48		0

		3		Learner assessment and achievement				28		0

		4		Professional development				36		0

		5		Extra-mural and co-curricular participation				12		0

		6		Management of the curriculum				76		0

		Total						228		0

		PERCENTAGE (Educator Score ÷ 228) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		Name of Appraisee - Educator/ Departmental Head 

		Signature  & Date :

		Name of Appraiser - Supervisor/Principal /Deputy Principal

		Signature  & Date :

		Name of Resource Person (Optional):

		Signature  & Date

		Validated by

		Principal 

		Signature & Date:



						SCHOOL STAMP
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		Work Plan & Appraisal Instrument – Deputy Principal – PL 3
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QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: PL 4 

Principal

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



		Educator 

		Khumalo Z.A.

		Date

		13/11/24



		Persal Number

		61590339

		School

		Eshane Primary









		NO.

		PERFORMANCE STANDARD

		MAXIMUM SCORE

		PRINCIPAL’S SCORE

		PRINCIPAL’S 

SCORE as a percentage

(P 1A)

		PRINCIPAL’S 

SCORE as a percentage

(P 1B)



		

		

		P 1A or P 1B

		

		

		



		1.

		Leading the learning school                              

(Weighting: P 1A – 40%                                 

                     P 1B – 20%)                              

		

60



		(A)                 



		(A)                 





               %

		A)                 





               %



		2.

		Shaping the direction and development of the school

		52

		40

		

		92



		3.

		Managing quality and securing accountability

		44

		32

		

		76



		4.

		Developing and empowering self and others

		36

		29

		

		65



		5.

		Managing the school as an organization

		56

		42

		

		              98



		6.

		Managing human resources (staff) in the school

		20

		16

		

		36



		7.

		Management and advocacy of extra-mural activities

		16

		13

		

		29



		

		Sub-Total (PS 2 – 7)

(Weighting: P 1A – 60%                                  

                     P 1B – 80%)

		224

		(B)               

		(B)               





               %

		(B)               





                 %



		

		TOTAL: ANNUAL SCORE (A + B)

		284

		171

		

		



		

		Percentage (A + B) =

		

		

		%

		

60%







Comments:

		

More time should be allocated to extra mural activities.
















I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		Khumalo Z.A.

		Appraisee (Principal)

		

		13/11/24



		

		Resource person (if applicable)

		

		



		Ximba I.B.

		Appraiser (Circuit Manager)

		

		



		VALIDATED BY:



		

		

District Director

		

		





















		





CIRCUIT / DISTRICT STAMP
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PL3 Calculator

		
QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 3
Deputy Principal


		Calculator for PL 3

		Educator

		School



		NO. 		PERFORMANCE STANDARD				SCORES

								MAX SCORE		FINAL SCORE

		1		Leading the learning school				60

		2		Shaping the direction and development of the school				40

		3		Managing quality and securing accountability				44

		4		Developing and empowering self and others				36

		5		Managing the school as an organisation				40

		6		Managing human resources (staff) in the school				8

		7		Management and advocacy of  extra-mural activities				8								 

				TOTAL				236		0

				ANNUAL  SCORE (Final Score: Total ÷ 236 x 100)						0%
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PL4 Calculator

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

		Calculator for PL 4

		Educator

		School



		Principal teaches 30% or more of the scheduled teaching time.



		No. 		Performance Standard				Maximum Score		Principal's Score		Percentage

		1		Leading the learning school				60

		Sub-Total 1 (Total Score of Performance Standard 1)						60		0		0.00

		2		Shaping the direction and development of the school				52

		3		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 activities				16

		Sub-Total 2  (Total Sum of Performance Standard 2-7)						224		0		0.00

		Total: Annual Score and Percentage (Sub-Total 1 + Sub-Total 2)						284		0		0.0





































































PL4 Teaching Time Calc

		Scheduled Teaching time of Principal (Example 1)

		Principals teaching less than 30% of scheduled teaching time at school



		Teaching Hours per Week of the Principals		5		18%

		Total Teaching Hours per week as per TimeTable		27.5





		No. of Teaching Periods		10		18%

		Total No. of Periods per week		55



		Scheduled Teaching time of Principal (Example 2)

		Principals teaching  30% or more of scheduled teaching time at school



		Teaching Hours per Week of the Principals		9		33%

		Total Teaching Hours per week as per TimeTable		27.5





		No. of Teaching Periods		24		44%

		Total No. of Periods per week		55






image24.emf
PL3_QMS  Appraisal.xlsx


PL3_QMS Appraisal.xlsx
Cover Sheet

		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 3

		DEPUTY PRINCIPALS



		1		Introduction

		1.1		The performance appraisal of a deputy principal must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		Deputy Principals have a choice in selecting the number of descriptors within the 7    performance standards in the appraisal instrument.

		2		QMS WORK PLAN AND INSTRUMENT

		2.1		Deputy Principals (PL 3) are required to complete a work plan (Annexure C 1) at the beginning of each evaluation cycle.

		2.2		The QMS instrument (Annexure C2) should be used for the appraisal of Deputy Principals.

		2.3		The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.4		The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.

		2.5		The criteria form the key deliverables for each of the 7 Performance Standards.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		A rating that is less than the desired outcome will be influenced by the following factors:

				○There is no or insufficient evidence of a particular desired activity;

				○The desired activity is infrequent;

				○The desired activity is frequent but of poorer quality than desired;

				○The desired activity is infrequent and of poor quality, and

				○ The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude

		3		APPRAISAL OF DEPUTY PRINCIPALS

		3.1		During the signing of a work plan, the Deputy Principal must also select and agree with the supervisor (principal) on the descriptors in the QMS instrument (Annexure C 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 

		3.2		The following descriptors are compulsory:
   •All 35 descriptors in Performance Standards 1, 3 and 4.

		3.3		In addition, a total of 24 descriptors from Performance Standards 2, 5, 6 and 7 should be selected as follows:

		Performance Standard				Number of items/descriptors to be agreed upon for appraisal

		1				All descriptors are compulsory

		2				10 descriptors 

		3				All descriptors are compulsory

		4				All descriptors are compulsory

		5				10 descriptors 

		6				2 descriptors 

		7				2 descriptors 

		3.4		The Deputy Principal should be appraised on a total of 59 descriptors (35 compulsory descriptors and 24 selected descriptors) in the 7 Performance Standards.



		4		PERFORMANCE STANDARDS



		Table 3 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 3 educators.

		TABLE 3: PERFORMANCE STANDARDS AND CRITERIA FOR PL 3 EDUCATORS (Deputy Principals)

				Performance Standard		Criteria				The desired outcome

		1		Leading the learning school		(1)    Classroom teaching				Effective use is made of all resources to ensure that learners are motivated to perform optimally. 

						(2)    Support for the learning school				The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 

		2		Shaping the direction and development of the school		1) Planning				Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 

						2) School governing body and the broader school community				SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 

		3		Managing quality and securing accountability		1) Securing accountability				The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 

						2) Managing the quality of teaching and learning				Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 

		4		Developing and empowering self and others		1) Staff				Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 

						2) Self				Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 

		5		Managing the school as an organisation		1) Financial management 				School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 

						2) General institutional management and administration 				Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 

						3) Management of infrastructure				School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 

		6		Managing human resources (staff) in the school		(1) Managing human resources in the school				Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 

		7		Management and advocacy of extra-mural activities 		(1) Management of extra-mural activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.

		4		Rating Scale, Descriptor, scores and percentages:

		4.1		Post Level 3 Educators

				•A 4 point rating scale is used when completing the instrument.



		RATING				DESCRIPTOR								DEPUTY PRINCIPAL SCORE				     PERCENTAGE

						Maximum score								236				%

		1				Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support								0 - 117				0% - 49%

		2				Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required								118 – 164				50% - 69%

		3				Good: Performance meets expectations, but some areas are still in need of development and support								165 – 199				70% - 84%

		4				Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.								200 - 236				85% - 100%





Appraisal Instrum. DPrincipal

												Annexure C2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
DEPUTY PRINCIPAL: POST LEVEL 3

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB: Appraisal to be conducted on all descriptors in Performance Standard 1



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2



		Criterion 1: Planning										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 2

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be conducted on all descriptors in Performance Standard 3



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be conducted on all descriptors in Performance Standard 4



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

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

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 



		Criterion 1: Financial Management										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 5 

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

				b.		Provides the necessary guidance to the SGB  i.t.o finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

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

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		6. Overall Remarks

		6.1 Deputy Principal’s comments on the appraisal 

		Mid-year

		Annual

		6.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		6.3 Principal’s comments

		Mid-year

		Annual

		7. Recommendations (Principal)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		Signatures

		Mid-year				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



		Annual				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



								SCHOOL STAMP
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Composite Score Sheet

										Annexure C 3

		
QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: PL 3
Deputy Principal


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

		Date

		Surname				0		First Name		0

		Persal Number				0

		School				0



		NO. 		PERFORMANCE STANDARD				SCORES

								MAX SCORE		FINAL SCORE

		1		Leading the learning school				60		0

		2		Shaping the direction and development of the school				40		0

		3		Managing quality and securing accountability				44		0

		4		Developing and empowering self and others				36		0

		5		Managing the school as an organisation				40		0

		6		Managing human resources (staff) in the school				8		0

		7		Management and advocacy of  extra-mural activities				8		0						 

				TOTAL				236		0

				ANNUAL  SCORE (Final Score: Total ÷ 236 x 100)						0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		Name of Appraisee - Deputy Principal:

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		Name of Appraiser - Principal:

		Signature & Date:

		Validated by

		District Director

		Signature & Date:



						SCHOOL/DISTRICT  STAMP
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PL4_QMS Appraisal.xlsx
Cover Sheet

		QMS APPRAISAL INSTRUMENT FOR EDUCATORS ON POST LEVEL 4

		PRINCIPALS



		1		INTRODUCTION 

		1.1		The performance appraisal of a principal must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		Different weighting scales are applicable to the final appraisal scores of Principals who teach   30% or more of the scheduled teaching time and those who teach less than 30% of the   scheduled teaching time.

		2		QMS WORK PLAN AND INSTRUMENT

		2.1		Principals (PL 4) are required to complete a work plan (Annexure D1) at the beginning of each evaluation cycle.

		2.2		The QMS instrument (Annexure D2) should be used for the appraisal of principals.

		2.3		The work plan and instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.4		The Performance Standards in the instrument form the core elements of the job description   for deputy principals and principals.

		2.5		The criteria form the key deliverables for each of the 7 Performance Standards.

		2.6		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.7		A rating that is less than the desired outcome will be influenced by the following factors:

		�		There is no or insufficient evidence of a particular desired activity;

		�		The desired activity is infrequent;

		�		The desired activity is frequent but of poorer quality than desired;

		�		The desired activity is infrequent and of poor quality, and

		�		The desired activity may be frequent and of reasonable quality but is impacted by  a negative attitude

		3		APPRAISAL OF PRINCIPALS



		3.1		During the signing of a work plan, the Principal and the his/her supervisor (Circuit Manager) must also discuss the appraisal instrument (Annexure D 2) that will be applicable for his/her self-appraisal, mid-year appraisal and annual appraisal. 

		3.2		Principals have a choice in selecting 4 out of 5 descriptors in Performance Standard 7.



		3.3		All other descriptors in Performance Standards 1 – 6 are compulsory.



		3.4		Two different weighting scales are applicable to the final appraisal scores of   Principals who teach 30% or more of the scheduled teaching time and those who teach less than 30% of the scheduled teaching time.

				The scale is applied as follows:



				Principal (P 1A)		Principals who teach 30% or more of the scheduled teaching time.
Principals who teach less than 30% of the scheduled teaching time.

				Principal (P 1B)		Principals who teach less than 30% of the scheduled teaching time.



				   The weighting of the scores allocated for the above 2 categories of principals are as follows:



						Classroom Teaching (Performance Standard 1)						Management and Leadership
(Performance Standards 2 – 7)

				Principal (P 1A)		40%						60%

				Principal (P 1B)		20%						80%

		3.5 		An example of establishing 30% of scheduled teaching time is shown in the table below:



				Weekly teaching (instructional) time allocation as per school time-table						30% of teaching time

				27,5 hours						8.25 hours

				25 hours						7,5 hours



		4		PERFORMANCE STANDARDS

		Table 4 below shows the 7 Performance Standards, the criteria and the desired outcomes for PL 4 educators (Principals):

		TABLE 4: PERFORMANCE STANDARDS AND CRITERIA FOR PRINCIPALS   

				Performance Standard		Criteria				The desired outcome

		1		Leading the learning school		(1)    Classroom teaching				Effective use is made of all resources to ensure that learners are motivated to perform optimally. 

						(2)    Support for the learning school				The support of all stakeholders has been secured and there is evidence that a quality teaching and learning environment is established / being improved 

		2		Shaping the direction and development of the school		1) Planning				Effective use is made of all planning resources and techniques (data, budgets, consultations, policies etc). 

						2) School governing body and the broader school community				SGB is established and functioning. SGB is supported in the performance of its functions in terms of SASA. Partnerships are set up to support the development of the school 

		3		Managing quality and securing accountability		1) Securing accountability				The use of LTSM is monitored. A textbook retrieval system is in place and implemented effectively. The work of the SMT is monitored regularly. Systems are in place to a) monitor educator and learner attendance, and b) address improper conduct and dress code of educators and learners 

						2) Managing the quality of teaching and learning				Departmental policies with regard to assessment administration are followed. Marking and moderation of learner assessments are monitored regularly. Learner assessment outcomes are analysed, intervention strategies developed and implemented 

		4		Developing and empowering self and others		1) Staff				Staff development initiatives are functioning. Regular classroom visits provide constructive feedback, guidance and support. Teacher appraisal systems comply with policy and the results are valid, reliable and fair. 

						2) Self				Regular participation in activities aimed at enhancing personal and professional growth. Conduct is exemplary. 

		5		Managing the school as an organisation		1) Financial management 				School’s finances are managed by applying the necessary controls to optimise use of fund. Protocols are followed in developing the school budget, including approvals by the SGB and parent community. All prescription is SASA and departmental directives are adhered to. 

						2) General institutional management and administration 				Log book contains a record of important events in the school. The school has effective and efficient systems in place to manage correspondence and other forms of communication, the systems are properly maintained and provide easy access for authorised persons. School provides accurate statistics to the district office. 

						3) Management of infrastructure				School has a safe and secure environment with clear access controls. Existing resources and physical infrastructure are used effectively. Use and safekeeping of all movable and immovable assets are monitored regularly. School buildings, ablution facilities and grounds are well maintained. 

		6		Managing human resources (staff) in the school		(1) Managing human resources in the school				Departmental HR policies are understood, explained to staff and implemented correctly. Delays in addressing staff queries, grievances, disciplinary issues are avoided. 

		7		Management and advocacy of extra-mural activities 		(1) Management of extra-mural activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.



		4		Rating Scale, Descriptor, scores and percentages:

		4.1		Post Level 4 Educators (Principals)

				• A 4-point rating scale is used when completing the instrument.



				RATING		DESCRIPTOR						DEPUTY PRINCIPAL SCORE						     PERCENTAGE

				1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support						0 - 141						0% - 49%

				2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required						142 - 198						50% - 69%

				3		Good: Performance meets expectations, but some areas are still in need of development and support						199 - 240						70% - 84%

				4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.						241 - 284						85% - 100%

		Maximum score: 284





Appraisal Instrum. Principal

														Annexure D2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
PRINCIPAL: POST LEVEL 4



		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						Khumalo		First names 		Zwelibanzi Albert

		Designation						Principal		Persal number		61590339

		Highest Qualification						SPTD		Specialization in subject domain		Social Sciences

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						Ximba		First names 		I.B.

		Designation						Circuit Manager		Persal number



		3. SCHOOL



		Name of school						Eshane Primary		Province		KZN

		Circuit/district						Umvozana		Principal’s name		Khumalo Z.A.

		Telephone						825043615		Cell No		743210850



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)

		Teaching grade 6 learners Social Sciences. Assessing learners as per the program of assesssment						coaching athletics, assisting in choral music		managing curriculum implementation



		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB:  Performance Standard 1 constitutes:
                 • 40% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
                 • 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.
                 • Appraisal to be based on all descriptors.



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment						3

				b.		Classroom Management						3

				c.		Knowledge of subject						3

				d.		Planning and presentation						3

				e.		Management of work schedule						3

				f.		Record keeping						3

				g.		Feedback to learners						3

				h.		Knowledge and application of forms of assessment						3

				i.		Learner progress and achievement						3

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning						3

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school						3

				c.		Motivates learners to achieve academically 						3

				d.		Ensures that there are functional curriculum structures in the school.						3

				e.		Promotes ICT learning						3

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment						2

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year		I need to improve in managing conflicts at school.

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Performance Standards 2 - 7 constitute:
            • 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
            • 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Planning										Mid-Year 		Annual 

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.						4

				b.		Implementation of school improvement plan (SIP)						3

				c.		Ensures that school has a safe and secure environment						3

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken						3

				e.		Ensures that planning is based on data collected on a range of school activities						3

				f.		Planning is done on time						3

				g.		School analyses results of various forms of assessment and sets clear targets for improvement						3

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB						3

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)						3

				c.		Informs the SGB about policy and legislation						3

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies						3

				e.		Networks with the community and builds partnerships to support the development of the school						3

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required						3

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year		I still have to work closer with other sister Departments, for the benefit of the school community.

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets						3

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)						3

				c.		Ensures that LTSMs are used effectively						3

				d.		A textbook retrieval system is in place and is properly implemented						3

				e.		Leads and monitors the work of the School Management Team						3

				f.		Addresses unprofessional and  improper  conduct of educators and learners						3

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)						3

				b.		Monitors marking and moderation of learner assessments						3

				c.		Ensures that efficient systems are in place for examinations / assessments						3

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 						3

				e.		Promotes (provides leadership) and monitors school learner intervention strategies						3

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year		i have to be creative when monitoring intervention strategies.

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented						2

				b.		Provides leadership and oversees mentoring, coaching and general support to staff						3

				c.		Manages underperformance						3

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement						3

				e.		Monitors staff appraisal and verifies evidence						3

				f.		Conducts classroom observations to provide support and development of educators						3

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff						4

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

				a.		Attends and participates in departmental, union and other professional activities aimed at enhancing his/her professional skills						4

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others						3

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year		I need to improve in implementation of all staff development plans

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Financial Management										Mid-Year 		Annual 

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

				b.		Provides the necessary guidance to the SGB  i.e. finances						3

				c.		Follows protocols in developing the school budget						3

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

				e.		Supports school’s fundraising efforts						3

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools						3

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

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

				d.		Maintains a filing and storage system						3

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

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

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

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

				c.		Makes regular physical infrastructure inspections 						3

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

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year		improvement in maintaining infrastructure is needed

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB:Appraisal to be based on all descriptors.



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

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

				b.		Assists staff members with solving conditions of service problems						3

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

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

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action						3

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year		I do help colleagues in resolving and solving problems

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB:4 out of 5 descriptors to be selected for appraisal



		Criterion 2: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 4 descriptors in Criterion 

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

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

				c.		Ensures educator participation in extra-mural activities						3

				d.		Oversees organisation of extra-mural activities						3

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

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year		the school needs to identify and work closely with prominent community members in different extra and co curricular service activities 

		Annual

				Overall Remarks:

		5.	Overall Remarks

		5.1 Appraisee's (Principal's) comments on the appraisal

		Mid-year

		Annual

		5.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year		N/A

		Annual

		5.3 Appraiser’s (Circuit Manager) comments

		Mid-year

		Annual

		6. Recommendations (Circuit Manager)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		7. Signatures:

		Mid-year		Name of Appraisee - Principal:				Khumalo Z.A.

				Signature & Date:				30/06/25

				Name of Resource Person (Optional):				N/A

				Signature & Date:				N/A

				Name of Appraiser - Circuit Manager:				Ximba I.B.

				Signature & Date:				30/06/25



		Annual		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



								CIRCUIT/DISTRICT STAMP





















































&P
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Quality Management System (QMS) for School-Based Educators	




Principal's comp scores

												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 4th quarter)

		Date

		Surname				Khumalo		First Name				Zwelibanzi Albert

		Persal Number				61590339

		School				Eshane Primary



		Principal teaches 30% or more of the scheduled teaching time.										Yes



		No. 		Performance Standard				Maximum Score		Principal's Score		Percentage

		1		Leading the learning school				60		0		0.0

		2		Shaping the direction and development of the school				52		0

		3		Managing quality and securing accountability				44		0

		4		Developing and empowering self and others				36		0

		5		Managing the school as an organisation				56		0

		6		Managing human resources (staff) in the school				20		0

		7		Management and advocacy of  extra-mural activities				16		0								 

		Sub-Total (PS 2 – 7) (Weighting: P 1A – 60%  P 1B – 80%)						224		0		0.0

		Total: Annual Score						284		0

		Total Percentage 										0.00



		Comments:



		Select a statement

		Signatures:

		Name of Appraisee - Principal:

		Signature & Date:

		Name of Resource Person (Optional):

		Signature & Date: (Optional)

		Name of Appraiser - Circuit Manager:

		Signature & Date:

		Validated by

		District Director

		Signature & Date:



						CIRCUIT / DISTRICT  STAMP
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Self-Appraisal PL1

										Annexure A 1

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATOR: POST LEVEL 1

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHER ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and  achievement						Mid-Year		Annual

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

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engages in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop colleagues.

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table.

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc.

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		Overall Total								0



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's comments (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommandations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



		Annual		Name of appraisee- Educator

				Signature & Date

				Name of Appraiser/ Departmental Head 

				Signature & Date

				Name of Resource Person (optional)

				Signature & Date

				Name of Principal

				Signature & Date



						SCHOOL STAMP
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Self-Appraisal PL2

										Annexure B 2

		QUALITY MANAGEMENT SYSTEM (QMS)
DEPARTMENTAL HEAD : POST LEVEL 2

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities				Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE LEARNING AND TEACHING ENVIRONMENT



		Criterion 1: Learning and teaching environment						Mid-Year		Annual

		a.		Seating arrangement promotes effective teaching and learning

		b.		Classroom is tidy and clean

		c. 		Teaching and learning support material (eg. charts) are displayed and used in the classroom.

		Sub-total								0



		Criterion 2: Classroom Management						Mid-Year		Annual

		a.		Is punctual and organized in class

		b.		Ensures that learners are punctual and settle down quickly

		c. 		Communication between educator and learners reflects mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: CURRICULUM, KNOWLEDGE, LESSON PLANNING AND PRESENTATION



		Criterion 1: Knowledge of subject						Mid-Year		Annual

		a.		Has adequate subject knowledge and uses it effectively 

		b.		Sets appropriate tasks for learners at the level of the grade

		c. 		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		Sub-total								0



		Criterion 2: Planning and presentation						Mid-Year		Annual

		a.		Lesson is logical, coherent and meaningful to learners

		b.		Lesson is built on past knowledge and experience of learners

		c. 		Time is well-managed during lesson presentation

		d..		Encourages interactive learning including class discussions, learner questions and demonstrations

		e.		Responds appropriately to learner questioned and inputs

		Sub-total								0



		Criterion 3: Management of work schedule						Mid-Year		Annual

		a.		Pace of the work is in line with time frames stipulated in the work schedule

		b.		Number of tasks and activities are in line with NCS/CAPS

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		File/files neatly kept, organized and updated regularly

		b.		Records of learner assessments are neatly kept, organized and updated regularly

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT AND ACHIEVEMENT



		Criterion 1: feedback to learners						Mid-Year		Annual

		a.		Assessment tasks are marked and returned to learners timeously

		b.		Feedback is meaningful and regular

		c. 		Feedback is incorporated in future lesson planning

		Sub-total								0



		Criterion 2: Knowledge and application of forms of assessment						Mid-Year		Annual

		a.		Uses different forms of assessment in line with CAPS to test learner performance

		b.		Intervention strategies accommodates learners with various learning abilities

		Sub-total								0



		Criterion 3: Learner progress and achievement						Mid-Year		Annual

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

		b.		Remedial/Enrichment work supports learner progress

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Engage in on-going self reflection and has set clear targets for development

		b.		Attends and participates in activities aimed at enhancing his/her professional and pedagogical skills

		c. 		Engages in research, develops educational materials, participates in sessions to train, guide, mentor and develop  colleagues

		Sub-total								0



		Criterion 2: Educator professionalism						Mid-Year		Annual

		a.		Comes to school regularly and on time

		b.		Is always neatly dressed and presentable

		c. 		Conducts lessons as expected in line with the school time-table

		d.		Adheres to deadline e.g. marking, learner report cards, schedules, completion of tasks, etc

		e.		Contributes positively towards school development and advancement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: EXTRA-MURAL AND CO-CURRICULAR PARTICIPATION



		Criterion 1: Participation in extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Keeps updated inventory/ register equipment under his/her care

		b.		Manages and takes good care of equipment and facilities

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 6: MANAGEMENT OF THE CURRICULUM



		Criterion 1: Providing leadership, mentoring, support and development						Mid-Year		Annual

		a.		Conducts regular classroom visits to provide support and development to educators

		b.		Monitors class attendance by educators and learners

		c. 		Controls educators' work (checks preparations, quality of tests, marking of tasks, etc)

		d.		Moderate learners tasks by checking books regularly

		e.		Assesses performance of educators regularly and provides feedback, mentoring and support

		f.		Manages underperformance

		g.		Organizes workshops and training sessions for educators

		Sub-total								0



		Criterion 2: Administration of resources and records						Mid-Year		Annual

		a.		Equipment and furniture are kept in good condition and is working ( e.g. computers, photocopiers, projectors, tables, chairs, etc)

		b.		Infrastructure is well maintained ( clean wall, doors, door handles, window panes, playing grounds etc.)

		c. 		Budgets and records of expenditure are kept

		d.		Keeps updated inventory/register of equipment in his/her care

		e.		A filing system of all essential records is kept and updated regularly

		Sub-total								0



		Criterion 3: Decision-making and accountability						Mid-Year		Annual

		a.		Displays good planning, monitoring and evaluation skills

		b.		Takes full responsibility for decision taken, is honest and decisive

		c. 		Consults stakeholders and communicates effectively with them.

		d.		Manages conflict

		e.		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct

		Sub-total								0



		Criterion 4: Policy Development and implementation						Mid-Year		Annual

		a.		Key policies are in place and implemented effectively

		b.		New policies are developed, implemented and reviewed

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		5. Overall Remarks: 

		5.1 Educator's comment on the appraisal

		Mid-Year

		Annual

		5.2 Appraiser's comment on the appraisal

		Mid-Year

		Annual

		5.3 Resource person's appraisal (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommendations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



		Annual		Name of Appraisee - Educator/Departmental Head 

				Signature and Date: 

				Name of Appraiser - Supervisor/Principal /Deputy Principal

				Signature and Date: 

				Name of Resource Person (optional)

				Signature and Date: 

				Principal 

				Signature & Date:



						SCHOOL STAMP
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Self-Appraisal PL3

												Annexure C2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
DEPUTY PRINCIPAL: POST LEVEL 3

		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB: Appraisal to be conducted on all descriptors in Performance Standard 1



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 2



		Criterion 1: Planning										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 2

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be conducted on all descriptors in Performance Standard 3



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be conducted on all descriptors in Performance Standard 4



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

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

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be conducted on 10 selected descriptors based on the allocated responsibilities in Performance Standard 5 



		Criterion 1: Financial Management										Mid-Year 		Annual 

		Select 10 descriptors in Performance Standard 5 

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

				b.		Provides the necessary guidance to the SGB  i.t.o finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

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

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB: Appraisal to be conducted on 2 selected descriptors based on the allocated responsibilities 



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 2 descriptors in Criterion 1 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		6. Overall Remarks

		6.1 Deputy Principal’s comments on the appraisal 

		Mid-year

		Annual

		6.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		6.3 Principal’s comments

		Mid-year

		Annual

		7. Recommendations (Principal)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		Signatures

		Mid-year				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



		Annual				Name of Appraisee - Deputy Principal:

						Signature & Date:

						Name of Resource Person (Optional):

						Signature & Date:

						Name of Appraiser - Principal:

						Signature & Date:



								SCHOOL STAMP
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Self-Appraisal PL4

														Annexure D2

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
PRINCIPAL: POST LEVEL 4



		Section A: EDUCATOR AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname								First names 

		Designation								Persal number

		Highest Qualification								Specialization in subject domain

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname								First names 

		Designation								Persal number



		3. SCHOOL



		Name of school								Province

		Circuit/district								Principal’s name

		Telephone								Cell No



		4. EDUCATOR’S BRIEF JOB DESCRIPTION  (Subjects/Grades/Key areas of responsibility, etc)



		Teaching and assessment responsibilities						Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		1. PERFORMANCE STANDARD 1: LEADING THE LEARNING SCHOOL



		NB:  Performance Standard 1 constitutes:
                 • 40% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
                 • 20% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.
                 • Appraisal to be based on all descriptors.



		Criterion 1: Classroom teaching										Mid-Year 		Annual

				a.		Learning and teaching environment

				b.		Classroom Management

				c.		Knowledge of subject

				d.		Planning and presentation

				e.		Management of work schedule

				f.		Record keeping

				g.		Feedback to learners

				h.		Knowledge and application of forms of assessment

				i.		Learner progress and achievement

		Sub-Total												0



		Criterion 2: Support for the learning school										Mid-Year 		Annual 

				a.		Enlists the support of parents and community members as partners in learning

				b.		Communicates (provides feedback) with all stakeholders on the academic performance of the school

				c.		Motivates learners to achieve academically 

				d.		Ensures that there are functional curriculum structures in the school.

				e.		Promotes ICT learning

				f.		 Manages conflict in order to maintain a healthy teaching and learning environment

		Sub-Total												0

		Total for Performance Standard 1												0

		Comments:

		Mid-year

		Annual



		2. PERFORMANCE STANDARD 2: SHAPING THE DIRECTION AND DEVELOPMENT OF THE SCHOOL



		NB: Performance Standards 2 - 7 constitute:
            • 60% of the overall score for Principals (P 1A) who teach  30% or more of the scheduled teaching time, and
            • 80% of the overall score for all Principals (P 1B) who teach less than 30% of the scheduled teaching time.



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Planning										Mid-Year 		Annual 

				a.		School has developed vision and mission statements which are relevant (to the school community) and achievable.

				b.		Implementation of school improvement plan (SIP)

				c.		Ensures that school has a safe and secure environment

				d.		Implements transparent decision making structures – accepts responsibility for decisions taken

				e.		Ensures that planning is based on data collected on a range of school activities

				f.		Planning is done on time

				g.		School analyses results of various forms of assessment and sets clear targets for improvement

		Sub-Total												0



		Criterion 2: School Governing Body and the broader school community										Mid-Year 		Annual 

				a.		Ensures that the school has a functioning SGB

				b.		Renders assistance to the SGB in terms of the areas listed in SASA 16A, excluding finances   (Refer to PS 5 for Finances)

				c.		Informs the SGB about policy and legislation

				d.		The school has developed the various policies as required by SASA, which are aligned with the requirements of various legislation and departmental policies

				e.		Networks with the community and builds partnerships to support the development of the school

				f.		Liaises with relevant government departments (e.g. Dept of Health) as required

		Sub-Total												0

		Total for Performance Standard 2												0

		Comments:

		Mid-year

		Annual



		3. PERFORMANCE STANDARD 3: MANAGING QUALITY AND SECURING ACCOUNTABILITY



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Securing accountability										Mid-Year 		Annual 

				a.		Ensures safekeeping of all movable and immovable assets

				b.		Ensures completion of all attendance registers and takes appropriate action where necessary (Staff and learners)

				c.		Ensures that LTSMs are used effectively

				d.		A textbook retrieval system is in place and is properly implemented

				e.		Leads and monitors the work of the School Management Team

				f.		Addresses unprofessional and  improper  conduct of educators and learners

		Sub-Total												0



		Criterion 2:  Managing the quality of teaching and learning										Mid-Year 		Annual 

				a.		Follows departmental policies with regard to assessment administration (e.g. NSC, ANA, SBA)

				b.		Monitors marking and moderation of learner assessments

				c.		Ensures that efficient systems are in place for examinations / assessments

				d.		Consolidates and analyses learners’ assessment outcomes and develops appropriate intervention strategies 

				e.		Promotes (provides leadership) and monitors school learner intervention strategies

		Sub-Total												0

		Total for Performance Standard 3												0

		Comments:

		Mid-year

		Annual



		4. PERFORMANCE STANDARD 4: DEVELOPING AND EMPOWERING SELF AND OTHERS



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Staff										Mid-Year 		Annual 

				a.		Staff training programmes planned and implemented

				b.		Provides leadership and oversees mentoring, coaching and general support to staff

				c.		Manages underperformance

				d.		Promotes teacher appraisal practices in terms of applicable policy/ collective agreement

				e.		Monitors staff appraisal and verifies evidence

				f.		Conducts classroom observations to provide support and development of educators

				g.		Ensures that departmental circulars and other relevant information are brought to the attention of staff

		Sub-Total												0



		Criterion 2: Self										Mid-Year 		Annual 

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

				b.		Professional conduct with reference to punctuality, presentable appearance, respect shown to others

		Sub-Total												0

		Total for Performance Standard 4												0

		Comments:

		Mid-year

		Annual



		5. PERFORMANCE STANDARD 5: MANAGING THE SCHOOL AS AN ORGANISATION



		NB: Appraisal to be based on all descriptors.



		Criterion 1: Financial Management										Mid-Year 		Annual 

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

				b.		Provides the necessary guidance to the SGB  i.e. finances

				c.		Follows protocols in developing the school budget

				d.		Takes all reasonable steps to prevent financial mismanagement and corruption

				e.		Supports school’s fundraising efforts

		Sub-Total												0



		Criterion 2: General institutional management and administration										Mid-Year 		Annual 

				a.		Maintains a log book containing a record of important events at the schools

				b.		Ensures that systems are in place for the management of all correspondence

				c.		Ensures that sensitive information on learners and teachers are properly maintained

				d.		Maintains a filing and storage system

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

		Sub-Total												0



		Criterion 3: Management of infrastructure										Mid-Year 		Annual 

				a.		Uses existing resources and physical infra-structure optimally

				b.		Monitors use and safekeeping of all movable and immovable assets in the school

				c.		Makes regular physical infrastructure inspections 

				d.		School buildings, ablutions facilities and grounds are properly maintained

		Sub-Total												0

		Total for Performance Standard 5												0

		Comments:

		Mid-year

		Annual



		6. PERFORMANCE STANDARD 6: MANAGING HUMAN RESOURCES (STAFF) IN THE SCHOOL



		NB:Appraisal to be based on all descriptors.



		Criterion 1:  Managing human resources (educators and support staff) in the school										Mid-Year 		Annual 

				a.		Makes every effort to fill vacant posts in terms of departmental policy

				b.		Assists staff members with solving conditions of service problems

				c.		Ensures that a positive labour environment exists at the school

				d.		Deals with grievances of staff in terms of the relevant ELRC/PSCBC resolutions

				e.		Ensures that prescribed procedures are followed with regard to any disciplinary action

		Sub-Total												0

		Total for Performance Standard 6												0

		Comments:

		Mid-year

		Annual



		7. PERFORMANCE STANDARD 7: MANAGEMENT & ADVOCACY OF EXTRA-MURAL ACTIVITIES



		NB:4 out of 5 descriptors to be selected for appraisal



		Criterion 1: Management and advocacy of extra-mural activities										Mid-Year 		Annual 

		Select 4 descriptors in Criterion 

				a.		Ensures that the school offers extra-mural activities to its learners

				b.		Encourages and supports learners to take part in extra-mural activities

				c.		Ensures educator participation in extra-mural activities

				d.		Oversees organisation of extra-mural activities

				e.		Involves community with extra-mural activities, where applicable

		Sub-Total												0

		Total for Performance Standard 7												0

		Comments:

		Mid-year

		Annual

				Overall Remarks:

		5.	Overall Remarks

		5.1 Appraisee's (Principal's) comments on the appraisal

		Mid-year

		Annual

		5.2 Resource persons’ comments on the appraisal (Optional)

		Mid-year

		Annual

		5.3 Appraiser’s (Circuit Manager) comments

		Mid-year

		Annual

		6. Recommendations (Circuit Manager)		Recommendations (Circuit Manager):

		Mid-year

		Annual



		7. Signatures:

		Mid-year		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



		Annual		Name of Appraisee - Principal:

				Signature & Date:

				Name of Resource Person (Optional):

				Signature & Date:

				Name of Appraiser - Circuit Manager:

				Signature & Date:



								CIRCUIT/DISTRICT STAMP
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QMS WORK-PLAN (PL 4: Principal): Year 2025                                            Annexure D 1                                                                        

		NAME

		Khumalo Z.A.

		SCHOOL

		Eshane Primary



		PERIOD

		2025

		DESIGNATION

		Principal









		PERFORMANCE STANDARD

		KEY ACTIVITIES

		TARGETS

		TIME- FRAME

		PERFORMANCE INDICATORS

		CONTEXTUAL FACTORS



		1. Leading the learning school

		Criterion 2:  Support for the learning school

		b) Communicates (provides feedback) with all stakeholders on the academic performance of the school		Staff, SGB, Parents and Department

		Term 1, 2, 3 & 4		Records of meetings with different role players and stakeholders

		N/A



		2. Shaping the direction and development of the school

		Criterion 1: Planning

		g) School analyses results of various forms of assessment and sets clear targets for improvement		PLCs, staff, SMT

		Term 1, 2, 3 & 4		Improved subject results in terms of targets set

		N/A



		

		Criterion 2: School Governing Body and the broader school community

		f) Liaises with relevant government departments (e.g. Dept. of Health) as required		The following sister Departments:

Home Affairs, Social Development, Health, SAPS

		Term 1, 2, 3 & 4		Evidence of activities undertaken with the named Departments 

		N/A



		3. Managing quality and securing accountability

		Criterion 1: Securing accountability

		e) Leads and monitors the work of the School Management Team		Deputy Principal and the Departmental Heads

		Term 1, 2, 3 & 4		Minutes of the SMT meetings

		N/A



		

		Criterion 2:  Managing the quality of teaching and learning

		b) Monitors marking and moderation of learner assessments		SMT members, educators, and learners

		Term 1, 2, 3 & 4		Reports and minutes of meetings

		N/A



		4. Developing and empowering self and others

		Criterion 1:  Staff

		e) Monitors staff appraisal and verifies evidence		SMT and educators

		Term 1, 2, 3 & 4		Copies of QMS documents and minutes.

		N/A



		

		Criterion 2: Self

		b) Professional conduct with reference to punctuality, presentable appearance, respect shown to others		Staff members, parents, and officials

		Term 1, 2, 3 & 4		Time book and other relevant documents

		N/A



		5. Managing the school as an organization

		Criterion 1:  Financial Management

		c) Follows protocols in developing the school budget		Staff, SGB, and parents

		Term 1, 2, 3 & 4		Records of communication/ consultation with all role players and stakeholders.

		N/A



		

		Criterion 2: General institutional management and administration

		d) Maintains a filing and storage system		Staff, SGB, circuit, District and Province

		Term 1, 2, 3 & 4		Files kept in order

		N/A



		

		Criterion 3: Management of infrastructure

		d) School buildings, ablutions facilities and grounds are properly maintained		SGB, staff and Department

		Term 1, 2, 3 & 4		Clean premises, repaired facilities

		N/A



		6. Managing human resources (staff) in the school

		Criterion 1: Managing human resources (educators and support staff) in the school

		e) Ensures that prescribed procedures are followed regarding any disciplinary action		Staff members, parents, departmental officials 

		Term 1, 2, 3 & 4		Copies of all documents used, minutes of meetings and attendance registers

		N/A



		7. Management and advocacy of extra-mural activities



		Criterion 1: Management and advocacy of extra-mural activities

		d) Oversees organisation of extra-mural activities		Sports, Cultural, and music committees

		Term 1, 2 & 3		School participation in all sporting activities

		N/A









		PERFORMANCE STANDARD 7

		Management and advocacy of extra-mural activities



		Select 4 descriptors for mid-year and annual appraisal

		Yes/No



		a)    Ensures that the school offers extra-mural activities to its learners

		Yes

		b)    Encourages and supports learners to take part in extra-mural activities

		Yes

		c)    Ensures educator participation in extra-mural activities

		Yes

		d)    Oversees organisation of extra-mural activities

		Yes

		e)    Involves community with extra-mural activities, where applicable

		Choose an item.





AGREED (Signatures):	



		Name

		Designation

		Signature

		Date



		Khumalo Z.A.

		Principal

		

		04/02/25



		Ximba I.B.

		Circuit Manager

		

		









		



District Stamp
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QUALITY MANAGEMENT SYSTEM (QMS)

SCHOOL TRAINING PROGRAMME





		ITEM

		Duration

		Facilitator



		SESSION 1



		1. Opening and welcome

		1 hour & 30 min

		



		2. Purpose of training

		

		



		3. Background and Introduction 

		

		



		4. Definition, Purpose and Guiding Principles of QMS

		

		



		5. Roles and responsibilities of individuals and structures

		

		



		6. Performance Standards, Criteria and Descriptors

		

		



		7. The Implementation Process

		

		



		8. Appraisal Instruments – Post Level 1

		

		



		9. Relationship between Appraisal and Development

		

		



		10. Disagreements and Grievances

		

		



		11. QMS Flow Chart

		

		



		12. Differences: QMS & IQMS

		

		



		13. QMS Management Plan

		

		



		14. Questions and Comments

		

		













[image: ]

QUALITY MANAGEMENT SYSTEM (QMS)

SCHOOL TRAINING PROGRAMME

		ITEM

		Duration

		Facilitator



		SESSION 2



		1. Introduction

		2 hours

		



		2. PAM – Job Descriptions

		

		



		3. QMS Process – School Management Teams (SMTs)

		

		



		4. The Work Plan - SMTs

		

		



		5. Appraisal Instruments - SMTs

		

		



		6. School Documentation

		

		



		7. Next Steps

		

		



		8. Questions and Comments

		

		



		9. Closure

		

		











Thank you
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 									Annexure E 2

LESSON OBSERVATION INSTRUMENT

(Post Levels 1 and 2)



		Educator’s Name

		Dludla K.T.

		Subject

		Life Skills



		Date:

		14/05/24

		Topic

		Child abuse



		Lesson observed by:

		Ngcobo Z.G.

		

		







		1.

		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 learning

		1

		2

		3

		4

		



		b

		Classroom is tidy and clean

		1

		2

		3

		4

		



		c

		Teaching and learning support material (e.g. charts) are displayed and used in the classroom.

		1

		2

		3

		4

		



		

		Criterion 2: Classroom Management

		

		

		

		

		



		a

		Is punctual and organized in class

		1

		2

		3

		4

		



		b

		Ensures that learners are punctual and settle down quickly

		1

		2

		3

		4

		



		c

		Communication between educator and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		



		d

		Manages discipline effectively

		1

		2

		3

		4

		



		Total

		19

		







		2.

		PERFORMANCE STANDARD 2

		CURRICULUM KNOWLEDGE, LESSON PLANNING AND PRESENTATION







		Criterion 1: .Knowledge of subject

		Rating

		Remarks



		a

		Has adequate subject knowledge and uses it effectively

		1

		2

		3

		4

		



		b

		Sets appropriate tasks for learners at the level of the Grade

		1

		2

		3

		4

		



		c

		Uses a variety of examples, LTSM and other teaching resources to facilitate learning

		1

		2

		3

		4

		



		Criterion 2: Planning and presentation 

		

		



		a

		Lesson is logical, coherent and meaningful to learners

		1

		2

		3

		4

		



		b

		Lesson is built on past knowledge and experience of learners

		1

		2

		3

		4

		



		c

		Time is well-managed during lesson presentation

		1

		2

		3

		4

		



		d

		Encourages interactive learning including class discussions, learner questions and demonstrations

		1

		2

		3

		4

		



		e

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		



		Criterion 3: Management of work schedule

		

		

		

		

		



		a

		Pace of the work is in line with time frames stipulated in the work schedule

		1

		2

		3

		4

		



		b

		Number of tasks and activities are in line with NCS/CAPS

		1

		2

		3

		4

		



		Criterion 4: Record keeping

		

		

		

		

		



		a

		File/files neatly kept, organized and updated regularly

		1

		2

		3

		4

		



		b

		Records of learner assessments are neatly kept, organized and updated regularly

		1

		2

		3

		4

		



		Total

		29

		







		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

		1

		2

		3

		4

		



		b

		Feedback is meaningful and regular 

		1

		2

		3

		4

		



		c

		Feedback is incorporated in future lesson planning

		1

		2

		3

		4

		



		Criterion 2: Knowledge and application of forms of assessment

		

		

		

		

		



		a

		Uses different forms of assessment to test learner performance

		1

		2

		3

		4

		



		b

		Intervention strategies accommodates learners with various learning abilities

		1

		

2

		3



		4

		



		Criterion 3: Learner progress and achievement

		

		

		

		

		



		a

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

		1

		2

		3

		4

		



		b

		Remedial / Enrichment work supports learner progress

		1

		2

		3

		4

		



		Total

		18

		







Overall Remarks:



		Supervisor

























		Educator





		Resource person (Optional)



		

Signature:



		

Signature:

		

Signature:



		

Date:30/06/24



		

Date:30/06/24

		

Date:
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																	ANNEXURE E 1

QUALITY MANAGEMENT SYSTEM FOR EDUCATORS 

SUMMATIVE SCORES FOR SCHOOL



		School Name

		Eshane   Primary School

		EMIS Number

		500139786



		Circuit

		Umvozana

		District

		Umzinyathi







		Surname & initials

		Post 

Level

		Persal 

No.

		PS

 1

(60)

		PS 

2

(52)

		PS

 3

(44)

		PS 

4

(36)

		PS 

5

(56)

		PS

 6

(20)

		PS

 7

(16)

		Total

(284)

		%

		Identified development need



		Principal *

(NB: * Principal’s % to be recorded as per calculator.)

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Khumalo Z.A.

		4

		61590339

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Deputy Principal

		Post Level

		Persal No.

		PS

 1

(60)

		PS 

2

(40)

		PS 

3

(44)

		PS 

4

(36)

		PS 

5

(40)

		PS 

6

(8)

		PS 

7

(8)

		Total

(236)

		%

		Identified development need



		Ngubane B.A.

		3

		61249726

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Departmental Heads

		Post Level

		Persal No.

		PS

 1

(28)

		PS

 2

(48)

		PS

 3

(28)

		PS

 4

(36)

		PS

 5

(12)

		PS

 6

(76)

		

		Total

(228)

		%

		Identified development need



		Mchunu Y.M

		2

		62173731

		19

		31

		20

		25

		08

		52

		

		155

		68%

		



		Ngcobo Z.G.

		2

		61186881

		19

		33

		21

		23

		08

		29

		

		133

		58%

		



		Khumalo E.

		2

		61464171

		21

		37

		21

		23

		09

		53

		

		173

		76%

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		Teachers

		Post Level

		Persal No.

		PS

 1

(28)

		PS

 2

(48)

		PS

 3

(28)

		PS

 4

(36)

		PS

 5

(12)

		

		

		Total

(152)

		%

		 Identified development need



		Dlamini N

		1

		64426238

		20

		36

		21

		27

		09

		

		

		113

		74

		



		Dlamini Z.N.V.

		1

		62161202

		10

		31

		25

		25

		08

		

		

		99

		65

		



		Dludla K.T.

		1

		63975319

		

		

		17

		26

		07

		

		

		92

		61%

		



		Duma L.C

		1

		63286882

		23

		36

		18

		24

		07

		

		

		108

		71

		



		Gasela M.M

		1

		64283887

		19

		36

		21

		26

		09

		

		

		111

		73

		



		Hlophe N.P.

		1

		61413356

		26

		32

		26

		26

		11

		

		

		121

		79

		



		Khanyile T.R.

		1

		61557951

		

		

		

		

		

		

		

		

		

		0n long sick leave



		Langa N.T.

		1

		65592221

		21

		37

		22

		25

		08

		

		

		113

		74

		



		Lushaba N.S.

		1

		62474391

		21

		36

		20

		27

		10

		

		

		114

		75

		



		Mabaso L.P.

		1

		61475505

		21

		36

		21

		24

		09

		

		

		111

		73

		



		Magwaza N.F.

		1

		62372459

		24

		43

		24

		31

		11

		

		

		133

		88%

		



		Maphumulo Z.M.

		1

		62059564

		22

		38

		22

		27

		09

		

		

		118

		77

		



		Mkhize Z.D.

		1

		63012359

		21

		38

		20

		25

		09

		

		

		113

		74

		



		Mtshali H.M.

		1

		63983974

		22

		35

		22

		29

		09

		

		

		117

		76

		



		Ngubane N.C

		1

		62164392

		22

		36

		20

		28

		09

		

		

		95

		62

		



		Ngcobo N.N.

		1

		62292111

		22

		36

		19

		27

		09

		

		

		113

		74

		



		Zuke FLT

		1

		61058602

		24

		38

		23

		32

		11

		

		

		

		

		



		Zondi D.S.

		1

		62582313

		20

		34

		19

		26

		10

		

		

		109

		71

		



		Zulu S.Z.

		1

		62563530

		22

		36

		21

		30

		10

		

		

		119

		78

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		









SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		



		Principal

		

		



		

		Circuit Manager

		



		



		VALIDATED BY:



		

		District Director

		



		









		



School Stamp





		



Circuit / District Stamp
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																										ANNEXURE E1

						QUALITY MANAGEMENT SYSTEM FOR EDUCATORS

						 SUMMATIVE SCORES FOR SCHOOL





		School Name		Eshane Primary												Emis Number										5

		Circuit		Umvozana												District										Umzinyathi 



		Surname & initials		Post  Level		Persal No.		PS1 
(60)		PS2
(52)		PS3
(44)		PS4
(36)		PS5
(55)		PS6
(20)		PS7 (16)		Total (284)		%		Identified development need

		Principal * (NB: * Principal’s % to be recorded as per calculator.)

		Khumalo Z.A.		4		61590339		58		49		35		26		50		17		14		249		88%		-2

																						0		0%

																						0		0%

		Deputy Principal		Post Level		Persal No.		PS1
(60) 		PS2
(40)		PS3
(44)		PS4
(36)		PS5 (40)		PS6
(8)		PS7
(8)		Total (236)		%		Identified development need

		Ngubane B.A.		3		61249726		37		33		32		25		35		6		5		173		75%

																						0		0%

																						0		0%

																						0		0%

		Departmental Heads		Post Level		Persal No.		PS1
(28) 		PS2
(48)		PS3
(28)		PS4
(36)		PS5 (12)		PS6
(76)				Total (228)		%		Identified development need

		Mchunu Y.M.		2		62173731		23		36		23		25		10						117		51%

		Ngcobo ZG		2		61186881		22		32		23		26		10						113		50%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

																						0		0%

		Teachers		Post Level		Persal No.		PS1
(28) 		PS2
(48)		PS3
(28)		PS4
(36)		PS5 (12)						Total (152)		%		 Identified development need

		Dlamini N.		grd R		64426238		21		35		19		25		9						109		72%

		Dlamini ZNV		1		62161202		20		35		20		26		10						111		73%

		Dludla K.T.		1		63975319		21		29		16		20		7						93		61%

		Duma L.C.		1		63286882		21		31		18		23		7						100		66%

		Gasela MM		1		64283887		20		33		20		25		9						107		70%

		Hlophe NP		1		61413356		23		40		25		30		9						127		84%

		Khanyile TR																				0		0%		on long sick leave

		langa N.T.		1		65592221																0				on long sick leave

		Lushaba NS		1		62474391		20		36		21		24		9						110		72%

		Mabaso LP		1		61475505		21		33		18		25		9						106		70%

		Magwaza FN		1		62372459		19		30		21		25		7						102		67%

		Maphumulo ZM		1		62059564		21		34		21		27		7						110		72%

		Mkhize ZD		1		63012359		21		23		18		23		9						94		62%

		Mtshali HM		1		63983974		22		36		21		27		9						115		76%

		Ngubane NC		1		62164392		20		37		23		25		8						113		74%

		Ngcobo NN		1		62291211		21		32		20		26		9						20		13%

		Sithole HL		grd R		64213625		20		31		19		24		9						103		68%

		Zuke FLT		1		61058602		19		30		21		25		9						104		68%

		Zondi D.S.		1		62582313		19		35		17		24		8						103		68%

		Zulu S.Z.		1		62563530		21		35		20		26		8						110		72%
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		SIGNATURES:

		NAME				DESIGNATION										SIGNATURE										DATE

						Principal

						Circuit Manager

		VALIDATED BY:

						District Director



				School  Stamp										Circuit / District Stamp
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LESSON OBSERVATION INSTRUMENT

(Post levels 3 and 4)



		Educator’s Name

		Khumalo Z.A.

		Subject

		Social Science



		Grade:

		6

		Topic

		Map skills



		Date:

		30/05/24

		

		



		Lesson observed by:

		Ngcobo Z.G.

		

		









		Criterion 1: Classroom Teaching

		Rating

		Remarks



		a. 

		Learning and teaching environment

		1

		2

		3

		4

		



		b. 

		Classroom Management

		1

		2

		3

		4

		



		c. 

		Knowledge of subject

		1

		2

		3

		4

		



		d. 

		Planning and presentation

		1

		2

		3

		4

		



		e. 

		Management of work schedule

		1

		2

		3

		4

		



		f. 

		Record keeping

		1

		2

		3

		4

		



		g. 

		Feedback to learners

		1

		2

		3

		4

		



		h. 

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		



		i. 

		Learner progress and achievement

		1

		2

		3

		4

		



		

		Total  (Max Score: 36)

		27

		









Overall Remarks (Strengths/ Areas for development):



		Supervisor



Ngcobo Z.G.







		Educator (Deputy Principal / Principal)



Khumalo Z.A.

		Resource person (Optional)



N/A



		Signature:



		Signature:

		Signature:



		Date:30/06/24



		Date:30/06/24

		Date:
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FREQUENTLY ASKED QUESTIONS (FAQs): QUALITY MANAGEMENT SYSTEM





1. Can any educator refuse to be evaluated in terms of the QMS?



No. The employer has every right to evaluate the performance of its employees provided there is an agreed process and instrument.



          

2. Who is responsible to conduct the appraisal of an educator?



The immediate supervisor of a post level 1 educator (i.e. his/her departmental head). In the absence of the latter, the deputy principal or principal can conduct the appraisal.



Similarly, the deputy principal or principal appraises a departmental head while a deputy principal is appraised by the principal. The circuit manager, as the immediate supervisor of the principal is responsible for his/her appraisal.  



3. Which appraisals are compulsory?



Mid-year and annual appraisals are compulsory for all educators in a school.



4. Is it necessary to engage in self-appraisal prior to mid-year and annual appraisal?



Yes.



5. Where are mid-year and annual scores recorded? 



Both the scores are recorded on the same appraisal instrument for the current appraisal cycle.





6. Which documents are submitted to the District Office?



The composite score sheet is completed and signed by each educator and his/her supervisor after the annual appraisal. These individual score sheets are attached to Annexure E 1 (i.e. the summative score sheet for the school) and submitted to the district office.









7. Should the appraisal documents be filed?



Yes. The school should file the documents for a period of five (5) years.



8. Is it necessary for the appraiser or immediate supervisor to write a report after the mid-year and annual evaluations?



No. The completed instrument serves as a report.





9. Which Performance Standards are used during the lesson observations of Post Level 1 and Post Level 2 educators?



QMS Performance Standards 1, 2 and 3 of the appraisal instruments for Post Level 1 and 2 educators.



10. Which Performance Standard/s are used for the lesson observation of a deputy principal and principal?



	Performance Standard 1 (Criterion 1) of the appraisal instruments for Post Level 3 and 4 educators



11. Do all educators complete a work plan with their immediate supervisor?



No.  Only members of the School Management Team (SMT) are required to agree 

on and sign a work plan with their immediate supervisors.



12. What are the requirements for a performance indicator in a work plan? 



A good performance indicator (PI) must have a measure, a target, a data source/evidence and reporting frequency: e.g. “Percentage of learners who arrive to school on time.” 

(The data source/evidence will be the attendance register; the measurable target may be set at 97% while the reporting frequency could be monthly).



13. What is the difference between ‘P 1A’ and ‘P 1B’ during the appraisal of    

           principals?



These terms are strictly used during the appraisal process to differentiate between Principals (P) who teach for more or less than 30 % of the scheduled teaching time in their schools. The two terms should not be confused with the grading of a principal’s post.  







14. If only three Performance Standards are used for the classroom evaluation of Post Level 1 and Post Level 2 educators – what happens to the other performance standards and when are these evaluated?



The other Performance Standards are used for aspects outside classroom observation. These Performance Standards need not necessarily be evaluated on one day. These standards may be evaluated on a continuous basis over a period of time. It involves observation, monitoring and feedback by the educator’s immediate supervisor.  It also entails the provision of evidence by the educator (e.g. Documents, Educator Files and other information). 





15. Does the QMS require an educator to complete a template for his/her development needs?



No.  The development needs of educators as agreed to and recorded on the lesson observation instrument as well as the appraisal instrument during the mid-year and annual appraisals are addressed by the School Management Team. Development needs that still need to be addressed are recorded on the Summative Score Sheet for the School (i,e, Annexure E 1).

[bookmark: _GoBack]



16. Who does the supervisor/Immediate supervisor refer to?



The supervisor/Immediate supervisor refers to a member of the School Management Team (SMT).
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LESSON OBSERVATION INSTRUMENT

(Post levels 3 and 4)



		Educator’s Name

		Khumalo Z.A.

		Subject

		Social Science



		Grade:

		6

		Topic

		Medicine through time



		Date:

		31/10/24

		

		



		Lesson observed by:

		Ngcobo Z.G.

		

		









		Criterion 1: Classroom Teaching

		Rating

		Remarks



		a. 

		Learning and teaching environment

		1

		2

		3



		4

		



		b. 

		Classroom Management

		1

		2

		

		4

		



		c. 

		Knowledge of subject

		1

		2

		3

		4

		



		d. 

		Planning and presentation

		1

		2

		3

		4

		



		e. 

		Management of work schedule

		1

		2

		3

		4

		



		f. 

		Record keeping

		1

		2

		3

		4

		



		g. 

		Feedback to learners

		1

		2

		3

		4

		



		h. 

		Knowledge and application of forms of assessment

		1

		2

		3

		4

		



		i. 

		Learner progress and achievement

		1

		2

		3

		4

		



		

		Total  (Max Score: 36)

		27

		









Overall Remarks (Strengths/ Areas for development):



		Supervisor



Ngcobo Z.G.







		Educator (Deputy Principal / Principal)



Khumalo Z.A.

		Resource person (Optional)



N/A



		Signature:



		Signature:

		Signature:



		Date:30/06/24



		Date:30/06/24

		Date:
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