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APPENDIX A

QUESTIONNAIRE ON MANAGEMENT DEVELOPMENT AS A TASK OF SCHOOL
MANAGERS AT INSTITUTIONAL LEVEL

Instructions for completing the questionnaire:

. What is your age?

. What is your present position?
. Number of years in your present position? l o
. Type of school?

. Location of school?

. Highest professional qualification?

This questionnaire is strictly for research purposes only. Please do not fIll in your name, name of school
or the school stamp anywhere on this questionnaire. Your honest response will therefore be of great
value to the research and will be treated confidentially. Please note that there are no right or wrong
answers, only honest ones.

The questionnaire consists of four sections, viz., Section A: General information, Section B:
Manag t develop t needs, Section C: Management development experiences, and Section D:
Management development activities

SECTION A: GENERAL INFORMATION

Please place a cross (X) in the appropriate block:

. What is your gender?

[20-29  [30.-3 | 20-09 | ‘s0+ ]

l Principal I Deputy Principal l Head of Depariment ]

o |- | 16-20 R |

Ianary ISccondary l Intermediate ] Combined l

[ Township | Suburban | Rural ]

. Highest academic qualifications?

Standard 10 | B. degree I B. Ed/Honours [ M. degree
D. degree Other (Specify)

prCPTD | JsTC | SED/ssTosTD | HED
Other (Specify)

. Number of School Management Team Members in your school? (Specify) ::]

10. Further study in educational management? (Specify) I I




SECTION B: MANAGEMENT DEVELOPMENT NEEDS ]

Management development entails all activities aimed at educating, developing and training as well as
impraving management skills of school managers, i.e. principals, deputy principals and heads of
depariment in order that they performn their management duties effectively and efTiciently. This
questionnaire intends to gather data on school managers’ development needs, experiences and current

management development activities.

The following are some of the development needs of educational leaders identified by education

management development research. Please prioritise them according to your own situation.

Key: 1. Verylow 2. Low 3. Medium 4. High 5. Very high

.

I. Performance appraisal ERERERER ER
2. Planning, organising, guiding and controlling BB R
3. Financial management IREEERDRER
4. Conflict management INENERENER
5. Managing interpersonal relationships IREAEREN
6. Managing change INERERERER
7. Delegation INERERERER

8. Team building and motivation uﬂ-nﬂ

2 3

. ~
. - - - <
n -

9. Communication skills

10.Managing a multicultural environment llﬂllﬂ



SECTION C: MANAGEMENT DEVELOPMENT EXPERIENCE [

The following questions seek to find your own experience of management development. Please indicate
thix by putting a cross in the appropriate column,

Key: | = Yes 2= No 3 = Not sure

1. Have you had any management training for which you were awarded a certificate un

or diploma? If yes, please specify course(s)/qualification(s)

2. Have you attended any in-service training on management in the fast two years? “
I['yes, please specify what the course(s) you attended was about, ——-rmwemimseceeeves. -

3. Do you see a need for management development at school level? n

4. Have you conducted any development courses for your staff this year? n

5. Would you attend a management development course with another staff member

who is not in the school management team? m
6. Would it help to observe other school managers for a day or jonger at their schools? m

7. Would you act as a tutor for other school managers at your school?

8. Would you attend a management course conducted by your staff member who is

not in the school management team? Ilﬂ

10, Should parents be involved in the school management development programme,

9. Would you pay for a management development course? m

e.g. from the planning to the implementation stage ?

SECTION D: MANAGEMENT DEVELOPMENT ACTIVITIES ]

This section intends to find out the current management development activities in Gauteng schools. Please
indicate your current circumstances by putting a crpss in the appropriate column.

Kep: 1.=Yes 2.=No 3. = Not sure

1. The schoo! has a policy statement regarding the development and training

of the school management team (SMT). m



1

-~

20.

Whole-school development and individual development and training

needs are identified.
Management development programmes are costed and included

in the school budget.
The school management team attends school-based and external

in-service training.
There are procedures that ensure the implementation of management

development plans and experiences.

The implementation of plans is carefully monitared and evaluated.
Management development activities focus on ail areas of school

management.
The management development programme is conducted in the context

of the school’s mission and aims.
StafTf members are involved in management development planning and

implementation.

. Management development activities are evaluated regularly to identify

needs for reinforcement and or corrective action.

. Management development activities focus on continuous improvement,
. The school has identified key strategic issues upon which management

development activities must focus.

. The management development programme gets the support and

commitment of stalf and parents.

. The management team has systems or procedures for management

development needs identification.

. Action plans are used for management development programme

impiementation.

. The management development pians indicate expected outcomes and

success criteria.

. Indicators of good practice are used to rate management development

needs.

. The school’s management devetopment programme is flexible enough to

accommodate changes caused by external interventions, e.g. new

policies from the GDE.

. The management development programme makes use of exiernal

expertise, ¢.g. agencies, GDE Education Specialists.
Staff reports on the content and value of management devefopment

activities.
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GAUTENG DEPARTMENT OF EDUCATION
DIRECTORATE: EDUCATION INFORMATION
UNIT: EDUCATION MANAGEMENT INFORMATION

SYSTEMS
PO BOX 7770 TEL: (011) 355-1763
JOHANNESBURG FAX: (011) 355-0670

2000
111 COMMISSIOMER ST, JOHANNESBURG

ENQ:MOHAMMAD SUJEE 1938/05/36

TO: MIXABA
District C3

FAX: 0164220780
TEL: 011 42{ 4171/5

Re: STATISTICAL INFORMATION

Dear M | Xaba

Piease tird below information on the number of principals. Jeg sy poncipals and HODs ‘n
Geauteng schools as requested in your fax dated 4/5/2€, &in the table indicates state paid
educzlors and pvt refiects privately paid educators.

"PvtPrin 1. Pvt Deputy~~

All the best in your research!

Regards

mchammad



Research Unit

Eng: MrL. Mafisa Physical address: - Postal address
Tel: 011 3550360 Room 1523 Bax 7710

Fax: 0113550670 111 Commissigner Street Johannesburg
ejmail: annech@gpg.gov.za  Johannesburg 2000

3 November 1998

MrM. L Xaba
Hetwill Building
9 Kruger Avenue
Private Bag X05 |
VEREENIGING
1930

Dear Mr Xaba

REQUEST TO CONDUCT STUDY ON MANAGEMENT DEVELOPMENT AS A
TASK OF THE SCHOOL FRINCIPAL ’

Thank you for your follow-up lerter received on 2 November 1998 regarding the above.

This letter acknowledges that indeed, the Gauteng Department of Education was
consulted regarding permission to conduct the above mentioned study in Geuteng
schools. Approval in principle was given and it is generally subject to the following:

¢ The District Directors concemed are to be infoumed that you have received
permission from the Gauteng Departrnent of Education to conduct your research in
GDE schools.

* Please show this letter to the school principal and the chairperson of the school
governing body as proof thal you have received the Department's consent to carry out
the research as detailed above. The letter places no obligation 1o schools to participate
in the research.

* A letter/document which sets out a brief summary of your intended research should
please be made available to the principals of the schools concerned.

* Please obtain the goodwill and co-operation of the principal, chairperson of the
governing body and teachers involved. Persons who offer their co-operation will not
receive any special benefit from the Department, while those who prefer not
to participate will not be penalised in any way.

* The principal should be consulted as to the times when you may carry out your
research, and the normal extramural school programme should be interrupted as little
as possible.

* The names of the school, principals and teachers may not appear in your dissertation
without their consent, ‘




* Please supply the Department via the Research Unit with a bound copy of the
dissertation. You may also be requested to give a short presentation on your findings.
* Please supply the principals concerned and Directors in whose dismcts the schools
’ are located with a brief summary of your findings.

The Department wishes you well with this project and looks forward to hearing from you
in due course.

Yours sincerely

PSUCATION INFORMATION DIRECTORATE: RESEARCH UNIT

{1j980037)



Appendix D

29 Cobalt Street
Steelpark
VEREENIGING
1939

1998 May 1998

Dear collcague

1 am presently conducting a research on the topic “Management development as a task of
school managers at institutional level” with the aim of developing a model of

management development for use in Gauteng schools.

Management development relates to the school management teams’ activities that are
aimed at improving their management skills on a continuous basis. In the light of
education transformation in South Africa and the concomitant shift from the past
management activities to the new vision of participatory and democratic management,
you are requested to complete the accompanying questionnaire in order to assist in the
design of such a model of management development.

1 hereby assure you that the information gathered through this questionnaire will be
treated absolutely confidential and anonymous and will not be used in any report relating

1o this rescarch.

Plcase complete the questionnaire and hand it to your contact person as soon as you

possibly can.

Allow me to thank you in advance for your co-operation for completing the

questionnaire.

Yours faithfully

M.1. Xaba



i.ﬂ THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS

L1 Leadership
i1l The principal and sentor stafl display leadership in management
t.1.1.t The puncipal and management team show wide knawledye and professional competence

1112 The principal and management leam carry out planning and decision-making effectively
£.1.13  The pnncipal and management team show skill in directing stafl, delegating and monionng
£.0 1.4 The principal and nanagenient team maintain good relations with other stall and lcarners
1.1 1S The principal and nianagement tcam arg approachable, fisten to people. and act fairly

1.1 16 The pricipal and management teans give recognition to guod work personally and pubhicly
1.0 THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS

1.1 Leadership
112 Heads ol departmenss display curricslar leadership
21 Heads of department lead educaiors in professional matters reyarding leaming areas and classes

1 1.22 Heads of department promote the learning area’s value in tearners' lives and in their interests
T123 Heads of depanment involve the depanimental team in wood administration in lcarning arcas
P 124 Heads vf deparument encourage educators to take a pide in thewr work

1125 lHeads of deparimient encourage team work in each learning area

1126 Teads of depantment ensure leaming arca values are communicated to parents in simple terms

1.0 THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
1.2 Vision, mission and aims

t.24 The principal develops the vision for the school with the governing body
1211 The pancipal has a prefessional vision of the school's purpose and how tu realise it

Y212 The vision bnks the schoof's history to current education priorities and national policy
t 213  The principal inspires governing body. statl, parents and leamers with the vision
214 Govermny body stafl. parents and learners contribute 1o the vision
{215 .The principal entouragey ownership of the vision by the whole school community
1 216 Thevision is expressed in a mission statement adopted by the governing body
. THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
1.2 Vision, mission and aims
1.2.2 The principal and manggentent team lead in communicating the vision and mission
1221 Prinaspal and managemens tcam show by their anitudes that they subscnbe to the mission
[ 222 The prncipal and management team tackfe current issues by refating them to the mission
1’223 Achieviny the mission is a standing theme on the senior management tean: agenda
4223 The principal cnsures that support staif see the mission's refevance to their work
1225 The principal ensurcs the mission is communicated to external institutions / organisations
{226  The principal and management team viut classes and activities to reinforce the mission
1.0 THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
1.z Vision, mission and aimy
1.2.3 Aims are established by the school
1231 Schoof aims anise from the vision of the purpose of the school
1232 Ammsare rclated to the desired outcomes of the educational cxperence
1233 Aims cover mntcllectual, spiritual. moral. physical, social and cultural development
4 Amms focus on a cumculum supporied by high standards of teaching and leaming
P 235  Ajmsinclude a high leve! of yuidance and care for lcarmers
[

Aums reflect responsiveness to the necds of parents, leamers, community

VT Gameng Department of Fducaion Philip Droke Quality Development
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THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS

Transformation and change VW W

The transformation process rellects the education depariment vision _
The school has develuped plans o provide greater aceess to education R

Redress of past injustices is embedded in school processes

Al schoo! processes are directed towards equity and opporunity

Accountability to all stakcholders governs ali processes o
The school ensures that all management processes afc Lransparent

‘T he transformation process is directed towards quality tmprovernent

THE QUALETY DEVELOPMENT AND TRANSFORMATION PROQCESS

Transformation and change
The transformation prucess is based on & commitment to change

All stafF accept that the change process involves changing attitudes o
Devetoping new competences is acknowledged as a prerequisite for change

Change is accepted at both whole-school and individual level

(Change is introduced in a democraiic manner o
All stafl try 10 achreve change through consensus and agreement

All stafl implement change to improve qualily and not for its own sake

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Transformation and change

The iransformation process re(lects the school vision and mission

Change is undernaken as a direct response to vision and mission

VY W

vwow

Change is impiemented within realistic and manageable timescales

Change is tmplemented following ideatification of prionties o
Prionties for chanye are idensified through school self-evaluation and review

The schoul identifies priomies for chanye in consultation with stakeholders

Prioritisation takes account of the restricuons of scarce resources

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Planning, policy and procedures

School aints are developed into policies

Schoot abms and aceds are used as the framework for the development of policies
Policies state what the school does or intends to do to realise aims and needs
Policies are tramed as statements of prnaiple rather than detailed procedures
School policics are statements of what the school believes can aciually be achieved
Governing budy and stakeholders participate in thrmulating policy statements
Policy staiements are as shar, concise and simple as possible

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Planning, pali¢y and procedures

Pulicies are translased into action piaos or procedures

Procedures are framed to implement a policy and not for their own sake

Cach procedure has a section on its purpose, linking it to a policy to clarify its use
Each procedurc has a scope section describing preciscly when it should be used
Procedures specify the person with responsibility and who will carry out each step
Pracedures include abservabie features which can constitute quality records

VW W

Whiere une procedure is linked to another, cross-references are made

Y97 Gauteng Depurtment of Educauon  Philip Drake Quatity Development
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THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS

Planning, policy and procedures

The development plaa is prepared

The plan pruvides a comprehensive approach to alt aspects of school planning

The plan is based an school aims and needs, Jocal / national priorities and self-evaluation
The pian involves schaol audit and Lakes account of developments in progress

The plan takes accuunt ol any recent school reviews or external evaluation

The pian is prepared with full involvement of relevant stakehoiders

The plan includes aims, targe1s, success critena, timescalcs, resource / finance allocation

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Plaaning, policy and procedures

The development plan is based on school andit and seil-evalustion

School audit is used 1o describe performance in relation to aims

Audit is used 1o dentify areas for consclidation and mprovement

General school audit takes account of aims and practice in all strategic issue areas

Audd includes the views of governing body. stafl. parents, leamners, external orgamisations
Annual audit includes a review af the cumcular provision and the use of resources

Annual audit focuses on relevant strateyic issues and guality poimers in varying detail

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Commuanication strategies

The school has developed an effective conumunications strategy

A nember of the management team takes responsibility for public relations
Communications strategy identifies siakeholders and other audiences for communication
Stakeholders are consuited on their requirements for communication

The languages ul stakeholders are identified for communication purposes

The literacy leveis of stakeholders are considered in the communications strategy

Communications straregy takes account of the schoal's budgetary resources

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Communication strategies

The scheol has identified the topics and issues to be communicaled

The mussion statemen: is published as required by the Schools Act

The annual financial statement is published as required by the Schoois Act

The code of conduct is communicated to aif appropnate stakeholders

Schuot policies and procedures are communicated appropriately 1o stakeholders
The procecdings of the governing body are commumnicated to stakeholders

School events, activities and achicvements are publicised

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Comniunication strategics

The school has identilied appropriate (grms of communication

A school prospectus is published in a form appropriate 1o resources

Newsleiters, brochures and pampﬁ}c(s are published where resources permit
Forums and mectings arc arranged in school and elsewhere

Open days, visits, parents’ workshops and other evenis are arranged

The schuol contnibutes to publicity vemtures by the department of education

Use is made of local radio, TV. newspapers and other argans of communication

CIVST Cranenyg Department of Pabseation  Philip Drake Quality Development
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THE QUALITY DEYELOPMENT AND TRANSFORMATION PROCESS 7

Communication strategics

'The policy manual sets onut the aims and policies adepted by the governing body

The policy manual includes the mission statement adopted by the governing body
The policy manual includes the constitution adopted by the governing body

The policy manual states the admissions policy adopied by the governing body
The poticy manual includes the language palicy determined by the goveruing body
The policy manual includes the governing body's policy on religious observance

‘The policy tnanual contains the governing body's policy on school fees

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Conuntunication strategics

The policy manuzi outlines the administrative procedures

The palicy manual gives namnes of govering body and all staff

The policy manual sets out the school times as decided by the governing body

The policy manuaf outhines the code of conduct and sanctions agreed by the governing body
The policy manual gutlines school policy on dress / uniform agreed by the govermng body
The policy manual autlines criterta for bursares, grants and other forms of assistance

The policy manual includes the safety polhcy file

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Communication strategiey

The policy manual is prepared in & participative manner

All relevant stakeholders are enabled to contribute to the policy manual

The policy manual is subject 10 consultation betore publication and before review

{ eamers currently in school are geven a role in the preparation of'the policy manual
Associated agencics are invited 1o vutline their role i the school for the policy manual
The policy manua! is reviewed and up-dated in consuitation with the governing body
Relevant stakeholders are consulied when the policy manual is being reviewed

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Sell-eyaluation: monitoring aud evalustion of pelicies

The school monitors policy nad development plan impicmentation

T'here s a struciure tor monioring policies and developmen: plan implementation
Mopitoriny is reyarded as 3 normaf aspeet of the school's work invohang afl stakeholders
Monroring is based on aims. 1argess. success critena, limescales and budget outcome
Mononny includes observation, discussion, scrutiny of documents, surveys

Statisticai information is u;cd 10 Support monikonny,

Monitoring includes comparing the school's policies with those of similar schools

THE QUALITY DEVELOPMENT AND TRANSFORMATION FPROCESS
Self-evaluation: monitering and evaluation of pelicies

Stafl scanning indicators are used (o support monitoriag

Statf ¢stablishment nunibers compared to roll are menitored

L carner / educator, fearner / support stafl and learner / educator contact ratios ar¢ monitared
Teaching stail coniposition is monitored in refation to curriculum needs

Support statf composition is manitered in relation to cumiculum necds

Staff numbers and costs arc moniored in relation to school budget

Prumoted stafl structure is momitored in refaiion 1o curnicular and care aims

L9977 Ganteng Deparimertt of kducation Philip Drake Quality Development
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THE 6UALITY DEVELOPMENT AND TRANSFORMATION PROCESS
SetCevaluation: monitoring and evaluation af policies

Acadentic scauning indicators are used 1o support monitoring

Assessment results are analysed at all stages, taking account of priot antainment
Analysis of national examination results is undertaken

Analysis of any special examunation resuhts is undertaken

Analysis of assessiment results of any vocational courses is undertaken

Analyses compare school performance with national norms and similar schools
Analyses include sociv-econumic background, sex and ethnic balance

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Self-evaluation: monitaring and evaluation of policies

Social scanning indicators are used 10 suppm:l moniwring

Schoot composition {roll, sex / ethic balance ) is analysed

Socweconomic circumstances of the catchment area (eg free meals) are analysed
Attendance {including approved / unapproved absence) and exclusions are analysed
The number of leamers knowa to be involved in ciminal activities s monitored
Post-school destinations are analysed

Home circumstances (second fanguage, singie parent, disabilities etc) are analysed

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Seif~valuation: moniforing and evaluation ol policies

Financiaf scanning indicators are used (o support monitoring

‘The schuol budget is analysed i terms of schoo! curticular and care aims
Employec budyet heads are monitored with special reference 10 supply stafl costs
Premises budiget heads are monitored with sperial reference to energy costs
Supplies / services buduet heads are monitored with reference to consumables
tncome heads are monitored with special relerence 10 leting charges and costs
Al siall are involved in budgetary control and have access 1o budgetary repors

THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Seltf-cvaluation: monitoring and evaluation of policies

Sell-evaiuation takes place

Setf-evaluation is directly refated to aims, policies and job descniptions
Self-evaluation policy 15 formed in cansuliation and is then disseminated to staff
Uise is made of seli-evalustion matenals produced locally and nationally
Scif-evaluation takes place in an atmosphere of trust and support

Seif-cvaluation includes feedback fom stafl, lcarner, parental and other surveys
Seif-evaluation informs decision-making and policy-makiny in the development plan
THE QUALITY DEVELOPMENT AND TRANSFORMATION PROCESS
Sel{-tvaiuation: itoring and cval of poficies
There are procedures for dealing with complaints

A written procedure is prepared for dealing with complaints

Responsibrities for dealing with complaints arc allocated and are known to all stakeholders

A record is kept of each compiaint, who dealt with it and what was the outcome
Parcents are infonmed of the procedure for making a complaint
Complaints are always investigated and the complainant informed of the outcome

Complaints about educators are ipvestiyated without prejudicing discipline processes
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THE SCHOOL CURRICULUM

Curriculuin planning

‘The schooel has a comprehensive curmiculum palicy

The governing budy sets the curriculum according to nanonal and provincial guidelines
The curriculum policy is guided by the aims and mission statement of the school

The curniculum suppons full delivery of the national and provincial curriculum

The curricutum policy ensures that provision is made for all learners of alt abilities

The curriculum policy includes 8 description of the assessment scheme

A sumgnary of curmiculum policy is included in school and deparimental policy manuais +*
THE SCHOOL CURRICULUM

Curriculum pianaing
The curricnium reflects national and provincial policy an breadth and bajance

Courses / time allocations for Jearning programmes reflect national and provincial guidetines

The FET sch;:ui curricutum offers choice including technical college courses

National and provincial academic courses are included with vocational courses

The cumculum is in alignment with the NQF

Learning programmes reflcct breadth and balance in line with national and provincial policy

Cross—curcicular aspects are included in alf courses and learning programmes

THE SCHOOL CURRICUHLUM

Curriculum plaaning

All learning area courses reflect national guidelines

All courses cover the appropriate national and provincial curmiculum oulcomes

Afl coutses include national / provincial curriculum leaming programmes

National / pravincial guidelines are observed at past-compulsory FET Band

Pracucal, project and investigative work is ofTered as specified in leaminy area yuidelines
RE provision meets statutory requirements, reflecting national and provincial yuidelines

The curncuium reflects the richness of our multi-cutural society

THE 5CHOO0L CURRICULUM

Curriculum planning

All learning area courses provide continuily and progression

There are clear curticular tinks beiween final year senior phase and first year FET Band

Guidelines on coatinuity and progression are provided in cach leamning area
Continuiry and progression are demonstrable featurcs of all jeaming programmes
Pace of work reflects national guidelines. learner needs and achievement outcomes
Stafl ensure there is no significant duplication / omission in learing pragrammes

Leamning programmes cater for the needs of the less able and the very able

THE SCHOOL CURRICULUM

Curricwlum planning

The iimeiable cosures the curricutum is delivered eflicicatly

The timetable is based on an analysis of the curriculum and staffing structures

The timetable makcs ef¥icient use of facilities -

The timetable allows the provision of a broad and balanced curricutum for all lcarners
The timetable achieves a balance in the curriculum between choice and efficiency

The tmetable includes flexibility for curricular visits

The timctable provides for necessary management time for staff

< A99T Cauneeng Depaartment of Educaiion - Phitip Drake Quality Development
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TUE SCHOOL CURRICULUM

Curriculum planning

Curriculum development is undertaken in each leaming area

The I.AC coordiaator / relevant HOD coordinates cusmiculum development across the school
LAC céordinator 7 relevant HOD leads the process of cummiculum development

Infurmation abotn local and national curmcutum development is circulated and workshopped
Curriculum development is consistent with the school development plan

Staffare informed of in-scrvice opporiunities (ieaming area-specific and cross-curricular)
Time is allocated within in-service training time for curriculum developmen

THE SCIIOOL CURRICULUM

Leaming areas and learning programnies

Naiional / provincial guidelines are followed in the language of instruciion

Learning programmes include specific outcomes for listening

Learning programmies include specilic outcomes for talking and speaking

Learning programmes include specific ouicomes for reading

Leamning progranunes inciude specific outcomes for wnting

Leurnung programmes include specific outcomes for spelling. handwriting and presentation
Assessment, tecording and reporting guidelings in the fanguage of instruction are followed

THE SCHOOL CURRICULUM

Learning areas and iearning programnies

Navional / provincial guidelines are followed in other approved ianguages

Leaming programmes inciude specific oulcomes for listening in the taryet language
Leaming programmes include specific outcomes for speaking in the 1arget language
Leaming programmes include specific outcomes for reading in the target language
Learniny progsammes include specific vutcomes lor writing in the taryet Janyuage

Issues such as computers, knowledge about language. special needs are considered
Asscssment, recording and reporting guidefines in other approved languages are followed

THE SCHOOL CURRICULUM

Learning areas and learniag programmes

National / provincial guidelines are foliowed in human and social sciences

Learning programmes inciude specific outcomes for knowledge, skills and stiitudes
Learning pragrammes include specific autcomes for describing / explaining cause and effect
L.earning programmes include specific outcomes for interpretations of phenomena

Learning programmes inctude the use of source matenal and the use of judgment

Leaming programimes include performance indicators in national and provincial guidelines
Assessment. recording and reporting guidelines in human and social sciences are followed

THE SCHOOL CURRICULUM

Learning areas and learning programmes

National / provincial guidelines sre followed in cconomic and management sciences
Leaming programmes have entreprencurial activities, production, economic empowerment
Learning programmes include critical analysis of economic and financial data

Leaming programmes evaluate ecanenuc systems 1o show principles of supply and demand
Learminy programmes demoastrate managerial expertise and administrative proficiency
I.eamning programimics evaiuate the interrelationships between cconomic / other environments

Assessment, recording. reporting guidelines in economic / management scicnces are followed

C 997 Gauteny Depurtmens of Education  Philip Drake Quality Development
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THE SCHOOL CURRICULUM

Leaming areas and learning programmes

National / proviacial guidelines are followed in mathematical learning areas
Lcaming programmes include applying mathematics: reasoning, logic and proof
Learning programmes include number: use, estimation. approxtmation, measurement

Leamning programmes include algebra: relationships, formulae, equations, graphics
Learming programmes include shape and space: shape, location, movement, measures
Learning programmes include handling data: collecting, processing, interpreting
Assessment, recording and reporting in all mathematics learning areas are followed

THE SCHOOL CURRICULUM

Learning areas and learning programmes

National / provincial guidelines are followed in natural sciences
Leaming programmes include scientific investigation and the associated skilis
Leaming programmes include life and living processes

Leaming programmes include matter and materials and their properties
Leaming progranunes include physical processes

Hypothesis, observation, measurement, interpretation, evaluation are included

Assessment, recording and reporting guidefines in natural science are followed

THE SCHOOL CURRICULUM

Learning areas and learning programmes

National / provincial guidelines are foltowed in technology

Leaming programmes inciude identifying needs and opportunities
Learning programmes include generating a design

Learming programmes include pianning and making

Learmng programmes include evaluating the outcomes of one's own work
Learming programmes include information technology capability
Assessment, recording and reporting guidelines in technology are followed

THE SCHOOL CURRICULUM

Learning areas and learning programmes

National / provincial guidelines are followed in arts and culture

Learning programmes include the ability to make. recreate and invent meaning

VW W S VS

VW W S VS
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Learning programmcs include the specific use of innovation, creativity and resourcefulness

Learning programmes include effective expression, communication and interaction with others

Learning programmes include an understanding and appreciation of our rich and diverse culture

[earning programnes inchude career skills and income-generating opportunities
Assessment, recording and reporting guidelines in arts and culture are followed

THE SCHOOL CURRICULUM

Learning areas and learming programmes

National / provincial guidelines are followed in life orientation

Learning programmes demonstrate vaiue and respect for human rights
Learning programmes offer practice in acquired life and decision-making skills

t.eaming programmes include activities demonstrating human movement and development

Learning programmes include values / attitudes ncoessary for 2 healthy and balanced lifestyle

Learning programmes access carcer and other opportunities

Assessment, recording and reporting guidetines in life onientation are followed

Gauteng Department of tducation  Philip Drake Quality Development
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2.0 THE SEHOOL CURRICULUM
.3 Cross-curricular issues and core shdils

2.3.1  The curficulum includes a wide range of cross-curricular (hemes

2310 All tearning areas include basic skills (eg English. mathematics, reading, writing, spelling)
2.3.1.2  Heaith, Qufcxy and sexoality education are planned on a cross-curmicular basis

2.3.1.3  Chizenship is included as a cross-curricular issue

2.3.14 Econonic and industral understanding are inciuded as cross-curticular issues

1.3.1.5 ¢ Ali educators accept responsibility for teaching study and referonce skills

2316 Emiranmentsl issues are presented on a cross-curricular basis

1.0 THE SCHOOL CURRICULUM

2.3 CI‘D!!-CI:IITiCu'll’ issues and core skills

232 Aspecty :of aduit and working }ife are included in the curriculum
2321 Eachleaming area contains material related to the world of work

22322 Skills su;;h as interviewing. probiem solving, reporting, summarising, are taught

1321 C iassm(ém displays include material kinking the curmiculum to the world of work

2324 Learnir}é areas include markets, human resources, income / expenditure, goods and services
2325 Economic ventures, such as mini-entecprise, tuck shop, book shop are established

376 Economic life-skills. such as home budgeting, tax and investment are taught )

20 THE SCHOOL CURRICULUM

.3 Cross-cusricular issues and core akilly

.33 {nlormation technology ia covered as a cress-curricular skifl

2331 Word proce;'.sing skills are taught and practised in a vaniety of learning areas

3 Usinyg databasc technigues is encouraged in alf learning areas and Jearning proyrammes
Leamers are taught and encouraged to use spreadsheets for data handiing

3

2334 AW educators (each and encourage the practice of information retrieval techniques
5 The respurce centre siafl assist !earm;fs in developing information retrieval skills
6

LACs cboperate to maximise integration in the development of 1T skills

2.0 THE SCHOOL CURRICULUM

1.3 Cross-curricular issues and core skills

234 Support is given io non-specialist 1eachers of religious education

2341 Where RE 15 1ught by educators of other learning areas, a structure exists for coordinatian
2342 The RE specialist / cooardinator provides materials for use by nonespecialist educators
1343 Ineservice support is arranyed for non-specialist educators of RE

23449 Heads of departmer ensure educators are supporied in RE work

2345 The RErspecialisl / coordinator visits the classes of non-specialist educators to assist
2346 Appropfinw time is aliocated 1o non-specialist educators for RE preparation

2.0 THE SCHOOL CURRICULUM

2.3 Crow-curricuiar issues and core skilly

2.5  The 3pifitull dimension is treated as a cress—curricular issue

2351  The spifitual dimension in the curmiculum is coordinated across fearning aress
23352 REis linked to the heaith, safety and sexuality in education programmes

2353  The guidance programme 15 coordinated with the RE programme

2354 All leariny areas pian the cross-curmicular aspects of the spiritual dimension

2.3 %S  Pnmary-secondery liaison on curricular matters includes the spiritual dimension
2.3.56  The spiritual dimension is included in in-service Iraining on cross-curricular issues
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] THE SCHOOL CURRICULUM

4 Curricuium for adult and working {ife

4.1 School /7 industry linison is established

41.1 A stalf inember has responsibility for school / industry fiaison and workplace visits

2.4 1.2 The schuol keeps a {ist of suitable estabiishiments willing to accept learners on visits

413  Educotors make visits to workplaces to widen expenence and arrange tor learmers’ visits

414

4 1.5 Leamers arc encouraged to undenake projects and studies following visits
[

41

Visits and talks by people from working environments are encouraged

Local and natiomal initiatives such as open days, careers conferences are supported

L0 THE SCHOOL CURRICULUM
A Cusriculum flor adult and workiag life
4.1 The school has a structured careers programme

421 A management team member liaises wath the careers service and guidance stalT

422 Learners ar all stages are given regular and apprupriate careers education

423  Careers advice is avatlable at the various times of {ocus choice

424 A careersnterview provramnee is arranged with the guidance educator for all learners
425 lnformation on learners is compiled by the guidance educator prior tn careers interviews

426 Written reports on careers inteniews are kept at the schoot

L VYHE SCHOOL CURRICULUM

2.3 Curriculunt for adult and working life
143 Iearners have ready access to information about careers

431 U'p-to-date caseers information is maintained and is accessible to learners outside class tme

432 information technology 15 used 10 give learmers access 10 information on careers

433 Intormation about carcers is displayed in classrooms and social areas in the school

434 The school resource centre stocks careers information

435 Information about any post-schoo! yoush raining opportunities is available

4306 Any post-school youth training opportunitics notified Lo the school are publicised (o pupils
THE SCHOOL CURRICULUM

4 Curriculum for adult and working life

2.4.4 A work experiesice programme is arcanged for lexrmers

12N NN

2

1

441 A saff member is responsible for vettng # coordinating work experience places

442 Aveyister of potential placements is maintained with a record of previous use

443  Placements are verted for suitability and contormity to health and satety reguiations
4343 MNatonat and provincisl procedures for work experience are observed

445 Learners are prepaced tor placement and are debricted at the end of the period
4406 Statfvisit a sample of learners dunng wark expenence placements

0 THE SCHOOL CURRICULUM

4 Curriculum for adult and working tife

1.5 The schoul cooperates with employers in lisison projecis for learners

451 Clear, realistic, achicvable goals are apreed between school, college and employer

452 A staff member liaiscs with relevant business organisations

453 Records of achievement / dearner action plans are kept in consultation with employers
4 54 Punctual and reyular attendance is encouraged and monitored as part of the project

<4 85 Parents arc informed / consulted on the arrangements between school and employer

- 50 The school ensures that any undenakings made by external agencies are honoured

1997 Gantesg Department of Fducation Philip Drake Quality Development
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TIE SCHOOL CURRICULUM

Curricular resources

Resources are made available to support school aimns o
Priorities fur iesource provision reflect schoul atms and curmicular policies o
A member of staff has responsibility for the management of cwmicuiar resources L
Al} respurces, even if held in specific deparuments / classes, are available for use o
Staff are consulted on the selection and puichase of new resources e
Technological resources are used in all areas of the curriculum e

Depaniments infoom cach other of resource developments in their learning areas

THE SCHOOL CURRICULUM

Curricular resources

Resources maich the age, nceds and abilities of learners
Selection of resources 1akes into account the age. needs and atulities of learners L

Resources support various leaming / teaching stytes including indepeadent learning

Additional resources are available {o suppon less able, disabled and very able leamers

The management team monitors use and effectiveness of resources according to learners’ needs
Any resources specified in a statement or record of needs are made availabie

Rescniree provision is recognised as a key element in the school development plan L
THE SCHOOL CURRICULUM
Curricular resources

External resource services are used where appropriate
Resources and (acilities availabie [rom external agencies are known to stafl’ .

VW w S VS

£ xternal resource organisations are invited 1o mount dispiays in the school

A mcmber of stafl coordinates the borrowing / returm of external resources

Advice 15 sought from external resource agencies on the organisation of resources
External resource agencies contribute to school courses on study / information skifls

Arrangements for collection and return ol borrow ed maternals are known to staff’

THE SCHOOL CURRICULUM

Curricular resources

The use of cross-curricular resources is timetabled

Resources for cross-curticular 1opics are limetabled for availabiliny a
Computers, QHPs, shide projectors, TVs/ VCRs ctc arc timetabled for availability

A managemem team member is responsible for arranging cross—curricular resource use

A booking system allows staff (and. as appropriate, learners) to make use of resources

A timetable of the regular boaking of resources (s copiedd to depariments or classes

The shared usc of resources is monitored by the management team

THE SCHOOI. CURRICULUM

Curricular resources

The school resource ceatre is used (o suppon curriculer and extra-cusricular aetivities
The use of the resource centre is timetabled for use by departments and classes

The resource centre is timetabled for intormal use and bortowing by staff and leamers

The resource centre manaper liaises with szaff an its use in class and school activitics
Resource oenire projects are incorporated into learning activities in all leasming areas

The resource ceatre is stocked with books / multi-media materials in consultation with staff

The resource centre manager modnitors the usc of the centre and repons periodically to staff

CA997 Gumseng Department of Kducanon  Philip Drake Qualisy Development 1



3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.

3.

1 Teaching and learning
1.1 All teachers carry out their teaching professionally and efficiently

111 Educators follow departmental guidelines on topics, texts, matenials and projects
1.1.2  Classroom organisation and management is effectively performed

.13 CQlassroom resources arc efficiently stored. easily accessible and prepared before class

.L.1.4  Classroom routines, rules and policy include good work habits agreed as school policy

3 115 Planning enables learners to work independently as they develop the necessary skills
31.1.6 Al educators prepare forward plans and maintain a record of work
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.1 Teaching and learning
3.1.2 Class work matches the needs of individual learuers
3.1.21  Lesson objectives arc prepared to match the abilities of all leamners in the class
53,122  Objectives include growth of knowledge. skills and understanding for all abilities
3123  Questions and assignments are varied to suit the needs of individual leamers
3124 Core and extension matenals are suited to the range of learner ability
3.1 25  Ennclunent experiences are provided specifically for very able / gifted learners
3126 Educators listen to and involve all learners in class, showing their contributions are valued
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.1 Teaching and fearning
313 Differentiation is a key feature of lesson planning and defivery
3131 Planned differentiation determines the use of core and extension matenal
5132 Ditferentiation is employed in the preparation and use of worksheets / assignments
3133 Datlerentiation ts evident in pace. targets and class grouping for activities and projects
3 134 Educator-learner interaction, especially in questioniny, reflects planned differentiation
5135 Ditterentiation is observable in the setting of homework to reflect individual needs
3136 Marking. assessment and feedback procedures reflect planned differentiation
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.1 Teaching and learning
314 A variety of metheds is used for lesrning and teaching
3141  Educators use vaned 1echniques such as expository, discursive and enquiry
3142 Learners are grouped appropriately for different types of learning activities
3143 Methodolowy encourages tormulating / testing hvpotheses and drawing conclusions
31449 The school library and libranes outside the schoot are used 10 support methodology
3145 Audio-visual aids such as TV, OHP, recordings and [T are used to support methodology
31906 Excursions and the use of “visiting specialists” suppoft learning
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.1 Teaching and leaming
315 Homework is organised to support learning

i

S 1 Homework policy gives yuidance on the setting and administration of homework
152 Homework assignments include a varied range of activities
153 Homework gives opportunities for independent learning
1 54 Homework assignments include differentiation to suit learners’ abilities, needs and interests
P55  Homework is timeously and helpfully marked, recorded and returned to learners

1 5.6 Parents are encouraged to supervise learners and provide suitable study conditions
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30  ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
YW W S VS

3.t Teaching and iearning
316 Learners are encouraged to strive for high standards of achievement ;
1.16.1 Examples of well-p d work are used to encourage continuous ynprovement e

3 1.6.2 Planning, drafting and redrafting are stressed in ail programmes of study

3.1.63 Unsatisfactory work in terms of the ability of the leamer is not accepied in that form
3164 Siaff continually check their assessment of learners from deprived backgrounds e
311.6.5 Staff check their standards against those set in similar schools )
3.1.6.6  Stall give good exampie through high professional standards in and out of class

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.1 Teaching and learaing V\'f \" s E
317 Learners’ school experience encourages lifelong learning

3171t Class work is inicresting and challenging to help learners find learning enjoyable
3172 Educators iry to make their teaching style interesting, challenging and enjoyable
3173 Dnflcrentiation in class work chatlenges leamers and enables them 10 enjoy success
3174 Extra-curricular activities felp leamers 1o see informal leaming as a lifelong process
3175 ELducators by their example encourage learners to see learming as a lifelong process

I 76 Parcnts and others are invited to valk to leamers about their post-schoof learing

[

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.1 Teaching and learning

3.8 Learmen are encournged to learn independently

3181  Activity approaches to learning encourage learners in independent feaming

{82 Learners are taught swdy / research skils to foster independent and life-long learning

YW W § VS

3183 Al programmes of study give leamers opponunity for individual and group research
3184 Openieaming proyrammes are available in class ard in the resource centre

3185 Learners are encouraged 10 use computers and IT in independent Jearning

3186 Homework is used as a means of extending independent lcarming

LX) ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.2 Assessment

321 Learnery’ work is assessed eflcicatly
3211 Assessment conforms 10 statutory, national, school and depanimental poticies

3212 Clear school yuidclines are provided to standardise assessment procedures

3213 Educators reyularty control and mark homework and class work

3214 Traimung is provided for staff on assessment procedures

3215  Learners are regularty informed of provress and attainment

32 1o Parents are informed on assessment and get regular information on learner progress .
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

32 Assessment YW W § VS

322 Resuits of assessment are used (o direct bearuing / teachiog
School assessment guidelines contain advice on analysis / interpretation of results

-
(X}
4

3222 Results of tests and public examinations arc analysed 1o establish trends

3223 Analyses arc discussed with siaff 10 ensurc that implications ere acted upon

3224  Changes in performance of individual leamers are quickly detected and inyestiyated
3225  Assessment is made of conscientious effon as well as atainment

3220 Assessments are discussed with learners to diagnose problems / encourage progress

¢ 99T Gauterng Depariment of Edvcation  Philip Dogke (ualiry Developement i3
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ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

Assessment YW W S VS
Learner progress records and profiles are kept efficiently _: _: _‘_: :
L.earning area and carc / guidance stafl’ maintain up-to-date records of learmer progress e
Care / guidance staff arc cansulted where performance may reflect personal problems e e e
A cemral file is kept on each learner with procedures for updating known 1o staff e
The record or profile includes clear detaif of fcarners” aprtitudes and achievement .
Recards include s1aff, parent and icamner coounent where appropriate e
Recoeds arc simple and infformative, with a minimum of administrative workload .

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

Guidance snd care Vw ‘i ?_ V:f’
The schoot has a ctear structure for care and guidance

A senior managemeni team member is responsible for care / guidance W‘ _ﬁ 1_ ‘_77'
Poticy documents outline the school care and guidance philosophy

Procogdures outline administrative arrangements for guidance and care . o
Care / guidance siaiT know their learners. their atiainmentis. behaviour and background e
Rexular meetings of guidance staff / year group guidance teanis are timetabled

Care / gquidance policy is the subject of consuhation with staff, paremis and jearners e
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

Guidance and care YW WS VS
Curricular guidance is provided for all earners o
Curmicular guidance is given to learners whenever a choice of Jearning areas has 1o be made

Curncular guidance 1akes account of academic / personal information in icarner profiles o
Parental views are taken into account in cwmicular guidance .
Curricuiar guidance 1akes account of the learner's aspirations and abiliry

Curricuiar guidance takes account af the views of staif who know the learmer o
Curricular guidance takes account of any views received from careers officers e
ACADI“:MIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

Guidance and care VW W 5 Vv§
Personal guidance and care are given to all learuers -

All teaching staff are enabled to take part in guidance provision, formally or informally T
Care / guidance staff have a meeting with each leamer at lcast once a year

Care / yuidance staff act as svmpathetic and approachable counsellors

Learner profiting is coordinated by the management team, guidance and specialist staff o .
Records of imerviews are recorded and retained as part of the leamer prufile
Care / guidance at classroom level operates with a special focus on attendance

ACADEMIC AND PERSONAL EMPOWERMENT FOR ClTlZENSHH"

Guidance and care

Learners at risk are closely monitored by the school management team

The care / guidance system includes critenia for identifying learmers who need suppon

Contact is aranyed for cach lcamer needing suppon with a designated szaff member

The desiynated stafl member coasults other stafl on the progress of leamers at risk

StafT'are informed confidentially about feamners in their charge identified as being a1 nsk
Leamners' hygiene, saftty , health or antendance problems are referred 10 the management team
Care / guidance stalf respond confidentially to problems by involving parents and care agencies
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3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.4 Spiritual and moral development

3.4 Religious education is provided for aill learners o
3411 The RE syllabus is based on the current national and local guidelines e

YW W S VS

3.412 Content, materials and methods are suited to the age, ability and readiness of learners o
3413 The RE syllabus includes the full range of topics with an assessment scheme o
3.4.14 REis integrated with the other learning areas of the curriculum- e
3415 RE in-service training is organised, using external institutions / organisations as appropriate e
3.4.1.0 RE is given appropniate resources: time allocation, finance, accommodation and statf .

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.4 Spiritual and moral developmeat VW W 5 Vs

3.4.2 The school promotes the spiritual development of learners
3421 The school assists learners 1o develop awareness of the spiritual aspect of human life

3.422 The school consults with parents on the spiritual dimension of education

3423 The RE programme offers spiritual reflection and knowledge of different faiths / doctrines _ -
3424 The RE programme articulates with social and moral education and guidance

3425  Assemblies offer spiritual reflection while respecting all faiths

3426 The curniculum helps all lecamers to search for a decper meaning in the world o

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.4 Spiritual and moral development VWV W S VS
3.4.3 The school promotes the moral development of learmers

3431 Theschool assists leamers 1o develop a system of personal moral values

3432  The school assists learners to understand the difference between right and wrong

3433 The school assists learners to respect persons, truth and property o
3434 The school helps learners to develop a concern about how their actions affect others

34535 The school helps fearners make responsible and reasoned judgments on moral issues

3436 The school promotes the development of personal moral behaviour e
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.8 Social and cultural development VW W 5 VS
3.5.1 The social and culturat developmeat of learners is promoted R __ ____
3511  Learners are given the opportunity to work cooperatively in the school community

3512 Leamers are given the opportunity to take part in activities in the wider comfnunity N
3513  The school helps iearmers to understand society through their role in family life o
3514 The school helps learners 1o appreciate culture as the whole way of life of their nation

3s15 Leamersleam how various different communities have contributed 10 national culture )
35106 Learners learn about their country’s contrnibution to world culture )
3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

3.5 Social and cultural development VW W § VS
3.5.2 Learners are given assistance in developing personal relationships
3521 The importance of forming personal relationships in life is emphasised

3522 The school has a policy on education in personal relationships

3.523 The school's personal relationships programme is regarded as a care and cross-curricular issue

3524 A senior member of staft acts as coordinator of the personal relationships programme

3525 Personal relationships programmes link to health, sexuality education and addiction issues o
3526 The personal relationships programme is discussed with parents and support agencies o

C Y97 Guaneny Depariment of Educanion Philip Drake Quality Development 15
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ACADEMIC AND PERSONAL EMPOWERMENT FOR CITLZENSHIP
Health, safety and scxuality cducation

Health education is established as & cross-curricular learning area L
School policy estabiishes the tearning areas at cach stage and the programmes to deliver them

VW W S V§

A health education imatnix is produced to ensure continuity and avoid duplication R

The bealth education programme is discussed with parems and governing body

External institutions / organisatiens advisc on health education and parucipate as appropriste
Health education resources are catalogued and available to all depaniments / classes L
A member of the management teans has respoasibility (or health education

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

Health, safety and sexuality education VW W% "*$
The school has a policy on addiction

The schuo! ensures that all learners are alerted to the dangers of addiction

Policy on addicuion includes drug, solvent, tobacco, alcohot abuse and gambling

All statf are wrained in identifying signs of drug, solvent and aicohol abuse / addiction
Policy vutlines action to be taken when abuse / addiction is detecigd or suspecied
The school liaises with external specialist agencies on abuse / addiction matters
School poficy on addiction is developed in consultation with yoverning body and paremts L
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Health, salety and sexunality education

Thr healit cducation programme includes information on AIDS
AIDS information is wiven to all learners in a fomm appropnate to age and maturity

VW W 8 VS

AIDS informanon includes details of how the disease can and cannot be transmitted

Externai speciahist agencics are nvited to contribute to AIDS education programmes

AlDS education is inked to sexuality education

AIDS education is set in the wider comtext of social, moraj and cultural development

AlDS education programme is discussed with parents .
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Health, safety and sexuality education

A programmie of sexuality education is provided

Sexuality education appropriate 10 aye and mawmy s provided lor alt leamers

VW W S VS

Sexuality education is given to separate yender uroups where appropriate

The involvement and couperation of the parents of leamers i sexuality education is stressed
Sexuahty education takes account of the moral and ethical beliefs of learners and their parents
Extemal specialist institutions / oruanisations participarte in sexuality «ducation as appropriate
Sexuality education and any resulting procedures is coordinated by a specially irained educator

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Special educational needs and learming support

The school has a policy ou learners' special educstional needs provision
LSEN paoticy sets out the aims of special educational needs provision in the school
LSEN policy sets out the rofe and responsibilities of the LSEN coordinator

YW W S vS

LSEN policy sets out the administrative arranuements for special educational needs
LSEXN policy outlines the integration links between special and mainstream provision
LSEN policy specifies teaching / suppont s1aff. resources and accommodaticn

LSEN policy specilics the assessment. admission. monitoring and review procedures

CAYPT Gaweny Depariment of bducatnon Phalip Drake Quality Development 16
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ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Special educationai needs and fearming sapport

Special educational needs policy supports a wide range of learners

Suitable .SEN provision is made for alt lcamers with special needs

Support in English as a second language (ESL) is available where required
Suppon is provided for leamers from informal setlements, where required
Supgport is provided for lcarners who have been in hospital or residential placement
Support is provided for institutionalised learners

Support is provided for very able and gifled learners

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Special educational needs and lesrming support

LSEN provision is integrated with mainstream schooling

LSEN leamers take pan in as many mainstieam school classes as is feasible
Mainstream curriculum and attainment targets include objectives for LSEN leamers
Learniny support stafl engage in co-operative teaching in mainstream classes
LSEN / learning support is included in in-service training ( INSET ) for all staff
LSEN resaurces, aids and appliances are available for mainstream use as required
The LSEN coordinator has close contact with mainstream depanments amd classes

ACADEMIC AND PERSONAL EMPOWERMENT FOR CTTIZENSHIP
Speciai educatioual nceds and feaming support

Learning support stafT integrate into the work of the whole school

LSEN / learmuny support stafT are involved where appropriate in curricular guidance
LSEN / learming support staffl are invoived where appropriate in careers guidance
LSEN / lcarning suppont salT are involved with other stafl in care / guidance

LSEN / learning support stafl are consuited on suitable matenals for the resource centre

LSEN / learmning suppon stall advise other stafl on leaming / teaching strategies

LSEN / leaming support s4afT participate in primary / secondary / FET liaison procedures

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIF
§ pecial educational needs and learning support
Resources are provided to support special educstional nceds (LSEN)

Specialist teaching and suppornt stall are deployed to meet special educational needs (LSEN)

Suitably furnished and located accommodation is provided for leaming support
Appropriate educational materials are provided to support special cducational needs
Diagnostic and assessment materials are available to identify and support learners
Aids / appliances are svailable to support the school's curremt range of special needs
Governing body and principal enswre adequate finance is allocated 1o LSEN
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITLLENSHIP
Preparing (ormal LSEN assessment

Formal assessment is locused on the needs of the learoer

Asscssment focuses on the leamer’s nceds rather than vn burcaucratic procedures
Assessment is directed towards providing appropraie learmning and development
Assessment 15 regarded as being pant of a continuous suppontive process
Assessment is used 10 determine appropriate learning approaches and techniques
Assessment is used to decide the actual provision to be made for the learmner
Asscssment is used 1o assist monitonng the leamer’s academic and personal progress
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ACADREMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Preparing format LSEN assessment

Formal assessnient is preceded by informal school assessment

Academic, medical and social information is gathered by educators knowing the learmer
The principal involves the learner’s parents or guardians as fully as possible

The principal seeks advice from specialist district s1aff and ather external agencies

The principal decides on the school’s approach with the class educators

The principal ensures the lcamner’s progress is carcfully and regularly monitored
Deailed, relevant records are kept of the school's actions and the learmer’s progress

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSUIP
Preparing formal LSEN assessmeat

The school and district cooperate te provide notification to parents

The district informs the parents of iniention to proceed 1o assess the learner

The district outlines the procedure which witt be followed in formal assessment

The distnct names the officer who will be responsible for comact with the parents
The district informs parenis of their nght to make representations regarding assessment
The distrct informs parents of their Aght to submit written evidence

The school and district ligise closely in the pre-Notification pesiod to reassure parents
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSIIUP
Preparing formal LSEN assessmeat

The named officer contributes fufly (o asscssment procedures

The named oflicer is experienced in special education provision

The named officer knows the relevam range of district provision and procedures

The named officer is fanuliar with, and has contact with, refevant extcrmal agencics
The named officer is familiar with the specific details of cases allocated

The named ofTicer adopts a supportive and approachable role towards parents

The named oflicer maintains contact with schools relevant to the cascload

ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP

* Preparing fornial LSEN assessment

Formal Notilicatica of assessmenl is issued (o parcots

The district writes formal Notification 1o the parents of imention to assess formally
Formal Notification contains a statement of reasons for the format assessment
Copies of the Notification are sent 1o the designated officer in Social Services
Copies of the Notification are sent to the designated nursing officer

Copies of the Notification are sem 10 the school with which the learmer is associated
ifthe district decides not 1o assess formally, parents are notified in writing
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Preparing forma! LSEN assessment

The district gathers relevant advice and information for assessment

The district takes account of representations by the (camer's paremts or Jegal guardians
The district takes account of written evidence submitied by / on behalf of the parents
The district takes aceount of written educational, medical and psychological advice
The district 1akes account of advice submitied by other qualified, competent agencies
The district takes account of health / welfare advice from Social Services

All relevant and competent advice is gathered and collated formally and eficiently

Gaureng Department of Exucation  Philip Drake Quality Dewtopmernt
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ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP |
Preparing formal LSEN assessinent

The school provides educational advice to inflorm the assessment

The principal gives advice il a Jearner has been at schoot lor at [cast (8 momhs

The principal gives advice in copsultation with the learmner’s educators

The principal consults specialist educators about visual or hearing impairment

The format of the principal 's advice follows provincial guiddines

The principal bases advice on evidence of the leamer’s actual school performance

For a learner not attending school, advice is asked of an educator with SEN experience

ACADEMIC AND PERSONAL EMPOWERNMENT FOR CITIZENSHIP
Preparing formal LSEN assessment

The district gets advice [rom medical, psycholagical and other zgencies

Medical advice is sought from a designared medical praciitioner

Muedical advice includes input from medical specialists involved in the learner's case
Medical advice includes input from support services (e speech and physiotherapy)
Psyvehological advice is sought from a psychologist in the district auxiliary scrvices
The district requests advice Itom other agencies {eg nursing officer, social services)
All advice received is regarded as forming partolfa multi-disci plinary assessment
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
Preparing formal LSEN assessment

The school in conjunction with the district arranges the LSEN examination

The district notifies parents formally of intention to conduct an examination of the icarmer
The distict explains the purpose of 1the examination 10 the parents in the formal notice
The district states the name of the officer from whom furiher information can be obtained
The district informs parents of right to submit information relevant to the examination
The district informs parenis of their right 1o attend the examination

The district informs parents of their legal obligation to comply with the examination
ACADEMIC AND PERSONAL EMPOWERNMENT FOR CITIZENSHIP
Assessment reports and finat Statement

Assessment reports fo the district describe the learner's lunctioning

Repons refer to the learner's physical. emotiona! and counitive functioning

Reports refer (o the learner's communication, perceptual, motor and adaptive skitls
Repons refer to social and interactive skills together with antitudes towards learning
Reports refer 1o educational attainment, self-image, interests and behaviour

Reports refer to the icarmer's functioning at home. in family, at school and elsewhere
Relevant aspects of learner’s personal, medical and educational history are included
ACADEMIC AND PERSONAL EMPOWERMENT FOR CITLZENSHIP
Assessment reports and linal Statement

Assessmeot reports (o the district include the aimy of provision

General development {physical, motar, cognitivc. langueye, social) is reponed

The learner's specific arcas of weakness or gaps in skills 10 be addressed are covered
Suygested methods and approaches are offercd by specialists in the various areas

The implications of the leamer's medical condition (medication side—cfTects) are stated
Tcaching and lcarning approaches tor conditions such as blindness are suggested

The emotional climase in the school, including class regime, is considered

€ 1997 Gawieng |xpartment of Exhcation  Philip Drake Quality Dewe lopmerit
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3.0 ACADE\IIC AND PER.SONAL EMI’O“ ERMENT FOR ClTlZE\SHlP

3.9 Assessment reports and final Statemend

3.9.3 Reports refer to the facilitices and resources required by the learner

3.9.3.1 Reports refer to any special equipiment requited (physical, anditory, visual aids)
3.9.3.2 Specialist facilities are recommended ( eg for incontinence or drug administration)
3933 Special educational resources for semsory or physical impairment are recommended
39.3.4  Other specialist resources (eg nursing, speech therapy, audiology) are recommended
39.3.5 The physical environmen: including access, acoustics and lighting are recommended
3.9.3.6  School organisation, attendance modes and transpon facilities are recommended

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.9 Assessment reports and (inal Statement

3.9.4 The district issues a statement of needs for learners with special educational needs
1941 The statemeni complies with all LSEN regulations in form and content

3942 The introduction section presents the relevant details of the learner's bacl.gmund
3943 The LSEN section gives the district an assessment of the leamer's needs

3944 The district specities its plans for special provision

3945 The district designates a suitable schoat where appropriate

3946 Addisional non-cducational provision (ex by social services) is specified

3.0 ACADEMIC AND PERSONAL EMPOWERMENT FOR CITIZENSHIP
3.9 Assessment reporfs and final Statement

3.9.5 The district informs parents of their right of appeal against the ststemcent of needs
39351 Thedistrict ensures parents receive a draft statement of needs to alert them to the proposals

3952 The parents arc informed of their right to make funther representations on the statemem
3951  The parents are informed of their right to a meeting with appropnate district officers
3951  The parents are informed of their nghi to meet with the person who advised the district
3955  The final statement informs he parents of right of appeal 10 an appeal committee
3,056 The final statement informs parents of right of appeal to a higher authority

1.0 ETHOS AND HUMAN RIGHTS

4.1 Ethos

4.1.1 Gaod learner / educator refationships are cocouraged
4 1.t Relationships between educators and learmers are charactenised by mutual respect

4112 Educators show leamers they value their contributions 1o class and school activities
4113 Acuvipies are established that involve educators and Icamers working together
4114 Classroom atmosphere aillows learners 1o engage in open discussion and debate

4 115 Educators ard icarmerss are encouraged to cooperate with each other outside class
4116 Educators and jearners are yiven opportunities 10 work together on school activities

4.0 ETHOS AND HUMAN RIGHTS

4.1 Etheos

4.1.2 Staff/ learuers are encouraged (o take pride in their school

4121 Pastand present school achievements are recognised and publicised

4122 Learners wear uniform where this practice is agreed with staff and parents

4123  Stafl show they identify with school aims by their professional and social example
4124 Siaffand lcamners are informed of commendations received fiom outside the school
4 1L.LS  The imporiance of the schook's standing in the community is emphasised

4126 Inter-school activities sich as competitions. wames and visits are encouraged

€ 1997 Gamteny Depariment of Flucation  Philip Drake Quality Development
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”E’wl'l—lOS AND HUMAN RIGUTS

Ethos

Learnérs receive praise and recognition for good work

All guud work, including behaviour and attendance, is recognised and praised
Acknowiedgement of good work is made both formally and informally

There is recognition of good work in newsletiers, notices, assemblies and other ceremonies
Parents are made aware of good work which has been recognised

Effort and conscientiousness is recognised and praised as well as high performance
Lcnmm“x arc encouraged to appreciate good work by their peers

E'l'llos AND HUMAN RIGHITS

Ethos

Learners’ work is displayed throughout the schoo!

Class work is dispiayed in all learning areas and all classrooms

Displays are well-presented using a range uf matenals and techniques

L.eamners are involwed in the creation and mounting of displays

Redrafting for dispiay is regarded as part of the educational experience

Learners' work is displaved i public areas as recognition and not simply as decoration

Parents are invited to displays of work and, where applicabie, performances of work

ETHOS AND HUMAN RIGHTS

Ethos

A cade of behaviour, good conduct and discipline is followed

The school code of conduct is known 1o all stalf, learnecs and parents

The governing body ensures consultation on the code of conduct has inciuded alf stakeholders

The code of conduct stresses personal respansibility and care for others' welfare
Disciphnany procedures are known to be fair and consistently applied

Guod behaviour inside and vutside the school is recognised and rewarded

Increasing leveis of trust are placed in jearners to help them to develop self-discipline

ETHOS AND HUMAN RIGHTS

Ethos

Departments maintain discipline consistently

Depanmental and class rules for behaviour are consistent with the code of conduct

Hcads of departments or phases ayree on general rules 1o ensure consistency

Rulfes for individual learning areas are made clear (0 leamers and the reasons explained

Ruies on health, safety and security in departments are monitored by the management team
Referral procedures for conduct / disciplinary problems are clear and consistently apptied
The management ieam gives support {0 educators experiencing conduct / discipline probiems

ETHQOS AND HUMAN RIGHTS

Ethos

Exirs-mural activities are encouraged

The extra-mural curmicutum is agreed by the goveming body

The ranue of extra-mural activities helps all lcarmers to develop their talents
Adequate funding i3 niade avadable for extra-mural activities

Parents are encouraged {o take an interest in extra-mural activities

Parents are kept informed about extra-mural activities

Achievements in extra-rnural activities are praised and publicised
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ETHOS AND HUMAN RIGIITS
Ethos: :

Alttendance and punctuality ol learners and siall are strongly encouraged
Attendance and punctuality are checked efficiently

Attendance scanning indicators are used to monitor performance

Good atlendance is fostered by publicising rates, rewards and other devices

Parents are enlisted to encourage attendance and punctuality

Attendance monitoring procedures are clear and known to staff, learners and parents

‘The schoo! has a policy tor learners "at risk”, involving other agencies if necessary

ETHQS AND HUMAN RIGHTS

Human rights in the school

School policies demonsirate respect for all s1aff and learners

Polictes show respect for the social background of all stafl' and leamers

Policies respect religious beliefs, cuitural and ethnic background of all staff’ and learners
Policies recognise particular refigious practices such as dress and diet requirements.

Palicies accommodate learners whose parents wish them to withdraw from religious activities
Policies outline action to be taken 1o tackle bullying, harassment and racist incidents
Pulicies acknowledge and support muiti-lingualism )

ETHOS AND HUMAN RIGHTS

Human rights in the school

The governing body ensures all learners have access to the benefits of school life
Learners are treated in classification rexardless of sex. race or background

Leamers are given a choice of fearning areas regardiess of sex, race or background

Learners have access to extra-mural activities regardless of sex, race or background
Leamers are treated equally in school acuivities regardless of sex. race or background
Access (o careers guidance and work experience is regardiess of sex, race, background
Leamers are chosen for pasitions of responsibility regardless of sex, race or background
ETHOS AND HUMAN RIGHTS

Hluman rights in the schog)

The school promotes caring and tolerance

The school policy manual refers to canng and tolerant attitudes which characterise the ethos
The principal shows care. tolerance and support towards alt leammers, stafl and parents

5:iaff are sensitive to all background circumstances that aflect the lives of leamers

The code of conduct expects leamners 1o show care, courtesy and tolerance 1o others
Incidents af indiscipline are handled in a fair and just manner

Learners with pasitions of responsibility are expecied to act with faimess, care and tolerance
ETHOS AND HUMAN RIGHTS

Human rights in the community

The schoo linises with other agencies (o tackle disadvantage

There are links with social, psychological and community colleges and ABET centres

The schoo! has procedures for referral of learners to external institutions / organisations
Visiting suppon agency staff are timetabled to work with learners and meet staff

Visitng staff from support agencies are informed about relevant school policies

Information on bursaries, grants and other forms of assistance is included in the policy manual
Learner subsidy application forms are available in the school

C 1997 Gumeng Department of Education  Philip Droke OQuality Development
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4.0 ETHOS AND HUMAN RIGHTS

43 Human ;ighls in the community

43.2 Learnerd learn to value other people, regardiess of differences

4321 The school gives good exampie in sreating lcarners, staff, parents and local people

4.3 22 Learners are encouraged to be aware of special needs of fellow leamers with disabilities
4323 The cumcolum has multi-cuhural dimensions, inchuding maces / religions / cultures
4324 The achievements of both men and women are inchuded m curricuham content

4.3.25 Use is made of organisations promoting wider carecr oppostunines far women

4326 Learung programmes and il displays are checked for bias and negative stereotyping
4.0 ETHOS AND HUMAN RIGHTS

4.3 Human rights ia the community

4.3.3 Obtligations io poor and other disadvantaged groups are recognised and acted upon
43.3 1 Al learners are made aware of the issues of poverty, homelessness and unemployment

4.3.32 Learners are made aware of problems of other localities

4333 The school engages in activities to assist disadvamaged groups

1334 Learners are encouraged to care for the aged and the sick in the community
43.35 The curmiculum covers the finite nature of world resources and the need to share
43.36 The school panticipates in initiatives in wildlife and environmental conservation

4.0 ETHOS AND HUMAN RIGHTS

4.3 Humaa rights in the community

434 SeafT/ resoarees granted as social policy are used accordingly

4341 A mansgement team member has responsibility for coordinating action on social policy
4342 Addivional staff aliccations are used to suppon programmes for the disadvantaged
4343 Additional funding is used to support programmes for the dissdvantaged

4344 StaiTare involved in the planning of support programmes for the disadvantaged
4345 The school suppons external projects and initiatives to tackle social disadvantage
43406 The school cooperatcs with local community groups in tackling disadvantage

5.0 PARTNERSHIP IN EDUCATION

5.1 Partoership with parents
S.1.d Good commusication evrists between school aad pareats
5111 Parents are informed of the school mission by prosperius. newsletters, forums and meetings

5112 Newsletters and ather docurments keep parents informed of curremt schoo! activities
S 113 Where appropriate. information for parenis is available in community languages
5113 Correspondence from school to home is courteous, supponive and without jargon
S1.1.5 Parents have opportunities 10 meet staff and learners in formal and informal activities
51 1.6 Parents are consuited sbout changes to asrangements such as school hours

5.0 PARTNERSHIP IN EDUCATION

5.1 Partnenhip with parents

512 Parents arr given advice on how they can help learners

5121 Parents are reminded of the importance of homework and leaming at home

5122  Parents are given information on school work and advice on how they can assist
53123 Parents are given guiﬂmcc as to how they can assist learners to develop study skills
54624 Parents arc inforwed about the homework pobey and advised on how they can assist
125 Parents are advised on facilitics such as libraries to suppost leamners’ kearning

5126 The school holds workshops for parents on leaming situations experienced by learners
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PARTNERSIHP IN EDUCATION

Partnership with parents

Parents are regularly informed about learners’ progress

Schogl policy on reporting to parents reflects provincial guidelines

Reports refer to attainment, attendance, effort, behaviour and attitudes

Parents are informed of the school's performance in public examinations

Parents are given non-technical explanation of any statistical analysis of results
Parents are consulted about any remedial action to improve individual performance

There are methods of reporting to parems with language / communication problems

PARTNERSHIP IN EDUCATION

Partnership with parents

Parents are given opportunities to discuss learners’ progress

The school welcomes enquiries from parents about learners' progress

Parents are given the chance to discuss learmers’ progress in all aspects of school life
The school responds positively to parents’ concern about learers’ progress and welfare
Regular parents’ meetings are arranged using an etlicient appointnient systent

Parents get opportunities to inspect their children's work at meetings or open days

There are opponunities for [camers to attend with their parents at parents’ evenings

PARTNERSHIP IN EDUCATION

Partnership with parents

Parents are consulted on the needs of their children

Parsents are consulted about proposals to change a learmer's curriculum or class
Parents are notified of examination arrangements and any proposed changes

Parents are involved in decisions to use special resources to support a lcamer

Parents are asked for inforination on dietary requirements. medication and allergies
Parents are consulted on the use of externai professional agencies 10 support a leamner
Parents are asked to indicate home circumstances that might affect a learner at school

PARTNERSHIP IN EDUCATION

Partnership with pareuts

Parents are encouraged to join in the life of the school

Fhe role of parents as parners is wntten into the school policy manual

Parents are invited to attend events such as concerts, sports and acts of worship

The governing body organises events 1o promote parental involvement

The governing body consults the parents to obtain views on the programme of activities
The zoverning body takes special care to welcome parents of new entrants to the school
The governing body responds to provincial consuhations on matters affecting the school
PARTNERSHIP IN EDUCATION

Parinership with parents

The school 1akes account of the needs of working pareats

After-school care and study facilities in school or efsewhere locally are publicised
Meetings are arranged during the school day for parents who work in the evenings
Emergency contact details. including parents’ place of work, is up-dated regularly
Emergency closure procedures take account of learners without access to their home
There are procedures Lo help learners who forget or lose lunch money or bus fare

The schoo! has procedures for dealing with emergencies when parents are at work
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PARTNERSHIP IN EDUCATION

Partnership with the governing bedy

Schoot and governing body work tegether

The governing body functions under the Schoals Act in close consultation with stakeholders
The principal and governing body comply with all current legislation \

‘The govemiing body cxercises financial management through the principal

The govering body discharges responsibility for curmculum and subject choice

The governing body excreises its role in immovable and movabie property management
The governing body exercises its respansibility in s12fF appoimments and discipline
PARTNERSHIP IN EDUCATION

Partnership with the governing body

The governing bady takes an active part in the 1ife of the schoo}

The governing body seeks opportunities 1@ meet staff both formally and informally

The governing body seeks occasions to meet learners in formal and informal activities
The yoverning body meets parents in formal and informal activities

The principal keeps the governing body informed of school activiries and events

The woverning body keeps well-infarmed an school issues within its responsibilities

The yoveming body supports the school on cxiernal issues affecting its work

PARTNERSHIP IN EDUCATION

Partnership with learners

Stafl seek the views of learners on school matters

Educaiors seek the views of learners on classroom matters

The principal and management team 1ake account of learners vicws on whaole-school matters
The school has a mechanism (such as RCL) for obtaining learners’ views

Occasional surveys are made of leaners’ views on school matiers

ideas and suggestions fiom leamers are acied upon where feasible

Care is taken (0 explain rules and arrangements rather than simply impose them

PARTNERSHIP IN EDUCATIONX

Partnership with leariers

Leamners are encouraged (o exercise respoasibility in the schoot

Leamners of alf aues are given appropriate forms of responsibility 10 develop leadership skills
Leamerts undertake class administrative jobs such as issuing and collecting materials
Lecamers assist with library, tuck shop. school magazine. assemblies. esconing visitors
Leamers hold positions of responsibility and leadership

L.camers are allocated social areas and are expected to act responsibly in (hem

The school encourages / recognis&s'leamcrs' self-discipline and responsible behaviour

PARTNERSHIP IN EDUCATION

Parinership with other educational instittions

There is close liaison between primary and secondary schools

Primary and secondary schools in the area dyaw up a joint fiaison policy
Praspectus. policy manuals. newsleticrs. are exchanged amongst schools

A managenient tearn member is responsible for primary - secondary liaison

The principals of secondary and associated primary schools meet regularly
Secondary and primary schools establish joint projects involving staff and learners
Joint mieetings are held with parents having children at both primary and sccondary
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PARTNERSHIP IN EDUCATION
Partnership with other educational institutions

Primary and secondary schools establish curricular links

Secondary and primary schools liaise on the national curricutum

Prirnary schools provide secondary schools with Grade 7 jearning programmes
Projects between primary and secandary reinforce continuity of jearning

Primary and secondary schools work jormly on aspects of staff development

A programme of stafl exchange visits to primary and secondary schools is arranged
Mainstream schools and special schools form curricular finks

PARTNERSHIP IN EDUCATION

Partaership with olher educatioual institniions

Primary snd secondary schools exchange information abont learners

Primary schools give details of attainment, apiitudes, behaviour, family background
Primary schools inform the secondary of significant health factors afTecting learners
Parents are invited to provide relevant information on leamers at transition periods
tnformation from primary schools is used in forming Grade 8 classes

Information received from primary schools is passed ta appropnate class educators
Secondary schools provide feedback ta primary schools on learmers’ progress
PARTNERSHIP IN EDUCATION

Parinership with other educational institutions

Induction procedures are armanged for intake leamers

A joint primary-secondary school policy on induction is established

Secondary schoo! details, and the prospecius, are given 1o each feamner in Grade 7
Sccondary staff visit jocal pnmary schools to meet the new intake leamers

New intake leamners visit the school prior to enrolling to see the facilities

intake leamers are given "1aster” courses in leaming areas. including sport or cuhural activities
Care / guidance and registration educators meet Lhe intake leamers during induction
PARTNERSHIP IN EDUCATION

Parinership with other educaiional institutions

Maiastream primary, s¢<oadary and local special schools establish lisison
Curricular links are formed between secondary and special schools

The schoo! policy manual and the prospectus are exchanged where feasible

The secondary school wives suppaort with resources where feasible

Projecis are developed 10 encourage contact between leamners

Special schoot learners are cnabled 10 join aciivities such as sports, music, an

Link learning programmes are arranged where feasible

PARTNERSHIP IN EDUCATION

Partnenahip with extermal institutions / agencies

There is cooperation with other institulions and organisations serviog the school

A stall member liaiscs with police, fire brigade, health service and feeding schemes

There are liaison ings with institutions / organisations having business with the school

-

Arrangements for contact with other institutions and organisations are col icated to stalff
Stal¥ are informed about matters anising fiom meetings with ather institutions / organisations
Personnel from institutions and org

are invited to contribute 10 staff developmem
The school publicises its work to other institutions and organisations
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PARTNERSHIP IN EDUCATION
Partnership with external institutions / agencies

The school works in partiership with copununity colieges e
The school liaises with focal community colleges and ABET centres .

The school cooperates in activities organised by community colleges and ABET centres
Community college and ABET staff are invited 10 participate in relevant school activities
Farmal Haison is developed where an ABET centre is attached 1o the school
Accommodation is provided where possible for ABET activities

The schoot publicises activities organised by ABET

PARTNERSHIP IN EDUCATION

Pantmership with external institutions / agencies

There is fiaison with FE / tertiary education institutions

There is a schoot palicy on liaison wrth FET and tertiary education institutions

A Nl tean ber liaises with FET / tertiary education institutioas

There are statl visits to and from FET / teniary education institutions to fosker fiaison
Vocational link courses at technical coileges are offeted to learners where appropriate
Infurmation i obtained on progress / attendance of learners on FET courses

The school manitors infurmation on the destinations of school leavers, where possible

PARTNEHSHIP IN EDUCATION

Partnership with external institutions / agencies

Learners receive information about FE / tertiary education

A senior member of stall oversees FET / teruiary education bursary applications

Information technology s used 10 give tearners information on FET / tentary education

‘The school dispiays publicity matenal from FET / terntiary education institutions

Learners altend open davs or meetings ananged by FET / tertiary education institutions
Designaied educaiors have responsibility for giving advice on selection of post-school courses
StadY from FE'T/ tertiary education institutions arc invited give talks in the school ‘

PARTNERSHIP IN EDUCATION

Partnership with exterual institutions / agencies

The schoot forms professional links with faculties of education

The school liaises with Jocal educational faculties on fearner educator placement

The schoot keeps local educational facultics informed of relevant developments

The schou! cooperates with educational taculty stafl on the assessment of leamer educators
The school cooperates with the educational faculty’s external examiners in educator assessmem
The schoot assists in projext and research work undertaken by educational facultics

The school accepts invitations to cuntribute to planning rew professional courses

PARTNERSHIP IN EDUCATION

Partnership with caternal institutions / agencies vw

Schonl placementy are srranged lor learner educators
The school shuws wifingness to accept fearner educators on placement

A staff member is responsible for learner educator placements and for submitting reports

An inducison prograinme familiarises leamer educators with the school's policies and systems
Guidelines wive the school's expeciations of learmer educators' work [ conduct on placemem
Leamner educatars are given experience in professional activities outside their feaming area

Learner cducators are treated as stall members during their placement periad
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PARTNERSHIP IN EDUCATION

Parinership with the commanity

The locality and community are used to earich learning

The schiool maintains a list of people / organisations that can ennch learning
Each depaniment explores the specific opportunities to use the community
The communiry is mvned 10 suppon the ourriculum wibh talks / displays
People from cutside the school are imvited to support studies of the arca
Learners undertake fieldwork in the area and community

Learnets use amenities such as muscums, sports centres, parks, churches

PARTNERSHIP IN EDUCATION

Partoership with the communiry

The schoo) prrsents a good image 1o the cotnmunity

A member of staff is responsible for the school’s public relations and press publicity

The school publicises events in libraries, community centres, shops and churches

School newsletiers are circulated to commumity cemires, libranies and other public centres
School representatives attend meetings of local community groups when invited

Stail. learners and parents sirive to make the school valued by the communiry

The school seeks the views of the commnity about its work and mission

PARTNERSHIP IN EDUCATION

Partoership with the community

The school cooperates with local commaniry stractures

The school maintains a fist of local community structures with contact names

Where appropnate, the school displays materia! for Ipcal community structures
(Opponunities are arranged for local structures 1o contribute 1o the life of the school
The knowledge of local structures contributes (o extra-mural activities. staff seminars
School newslenters and mauazines are sent 1o local community structures

The school makes use of cultural and redigious backgrounds of community structures
PARTNERSHIP IN EDUCATION

Partnenship with the community

The school contributes (o hocal activities smd evenls

The school secks opportunities to display learners’ work or perform in public places
Learmers and stall’ are involved in such events as local gala days

Leasners take pant in local activities such as tree-planting or anti-vandalism projects
L.carmers are involved in local acuvities such as sports, choirs, terary competitions
Learner undertake chantable activities: eg sponsored waiks, visiting old folks homes
The school responds positively 1o Jocal initiatives or requests for assistance
PARTNERSHIP IN EDUCATION

Parinevship with the commanity

Local'structures are assistcd with accommodation and resources

Where possible the school agrees 10 requests 1o use acconumodation or resources
Clear guidance is given on the use of accommaodation / resources by outside structures
Where possible, spare accommodation is made available for community structures
Information is made avanable locally about opportunities 10 hire facilities

There is official Liaison with structures or organisations which share school facilities
The use of accommaodation or resources by other structures or organisations is monitored
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'_i’AvRTN ERSIHIP IN EDUCATION

Partngrship with the community

Rural and farm schools establish partnerships in the cantext of their lacal environnient
Cooperative and harmonious relationships are formed with the farmers

Cooperative and harmonicus relationships are formed with rural community leaders

School activities take account of environmemal conditions such as topology and transport
Account is taken of local customs / arrangements in partnership with parents and community
Communication strategy 1akes account of the special needs of rural and isolated areas

The school day, {opening / closing times) is decided taking account of rural circumsiances

PARTNERSIHP IN EDUCATION

Partnership with the communicy

Any learning opportunities for adult learners are publicised

The schoo! publishes a2 booklet outlining upportunities for aduit fearming

Adult Jearning publicity includes newsletters, press releases and letters to parents

A designated member of stafl has responsibility for publicising adult courses

Information on FET, ABET and tertiary education is made available to adult learners
Information about careers is made available io adult learners

Thesc are opportunities for adult learmers 1o oblain interviews with a careers officer
PARTNERSHIP IN EDUCATION

Partnership with the communirty

Working adults returning to education are supported

The school finds sources of information for parents requiring creche lacilities

When a creche s available, full information is given to potential adult learners

Informarion on the location of wellare auxiliary services and other organisations is available
The school finds sources of advice and information on before and afler-schooi care

Where appropniate. help with before and after-school care is arranysd

Any after-school care provided by the school includes facilitics for learners to study
PARTNERSHIP IN EDUCATION

Partnership with the education department

Good working relationships are maintained with the department of education
Governing body and principal support and promote the vision of the deparment of education
Governing body and principal implement all established department of education procedures
The schoot and the department of education work jointly together as colleagues

The school welcomes depanment of education officers on official and social occasions
District officers are alerted promptly to potential probl 10 minimise crisis g

The two-way communication of reports and documentation is prompt and efficient
PARTNERSHIP IN EDUCATION

Parinership with the education department

The school acts a3 a partoer in departmental and district processes

The school supports imtiatives oryanised at head office or district levels

The principal attends district meetings and reparts the proceedings to governing body and staff
Provision for leamers with special needs (LSEN) is made jointly by schooi and district

The school supports curniculum and manragement development projects se1 up by the district
The school supports INSET organised by the district and offers facilities where possible

The pnincipal involves. and secks the support of, the district in schoo! issues and projpcts

< 1997 Gawteng Deparimens of Education  Philip Drake Quality Development

YW W S



6.1.1
6.1.1.1
6.1.1.2
6.1.1.3
6.1.14
6.1.1.5
6.1.1.0

6.0
6.1
6.1.2
6.1.2.1
6.1.22
6123
6.1.2.4
6.1.2.5
6.1.2.6
6.0
6.1
6.1.3
6.1.3.1
6.132
6.1.33
6.1.3.4
6.1.3.5
6.1.3.6

6.0

6.1
6.1.4
6141

6.142
6143
6144
6.145
6.146

6.0
6.2
6.2.1
6211
6212
6.2.13
6.2.14
6.2.1.5
6216

© 1997

Recruitment and induction
Recruitmeni recommendations by the governing body are linked ¢o school aims / needs
Vacancies are defined by the schoot development plan and stafting structure

Post specifications are drawn up with direct relevance 1o defined vacancies
Job descnptions arc related to the school's needs

Short listing is based on factors relevant to the post

Candidates arc assessed in a variety of situations relevant to the post

Sound interview techniques are uscd

HUMAN RESOURCE MANAGEMENT

Recruitment and induction

Sensitive arrangements are made for interviewing

Candidates are given the opportunity to visit the school prior to interview
Candidates are given information about the school and its policies before interview
Candidates are informed of the composition of the interviewing panel
Reception arrangements are made to welcome candidates for interview

A waiting area with refreshuents is available for candidates for interview
Unsuccessful candidates are given feedback after the interview

HUMAN RESOURCE MANAGEMENT ¢

Recruitment and induction

Equal opportunity policies are applied in appointments and duties

Equal opportunity policy is known to all staff. selection paneis and applicants
Recruitment is non-restrictive except for refevant occupational qualifications
Job descriptions avoid gender terms except where genuinely required

The staffing complement has a reasonable gender balance, other things being equal
Women are encouraged to apply for promotion

Staff duties and committee representation are arranged equitably

HUMAN RESOURCE MANAGEMENT

Recruitment and induction ’

Newly appointed and temporary stafl get induction and support

New members of statT are welcomed by the principal

Senior members of staff are responsible for support of new staff members
There is a programme of induction for all new statf members

New educalors receive training and suppornt including observation of teaching
A scnior member of stafl supervises learner educators at the school

Induction, training and support is given to ali non-educator staff’

HUMAN RESOURCE MANAGEMENT

Personnel management

Stafl welfare is given high managemeni priority

The principal has organised a system of care for staff

The school management tcam respond sensitively to the personal needs of staff’
Therc are support procedures for absence, illness or other personal difficulties
Where appropriate, the principal obtains advice from external agencies

The school management team ensure staff have suitable staff rooms

Efforts are made to make the school a happy and pleasant place for staff 10 work in
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HUMAN RESOURCE MANAGENENT

Personnel management

Stafl with personal or professional problems are supported

Every eftort is made to reduce sources of stress in the operation of the schoal
Communication systems allow staff 1o voice criticism rather than nurse grievances
Change is imtroduced with sensitivity to the feelings and imerests of those invoived
Enmitics, tensions and divided Joyaltics are resolved by reconciliation

Staff experiencing problems or failure are supported with sensirivity

Grievance and disciptinary issues result, if passible, in heating and reconciliation

HUMAN RESOURCE MANAGEMENT

Personnet managemeni

S1afl are deployed cificiently

Statf are deployed according to the curricular and management needs of the school

StafV skilis and experiences are considered in sllocating duttes / responsbilities
Deployment is decided taking the carecr development of staff into account

Al staff are provided with clear wnnen job descriptions

Staff deployment and job descriptions are reviewed regularly with post-holdess
Efficient and sensitive arrangements are made for cover for absent staff’
HUMAN RESOURCE MANAGEMENT

Personnel management

The work of alf members of staff is monitored
Monitonng is revarded as a crucial aspect of self-evaluation and stalT development

The work of non-educator staff' is monitored

The management team monitor leaming / teaching by leammer focus and observing lessons
Heads of department vbserve teaching and sample work, including homework

The management team monitors educators’ plans, exam results, classroam work and displays
Monitoring is used for support, recognition. training and feedback

HUMAN RESQURCE MANAGEMENT

Personne! nmanagement

Personnef records are efficient

The puolicy on persannel procedures conforms to relevant acts and provincial regulations
Comprehensive personnel records are maintained securely with controlled access

S1alf attendance and sickness records are maintained efficientlv

An etficient system is utilised for storage and retrieval of staff references

An cfficient system is utilised for storage and retnieval of appraisal documentation

The retention of staff records is in accordance with provincial and school policy
HUMAN RESOURCE MANAGEMENT

Personnd management

Code of conduct and gricvance procedures are sensitive and fair

The schoo! has wntien grievance procedures agreed with trade unions

The school has a written code of conduct agreed with trade unions

Attempts are always made to settle discipline and grievance issues informally

Clear warning is narmally given before disciplinary action is taken

Staff arc given the chance 1o state their case in grievance or disciplinary situations
Findings of grievance / disciplinary heanings are clearly preseated 1o those involved
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6.0 HUMAN RESOURCE MANAGEMENT

6.3 Participative inanagement 'Vl‘" W "S V_S_
6.3.1 StafT participate in the management of the school e
63.1.1 Stalfare aware of the management structure and processes operating in the school e
6.3.1.2  Procedures exrst for invoiving stafl in the formufation of school policies e
0.3.1.3  The management tcam meets regularly fur policy making and review e
6.3.14 A formal structure of commitices cnables stafl to contribute 20 school management e
6.3.1.5 INSET includes infonmation exchange, policy discussion and decision-making e
€3.1.0  The managemem team monitors staff satisfaction with their panticipation in school managememt L
6.0 HHUMAN RESOURCE MANAGEMENT

6.3 Participative management ‘i“’ _t‘; ”S YE
6.3.2 Staff responsibilities are organised effectively o .
6321 Specific responsibilitics of staff are known to all siafT, learners and parents e
6.3.22 When duties are atlocaled, time required is considered and timetabled if necessary

6323  When duties arc assigned, timescales and deadlines are agreed and recorded o
6324 Guidelines are given on the authority of staff members when carrying out duties o
6325 Uses made of special skills or knowledge possessed by individual staff members

6326 Dclegation of responsibility is distributed in all stafl categories e
6.0 HUMAN RESOURCE MANAGEMENT

6.3 Participaiive management

6.3.3 Stafl are encouraged to form guality improvement teams

6.3 3.1 StwallTasre trained in the principles of total quality management

6332 Quality improvement is recognised throughout the school as a continuous process
6333  Quality improvement is based on the schoal's mission and the development plan
6334  Quality improvement teams are established 10 improve school management

6.3 35 Quality improvement teams are established and include various categonies of staff
6336 Quality improvement teams’ recommendations are only declined for good reasons
6.0 HUMAN RESOURCE MANAGEMENT

6.y Participative management

6.3.4 Stafl are consulted on financial management

6341 Proposals for allocation uf funds are invited from all role players

63142 Suffare consulted about priorities for the acquisition of new resources

6343 Provincial guidelines on siaif consultation on financial management are followed
0344 Financial allocations tu deparuments are discussed with depanmeﬁﬂ heads
6345  Non-educator staff are consulted on financial aliocations relevant (o their work
6340 Staff comment is invited on budget viremem proposals

6.0 HUMAN RESOURCE MANAGEMENT

6.4 Communication and administration VW W 5 Vs
6.4.1 Effective two-way communication siructures are established ‘ o
64 11 School policies and procedures are circulaied 1o all s(aff

6412 Communicatiuns which arrive in schoot are quickly circulated to all staff

6.4 1.3 There are efficient procedures for informing stafl about day-to-day school business
6.4 14 Information obtained at cxternal meetings or in-service courses is passcd on 1o stafl’
64 15 The management team gathers views through meetings and informal soundings
64.1.6  Surveys of stail views on school matters are canducted and feedback is provided
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HUMAN RESOURCE MANAGEMENT

Communication and administration

A school policy masnual is published and circulated

The manual contains school aims and mission, wagether with all policies
‘The manual outlines the administrative procedures operating in the school
The manual comains the names and responsibilities of all staff

The wanual includes curticuluin, assessment, homewark, discipline policics
The manual has maps of the premises and details of resources and faclitics
Yhe manua! is updated regularty (o retlect s1afT and other changes
HUMAN RESOURCE MANAGEMENT

Comtuaicaiion and administration

Learning arca manaals are published 2nd eirculated

A manual with stafl’ nanres and dunes is published

The manual includes curricular aims and focus areas

The manual contains detavs of resources texts, matenals, IT and audio-visual ads

The manaai outlines admimstration and ¢lass management practice
The manual vontains details of assessment and marking practice
The manual contams detaids of finances and expenditure practice
HUMAN RESOURCE MANAGEMENT

Conununication and ad ministration

Decisions are implemented efficiently and efTectively

Decisions taken at all formal mectings are recorded in the minutes

Minutes of ineetings are circulated 10 participants and other interested parties

Those responsibie for irplementing decisians are named and timescales are stated

Those responsible far implementing decisions give progress and final repons
When decisions cannot be smplemented. this is reponed for revisw

Any reports on implementation are communicated to interested parties
HUMAN RESOURCE MANAGEMENT

Commuaication and sdntinistration

Comuiynication within learning arcas is efTective

Al learning arcas have rewular mectings

Meetinys are efficienttv ¢ ged with agendas and minut

A full set of curreni school policies and procedures is maintained

A set of relevant nationat and provancial policies and circulars is maintained
Documents and files are etficientty stored and catalogued

Mail and other cotrespondence is efliciently distributed

1IUMAN RESOURCE MANAGEMENT

Communication and administration
Good written commmunication is cxpected from all swafl

A high standard of presentation and {ayout of letters and documents is maintained
The language of schoal letiers and documents is clear, siraightforward and friendly

A high standard of language structure, grammar and spelfing is maintained
Letters are acknowledged without delay and answeyed as soon as possibie
Answers to letters, wnitien quenies or complaints are relevant and helpful
Documentation is wrilten and presented with the readership in mind

© VYT Gaery Depariment of taducason Philip Drake Quality Development

VW

v

wos
WS
w 5

Vs

Vs

VS



6.0
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6536

l'iﬁs\lAN RESOURCE MANAGEMENT

i’

C imication and ation

The school siresses good telephone practice

Adminiﬁgrative stafl ensure that telcphones are answered quickly

Initial telephone greetings and staff identification are friendly and hefpful
Telephonists are carcful not to uansfer calls without explanation

Callers are oot left waiting without explanation and apology

Staff are careful not to make comments that might be overbeard by the caller
Staf¥ ar¢ carctia to rcturn calls when they have undertaken to do so

HUMAN RESOURCE MANAGEMENT

Communication and administration

The school practises good reception technique

All areas used by visitors are kept clean and tidy

The school tries to make visitors comfonabie {seats, reading material etc)

The school prospectus and other informative documentation is on display for perusal
Visitors are greeted courtecusly and warmly at reception

Stalf ensure visitols are served quickly and do not have to wait withous reasan
Visitors’ business is handled with speed and efficiency by reception stafl
HUMAN RESOURCE MANAGEMENT

Develop and training

A stall development and training programme is implemented

The school has a policy statement on staff development and iraining
Whole-school and individual training and development needs are idemified
In-service prionities for stafT are identified through self-evaluation and appiaisal

StaH development and in-service programmies are costed and included in the budget
Staf¥ are encouraged to take in-service training in school or on external courses

StafT report on conlen: and value of in-service courses and other training anended
HUMAN RESOURCE MANAGEMENT

Development and training

The sims of development are in accordance with gational saod provincial guidelines
The aims of training are 1o assist educatars in their professional development

The aims of training are 10 assist educators in their career planning and development
Development is a ke teature in the managemen: of educators in the school
Development and training is designed 1o improve performance

Development and traimnyg assiss decisions on staff deployment

Devdoqmem and training is retlected in references for educators

HUMAN RESOURCE MANAGEMENT

Development and training

Develop and training are linked to the schools quality process

Development is conducted in the context of the school’s aims and mission statement
Training focuses on each educator’s contribution to implementing the development plan

Development and training contribuies 1o the educator’s participation in working groups
Development and training is carmied out in the comext of the educator’s job description
Development and training includes arget-setting for performance

Development of the principal takes account of the whole management process

'
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HUMAN RESOURCE MANAGEMENT

Development and (rzining

Deveiopmenl and training procedures are efTectively organised

A manggement team member has respansibility for coordinating development and training

Development and training arrangements are planned well in advance
Development and training is conducted in a non-threalening manner
Class abservation for development and 1rairang is carefully prepared

Deveiopment and training is agreed in advance and conforms to national / provincial advice

Developmem and training documemnation records &re maimained

HUMAN RESQURCE MANAGEMENT

Development and training

Development and training is condocted in a stroctured manner

The school ciimate for development and training is positive and professignal

S:aff have been fully consulted on development and training impienientation

Job descriptions have been drawn up and agreed with post-holders

Individual records of statf deveiopment and training are maintained and updated
Structured class observation is undenaken

Development and training orovides for career mobility'

HUMAN RESOURCE MANAGEMENT

Appraisal

A stall appraisal programme is impiemenied

The school has a policy statement on appraisal

Whole-school, deparimental and individual issues are identified

Appraisal assists in identifying development and training priorities for staff

Staff developmen: priorities ansing from appraisal are costed and included in the budget
Stafl are encouraged to underiake in-service training as indicated through appraisal
StafT report on the content and value of appraisal-related training

HUNMAN RESOURCE MANAGEMENT

Appraisal

The aims of appraisal are in sccordance with national regulations

The aims of appraisal include assisting s1aff to develop their skills

The aims of appraisal inchude assisting stafT in career development

Appraisal is a key feaiure in the school human resources sirategy

Appraisal recognises achievement and identifies ways 1o improve performance
Appraisal assists decisions on staff deployment for career berefit

Appraisal provides a firm basis for fair and accuratc staff references

HUMAN RESOURCE MANAGEMENT -
Appruisal

Appruisal is linked to the schooi's sims and mission

Appraisal is conducted in the context of school aims and mission statement

Appraisal focuses on the appraisee’s contribution to the develapment plan

Appraisal takes account of the appraisee's panticipation in school working groups
Appraisal includes agreed elements of the appraisee’s job description

Appraisal includes target-setting for impraved performance

External appraisal of the principal includes the whole management process
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HUMAN RESOURCE MANAGEMENT

Appraisal

Appraisal procedures arc cffectively organised

A management tcam member has responsibility for coordinating appraisal
Appraisal and review arrangements are agrecd with the appraisee in advance
Appraisal is conducted in comforiabie and non-threatening surroundings
Class observation for appraisal is carefully prepared

The reporting format is agreed in advance and conforms to national / provincial guidelines

Confidemtiality of appraisal proceedings is sinicily observed

HUMAN RESOURCE MANAGEMENT

Appraisal

Appraisal is conducted in a struciured manner

Stalf recognise appraisal as an essential aspect of quality improverment

StafT are fully consuhed before the current round of appraisal

Job descriptions have been agreed pror to apprasal

Individual records of stalif development / appraisal are maintained and wpdated
A standard class observation schedule is used to ensure consistency

Formal appraisal records are maimtained

PHYSICAL RESOURCE MANAGEMENT

Facilities management

The gaverning body ensures suitable facilities are available (0 meet school needs
The use of facilities conforms to reyulations regarding learner capacities

Classrooms and ieaching areas are suilable for 1he activities being underiaken
Accommaodation is provided for administrative and other activities

The school resource centre is located in suitable accommodation

The premises are adapted for the LSEN (ramps, toilets, doorways, alarms}

Agreed timetabling arr s are established for shared accommoxdation

1)

PHYSICAL RESQURCE MANAGEMENT

Facilities management

Suilable playgrounds and playing (ields are available

Playuround areas are sufYicient for the number of learners

The playground is suitable for play

The piavground has markings for yames

Suitable fixed games equipment is provided for the activities undertaken

Parkinég, and delivery areas are scparated from areas used by learners for recreation
The pl;aygrmmd is adequately fenced off from surrounding public areas
PHYSICAL RESOURCE MANAGEMENT

Facitities management

The layout of administrative offices ensures mazimum efliciency

Physical layout ensures safe and comforiable working conditions

Filing cabincts, starage shelves and cupboards are sited in accessible locations
Equipment is sited where it will cause least annoyance to stafl

Shared machinery and equipmenit is locased in areas of maximum cenvenience 1o all
The layout facilitates eflicient supervision and communication partems

Reception and miceting areas are sited where they will cause least intestuption to work
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PHYSICAL RESOURCE MANAGEMENT

Facilitics management

The premises are maintained in good condition

Intenior and exterior walls, windows, roofs and flooring are efficiently maintained
The programme of butlding maintenance is monitored and known to staff ;
Any unsafe areas of the premises are taken out of use and declared out of bounds
There is a grounds maintenance programme

Records are maintained of repairs and maintenance

There are procedures for reporting maimenance problems

PHYSICAL RESOURCE MANAGEMENT

Facilities management

Furniture and fittings are maintained in good condition

Arrangements are made for the monitoring of the condition of furniture and fittings
Broken or unsuitable furniture is repaired or removed

There is a fumiture replacement programme

Fittings are regularly checked for safety

Records are maintained for repairs and maintenance

Learmers are encouraged to take care of furmiture and fittings

PHYSICAL RESOURCE MANAGEMENT

Facilities management

The premises are made attractive and welcoming

All areas of the school are signposted

Public areas have information boards and work displays

Comfortable waiting areas are provided for visitors

Measures are taken to prevent vandalism and graffiti and remove any quickly
Sufficient litter bins are provided and regularly emptied

Refuse and refuse containers are properly stored out of public view
PHYSICAL RESOURCE MANAGEMENT

Facilities management

Cleaniag is carried out efliciently

Cleaning standards are appropriate to school needs and school budget

The cleaning arrangements provide for emergency cleaning

Cleaning is monitored to ensure that it is carned out efficiently

Specialist areas (eg laboratories) are cleaned appropriatety

Suitable|facilities are provided for storing cleaning equipmemt and materials
Stafl and learners cooperate with cleaning staff by keeping classrooms and desks tidy
PHYSICAL RESOURCE MANAGEMENT

Facilities management

Energy and water conservation is practised

Leamners and staff are made aware of the school's water and efectricity consumption

Consumption and costs are monitored

Learners and staff are encouraged to conserve energy and water in the school
Notices promoting water consumption are displayed in the school

Energy and water saving advice is given to both lcarners and staff

Energy and water saving advice is sought from appropriate agencics
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7.0 PHYSICAL RESOURCE MANAGEMENT
7.2 Management of geoneral resources
7.2.1 The governing body makes efficient arrangements for purchasing resources

7.2.1.1 The management team casures ail resources to be purchased give value for money
7.2.1.2 Guidelines for quotation and tender are observed

7.2.1.3  The official ordering procedures are used onty for official school orders

7.2.1.4 Al orders arc made ¢ confirmed in writing on official pre-numbered order forms
7.2.1.5 Ordering is undertaken only by those authorised

7.2.1.6  Signatories for orders check items are appropriate and there is budgerary provision

7.0 PHYSICAL RESOURCE MANAGEMENT

7.2 Management of general resources

7.2.2  Up-to-date records of resources stock are maintained

7.2.2'1 An assigned member of staff is responsible for maintaining the official inventory
7.2.2.2 The inventory includes the location of resources and the person responsible
7223 Theinventory is checked at feast once per year against physical items

7.22.4 A resources catalogue is available for staff showing use and location of items
7.22.5 The catalogue indicates which items can be borrowed by staff and learners
7226 Procedures exist to record equipment borrowed for use outside the school

7.0 PHYSICAL RESOURCE MANAGEMENT

7.2 Management of general resources

7.2.3 Resources are maintained in good condition

7231 Resources are regularly checked by the person responsibie

7231 immediate action is taken 10 have defective equipment repaired or replaced
7233 Equipment is regularly maintained, where appropriate by a maintenance contract
7234 Damaged or unsafe equipment is withdrawn from use

7.2.3.5 Records are kept of correspondence regarding maintenance of resources

7236 Procedures are established for reporting damaged or deficient resources

7.0 PHYSICAL RESOURCE MANAGEMENT

7.2 Mansgement of general resources
7.2.4 Resources are stored securely
7241 Regulations regarding sccurity of materials and equipment are strictty observed

7242 Secure storage areas are available and kept locked when access is not required
7243 The inventory and catalogue indicate which resources must be held in a secure area
72449 Where possible. valuable resources are held in areas least subject to break-ins
7245 Keysto Ecmre storage are held by appropriate staff’

7246 There is;a policy on access to secure storage by staff and learers

7.0 PHYSICAL RESOURCE MANAGEMENT

7.2 Management of general resources

7.2.5 School catering (eg tuck shop) offers attractive and healthy menus

7.2.5.1  Menus provide a reasonable element of choice

7.2.52 Menus accommodate special dietary requirements (eg vegetarians)

7.2.3.3  Menus are prepared taking account of the desirability of "healthy eating™
7.2.5.4  Food and drink supplied is fresh and complies with "sell-by” dates

7255 Hot food is served appropriately hot and cold food is served appropriately coid
7.2.5.6  The provision of catering is monitored by a senior member of siaff
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PHYSICAL RESOURCE MANAGEMENT

Management of general resources

School dining is organised as a pleasant experience

Efforts are made to make dining areas enjoyable and attractive

Good order is maintained without the need for long queues

Utensils, crockery and cutlery are clean and in good condniion

Catering staff are friendly and helpful

Free meals are organised with sensitivity to the feelings of leamers and parents

Good table manners and eating habits are encouraged

PHYSICAL RESOURCE MANAGEMENT

Management of general resources

Cocoking arrangements are safe and hygienic

Kitchen areas are clean, hygienic and safe

Food preparation arrangenients conform to current legislation

Storage is hygienic and appropriate for the range of food used

Kitchen waste is disposed of safely and hygienicaily

A suitable catering staff area is provided with approprigle facilities

Appropriate arrangements are made for the supervision and monitoring of catering
PHYSICAL RESOURCE MANAGEMENT

Financial management

Governing body responsibilities for financial management are efTiciently discharged
The goveming body has appointed an approved auditor as required by the Schools Act
The govemning body has set delegation limits for sub-committees / individuals

The govemning body has determined financial management reporting channels

A register of personal interests exists for stafl and members of the governing body

All remits for financial management are set out in wniting

Responsibilities for financial administration are made known to all interested parties

PHYSICAL RESOURCE MANAGEMENT

Financial management

The budget is set according to priorities within school zims

Priorities from school audit and development plan determine financial alfocations
Allocations are based on cost analysis, lecarner contact and leamning area needs
Care / guidance provision is given an appropnate financial allocation
Cross-curricular themes are included in budgetary allocations '
A medium term budget (for at least three years) links finance to education goals

The goveming body carries out its duty under the Schools Act to raise finance
PHYSICAL RESOURCE MANAGEMENT

Financial management

The budget is managed efficiently

Budget details and changes are promptly communicated

The governing body ensures planned expenditure does not exceed budget allocation
The finance committee prepares cash flow budget profiles and assesses virement needs
Regular budgetary control reports are prepared for the governing body

Where budget elements are delegated, expenditure is monitored by budget managers
Delegated budget managers provide regular reports
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7.0 PIHYSICAL RESOURCE MANAGEMENT
1.3 Fimancial management 7
7.3.4 Budgetary control reports are prepared L
7341 DBudgetary control reports give a clear indication of the school's financial position e
7342 Reports show the budget for the year and aciual, committed and total expenditure
7343 Reports show expecied expenditure based on a valid expenditure profile e

7344 Reports show vanance to date with estimated outcome e
7348 Rcpons are published in varying levels of detail according to the intended audience

7346  Deailed transactions are monitored and transaction reports prepared

7.0 PHYSICAL RESOURCE MANAGEMENT
7.3 Financial management

7.3.5 A xysiem of internal financial control is established o
7.3 51 To ensure internal check, at Jeast two statT are involved with receipts and payments -
7352 Caleulating. checking and recording cash is separated from collecting or paying out
7353 Financial procedures are described clearly in the policy manual e
7.3 54 Payroll regulations are etficiently observed o
7355 The master file is checked at least once each term for accuracy o
7356 Financial records and documentation are retained for the official period

7.0 PHYSICAL RESOURCE MANAGEMENT

7.3 Financial management

7.3.6 School income s efTiciently coliected, recorded and depuosited
7361 School fund charging policy conforms to provincial guidelines

YW W S VS

7361 Formal documentation and receipts are provided for all income transaciions
7363 Records such as receipts and invoices are retained for accounting purposes

7364 Income collected is reconciled and prampily deposited in the bank

73065 Scparation of duties is observed where possible and transfers of cash are signed for
7366 Debis are written off only in accordance with provincial guidefines

7.0 PHYSICAL RESOURCE MANAGEMENT

7.3 Financial managentent VW W 5 Vs
7.3, Efficient arraggements are made for banking N .
7371  Choque transactions require [wo Sinatoncs

7372 A madimum value of transactions without governing body approval is established 4 VA o
7373 Bank staterents are reconciled monthlv and discrepancies are invesiigaied at once T
7374  Funds surplus to immediate needs are invested according 1o schoa! policy B B
7375 Scparation of duties is maintained where possible N -
7.37¢  No school transactions are made through the bank accounts of individuals -

7.0 PHYSICAL RESOURCE MANAGEMENT

7.3 Financisl management VW W 5 VS

7.3.8 Petty cash is adminisiered efficiently

7.38.1  Maximum petty cash fevels conform to goveming body guidelines

7.382  Petty cash is used for minor ttems and not for transactions with regular supplicrs
7.38.3  Authorised petty cash holders maintain records of transactions

7.3.84  School policy forbids personal cheques being encashed from perty cash

7385 The governing body arranges regular reconciliations and occasional spot checks
7.3 86 Themaximum value of petty cash held on the preniises is covered by insurance
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PIIYSICAL RESOURCE MANAGEMENT

Ileafth, safety and security

Ilealth, safety and security procedures have beest prepared

The policy manual contains current versions of safety documents for staff use

Records are kept, including accident reports and routine checks

An emergency coman fisi for both siafl and learners is kept up-to-date

Procedures on salcty in cutdoor pursuits and visits are maintained and implemented

Fire precautions have been approved

S1aff know heaith, safety and secunty regulations, especially those relevam to therr work

PHYSICAL RESOURCE MANAGEMENT

Heaith, safety and security

St1afl are fully involved in health, safety and security procedures

Regular emergency drifis are cartied out and recarded

StafYf observe all regulations / precautions applying to their duties in and out of class
A ber of stafl is deleyated the duties of school emergency officer

The arrangements for first aid are clear and known to all staff and learners

Emergency represeniatives are given reasonable time off for training
The school has a procedure for monitoring health, safery and security armangements

PHYSICAL RESOURCE MANAGEMENT

Health, safety and security

Personal heatth and hygiene is given high priority

Toilets. showers, baths and washbasins are kept clean and maintained in good order
Tuilets are provided with soap. toilet paper and 1owels or hand driers

Sanitary disposal facilitics are availabie where appropriate and are suitably focated
Showers are available [ollowiny spors activities and other activities as necessary
First aid supplies are available and their Iocation 15 known

Rubber gloves and mouth-to-mouth resuscitaiors are available for emergencies

PHYSICAL RESOURCE MANAGEMENT

Health, safety and secunty

Learners are supervised appropriately

Learners are supervised in class. dining. outdoor / sporis areas. cormidors, toilets

Staff carry out superisocy duties efficiently

Supervision procedures take sccount of Arrangements for wet or inclement weather

On emcrgency closure, arrangemems are made for ieamers with no access 10 their homes
Arrangements for emergency closure are communicated 1o staff, leamers and parents
Guidelines for supervision on excursions and outdoor pursuits are followed

PHYSHCAL RESOURCE MANAGEMENT

Healtb, safety and security

Security procedures operaie (0 keep ntafV and learners safe

Procedures ensure that alf visitors 1o the school report their presence and identity
Staff know to ask any stranger what his or her business is in the school
Playground supervision includes polite enquiry of strangers entering the premises
Movement within the building is regulated 1o take account of safety precautions
Leamers are made aware of what to do if approached by a stranger in the school
Security procedures have been approved by the police
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PHYSICAL RESOURCE MANAGEMENT

tHeaith, salety and security

Health, salety and security procedures operate in specialist aciivities

tloor and worktop suriaces are appropriate for the spevialist activities

Lighting. fume, dust extraction is efficient and appropniate for the specialist activity

VIF W 5 VS

Machines have appropriate guards, low vohage and emergency stop circuits
Appropriate protective clothing and gear is available and used by leamers and stafl
tlazard labels arc ciear and used appropriately

Cmergency equipmem {extinguisher, sand bucket, fire blanker, firs aid) is available

PITYSICAL RESOURCE MANAGEMENT

Heaith, safety and security

The school has sdequate insurance against risks

Ipsurance arrangements are reviewed annually {o match sums insured against risks

insurers are informed of new risks, propenty, equipmeni or vehicles to be insured

Fidelity guarantee {against defatcation or dishonesty by employees ) is arranged

A third pany is given indemnity only with wntten consent of the insurers and the district
The insurers and the district are informed immediately of accidents or josses subject {o claims
Where possible, school propenty is insured when in use off the prermises

PHYSICAL RESOURCE MANAGEMENT

Heulth, safety and security VW W5 Vs
The school has prepared a disaster recovery plan

The plaz focuses on the school continuing afler disasters such as major fire or flood

An disaster recovery plan coordinator and steering commitiee are appointed

An duisaster recovery ptan manual with contacts and procedures is prapared

The plan covers management duties including computensed accounting faciiities

Reyuirements for six months emergency operation are prepared

Disaster recovery procedures are periodicaliy tested and revised

PHYSICAL RESOURCE MANAGEMENT

Health, salety and security VW W S Vs
Emergency procedures arc known to stafT, learners and parents i
Procedures an emergency alarm, heating, efeqirical or water failuce are known

Emergency instructions are displayed throughout the school

Learners know who to contact in event of an incident in the playground or other area

An up-to-date emergency comtact fist is always available in the schoot

Parents are intormed of emergency procedures for sending learmers home

Emeryency procedures have been approved by police and fire services
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