INFORMUS PSA@

FOR PSA MEMBERS: KWAZULU-NATAL DEPARTMENT OF EDUCATION

12-10-2021

HRM Circular No 50 of 2021: Procedure Manual for
Staffing of Schools for 2022

Members are advised that the KZN Department of Education issued HRM Circular No 50 of 2021 on 7
October 2021. The Circular is the Procedure Manual that will give effect to Post Provisioning Norm (PPN)
implementation in schools over the three-year cycle, i.e., 1 January 2021 to 31 December 2023. The
Manual is detailed, and the following is a brief outline of the salient features of the Manual:

1. There are three categories by which staffing of schools may be accomplished

1.1.

1.2.
1.3.

The placement of all educators identified as additional in 2021. The placement of educators
identified as additional to the establishment in schools where there has been a significant drop in
enrolment in 2022. The process will be done in accordance with the provisions of PELRC
Collective Agreement 1/2017. The base year began in 2021 and hereafter every fouth year until
further notice.

Appointment of Contractors (Grade R, Substitutes and Teacher Assistants (2009)).

First-time appointments, i.e., educators seeking employment for the first time.

2. Procedure for identification of Educators additional to Educator Establishment (2021
and 2022) and identification of vacancies in 2022

2.1.
2.2.
2.3.

2.4,

2.5.

2.6.

2.7.

All educators identified as additional for 2021 must move to their new school.

Prioritising, additional educators who have not been placed for placement in this round.

Schools that have not declared educators additional in 2021, must do so in this round and such
educators must be placed and moved to schools as soon as possible.

The process of declaring vacancies and educators additional to the educator post establishment
must be fair, transparent, objective and not be used as a punitive measure. Principals must consult
with educator staff of the institution at a formal staff meeting.

Educators declared additional to the establishment will be matched and placed at the level of the
Circuit Management Task Team (CMTT). District Task Team (DTT) or Provincial Task Team (PTT),
as the case may be.

Educators additional to the educator post establishment who have not been placed at the level of
the CMTT, DTT or PTT must be allocated a teaching workload.

Educators identified as additional to the post establishment in 2021, but who have not yet been
placed, shall remain eligible to be placed in any of the ensuing three years, unless circumstances



3.

change in any of the ensuing three years to the extent that they are no longer regarded as being
additional (Clauses 4.9 and 4.10 of KZN PELRC Collective Agreement 1/2017).

Identification of vacancies

3.1. Principals are required to identify all vacancies arising from the approved educator post

establishment for 2022, including a change in curriculum, vacancies caused through attrition and
the creation of promotion posts.

3.2. Principals must ensure that vacancies that arise from a change in curriculum are within the Post

Provisioning Norm (PPN) for 2022.

3.3. If avacancy created by a change in curricular needs is not within the PPN, Principals must clearly

4.

indicate the post that has been declared surplus to accommodate curricular needs.

Identification of Level-1 Educators additional to establishment

1.1 Permanent educators must be classified according to the main subject or subjects/group of

subjects (secondary school) or phase (Primary School - Foundation Phase Grades 1 - 3 and
Intermediate Phase Grades 4 - 6) taught in the previous year.

1.2 In both the Foundation Phase and Intermediate Phase, an educator is expected to teach all

subjects, except where an educator is unable to teach a specific language.

1.3 Considering the approved curricular needs of the school the previous year, the Principal allocates

permanent qualified educators/protected temporary educators in substantive posts, in terms of their
main subjects/group of teaching subjects in the previous year into the relevant subject/s of phases.

1.4 Should two or more educators compete for the same post after considering the curricular needs,

the principle of LIFO must be applied. LIFO refers to an educator’s current years of continuous
service as an educator in the Department and not the number of years the educator serves at a
particular school.

1.5 The principal can recommend that educators declared additional be absorbed in existing vacancies

10.

after consultation with the staff.
Educators at Secondary Schools will be allocated the greater number of periods in their main
teaching subject and other subjects in which he/she is competent to cater for all subjects in the
curriculum. While specialisation will be recognised in a Secondary School, there must be flexibility to
allow educators to be allocated other subjects to make up a full teaching load.
A drop in the establishment can also result in a Deputy Principal and/or Head of Department being
declared additional if that school is no longer entitled to such management posts. The norms
applicable to management posts at schools are outlined at paragraph 4.4.9.3 of the Circular.
Once the processes are completed at school level, Circuit Managers will convene meetings with
Principals to ratify the process at school level.
Educators declared additional must select their preferences from the list of vacancies circulated by
the Department. Further details are reflected at paragraphs 4.4.11.2 to 4.4.11.5 of the Circular.
All educators identified as surplus will be matched and placed in vacant substantive posts in terms of
their preferences by the CMTT with the CMC as a first step and then at the level of the DTT (based
on their preferences) and finally at the level of the PTT. Paragraph 4.4.12.2 outlines the composition
of the CMTT. Paragraph 4.4.12.5 reflects the composition of the DTT and paragraph 4.4.12.9 the
composition of the PTT.
The post establishment and the determination of the curriculum are undertaken in the base year and
shall be fixed for the ensuing three years in keeping with KZN PELRC Collective Agreement 1/2017
to minimise the movement of staff in each of the three years.



A copy of the circular is attached for ease of reference. Members who require clarity or assistance

must contact the PSA Durban Provincial Office on (031) 310 3600 or the Pietermaritzburg
Provincial Office on (033) 392 7600.

GENERAL MANAGER
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Annexure A

EDUCATORS DECLARED AS APDITIONAL IN TERMS OF THE 2022
EDUCATOR POST ESTABLISHIMENT

A, SCHOOL DETAILS

DISTRICT: _ CIRCUIT:

SCHOOL NAME: _ EMISNO:

B. EDUCATOR DETAILS

'NO SURNAME |INITIALS |PERSALNO [RANK |
1 I

b N N ]
3 i N 1 .
F | —— T
s | | ) |
6 | 1l I

7 | ]

8 | ] - N
9 | ! B }_ 1
10 | | | )

I hereby certify that the information reflected above is true and correct and I have
ensured that Annexure C has been completed in vespect of all the above-mentioned
educators. All Annexure C’s are atfached,

L | NAME SIGNATURE | DATE
| PRINCIPAL .
| CIRCUIT MANAGER | . .
| CTUATU* . ) _ |
| SADTU

GROWING KWAZLLIFNATAL TOGETHER
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Annexure B

VACANCIES IN TERMS OF THE 2022 EDUCATOR POST ESTABLISHMENT

SCHOOL: DETAILS

DISTRICT: CIRCTIT:

SCHOOL NAME: EMISNO:

VACANCY DETAILS

| LEARNING AREA (If APPLICABLE) | GRADE/S
| (IF APPLICABLE) |

:

‘m Aimiu]u‘

™

s

I hereby certify that the information reflected above is true and correct.

[ | NAME GNATURE DATE |
| PRINCIPAL | |
| CIRCUIT MANAGER | |

| CTU *ATUP
| SADTU |

GROWIKG KWAZULU-NATAL THGETHER
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Annexure C

PROFILE OF EDUCATOR DECLARED ADDITIONAL TO THE ESTABLISHMENT: 2022
RaDK(rewens | Educator(Levell) | | Departmentsl Head | | Depacy Prineipal

" Indicate status | Permazent Tempumr;r( quality Eor cooverslon before ar ab31 Mec 2017

Swnsme [ [ [ [ { P [ { [ [ P I Pl 111 ]] mitals [ [ ] [ ]
e, [T T TITTTT] mew ([ ] Getor [F]5]

Your Pustal Your regidential . .
Address this year Addresy thiz year i |
' ' |
Contaet Nos. Your Cellolar phone nnmber IEREREEE
Home telephone number — 11 I- | - 1
Friend/sponse Cellular phone number T 1 =1 | - 1 |
Fax Mo b : { : {
S = | L
Emall Address: HEREERN ‘
{set up & Goople or Yahoo email address If vou do not have one)
gualification B.Ed . | PGCE . | NPDE | | Other -
Phase FP  FPIP | T | IMSPF | SP SP/FET | FET
Speciallsation: R . | | | - 1
TP Twbevmmesionbs Fhats EF: Senknr Prasn FET: Furtierr ¥ineation mod Trpielng Fimw paly el af the s obove

If you are qualified to tecch Ln the fomndaton phase of Fonndatlon/1ntermedlate piinse combination, tick the langnage(s) of
Instruction in which you will be quaelified to keach.

Afrikaans | English | IsiNdebele | JsiXhosa | istZulu | Sepedi | Sesotho | Setswana | SiSwatl | Tshivenda | Xitsongn

If you are qualifying to teach in the Intermedinte, Senjor ar FET, tick the language(s) af instruction in which you
will be qualified to teach,

| English IR  Afrikeans | | ] Beth | []

GROWING KWATULU-NATAL TOGETHER
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If you are qualifying to each in the intermedinte phase or senior phase, tick the LEARNING AREA(S) you will be
gualified te teach

Soeial Sciences | Arts&Culture | | Mathematics | Techmology
' Life Orientation | Eco. & Mannge. Sﬂinces_'_ | Natural Sclences | HsiXhoss
 Afrikaans || English || isiNdebele || Betswana
" {slZnla | Sepedi || Besotho | Tick only the learning
I SiSwati R | Tshivenda Xitsonga areas which yom
comiplete methodelogy
courses for

1f you are quadifying in the FET' phase; ek the SUBRTETC(®) you will be gaallfied to teach.

| Aceounting | Aprie. Manage Practices | | Agricaltursl Seiences | Agricultural |

. | | =1 .| Technology |
Business Shadies Civil Technolopy Comp. Applics, Consumer Stndies

| || || Teehmology ||

| Dance Stadies | | Design | | Dramatics Arts | | Economics |
Electyical Tech .| Eng, Graphics & Design | | Geography || History '
Hospitality Studles | | Information Technology = | Life Oricntation . Life Sclences 1
Mathcmatics | | Mathematical Literncy | | Mechanj:al Techoology | Music )
Phyﬂ:al Sciencea | | Rellglon Studies | | Tourism | | Visusal Arts ]

Afrikaans | | English || isiNdebele || isiXhosa

| IniZuia || Sepedi || Sesotho || Setswama ,

| SiSwatl Tshivenda T || Xitsonga | Tick only the learning

| _ ereas which you complele

| | | | | | wethodology courses for

If you are able to offer any EXTRAMURAL/EXTRA-CURRICULAR activities, llst thent here.

| _ [
| Declarntion: | I declare that the information supplied above is correct. |

SIGNATURE OF EDUCATOR DATE
NAME OF PRINCIPAL SIGNATURE OF PRINCIPAL DATE

GROWING KWAZULU-MATAL TOGETHER
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FOST PREFERENCE L15Y

Annexure D

NQ. FOST DESCHIPTTON SCHOHOL FOST NUMBER

CIRCUIT

e TSRS

CMC

DISTRICT

4

E2 -

20—

FROVINCE

NAME OF EDUCATOR SIGNATURE

SIGNATURE OF PRINCIPAL DATE

GROWING KWAZLILU-NATAL TOGETHER
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Annexure E
GRIEVANCE FORM
L DETAILS OF REFERRING PARTY
1(A). Details of the Aggrieved Educator where the educator is lodging a Grievance
| 8. Smrmame:
| b. First Name/s:
| e. Identity Number:
d, Persal Number: | |
_ g._!‘ustal Address: o _ | Code:
Work Number | ) )
Home Number | - - _
f, Telephone: Cell Number | o I
g. Fax |
h, Current school/ Department Office ]
where Grievant is stationed: |
i, Is the Grievant represented by a '
Trade Union? YES | NO
If YES, which '
Union? I -
|
Postal Address: N B [Code: |
' Telephone: o T -
Fax: |
Contact Person: | o . |
| Cell No: -

1 (B). Details of the Unjon where the Union is lodging a grievanee on behalf of its members

| A, Name of the Trade Union: _ .

b. Postal Address: |
¢. Telepbone:

d. Fax:

€ Email Address: |
f. Name of Union Ohserver: |

[ Code: |

GROWING KWATULLU-NATAL TOGETHER
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" g. Details of the Agprieved - member: =

a. Surname; B
b. Firgt Name/s:

¢. Identity Numhber:

d, Persal Number:

e Postal Number; Code: [
Work Number

Hame Number

f. Telephone: Cell Number o

g. Fax:

h. Current sechool! Department where Grievant is
stationed:

2 DETAILS OF THE GRIEVANCE

" 2.1 HRM Number:

2.2 Post Number:

2.3 Diskrict:

2.4 Post
Description:

1.5 Name of School: |
2.6 Clroude: [
2.7 Ward: |
2.8 Telephone: |
1.9 Fax: !
2.10 Rearons Tor being agprieved OK facts of the case. ( Please inclode the relevant section of the regulaticn /
Procedure/ legislation/ collective agreement, efe, that bas / have been breached:

.r ES_I:nuld thls_Enge be insufficieat, attach one additional page).

"?.ld;l‘hlf. grievance arose on: | ]
1.2 Relief sought: (indicate chearly the celief vom seek): |

3.3 Woauld the relief you seek affect the eiphte andfor interests of other persons? I yeu, furnish detalls of
the other person’s who may be pffected:

GROWING KWAZULU-NATAL TOQETHER
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T confirm that aH flie Information presented abave 15, ¢ the hest of my knowledge, trie snd correct.

I Farther secept Lhat in partelpaling in this expedited procegs, T am bound by the provedures as set out in
the KZN ELRC Collective Agresment No.D1 of 2008

SIGNATURE OF APPLICANT DATE

SIGNATURE OF REFERRING DATE
TRADE UNION REFRESENTATIVE

GROWING KWAZULU-MATAL TOGETHER
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