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2.2.3 Maintain Development Appraisal Interview Records

2.3.4 Printout of DA Interview Records
2.3.5 Developmental Appraisal and Performance Management
2.4 HR Reports (excluding attendance)
2.41 EMIS HR reports
2.4.2 Attrition Statistics
2.5 HR Attendance and Leave
2.5.1 Blank Attendance Register
2.5.2 Maintain Weekly Educator Attendance
2.5.3 Maintain Weekly Staff Attendance
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C. Summary
3.1 Quick reference of the sub-menus and their uses:

3.2 “How to...” flow diagrams:

General Instructions on using this SA-SAMS Manual:

“M  Click on the menu option to open the required screen.

“M Fields containing an arrow on the side contains drop-down boxes with pre-populated information. Click on

the arrow to display the list and then click on selected value.

“# Click on Save to update all capturing.

“M Click on Done to exit the screen.

The following symbols are used in the manual to indicate the required action with every screen:
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A. Introduction

1. Purpose of the module
The Human Resource Information Module (Fig. 1) assists schools in the administration of the
educators and staff/ public servants’ information. It also contains the processing and the
administration of leave, absenteeism, training, appraisals and all human resource related data
and processes:

SA-SAMS : School Administration and Management System

MAIN MENU
1. General School Information ‘ 11. Financial Assistant
2. Human Resource Information 12. Curriculum Related Data
3. Learner and Parent Information 13. Timetabling Aszziztant
4. Learmer Listing ‘ 14. Physical Resources
5. Governance Information ‘ 15. Library Module
6. Standard Letters and Forms 16. Security and Database Functions
7. Export Data 17. Lurits Approval Module

8. Annual Mational Assessment ‘

User Preferences

Figure 1: Main Menu
This module contains information that will assist:

o The school management in completing the Annual School Survey and quarterly reports for the
districts.

o The school administration by using this data in other modules as indicated in the table below.

Module Data needed for (function and Menu no)
1 e Teacher per Bus Route (1.9), School Hostels (1.12), House Groups (1.13)
e Educator photos in General Settings (1.16)
3 e Assign grades to classes (3.1.5), Class statistics (3.1.6)
7 e Export Data — ASS and other surveys
11 e SGB Payment of staff
12 e Create Educator / Subject Groups (12.1.14),
e Print Educator marks schedules (12.1.17)
14 e Learner Support Materials (14.1)
16 e Set up security functions for module access in Maintain Users (16.12)
e Set up access to grades and classes in Marks Capturing Security (16.13)




B. Components of this Module

Module 2: Human Resource Information
All the employees’ information is captured, maintained and reported in this module.

o This includes educators, non-teaching staff and all public servants employed at the school.
o Educators and non-teaching staff are captured in separate screens.

The Human Resource Information module consists of the following components as shown in Figure 2.

SA-SAMS : School Administration and Management System
2. HUMAN RESOURCE MODULE

2.1. Educator Information 2.11. Blank Attendance Hegister
2.2. Update Educator Subject Teaching Experience 2.12. Maintain Weekly Educator Attendance
2.3. Staff/Public Servant Information 2.13. Maintain Weekly Staff Attendance
2.4. Maintain Training Categories 2.14. ¥Yiew Individual Staff Absences
2.5 Maintain INSET Training Becords 2.15. View Attendance Statistics
2. 6. Maintain DA Interview Records 2.16. ¥iew Attrition Reqgister

2.7. Printout of DA Interview Records

2.8. HR Dashboard 2.18. Development Appraisal and Performance Measurement

2.9. Emiz HR Printouts

2.10. 5taff Leave Summary Printout <¢ MAIN MENU

Figure 2: Components of Human Resource Information
The HR Module is divided into 4 sections according to its allocated functions:
2.1 Staff Information (Educators and non-teaching staff captured separately).
2.2 Educator Evaluation & all staff training documented records.
2.3 Staff Attendance

2.4 Summary Reports
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The functionalities of the sections are summarised in the table below:

Heading in Manual

Sub - head & (SA-SAMS

Functionality

(2.14)

Menu no)
211 - Educators’ details
Educator Information (2.1) - Subject specialisations & years training
- Educator teaching load (of current year)
- Edit/ View leave and absentee records of the
individual
- Assign educators to register classes
_ _ - Educator contact list
2.1 Staff information Update Educator Subject - Report on updated Educator training & teaching
Teaching Experience (2.2) experience for subjects taught the current year
2.1.2 Staff Public Servant Infor- | > Staff members (public servants)
mation (2.3)
- Add new staff member
- Edit staff member’s details
- Archive a staff member
- Edit/view - leave and absentee records Print -
staff contact list
2.2.1 Maintain Training Catego- | > Add training courses
ries (2.4)
2.2.2 Maintain INSET Training | > Development and Training
Records (2.5)
2.2 2.2.3 Maintain DA Interview - Development appraisal interview records
Educator evaluation & | Records (2.6)
all staff training - Add new record
2.2.4 Printout of DA Interview - DAS Appraisal Report
Records (2.7)
2.2.5 Development Appraisal - General development,performance appraisal
and Performance (2.18)
2.3 Summary reports 2.4.1 Emis HR Printout (2.9) - Appointment Register / Educator Details / Edu-
cator Subject Specialisation / Staff Training
2.4 .2View Attrition Register - Summary of archived Educators/Staff
(2.16)
2.3.1 Blank Attendance Regis- | = Blank printout register for educators / staff
ter (2.11)
2.3.2 Maintain Weekly Educa- | > Capture absenteeism of educators
tor Attendance (2.12)
- Type of leave & documentation
2.3.3 Maintain Weekly Staff - Capture absenteeism of staff
2.4 Staff Attendance | Attendance (2.13)
- Type of leave & documentation
2.4.4 HR Dashboard (2.8) - Dashboard
2.3.5 Staff Leave Summary - Summary record of all staff leave of a certain
Printout (2.10) period of time
2.3.6 View Individual Absences | - Both Staff and Educator absences indicated




1 Staff Information

This section groups all the sub-menus related to educator and non-teaching staff. All the information
for educator and non-teaching staff is captured and maintained as summarised in the table below:

Header (SA-SAMS Menu no)

Sub-Menu / Functionality

2.1.1 Educator
Information (2.1)

2.1.1a Add New Educator

Compulsory Information & Additional Details

2.1.1b Edit Educator

Educator’s details
- Compulsory Information & Additional Details

- Detail Qualification Types

2.1.1c Remove or ar-
chive an educator

Educator’s details from Current Educator list
to Archive List

2.1.1d Print educator
contact list

Educator Contact List with names, birthdays,
Persal and contact numbers

2.1.1e Subject years
training & teaching

Add years training and teaching for subjects

2.1.1f Maintain teaching
load

Update of the educators’ subject experience
(current year)

2.1.1g Assign educators
to register classes

Assign educators to register classes

Reassign

2.1.1h Print Register
Classes

Print Register Classes

2.1.1i Leave & Absences

Edit / View / Print Leave and Absentee
Records of the Individual

Experience (2.2)

2.1.2 Update Educator Subject Teaching

Report on updated educator training & teaching
experience for subjects taught the current year

2.1.3 Staff
Public Servant
Information (2.3)

2.1.3a Add new Staff
Member

Details of new staff member

2.1.3b Edit Staff Member

Member’s details

- Detail Qualification Types

2.1.3c Remove or archive
a Staff Member

Archive a staff member

2.1.3d Print staff member
contact list

Contact List with names, birthdays, designa-
tion, Persal and contact numbers

2.1.3e Leave & Absences

Edit / View - leave and absentee records of the
individual
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2.1.1 Educator Information (Menu 2.1)

& This menu contains only the details of the educators at the school.

o This part is compulsory as the information is required by all school surveys and other official
a school documents.

é o Data should be checked quarterly and updated when there are any changes.
o Educators cannot be deleted but only Archived.

“f The educator screen has an option to list Current Educators or Archived Educators as seen at the
top of the screen. (Fig. 3)

¢ The total number of educators captured is indicated at the top.

o Educators are listed alphabetically with contact number, Persal Number and post level.

View Educators T Aggign Fegister Class
* Current Educators " Archived Educators 22
* Surname Hame * Code | Cellphane | Perzal No Post Lewvel o
ABDLIL Pauluz 023 077234567 555444333 m |
BOTHA Carine m3a 0772345678 545454545 m
CHETTY Christine 024 0984774774 BE3IIINH o1 Edit an Eduestor |
COCKRAL Hantie o0z 032547547 51416171 nz
CORNELISSEM Margret a3 0772456024 o #rchive an Educator |
CROUCAMP Elmari 03z 0384455667 m
Fii= Stephen nzy 0771357313 m
GOVENDER Ayesha 030 0734445555 m
GRAMT Elizabeth mE 07713133 5353535353 m Subject Specializations |
JABULE Bheki mz 0381122334 SEEE77EES m
KORDAAT Gabriel 035 0733344556 54774455 m Leave and Absences |
Kw/EPILE Momalanga 1 0354545454 E113344555 m
LECw/IDI *dilliarn 036 0772241193 B54486532 m
tARAIS Y alarie mo 0384433660 m Teaching Load |
MATI Anels ons Ove7e7aray 575853501 m
OBAKEMG Heny 0zg 0725292929 B3RZ521212 m
OBEU - DARKD I athiew 038 0353453453 54239176 m
STEWM Arriette 048 0347057047 B17E17617 m
Wal DER MERWE  Martha 034 0727272829 m Azzign Register Class |
Wil DER wialT Helen oo 0381122334 5151515151 03
WaN STRATEM Alka nzo 077 4A5E4564 m Frint Fiegister Classes |
WwiLSOM Amanda 03 O77E934216 m
Educator Contact List |
;ﬂ Search List for Educator | Go g;gt:écmvnf?hzd:i‘?éﬂs may be Done

Figure 3: List of Educators

Educators can be Added, Edited or Archived and details printed as follows:




2.1.1a Add New Educator
Y@ Click on Add New Educator. (Fig. 3)

&.

There are two tabs (Compulsory Details and Additional Details) that have to be completed.
(Figures 4 & 5)

All the fields marked in blue must be completed before you can Save the data.

Fields with arrows are populated from a drop-down box. Options for the drop-down tables are
given below.

Educators need to supply the following numbers: ID or passport, SACE and if applicable the
Persal and working permit.

Educators that are not South African citizens need to enter the passport number, working permit
no and date of expiry as shown below.

w54 Citizery © Yes NG

“*Caunty of Citizenship: |

*“Pazzport Murnber: |
ok Pemmit: ©© Yes Mo
“dork Permit Number: |
““Permit Expiry D ate: |2D‘l 3/04/28 ﬂ |

Complete the Actual position as stated on the letter of appointment.
Complete the Acting position if applicable and update any changes later.

Enter the total number of Years of Teaching Experience and not the experience per grade or per
subject.

When finished click on Save.

Click on Done to exit screen

T Additional Details 1

“EducatorCode: [ [maw 5 chaacters] “Duation: @ Fulime  ( Patfime
Swrane[ “Persannel Posior:
Previous Sumame: Amua\l ﬂ Acting | j

“First Names: ’7
“Post Levet - Clear
ritials: *Title: 4
Educator Teaching Level

“Hender: * Female Male Select option where educator spends most tine
o ; I” PregadeR | Remedial/pecial Needs -
Home Language: i Additional Details
I” GradeR I” Intermediate [~ Other
“Instruction Language: v

I Primary [™ Secondary [z
“Race: 2
“Dale of Bilhy Year ,— Morth ’— B ’— “ears of Teaching Experience:

“Remungration

G4 Citier: &+ Yes © No (" PadbyStale " PaidbySGE (" Pad by A3 Subsidy
*Country of Citizenship: |South Africa =ualfication FEQY Level
| dentity Number: | j

“Highest Qualfication Type

Educator LURITS Number:
“Persal Humber:
Reasons for computer usage [Multiple options allowed)

(ot compulsory for SGB post) School Ci
chool Lniculum
Date Joined Stalf: {12/ 4 /2012 = r Administration L {leectin [ Adminishation Save
““Nature of Appaintment: @ [~ Other Done

Figure 4: Add New Educator — Compulsory Details Tab 1




voThe values available for the different drop-down boxes for Tab 1: Compulsory Details are tabled below.

Drop-down Field on Screen 2.1 Options
All Official Languages

Home Language ¢ Sign Language
o Other
Instruction Language e Same as above
Race e African/Black, Asian/Indian, Coloured, White,
Other
Nature of Appointment e Permanent, Temporary, Substitute

¢ Prinicipal, Deputy Principal, HOD, Educator,
Special Educator, Remedial Educator

Acting e Same as above
Post Level e 01,02,03, 04, 05
o Without Matric — no training at all

Personnel Position

e REQV 10:A2 (Matric no training)

o REQV 11:A1 (Std 6,7,8,9 + 2 years training)
e REQV 12:B(Matric + 1 or 2 years training)

e REQV 13:C1 (Matric 3 year BA, BSC etc.)
Qualification REQV Level
¢ REQV 13:C2 (Matric 3 years teache training)
e REQV 14:D (Matric + 4 years training)

e REQV 15:E (Matric + 5 years training)

e REQV 16:F (Matric + 6 years training)

e REQV 17:G (Matric + 7 years training)
e Professional Teaching Qualification

o Post-Professional Teaching Qualification
Highest Qualification Type
o First Graduate Academic Qualification

¢ Post-Graduate Academic Qualification

L] /_.»-'

{ ‘W - o I/ @ ¢
'A’BC of... Human Resources , .-"' T



" vcld An Educator (2,1]
e

Compulzory Details T Additional Details ]
“hddress: |
“Perzonnel Type: & 5 Educator

SMT Positiar: | !

CityS uburb:

Uniom: | e l_
Membership Mumber: Telephane:
Cell Phore:
SACE Mo

Email Address: |

Medical Aid Member: - e :

{full name] 5 t arital Status: -

Medical &id Scheme: deptcidns

et Surname: |

Medical Aid Mumber:

o
fin  First Names: |
Tax Humber:

State Subsidies:

Emergency Mo: ’7
Disability Status: -

Sport/House Group: | ﬂ .
ICT Skill Level: |

Camputer zage: |

2013 Annual survey requirements in red

Led L]

Figure 5: Add New Educator — Additional Details Tab 2

Additional Details

Save

Dane

o
:.—oThe values available for the different drop-down boxes for Tab 2: Additional Details are tabled below.

Drop-down Field on Screen 2.1 Options
Sport House Group ¢ Unassigned

e House specified in 1.13 Maintain Sport/House

Groups

Marital Status ¢ Divorced e Single

e Married e Widowed
Disability Status o Epilepsy e Physical

e Hearing e Sight

e Multiple e Other

e None

ICT Skill Level 0 = No ICT Skills 3 = Adaptation

1 = Entry Level 4 = Appropriation

2 = Adoption 5 = Innovation
Computer Usage Daily, Weekly, Monthly, Rarely, Never

y l’
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2.1.1b Edit Details of an Educator
Two functions are added to the Edit an Educator screen:

o Insert a photo of the educator.

o Two screens for capturing specific qualification details.

“®m From the Educator List, select the name of the educator you wish to view or to update, then click on

Edit an Educator. (Fig. 3)
o Edit/ Update the data on the tab 1 & tab 2. (Figures 4 & 5)
e To add a photo

o Click on Browse for Photograph.

o Click on Yes, then click on Load Picture, click on the photo and crop it, click on Select

Thumb.

Additional Details T Detail Qualification Types ]
J 4

"
Jser Question? - - e |

ﬁ Select Image.

Please make your selection:

Yes = New way, select a portion/part of an Image (Uses less space and
less distortion)
Mo = Old way, select an entire Image.

Educator Photograph

Browse for Photograph... |
Fiemove Photograph

Additional Details
Qualification Details

—
0

e There are two added functions that capture qualification details i.e.

o Detail Qualification Types tab 3 (Fig. 6) to tick the applicable qualification

"
Educator Information (2.
.

Compulzory Details T Additional Details T Detail Qualification Types Educator Photograph

BOTHA, Carine

Indicate all qualification types attained by the educator. More than one can be zelected

1 | Two year teacher's certificate

Three-year Teachers' Diplomast ational Profezzional Diplama in Education

Four-year Higher Diploma in Education

Four-vear professional teaching degree

Higher Diploma in Education [Post-Graduate)/Post-Graduate Certificate in Education

Browse for Photograph...

One-pear Higher Diploma in Education

Remove Phaotagraph

3
Il
15
E |One-year Post-Professional Teachers' Certificate [with specialization]
i
8

Diploma in Specialized Education

3 |Further Diploma in E ducation

10 |Advanced Cerificate in Education

Additional Details

11 |One-year National Higher Diploma/B achelor of Technology [Education management/other specialization)

12 |Partially completed first Bachelor's degree

13 | Three-year Bachelor's degree

14 |Four-year Bachelor's degree

15 |Four-year Bachelor of Technology degree

1E | Three-year Mational Diploma

17 |Four-year National Higher Diploma

18 |Post-Graduate Diploma [ather than a HOE Post-Graduate]

19 [Honours degree (including an old one-pear B Ed/BEd Honours)]

20 |Master's degree

21 |Doctors degree

22 |ABET Practitioner Cerlifizate

23 [ABET Practitioner Diploma

] i ) e e e i ] )

24 [Mational N 3to N B Certificates

-

Figure 6: Detail Qualification Types Tab 3




o In Qualification Details (Fig. 7) the following relevant information can be captured:

- Professional Qualification
- Academic Qualification

- Universities, Colleges and other Training Institutions attended

- Other Skills and Areas of Interest.

When finished click on Save and then Done to exit the screen.

Qualifications

Qualifications: o

Frofessional Qualiicatiors: || - E]

. Browse for Photograph...
Femove Photograph
Academic Qualifications:

Additional Details
Uriversities, Calleges and 7 | Qualification Details

other Training Institutions F
attended:

Other Skills &nd Areas of - u
Interest:

Save | Done | :':‘

Figure 7: Qualification Details

2.1.1c Remove / Archive an Educator
Q Educators are first archived and then deleted from the system.
==

o The educator archive is maintained for record keeping purposes.
o Aregister class must be reassigned before the educator, assigned to it, can be archived.

o Details of returning educators must be restored from the archive in order to avoid duplicate
educators.

“B To remove an educator from the Current Educator list of a school, click on the name of the educator
you wish to archive. (Figure 3 or 8)

e Click on Archive an Educator. (Figure 3 or 8)

Click on Archive and then Done to exit the screen.
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View Educators T Azzign Register Class
(* Cument Educators " Archived Educators <
* Surhame J I ame * Code J Celiphohe J Perzal Mo Post Level
7 = . > o Add Mew Educator
Educator and Staff Attrition Details -
Educator Details 0 E dit an Educator
: e 02
Surname: |BDTHA Iritials: |C -
Persal Ma: [545454545 Gender [F o
m
Reason for leaving: |Death j o
Date of Leaving: W v
e 0 || _Leave anddbseress |
S Archive m
Cause of Death: |FEEEET m
Done | Teaching Load
m
Figure 8: Archive an Educator
o aED i .
s v Select from the drop-down box the following options:
Drop-down Field Options
Reasons for Leaving e Absconded e Promotion e Seconded
e Death ¢ Resignation e Substitute
e Dismissal e Retirement Transferred
e End of Contract
Cause of Death e Accident e Suicide
e lliness e Violence

“m To restore an educator from the Archived Educator list of a school, click on the name of the educator you
wish to restore (Fig. 9).

e Click on Restore Educator.
e Click on Yes on the pop-up screen to confirm.

¢ Return to the Current Educators screen and the selected educator can once again be viewed on the list.

User Question? Teaching Load |

Are you sure you want to restore MARAIS as an active educator on the
Restore Educator
system?
Azsign Register Class

Yes | Mo |

Print Register Classes |

|—| Educator Contact List

Figure 9: Restore Details of an Archived Educator

“m To delete an educator permanently from the Archived Educator list of a school, click on the name of the
educator you wish to delete. (Fig. 10)

e Click on Delete an Educator.

e Click on Yes.




Yiew Educators ,_ T Assign Register Class
4F

" Curent Educators (* Archived Educators
* Surname | Marne * Code | Cellphone | Persal Mo | Post Lev =
12 3 &0 o I Add New Educator
. - cra| W01
B User Question? g 01 Edit an Educatar

01
01

|
|
|

01
o Delete an Educator |
|
|

All the data for this educater will be completely removed and cannot be
restored, Are you sure you want to delete 12 from the system?

m

01

01

Yes ‘ No | 03

M n

Figure 10: Delete an Educator

2.1.1d Print Educator Contact list
“® To print a contact list of educators for the school, click on Educator Contact List.

&( e The Print Setup window will open and select options or click on Ok to continue the Print Preview
e window.

¢ The Preview Window gives an indication of what the printed report will look like.

¢ Click on the printer image to print a contact list of educators, their birthdays and contact no.

When finished click on Done to exit the screen.

2.1.1e Update the Educator’s Subject Training and Experience
®. Subiject specialisations are annually updated for each educator.
=

It includes the number of years training received for a subject as well as the number of years of
teaching experience acquired in that subject per grade.

“® Click on an educator in the educator list and click on Subject Specialisations (Fig. 11)
o The captured data will be listed on the next screen.
e To Add/ Edit a new subject:
o Click on Add or Edit Record to edit/enter training records.
o Select a subject from the drop-down list.
o Enter/change the number of years of training and experience in the subject.

When finished click on Save and then Done to exit the screen.

o Continue until all subjects that are/were taught by the educator are captured.

When finished click on Done to exit the screen.

y l’




Surnarne; |,&EDL||_ Initials:|P Perzal Mo [5R5444333

Add Record
Subject Specialization and Experience

= = - Bidd Mew Educator
Subject | Training v'ears | Teaching Tearz

Life Seiences [Gr 11] 0 12 Edit Record .
Life Sciences [Gr12] 0 12 Edit an Educator

Life Sciences [Gr 10] 1 12

| T rchive an Educator

Add New Training Records

Educator; |ABDL||_, [

Delete Record | biect Specializations |
Click. on a Subject to select the subject
Subjects | Code 2 eave and Absences
Life Sciences [Gr11] 19351073

Life Sciences [Gr12) 19351034
Life Skills (Gr 0] 16341302

Life Skillz [Gr 1] 16341152 Teaching Load
Life Skills (Gr 2] 16341162 Daohe
Life Skillz [Gr 3] 16341172

Life Skillz [Gr 4] 16341212 b
Life Skillz (Gr 5] 16341222 -
Life Skills [Gr 6] 16341232 o
Maritime Economics [Gr 10] 12361002 ]| Azsign Register Class |
t aritime Economics [Gr11] 12361013 oz
H?{:EIT'_B_E??nn:nll_c_s_[.I.ar[,-»1_2_1]_r._\ ]Egﬁj Egi 3 m Frirnt Fegister Classes |
q 1 3 m

E ducator Contact List |
Subject Selected

Subliect: |Maritime Economics [Gr 10] tors may be Dione

Training v'ears: 2 “ears of Teaching Experience: | 1| Save | Em

Dore

Figure 11: Educator Subject Training and Experience

2.1.1f Maintain Teaching Load
This section is compulsory as it is required for ASS purposes.

The level of confidence (using the scale 1 — 4) in teaching a subject of a particular grade is updated
annually by every educator.

o After teaching sciences Gr 12 for 15 years you know the curriculum by heart and assign a rating of
“4”, but starting to teach a new grade needs a rating of “2 or 3”.

o Introduction of new curriculum has an effect on the level of confidence.

“m Click on an educator from the educator list and click on Teaching Load. (Fig. 3)

e Click on GO to populate the subjects and grades offered by the school. (Fig. 12)

e Select the level of confidence from a drop-down list for every subject and grade taught.

When finished click on Save and then Done to exit the screen.

e To print the Teaching Load for the educator, click on the Print button. (Fig. 10)




e
b

Educator: [HARAIS, V | G0 Print Save |

Select Year: | 2013 he [ Maw View Export ta Excel Daone |

Enter level of confidence to teach leaming area [per Grade] that the educator iz teaching. Diata prior CAPS 2012 iz read anily.
Scale; 1=not confident, 2=confident some of the time, 3=confident most of the time, 4=extremely confident all the time.
Data must be obtained from the relevant individual educator.

Educator: MARAIS, W -
Teaching vYear. 2013
Scale: 1=not confident, Z=confident zome of the time, 3=confident most of the time, 4=extremely confident all the time.

e A, Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grade | Grac
a 2r e e R s e S e R e e s e R

English Home Language -! -! -! -! had ! -! ! 2 =1 4 -1 4
Afrikaans Firgt &dditional Language ] | bl | hdl} bl a2l hdl} 52 il
Accounting

Aaricultural Management Practices
Agricultural Sciences ! ! ] ! ! ! ] | |
Agricultural Technalogy
Arts & Culture ! ! ! ] ! ! ! i i i
Arts And Culture | ] ] ! ! ! ] - ! - ! - !
Business Shudies

Civil Technalogy

Computer spplications Technology
Consurner Studies

1

LBERNERNERENE]

LRERNERE]
1

Figure 12: Maintain Teaching Load

2.1.1g Update Educator Subject Teaching Experience (Menu 2.2)

This section is only a report (Fig. 13) on all educators’ teaching experience and training per subject. There is
) no capturing here.

o This report reflects the educator, the subjects taught, the training and teaching experience of each.
o The report is generated as follows:
= Columns “Years in training and teaching” from 2.1 Update of Educator Subject Training. (Fig. 11)

» Columns “Taught ("13 and '12) from 2.1 Maintain Teaching Load. (Fig. 12)

Update Educator's

Current Educators [Current Year: 2013]

Subjects
Years Taught
Educators |Name Train | Teach | '13 | "12 |Key || Code
ABDUL, Paulus Life Sciences [Gr10) 1 12 Vo |LS 101019351062
ABDUL, Paulus Life Sciences [Gr11] I 12 W |LS 111119351073
ABDUL, Paulus  |Life Sciences [Gr12] 1] 12 Yo L5 1219351084
ABDUL, Paulus t aritime Econamics [Gr 10] 2 1 I 12361002
KORDAAT, Gabrigl | M athematics (Gr 10] 1] 5 Yo [MATH 10 19331032
KORDAAT, Gabriel | M athematics [Gr11] I A Vo [MATH 11 1119331043
KORDAAT, Gabriel | M athematics [Gr 12] I 5 Vo [MATH 1211 19331054
KORDAAT, Gabriel | Technology [Gr 9] I 1 TECH 91115351142
WILSOM, Amanda |Accounting [Gr 10] 2 1 Y ACC0| 12351002

Figure 13: Report on Update Educator Subject Teaching Experience




2.1.1h Assign Educators to Register Classes
“m Educators can be assigned to a register class as follows:

o Select the Assign Register Class tab (or click on Assign Register Class button). (Fig. 3)

¢ Click on the class and then click on the educator. (Fig. 14)

% o Both appear at the bottom of the screen.

o Type the classroom number and then click on the Accept button.

e To remove a class from an educator, click on the class name in the right-hand column.

o Then click on the Reassign Class and Educator.

When finished click on Save and then Done to exit the screen.

Wiew Educators

Select a Class

Select an Educator

Aszszign Register Class

Clazses with Assigned Educators

Classes E ducators

10 TEST COCKRAL, H: 002
R TEST MATI, & ;003

R TESTZ2 MARAIS W 010

FWEPILE M- 011
JABULE B 2
GRAMT.E . 016
EOTHA, C: M3

ABDUL P 023
CHETTY. C: 024
DBAKENG. H: 026
FO=, 5 027
GOVEMDER. J : 020
WALSOM, BLA 037
CROUCAMP,E : 032

Wel DER MERWE. M :
KORDAAT, G : 035
LECWIDL W : 036
MRLL-DARKD M - 035
1 m

WaM STRATEN, M @ 020

CORMELISSEN, M : 033

m

024

b

*Clags | Code | *Surname | Initiale | *Room *
1 03s KORDAAT G g1l
104 011 K'w/EPILE M f10
108 023 ABDUL P f12 |
114 032 CROUCAMP E s lab
1B 048 STEYM A m20
120 030 GOYEMDER J m23 |
128 mz2 JABULE B lab2 |~
1B 034 WaM DER MER.. M gd
2 ms BOTHA C g2
2B 038 OB - DARKD b 28
3 03 WILSOM MLA g3
4 024 CHETTY C 220
5 033 CORMELISSEN M 223
B ons HATI A 224
7 e GRAMT E lab1
B 0o MARAIS W =
P 1 r

Click on a Class and an Educator and then select Accept

Class [R TEST2 | Edueator [LECWIDL W : 036

| Cancel/Clear

Register Roam Mumber |-)a:4 Acoept

Select a row and then click on the button below to
re-azzign a class and educator

Re-azsign Clasz and Educator ‘

Figure 14: Assign Register Classes

&‘ 2.1.1i Print Register Classes

Y@M To print the Educator class’ Registers, click on printing classes register.

e The Print Setup window will open and select options or click on Ok to continue to the Print Preview

window.

e The Preview Window gives an indication of what the printed report will look like.

Done

o Click on printer image to print a list of register Classes with educators and classrooms.

When finished click on Done to exit the screen.




2.1.1j Edit /View Leave and Absences Details

This section cannot add or delete Leave and Absence Information. Leave and Absence information
can only be captured in the Attendance Records (2.2).

o This section allows you to Add/ Edit/ Delete Leave Details (Fig. 15).

o The leave history can be printed for the current period and previous years that are captured.
(Fig. 15).

Y@ Click on an educator in the educator list and click on Leave and Absences.
e The captured data will be listed on the next screen. (Fig. 15).
e Select Current year’s records or History (previous year’s records).
e ToAdd/ Edit/ Delete Leave Details:
o Click on Add or Delete Leave Details to Edit/ Delete details.
o When finished click on Save and then the Done to exit the screen.

o To print Leave Details, click on Print.

VYiew Educators Azsign Register Class

* Current Educatars " Archived Educators 22

Leave and Absentee Details

Leave Records for : |p ABDLUL Perzal Mo: 555444323 " Current & History

Leave Taken

Date From | Date To | Days Type of Leave | D ocuments | Comment B

2003/03/04  2009/09/04 1 Sick Edit Leave Details
2009/09/23 2009/09/23 1 Family Respon...  Hospital certific...  Child in hospital
2009403412 200 . -
20091427 20f Add Leave Details Delete Leave Detailz
2010405412 20
010M07/22 20 e
2010408410 20 L B ,—L| : '—Ll :
SOIOAIESD o eave From: | EIE/09,/04 Leave Ta: | 2009/09/04 Print
2010/08/23 20

Tope of Leave: |Sick L &
2010/03/06 <0 | £ mate J Sick leave available in
2010M0/20 20 cycle:
201040425 20 Mumber of Working Days: 1
201104418 20 3
2011 /06402 20 W as the educator/staff member replaced? € Yes 7 Nao
331 1 ::103::2: gg YWwho was the replacement paid by? [~ SGBE [ State 4

1‘
- — “ Leave Documents: (¢ Required " Mot Required = Done
Dates in red indicate

| || Document Submitted: u

Leave records are

Comments: b

[ T
%ﬂ Search List for |} | |be Done

If leawe documentation iz NOT select the Mat Fequired option. Do not enter
comments inka the Leave Documnents field and ensure that the field iz blank where
reguired documentation haz not been submitted.

Save | Diane |

Figure 15: Leave and Absentee Details

y [P
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2.1.2 Non-Teaching Staff Information (Menu 2.3)
& The Public Servant / Staff Information section contains the details of the non-teaching staff at the school.

a o This part is compulsory as the information is required by all school surveys and other official

:’ school documents.

o Data should be checked quarterly and updated when there are any changes.

Y The staff member screen has an option to list Current Staff Members or Archived Staff Members selected
at the top of the screen. (Fig. 16)

¢ The total number of non-teaching staff that have been captured is indicated at the top.

o Staff members are listed alphabetically with contact number, gender, Persal number, category of
workplace and contact number.

Mon Educator Staff 29 * Curent Staff Members " Archived Staff Members
Add Mew Staff Member
* Surname | Mame | Gender * Perzal Mo Categom Telephon =
FRIEDBERG Marah Female R134267 Hiostel Staff Edit 2 Staff Member
GOMOLEWE Bulelwasivwe Female R4BET44563 Hostel Staff QV27272y.
GOLWS Sophina Female 513513513 Huosztel Staff -
GLIMEDE Baba Female  S17512332  Hostel Staf w el < et ey
| HLEKISO Tinkie Female 1231415 Support Staff
FAMASISWE Mafeat Ferale Q003341 Huistel Staff 07768586
LIMBAMA Buyiswa Female 2342342 Hoztel Staff 132426421
MAKALEMI Mamaladi Ferale 234167943 Huistel Staff 07644536
MGEODI Alfred I ale 234853 Support Staff
MORENA Baba Fernale 54996040 Hostel Staff (7B9595E|
MO Lala Female 23451 Support Staff 07272134
MOFEMELE Gladyz Fernale MEZTE Hostel Staff O07EVEYE = |
RAMPHELE Mobonepha Female 123173 Huostel Staff 07358585 |
SLIMGER tartha Female 2347ED Hostel Staff
TSERD Olivia Ferale A143321345 Huistel Staff 0442341!
TSHARA Yundiswa Female arakakil Huostel Staff 07373737 Leave and dbiences
WERMAAS Petruz Male 231681 Support Staff 08286754,
YERMELLEN Lydia Female 23412 Haostel Staff
WM M armpiet Female B228202324 Huoztel Staff Staff Contact List
=ELELD M alirnit Female A1344532 Haostel Staff
TEKAMI Jamela Female 12346526 Support Staff B
1 [ 1 " »
ﬂ Search List for Staff Member: |DU PLOOY Go ggffﬂ;;ﬂjta” Letbes Tone

Figure 16: List of Staff

Non-teaching staff members can be Added, Edited or Archived and details Printed as follows:




Q . .
2.1.2a Add New Non-teaching Staff Member

Y@ Click on Add New Staff Member. (Fig. 17)

o Compulsory Details are marked in blue and must be completed before data can be saved. (Fig.

17)

o Fields with arrows are populated from a drop-down box. Options for the drop-down tables are

given below.

Complete all fields as requested.

Click on Save to save the captured data.

Complete the Current position as stated on the letter of appointment.

To capture the next person click on Next Staff Member at the bottom of the screen.

When finished with capturing click on Save and click on Done to exit screen.

Mew Staff Member

Compulzory Details

=S Lrnanme:
*Firgt Mames:
| nitials:
*Hace:

“aender:

**Home Language:

“[iate of Birth: Year

| dentity Murmber:
**Parzal Mumber:

Lurits Murnber:
Perzonnel Categany:

Type of Emploprent;

Remunerated by:

Current Pozition:

Date Joined Staff:

4

oi... Human Resources

Ii =T itle: Ii

" Female

" Male

E

E

Manth l_ Day l_
[or paszport]

fs" Fulltime

=]

Faid by State

=]

" Part-time

=]

|2013/04428 =] |

Other Infarmation
Phyzical Address: |

|
City/Suburb: |
Code: I—
T elephaone: l_ li
Cell Phore: Ii

Ernail: |

Medical Aid Mame: |

Medical Aid Mumber: |

Spouze M ame: |

Emergency Mumber:

T ax Number: |

State Subzidies:

U nion: |

temberzhip Mumber: |
ICT Skill Lewel [admin): |

Save | Done ‘

Figure 17: Add New Non-Teaching Staff Member
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The values available for the different drop-down boxes are tabled below:

Screen 2.3

Drop-down Field on

Options

Race

African/Black, Asian/Indian, Coloured, White, Other

¢ All Official Languages
Home Language e Sign Language
e Other
e Admin Staff e Practitioner
Personnel Category ¢ Food Nutrition Staff e Professional Non-Teaching Staff
o Hostel Staff e Support Staff

Type of Employment

Permanent, Temporary, Substitute

Remunerated by

Paid by State

Paid by both State and SGB

e Paid by SGB

0 = No ICT Skills 3 = Adaptation
ICT Skill Level 1 = Entry Level 4 = Appropriation

2 = Adoption 5 = Innovation

2.1.3b Edit a Non-teaching Staff Member

“m Select the staff member from the list of Current Staff Members or Archived Staff Members (Fig. 16).

Edit / Update the data on the screen (Fig. 17).

Click on Qualifications at the bottom of the screen.

o Add the qualifications and institutions where appicable (Fig. 18).

When finished click on Save and then on Done to exit screen.

Compulsory

*C name ABEFLUCEREOLLT
pe

Details

Other Information

FPhyzical Address: |33 Church Street

]

*Horme

=D ate of

“|denti|
“Pers|
L

Perzonie

Type af E

Fiemui
Cuirrel

Date

Qualifications

-

Qualifications:

Professional Qualifications: ||

Academic Qualifications:

Universities, Colleges and
other Training Inztitutions
attended:

Other Skills &nd Areas of
Interest:

Save | Done

_

Gualifications | |

Save | Dc

Figure 18: Add/Edit Qualifications for Non-Teaching Staff Members

)




2.1.3c Removing /Archiving a Non-teaching Staff Member
Staff members are first archived and then deleted from the system.

o The staff members’ archive is maintained for record keeping purposes.

o Details of returning staff members must be restored from the archive in order to avoid
duplication.

“m To remove a staff member from the Current Staff Member list of a school, click on the name of the staff
member you wish to archive. (Fig. 18)

e Click on Archive a Staff Member. (Fig. 19)

Click on Archive and then Done to exit the screen.

Non Educator Staff 25 (* Current Staff Members ™ Archived Staff Members
Add Mew Staff Member

* Surname | Mame | Gender | * Perzal Mo | Category | Telephon =
BEZMIDEMLOLT T n heicl - bl o199 c LCini e T
CET| Educator and Staff Attrition Details -
gﬂ Staff Member Details Achive a Staff member
FRil Sumame: [CETvwityD Iritials: [
GO Persal Mo: Gender: (1
GO
GU Feazon for leaving: [T
HLE =
[y Date of Leaving: | 2013,/04/28 o
LIM
[LE ;
MG . o Archive
M auge of Death: v
MD Done |

Figure 19: Archive a Staff Member

|E'=| Select from the drop-down box the following options:

Drop- Options
down Field

Reasons for Leaving |e Absconded e Promotion e Seconded
e Death ¢ Resignation o Substitute
e Dismissal e Retirement e Transferred
e End of Contract

Cause of Death e Accident e Suicide
e lllness ¢ Violence

“m To restore a non-teaching staff member from the Archived Staff Member list of a school, click on the name of
the staff member you wish to restore (Fig. 20).

e Click on Restore Staff Member.
¢ Click on Yes on the popup screen to confirm.

e Return to the Current Staff Members screen to view the restored staff member on the list.

p 8 . g 1P

Ly

’
1oi... Human Resources



Mon Educator Staff 4 " Curent Staff Members ® prchived Staff Members
Add New Staff Member

* Sumname J Mame J Gender * Persal Mo Category I Telephone

BEUK] — = =
poEH| Yser Question? — — (S
CET
WAN %
Are you sure you want to restore CETYWAYO as an active staff member
on the system?
Delete a Staff member

Yes ‘ Ne Fiestore Staff Member

Figure 20: Restore Details of an Archived Staff Member

“m To delete a non-teaching staff member permanently from the Archived Staff Member list of a school, click

on the name of the staff member you wish to delete. (Fig. 21)
e Click on Delete a Non-Teaching Staff Member.

e Click on Yes to confirm the decision.

Mon Educator Staff 4 " Cument Staff Members f* Archived Staff Members
Add Mew Staff Member

* Surname J M ame J Gender ] * Persal Mo J Category l T elephone
f —
1 BER User Question? < -"""-'] k
BOE - —
CET:
VAl All the data for this educator will be completely removed and cannot be
) restored, Are you sure you want to delete CETYWAYO from the system?
Delete & Staff member
Yes | Mo | Restore Staff Member

Figure 21: Delete a Staff Member

2.1.3d Edit/View Leave and Absences

This section cannot add or delete Leave and Absence Information. Leave and Absence information can only

be captured in the Attendance Records (2.2).
@ o This section allows you to Add/ Edit/ Delete leave details.
Y@ Click on a staff member in the Staff Member List, click on Leave and Absences (Fig. 16)
e The captured data will be listed on the next screen. (Fig. 22)
e Select Current year’s records or History (previous year’s records).
e Click on Add or Delete Leave Details to edit/delete details.
When finished click on Save and then Done to exit the screen.

e To print Leave Details, click on the Print button.

o The leave history can be printed for the current period and previous years that are captured.

... Human Resources ",



Leave and Absentee Details —— —

Leave Records for : [Terence Patrick BEZUIDENHI - Persal Mo: 0123 @ Curent " Histary

Leave Taken

Drate Fram | Date To | Days Type of Leave | Documents Comrment |

Delete Leave Detail:
Print

Sick leave availablz in

cycle: ’?

- — - - - Done
D ates in red indicate that the required leave documentation has not been submitted g

Leave records are created when marking staff and educator attendance

Figure 22 Leave and Absentee Details

2.1.3e Print Non-Teaching Staff Member Contact List
“m To print a contact list of non-teaching staff members for the school, click on Staff Member Contact List.

‘ e The Print Setup window will open and select options or click on Ok to continue to the Print Preview
& window.

e The Preview Window gives an indication of what the printed report will look like.

e Click on the printer image to print a contact list of the staff members, their birthdays and contact
numbers.

When finished click on Done to exit the screen.

2.2 Staff Development and Training Data

@ This section groups all the sub-menus related to training. All the training and development information

for educators and staff are captured and maintained in the following screens as summarised in the table
below:

Functions
Sub- Header (SA-SAMS Menu no)

2.3.1 Maintain Training Categories (2.4) Add new record | Edit record Delete record

2.3.2 Maintain INSET Training Records (2.5) | Add new record | Edit record Delete record

2.3.3 Maintain DA Interview Records (2.6) Add new record | Edit record Delete record

3.3.5 Printout of DA Interview Records (2.7) | Printed list of all staff’s Interview records

3.3.6 Development Appraisal and Perfor- General development and performance appraisal
mance Measurement (2.18) P P PP

Each of the sub-menus is now discussed in the following sections.

5 14




2.2.1 Maintain Training Categories (Menu 2.4)
Training categories are recorded in two categories: Curriculum Based Training or School Management

Q
(E_! Training.

Record training categories as follows: (Fig. 23)
“M Click on Add New:
e Select the required option: Curriculum Based or School Management
o Type the category name.
Click on Save
“M Click on Edit
¢ Click on the category to edit on the list.
e Select the required option: Curriculum Based or School Management
o Edit the category name.
Click on Save
“M Click on Delete:

¢ Click on the category to be deleted on the list.

e Click on Delete

Click on Done to exit screen.

SA-SAMS : Scho —— N WA —

Training Categories

Curriculum Based Training School Management

2.1. Educator Inform

Categories | Categaries |
. | CAPS FET Adrniriztration
Giipdale Edusalaranbicctl oy CAPS Foundation Phaze Computer
CAPS Intermediate Phaze Firance Edit
2.3. Staff/Public Servant I{} CAPS Senior Phasze QS
Curriculurn Palicy
= s = = Dizcipling SA-SAMS
ek aintoslizaning Ejl EMD School Governing Body
School Safety
2.5 Maintain INSET Trainif, Timetabling
2.6. Maintain DA Interview

Add/Edit Category

2.7. Printout of DA Interviel)

; Save
7 Curmiculum Based Training ({5 ¢
Categaory Mame: |Di3u:ip|ine Cancel

Mk |

2.8. HB Dashboan)

2.9. Emiz HR Printg|}

Figure 23: New Subject Training Record




2.2.2 Maintain INSET Training Records (Menu 2.5)

&

INSET is a vital part of educator development. Educators attend workshops/ seminars/ discus-
sion groups given by the Education Department or by contracted Service Providers.

The INSET training is aimed at developing the skills and knowledge of educators to become effective in
the classroom and non-educators effective in job performance.

“f  Click on Maintain INSET Training Records (2.5) to open the INSET training records maintenance

screen (Fig. 24).

o Select either Educator or Non-Educator to get the required staff listing.

e Click on the staff member’s name.

e The training attended by individual educators is listed. The hours attended for training and hours
available for training are indicated in the middle of the screen.

' Training Attended
SA-SAMS : § Current Year only - Use printout
Select a Staff Category (s " Mon Educator options to view previous years
™l Click o & staff membeer ta view their record |BOTHA. C
2.1. Educato ABDUL, P » | Courze | Provider Category
BOTHA, C 5A-5AMS Curriculum trai..  Province Administration
2. Update Educator Subj/| CHETTY.C School Safety Committee Province School Gaveming B.
COCKRAL, H
2.2 Staff/Public S|j| | |CORMELISSEM, M
CROUCAMF, E
2.4, Maintain Trd)| | |F0%.5
GOWEMDER, J
R ! GRAMNT, E
2.5 Maintain INSE] :
S JABULE. B _
2 6. maintan DAl | [FORDAAT. G =l L k
6. Maintain
KWEFILE. N Total Training Hours: |7 Hours still required: |73
LECWIDI, '
2.7. Printout of DA
fintout | | |MARAIS.Y Development needs can be changed and added under
MATI & Maintain Appraisal Records option
2.8 HENN([| OBAKENG, H Development | Type | Categony
DBU - DARKD. M needs for staff
2.9, Emis H|\| | |STEYN. & member az
WAN DER MERWE, M determined by
2.10. Staff Leave|| | [¥AMDERWALT.H DA
WaM STRATEN, M

Figure 24: List of INSET Training Received

“#  Click on the Add New Record:

e Complete the screen as shown in Figure 25.

Click on the Save and click on Done to exit the screen.

“#  Click on the Edit Record:

e Click on record to edit and click on Edit Record.

o Edit the data on the screen as shown in Figure 25.

Click on Save and then click on Done to exit the screen.

“  Click on the Delete Record:

e Click on record to delete and click on Delete Record.

¢ Click on Yes to confirm on the popup screen.

Click on the Save and click on Done to exit the screen.

Add Mew Record

Edit Record

Delete Record

Dane




Current Year only - Use printout
options to view previous pears

wp ¢ Educator  © Mon Educator

1 wiews their recaord BOTHA, C

Training Attended —

Staff Member: [ROTHA, C

Course Name: |S4-54MS Curiculum training

Provider. |Province

Duration; |5 Hours

Training funded by |Department

=

Training Method: |Cgmputer B ased

Tepe: ¢ Curiculum Bazed

=]

From: [201302/11 =] To[2m3m2m =)

(+ School Management

Save

=

Daone

Figure 25: Add / Edit Training Record

Add Mew Record

Edit Record
Delete Recard

Dane

2.2.3 Maintain Development Appraisal Interview Records (Menu 2.6)
0 “/#  Click on Maintain Development Appraisal Interview Records (2.6) to open the screen.

&

e Click on the staff member’s name.

e Select either Educator or Non-Educator to get the required staff listing. (Figure 26).

e Records of the individual’s appraisal are listed in the middle of the screen.

“  Click on the Add New Record:

e Complete the screen as shown in Figure 26.
Click on Save and click on Done to exit the screen
“m  Click on the Edit Record:

e Click on record to edit and click on Edit Record.

e Edit the data on the screen as shown in Figure 26.
Click on Save and click on Done to exit the screen.

Click on the Delete Record:

e Click on record to delete and click on Delete Record.

¢ Click on Yes to confirm on the popup screen.

Click on Save and click on Done to exit the screen.




T n

Development And Training

-

DA Interviews

Current Year only - Use printout

Select a Staff Category * Educator ¢ Mon Educator options to view previous years Add New Record
Click on a staff member to view their record |BDTHA, C
ABDUL, P = | Date of Appraizal | Person conducting | Comments
| |BOTHA.C | | | 2013702412 Frincipal
Developmental Appraisal Interview Records
Appraisal Interview Details
Edit Record
Staff Member: [BOTHA, C
Date of Appraisal: | EifE Delete Record
Person Conducting Appraizal: | I 3

Comments:

Category
SA-5AMS

Development needs:

Inzet Training

[Select all that apply]

School Administration and Management

Categories | Categories -

[Jcaps FET [ sdrminiztration i
[ C&PS Foundation Phase || [] Computer w

] CaPs Intermediate Ph... || (] Finance =

[ C&PS Senior Phase [11amMs

[ Curriculum [ Palicy

[ Discipline SA-SAMS

JEMD [ School Governing Bod, —

Done

IC}

mrr=

About |

Figure 26: Appraisal Records with Identified Developmental Needs

2.3.4 Printout of DA Interview Records (Menu 2.7)
“f  Click on Print DA Interview Records (2.7) to open the screen.

& e Select a period or select All.
Sl
e Click on Print.
2.4 Mamntan liamnn Lateaones |
Das Appraisal Report ]
25 M
{* Educators ¢ Mon Educators
26 N
— A|| Select [omamasza | o Jemizoaszs -]
27. P sl
i Dane \}
e Alist of staff’s appraisal can be viewed on Print Preview format. (Fig. 27)
e Click on Printer icon to print the list.

Click on Done to exit the screen.

EXIT



SUMMARY OF DA APPRAISALS:

Educators

BOTHA, C Persal Number: 545454545

Date Appraised Person who conducted Appraisal Comment
2013/02/12 Principal

Development Need

School Management SA-SAMS

Training Received

Conpis M Catigary Eram Thate Ta Drate Howrs Providér Type
2013
5A-SAMS Curmseulos Admsrsiration HiarEL 0X1 L Province Schoal
rasing Managemne
School Safey Commrames  School Governing A0 B0 r Frovinoe School
Body Managemest

Total Training Hours:

Figure 27: Printout of Appraisal Records

2.3.5 Developmental Appraisal and Performance Management (Menu 2.19)

This is a fully functional sub-module that is used for educator/ appraisals according to the ERL signed
& protocol agreement. All functions of this sub-module are discussed in a separate module called IQMS
Module.

® To gain access to this sub-module it is a prerequisite that “IQMSInstrument.exe” is loaded in the same folder as
“edusolSAMS. exe “.

“f  Select an educator from the list (Fig. 28) to complete the appraisal form.
o Select the correct post level for development appraisal (Fig. 29)
o The scores should be completed on the same form by the educator and the DSG.
o The strengths and recommendations for development, notes on contextual factors have to be completed.
o Complete an appraisal form for all state appointed educators.
e Click on PGP to view plan.

o All the evaluated educator’s scores are summarised in School Summary Score Sheet: Performance
Measurement Summative Evaluation (Fig. 30) and can be printed for submission to the provinces.

Click on Done to return to the main HR menu.
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Figure 28: IQMS Opening screen (Educator List)

[Educator [FOLICHE &bt 1D Mumber [25100201 B80E2 [Post Level |1 | Curent Year: [ 5ang .
Performance Standard 1: CREATION OF A POSITIVE LEARNING ENYIRONMENT ) = —
Expectation: The Educator creates a positive leaming environment that enables the leamners ta participate actively and to achieve success in the learning _J b
process.
Guestion: Dioes the Educator create a suitable leaming environment and climate for lzarning and teaching?
Criteria: [a] Learning enviranment [b] Learning Process [c] Clagsroom management [d] Diversity
Levels of perfornance: (1] Unacceptable [2] Acceptable [3] Good [4] Oustanding Educ
= |Levels of Perfformance :
Criteria E § E [T_ick_le\:els of performance for each Strengths Hecodn;:’n;r‘;ﬂfnl;%r;s ffas etz ;J:c;:‘;)':lexlual
Na effort to create a learning enviranment, or | Prir
1 201 1 1| where some effort iz made. the learning
environment hinders teaching and learning.
=g 2 E iz = There is a suitable environment where individual
E E and/or group leaming can take place.
g E The Teacher iz able ta change the environment
<5 3 I3 L1}3 L] ta promate learming and teaching and
=5 aszessment.
Creative use of leaming environment enables al
4 i[4 Lil4 1] learners to be productively engaged in individual TAE b
and cooperative leaming
£ e move
1 it cilt Mo leaming process is taking place. contio
. 2 @2 EH = Learners are engaged in appropriate activities.
=
EZ The erwironment iz stimulating and the learmers
E E 3 1|3 L1[3 L] participate actively - though they are not yet at
< discovery level.
et Learners are engaged in leaming by doing
4 1|4 L1|4 L) pracesses leading to discovery. They exchange
ideas with confidence, and are creative
Learners were nat focused an the topic of the
lezzon. The clazsroom was chaotic. Attempts at
1an discipline may be experienced by leamers as
£ humiliating
S £ Educator haz a clear idea of the outcome of the
E E 2 L2 L1f2 C1)lezzon. Teaching and learning are not interrupted
&2 unnecessarily.
oE Educator clearly conveys the purpose of the
z E 3 e lessan and the leamers are cooperative.
E ducator convevs the intended outcome of the =

Figure 29: IQMS Instrument (Development Appraisal)
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Cireuit:
Emiz:
. Hao. n-f.aducalul: paid by Depaitment |
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Figure 30: School Summary Score Sheet (Performance Summative Evaluation)

2.4 HR Reports (excluding attendance)

ment with quarterly reports and surveys. The following are available:

@This section groups all the sub-menus related to staff information that will assist the school manage
2.4.1 EMIS HR Reports (2.9)

2.4.2 Attrition Report (2.17)

2.4.1 EMIS HR reports (2.9)

™ EMIS HR reports (2.9) summarises all the staff information on training, remuneration and staff establish
I I ment. The following reports are available for printing. (Fig. 31)

SA-SAMS : School Administration and Management S

9 HEL=

Humian Resource  Reports 50—

Raw Data Aggregated Data

Appontment Hegister i Aggregated Educator Details |

Educator Details Emplayment and Femunaration |

Educator Subject Specialisation

Home Language and Race |

E ducator Instruction Language |

Stalf Training Received

|
Staff Developmental Appraizals |

Staff Training Funded By

Done i

Figure 31: EMIS HR reports
Y@ All the reports can be accessed and printed as follows:
e Click on any report to open the Print Setup window and select the options for printing.
¢ Tick No Printer option at the top of the screen and click Ok to view the report on the Preview Window.

¢ The Preview Window gives an indication of what the printed report will look like.

¢ Click on the printer image to print a hard copy of the report

When finished click on Done to exit the screen.




The contents of each of the reports are summarised in the table below. Examples of report formats are given
in brackets:

EMIS HR Reports -
Educators only

Content of Report

Appointment register for CS
Educators (see Fig. 27)

= Persal no

= Surname & Initials

= Designation

= Date appointed

= Type of appointment
(Permanent/ temporary/
substitution), full time or
part time.

= Gender = Paid by
= Persal no = Race = Home language
= Surname & Initials = Category = |nstructional Language
Educator Details
= Gender = Post Level
* REQV

Educator Subject Specialisation
(see Fig. 28)

Per subject:

= years of training

Related educators with:

= years of teaching

experience
Per educator: Subjects with:
. . = years of teaching
years of training experience
= Date appraised , who appraised, comments
Staff Qevelopment Appraisals Appralsa! per |, Developmental needs
(see Fig. 25) educator:
» Training received ( type & hours)
= per post category
Gender
Aggregated Educator Details = per post level
= per REQV level
Education Instruction Language | Educators » per language of instruction
Content of Report
EMIS HR Reports —
All staff
Per Educa- = Course name = Hours
tor or Staff )
member = Category = Provider

Staff Training Received

(see Fig. 29)

= Date started

= Date ended

= Method of training
= Funded

Staff Training per Category

category of
funding

Summary per

= Staff member
= Course name

= Duration hours

= Provider

= Method of training

5 14




Employment and
Remuneration (see Fig. 30)

No of Staff » appointed by State
per category | . appointed by SGB

= ermanent : Full / part time per gender
No of Staff P P Perg

appointed by | = temporary: Full / part time per gender

State
= substitute: Full / part time per gender

No of fulltime | ™ appointed by State per category

educators = appointed by SGB per category

Home language and race

Staff Catego- = gender per race group
ries

= gender per language group

APPOINTMENT REGISTER:

C8 Edmestor Appeisrment Reghier.

Examples of report formats:

rnn— Ia—m Iu—  Dute Aginind Setmien Bl Type of Appoistment
Wikt [Female | San | 568 Fermasest Tamporary b
Fall Fart Full Fan Fulll Far)

Lidaail] ABDET P Eaorio 200k 021 1 ] ]
e b e Lkl [BOTHA. © Eunid e Rangi ]! ! ] 1
AR MBS o Tians ST ] H 1
fLa1ELT1 COCKRAL H HOD 1934114

COFNELIMIEN M Educh ML

SROUCAADE By bt LRl |

L ] [ —— T 2

Figure 32: EMIS HR Reports: Appointment Register

BAINING RECEIVED:

OTHA Carine

s Name Cadegory From Date [ToDate  |Howrs  |Provider Beilad b

13

AN Carsicohsn T At TR [PEa1 X Prings Copater Based Dl

ey

el Sabery Commsame | Sohosl Govesteng Bledy LR R - Provsse Fucdamer Based Sl Fomdy
Tatal Training Hours:

Figure 33: EMIS HR Reports: Training received per staff member
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SUMMARY INFORMATION ON NUMBER OF STAFF:

Category Staie Governing Body Total
Fall - timse Part - time Fall - time Part - time Fall - time Part - ti
Educaters 11 11 5%
Addmin Siall 2 H
Suppors Siafl 7 7
Hoxtel Stall 11 k) 1]
Temporary Subilivie
Full - time Part - time Full - time Part - time Full - time FPart -1
M F | F M F M F M F M
Educatars ] & 1
Hostel Siafl 11
Category Permanent Temporary Subsritute
[ Full - time Fari - time Full - time Fart - time Full - time Pari 1
S T T R | = e G
Lidwsatars 1 ?
Adm b Seadl T
[—T 4 1
heesiel Seail %

NUMBER OF FULL-TIME EDUCATORS ACCORDMNG TO TYPE OF EDUCATION: (excludes sab

Pald by

State

Governing Body

Pre - Grade B

1

GrR

Primary { Excluding grade R)

[o¥]

LaENSE

Secondary

Tatal

Figure 33: EMIS HR Reports: Employment and Remuneration




Educator Formal Training ¥ears Teaching Experience

Subject: Accounting (Gr 10)
Code 12351002 CGroup: O
WILSON, N.A 2 1

Sabject: Life Sciences (Gr 10)
Code 19351062 Group: 0
ABDUL, P 1 12

Sobject: Life Sciences (Gr 11)
Code 19351073 Group: 0
ABDUL, P 12

Subject: Life Sciences (Gr 12)
Code 19351084 CGroup: O
ABDUL, P i2

Sabjeci: Mantime Economics (Gr 10)

Figure 34: EMIS HR Reports: Subject Specialisation per Staff Member

2.4.2 Attrition Statistics (2.16)
D
IIl Educators/ Staff Attrition are printouts of all educators/ other staff who have been archived.

“m To access the attrition (archived) information, click on View Attrition Register.
o Select the report for Educators or non-teaching Staff. (Fig. 35)
e Select the report for All the staff, staff Paid by the State or Paid by the SGB.
e Select the period.
e Click on print to display a print preview. (Fig. 36)

¢ Click on the Printer icon to print hard copy report.

Click on Done to exit the screen and return to the HR menu.

SA-SAMS : School Administration and Management System
2. HUMAN RESOURCE MODULE

Staff Attrition Statistics (2.16)

i — 2.11. Blank Attendance Register
Whom o
£ Siail . Maintain Weekly Educator Attendance
Filter 3. Maintain Weekly Staff Attendance
= All (" PadbyState ¢ PadbySGE ¢ PadbyR3

14, Yiew Individual Staff Absences

Period Selection
= All " Yealy 2.15. ¥Yiew Attendance Statistics

2.16. Yiew Attntion Reqister
Print Done ]




oCmrala 2 Age Range at Death

REGISTER OF ATTRITION - iBiEiEigE -
JisiEIFIEIE = R T L L
S giEgigiwd Elgididifinininiaizie
. : = v ; BT BRI EIE S i igiminig]
Daie :?uul:“n :.‘:ul:n.lme :lninh 1 Male : Female W : RiREB g i EsR N Wmig.n,
L 00627 eo0o0ls  WANALTENA A v L i i iR i i i il

Figure 36: Attrition Register per Staff Member

2.5 HR Attendance and Leave

i

This section groups all the sub-menus related to attendance and leave information for educators and
staff captured and maintained in the following screens summarised in the table below:

Header (SA-SAMS Menu no)

Functions

2.3.1 Blank Attendance Register (2.11)

Blank Register for educators staff

2.3.2Maintain Weekly Educator
Attendance (2.12)

Capture absenteeism of educators
type of leave & documentation

2.3.3 Maintain Weekly Staff Attendance
(2.13)

Capture absenteeism of staff
type of leave & documentation

2.3.4 HR Dashboard (2.8)

Summary report on the status of the educator’s
attendance and leave information

2.3.5 Staff Leave Summary Printout
(2.10)

Summary record of all staff leave of a certain
period of time

2.3.6 View Individual Absences (2.14)

Both Staff and Educator absences indicated
Summary per person

VIVI| v VIV (VY

2.3.7 View Attendance Statistics (2.15)

Summary of attendance per week, month,
Quarter, year

2.5.1 Blank Attendance Register (2.11)
“m Click on Blank Attendance Register:

&=

o Click on the print to display a print preview.

¢ Select for Print Register for Educators or Staff and click on Print (Fig. 37).

o Click on Printer icon to print hard copy report.

Click on Done to exit the screen and return to the HR menu.
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SA-SAMS : School Administration and Management Systel
2. HUMAN RESOURCE MODULE

Print Blank Attendance Registers (2.11) |

'.1 1. Blank Attendance Register

Select the month for the Register

Select Month: [IRTTTEEEEEEEE | 2013 aintain Weekly Educator Attenda

Maintain Weekly Staff Attendarc

Learner Register

Select Grade: - Include Marked Attend (+ Alphabetical

st Ml il L O 4. View Individual Staff Absences
Select Class: - [ Include - NickNames " Per Gender
Leave grade blank for whale schoal Prirt Attendance Registers 2 Yeew Allendance Slatistic:

“weekly Learner Register By Date 2.16. ¥iew Attrition Register
Select Class: [~ Al Clazzes " Alphabetical

Select Week: ™ Include - MickMames " Per Gender

Prirt Attendance Registers pment Appraisal and Performance b

Educator Register

Frint Attendance Register for Educators |

<< MAIN MENU

Staff Register i

Frint sttendance Register for Staff | D
one I

Figure 37: Print Blank Attendance Register

About |

2.5.‘2 Maintain Weekly Educator Attendance (2.12)

Educator absenteeism with reference to supporting documents is captured per week.
The information is automatically fed into all reports related to staff attendance e.g. Quarterly Reports.

“f  Click on Maintain Weekly Educator Attendance (2.12) to open the capturing screen.

Select the following from the drop-down lists: select the Year, select the Term. (Fig. 38).

Select the week by selecting the Friday of the particular week.

Click on GO to display a list of the educators.

Click on the day that the educator was absent to populate it with an “a” (Fig. 39).

Click on Save and the attendance statistics for the week are updated at the bottom of the screen.

Click on Add Leave Records in order to qualify the absenteeism and maintain reference to
documentation.




Year |2013 v| Term: |Tem2-2013/04/08t0 2013/06/10 ~| &0 of i S Save
Records

Select a FRIDAY to mark Attendance: |2013/05/03 _vJ [T Maxtiew  Alphabetical Doke

Remunaration [Re): 1=Paid by State. 2=Paid by S5GB, 3=Paid by R3 Week Selected: 2013/05/03
Fasdl | M| ot M et Re | 3704 | 30704 | 01705 | 05708 | 03705 | 04705 | 05505
46454545 F  BOTHA.C 1 e
BE3133131 F CHETTY.C Z
B1416171 F  COCKRaL, H 1
0 F CORMELISSEN, M 2
0 F CROUCAMP, E Z
0 F GOVENWDER.J 2
5363535363 F  GRANT.E 1
R4774455  F  KORDAAT, G Z
E113344556 F  KWEFILE. M 1
Bh4455632 F  LECWIDI, W z
0 F MARAIS, Y Z
A7REEIE F MATIL A 1
E17617617 F  STEYM.A 1
0 F WANDER MERWE, M Z
51515151561 F WAMN DER WaLT. H 1
0 F WAMSTRATEM, M Z
0 F WILSOM, M.A Z
RAb444333 M ABDUL.P 1
0 M FOX.S Z
FRECCT77000 [ %] ADinc o 1
Check Weekly Statistics and SAVE [Statisticz do not include weekends]
& All & F i F
™ Paid by State Possible Mo of Attendances: l? lﬁ & Attendance: m ,@
" Paid by SGE Tatal Mo of Attendances: I?W Average Staff Mo IT ’?
" PaidbyR3 Total No of Absentees: ITIT Mo of School Days in Week: IT

Figure 38: Maintaining Educators Attendance per Week

“#  Click on Add Leave Records.

The educator’s name and dates of absenteeism is listed to be completed with reasons and reference
to leave documents (Fig. 39).

Select from the drop-down list a Reason for Leave, replaced during leave.

Documents required would be an official reason for absenteeism e.g. medical certificate, training &
meeting invitations.

Click on Save Leave Records.

Leave days can be split due to different reasons e.g. 2 days sick leave and 1 day family
responsibility leave).

Click on Done to exit to the previous screen.

Leave Records for Staff and Educator Absences -
201301425 Complete the leave details to create a leave record for each absence
Split Staff kMember Start Date | End Date Reazon for Leave Hn_aplac:ed Re
during leave
1 L1 BOTHA Carine 20301721 | 201 3/01/21 Sick Leave - -
2 L1 BOTHA Carine 20123401723 | 201 3/01/24 Special Leave - -

y V8
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Print page continue->

Replaced | Replacement | Docurment
during leave paid by R equired

R —

Figure 39: Leave Records for Staff and Educator Absences

Comment

2.5.3 Maintain Weekly Staff Attendance (2.13)

Staff absenteeism with reference to supporting documents is captured per week. The information is
automatically fed into all reports related to staff attendance e.g. Quarterly Reports.

“f  Click on Maintain Weekly Staff Attendance (2.13) to open the capturing screen.
e Select the following from the drop-down lists: select the Year, select the Term. (Fig. 40).
o Select the week by selecting the Friday of the particular week.
e Click on GO to display a list of the educators.
¢ Click on the day that the educator was absent to populate it with an “a”.

¢ Click on Save and the attendance statistics for the week are updated at the bottom of the
screen.

e Click on Add Leave Records in order to qualify the absenteeism and maintain reference to
documentation (Fig. 39).

Click on Done to exit to the previous screen.




v All

" Paid by State
" Paid by SGE
" Both State and SGE

b F
Possible Mo of Attendances; | 20 | 105

Total Mo of Attendatces: | 20 | 103

Check Weekly Statistics and SAYE [Statistics do not include weekendsz]

I F
% Attendance: |[100% | 98%
Average Staff Mao: 4 21

Figure 40: Staff Attendance

2.5.4 Human Resource Dashboard (2.8)

Tatal o of Absentees: 0 2 Mo of Schoal Days in'wieek: | &

. Save
Select a FRIDAY to mark Attendance: [2013/05/03 _~ S o
[~ Max“iew ( Alphabetical Dore
Remunaration [Re]: 1=Paid by State, 2=Paid by 5GB, 3-Both State and 5GB ‘Week Selected: 2M3/05/03
Sie N S DL e | 2| | e | | s e e
F DANTE.R 2
245345345 F DU PLOOY, B 2
F134267 F  FRIEDBERG, M 1
5456744563 F | GONOLEWE.B 1 a2 ] =
B13513513 F  GOUWS.S 1
517512332 F  GUMEDE.B 1
1271415 F HLEKISO,T 2
0003341 F  KAMASISWE, N 2
2342342 F  LIMBAMA, B 2
2342167943 F  MAKALENIE N 1
F4996040 F  MOREMA, B 1
23451 F MDA, L 2
45276 F MOFEMELE. G 2
123172 F  RAMPHELE, N 2
23765 F  SLINGER. M 1
143321345 F  TSEPOD.O 1
FTITITT F TSHANA W 1
2312 F | VERMEULEN, WE 2
B2082072828 F  VINJwWA, N 1
F1244FR27 C SMOILEI M kI 1

n  The HR Dashboard (2.8) is a summary report on the status of the educator’s attendance and leave
I I I information (Fig. 41) and is designed to assist with the management of leave and documentation.
This includes:

o A popup opening screen appears if the 8 week rule is disobeyed e.g. if an educator or staff
member takes sick leave within 8 weeks of previous sick leave.

o Awarning message that appears when a sick certificate is required.

o Awarning message that appears if the 36 days sick leave within a cycle has expired.

“®m  To access the information click on HR Dashboard.

e Click on the Print for a hard copy of the print preview (Fig. 41).

Click on Done to exit the screen and return to the HR menu.
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&9 HR Dashboard

Done |

Date 2013/04,/23

Mumber of Educators absent for the day 0

Mumber of Staff members abzent for the day

Murber of Educatars absent for the year to date 28

MHumber of Teaching days lost due to absence 493 \
Mumber of Staff members abzent for the year to date 22

Employees that have not submitted the required leave documentation |
Surname |Name |Date of Absence |End of Absence |T_1,lpe of leave |
BOTHA, C 203/04/22 2013/04,25 Fanily Rezponsibility Leave

Figure 41: Human Resources Dashboard

2.5.5 Staff Leave Summary Printout (2.10)
I The Staff Leave Summaries are the records of educator/ staff attendance for a certain period
I I I of time. These records can be used by management to follow absentee patterns and trends of
; educators and for Quarterly Reports.

Y@ Click on Staff Leave Summary Printout and select the report on the following criteria (Fig. 42):
e Select for Educators or Non-educators
o that are currently employed or archived or all
o paid by the State or SGB or all
o the period : Annual , Quarterly, Weekly, or a specific date range.
o as asummary report ( totals) or a report with Details ( per person).
e Click on the Print to display a print preview. (Fig. 43)
e Click on Printer icon to print hard copy report.

Click on Done to exit the screen and return to the HR menu.




SA-S Aﬁ Staff Leave Summary Printout (210_ -— . s

Whom Status
% Educators ¢ Mon Educators * Al 7 Curment ( Archived
21
Filter
2.2, Update Educdl = All " Paidby State ¢ PadbySGE ¢ Paidby B3 or Alte
Period Selection
e Stafhﬂl Al " “early o E!u erl}i " weekly " Date Range I
2k Madl Select Year: |2013 St I
25 Mai"til' Select Quarter: | Tem1 - 201340110 - 2013/03/14 | i
2.6. Maintd, Report Format keqgizter
* Summary Details
2.7. Pnntou|
2.8 Print Done L]

29 % E e —

2.10. 5taff Leave Summary Printout <¢ MAIN MENU

Figure 42: Staff Leave Summary Printout Selection

LEAVE SUMMARY Educators (Current), Paid by State, Yearly : 130101 - 20131231
Bl By Surrame et St Dty End Bt Bencl S lincapciy o-:::- My Ackorgcmn S Specal :: Sy
Bendnin SO
EReanEY SRANT - 1
Tl i i A

Figure 43: Example of a Staff Leave Summary Printout

2.5.6 View Individual Staff Absences (2.14)

“M A user can view Staff Absentee Records for individual absences for each staff member including
educators. (Fig. 44)

e Select a staff member you wish to view.

e Click on Filter by Date to view a specific period.

T D
I I I o Select the From date and the To date then click on GO to view.

e The number of days absent is given and the individual days absent is listed.

e For printouts, click on Selected Staff Member to print just one staff member’s details
OR

e Click on All Staff Members to print out the absenteeism days for the whole staff.

Click on Done to exit the screen.

. y 18
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Staff Abzentees Records : - ‘

Select Category ¢ Educator " Other Staff
Click on Staff Member
Surname | M arne |
ABDUL Paulusg

| BOTHA
CHETTY Chriztine
COCKRAL Hartie
CORMELISSEN M argret
CROUCAMP Elmari
FO= Stephen
EOVEMDER fAyesha
GRAMT Elizabeth
JABULE Bheki
KORDAAT Gabriel
KMEFILE Marmalanga
LECWIDI Williarm
MARAIS W alarie
ATI Anele
OBAKENG Heniny
OEU - DaRKOD b athew
STEYM Arriette
WaM DER MERWE Martha
Wik DER WALT Helen
WaM STRATEM Alta
WILSOM Amanda

[ Wiew Archived Staff

Surname
|BOTHA

Mame

|Carire

Days Absent

T

Date Absent

2342
23423
21340424
21340 /28
201340408
213404409
213404422
2013404423
2013404724
2013/04/25

Figure 44: Staff Absentees Records

2.5.7 View Attendance Statistics (2.15)
Staff Leave Summaries are the records of educator or staff attendance for a certain period of time.

T D

fo Show All for curent vear

™ Filter by Date

Fram: |2013/05/02
To: |2013/05/02

G0

Print Abzentee Dates

Selected Staff Member

All Staff Members

Done

o These reports can be used as quarterly summary reports as required by the Education
Department for purposes of record keeping.

o These records can also be used for staff management by the Principal.

“f  Click on View Attendance Statistics (Fig. 45):

Select the relevant staff group.

Filter the group according to remuneration:

o Education Departments are mainly interested in the attendance performance of the educators

paid by the State.

Select the period from the range. Schools need to send a Quarterly Summary Report to the District.

Click on Print for a preview of the report.

o The report summarises attendance per staff type, per gender, actual numbers and %.

(Fig. 46)

Click on the printer icon to print a hard copy.

Click on Done to return / exit the screen.




SA-SAMS : School Administration and Management System

-
taff Attendance Statistics

(2.15)

- o

~Whom

o AII 7 Educators (™ Staff

 Filter

o Al (" PaidbyState ¢ PadbySGE ¢ PadbyR3

~ Period Selection

& Al 7 Yearly 7 Quarterly  © weekly " Date Range

Frint

Done 1

MODULE

2.11. Blank Attendance Register

.12, Maintain Weekly Educator Attendance

2.13. Maintain Weekly Staff Attendance

2.14. View Individual Staff Absences

2.15. View Attendance Statistics

2.16. View Attrition Regizter

Figure 45: Staff Attendance Statistics

ATTENDANCE STATISTICS:

Fdueatars, All Dares.

Seans for the week: 20020118

Category Gender Chantity Present Absent % Present | % Absent

Eduocaters it 4 12 0 10000

Edocaton F 15 41 3 §3.33 667
Total 19 £ 1 9474 526

Seats for the week: 20080123

Category Cender Chaanisty Present Absent s Present | % Absent

Edocators M 4 20 0 100.00

Educaten F 13 il & 9200 5.00
Total 19 szl ] 9348 632

Sesin for the wesle: 200202001

Figure 46: View Staff Attendance Statistics




C. Summary

The Human Resource Information Module assists schools in the administration of the educators and
staff/ public servants’ information. It also contains the processing and administration of leave, absenteeism,
training, appraisals and all human resource related data and processes.

HR module is divided into 4 sections according to its allocated functions:

2.1 Staff Information (Educators and non-teaching staff captured separately).

2.2 Educator evaluation & all staff training documented records.

2.3 Staff Attendance.

2.4 Summary Reports.

3. Quick reference of the sub-menus and their uses:
The functionalities of the sections are summarised in the table below:

Heading in Manual

Sub - head & (SA-SAMS
Menu no)

Functionality

2.1 Staff Information

2.1.1

Educator Information (2.1)

N2 2N 2N

Educators’ Details
Subject Specialisations & Years Training
Educator Teaching Load (of current year)

Edit / View leave and absentee records of
the individual

- Assign Educators to Register Classes

Educator Contact List

Update Educator Subject
Teaching Experience (2.2)

Vil

Report on updated Educator training &
teaching experience for subjects taught the
current year

2.1.2 Staff Public Servant
Information (2.3)

N2 2 2N ZB 2

N2

Staff Members (public servants)
Add New Staff Member

Edit Staff Member’s details
Archive a Staff Member

Edit / View - Leave and Absentee records
of the individual

Print - staff contact list

)

,;



2.2

Educator Evaluation
& all staff training

2.2.1 Maintain Training
Categories (2.4)

Add training courses

2.2.2 Maintain INSET Train-
ing Records (2.5)

Development and Training

2.2.3 Maintain DA Interview
Records (2.6)

Development appraisal interview records

Add New Record

2.2.4 Printout of DA Inter-
view Records (2.7)

DAS Appraisal Report

2.2.5 Development Appraisal
and Performance Measure-
ment (2.18)

General development and performance
appraisal

2.3 Summary reports | 2.4.1 Emis HR Printout (2.9) | > Appointment Register / Educator Details
/ Educator Subject Specialisation / Staff
Training /Aggregated Educator Details /
Employment Remuneration /Education
Institution Language / Raw Data
2.4.2View Attrition Register | > Summary of archived Educators/Staff
(2.16)
2.3.1 Blank Attendance - Blank printout register for educators staff
Register (2.11)
2.3.2 Maintain Weekly - Capture absenteeism of educators
Educator Attendance (2.12)
- type of leave & documentation
2.3.3 Maintain Weekly Staff | > Capture absenteeism of staff
Attendance (2.13) )
2 4 Staff Attendance - type of leave & documentation
2.4.4 HR Dashboard (2.8) - Dashboard
2.3.5 Staff Leave Summary | > Summary Record of all staff leave of a
Printout (2.10) certain period of time
2.3.6 View Individual - Both Staff and Educator absences indicated
Absences (2.14)
2.3.7 View Attendance - Summary of attendance per week, month,
Statistics (2.15) term, year
- Summary per person
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3.1 “How to...” flow diagrams:

e Capture educator & to quality assure data regularly:

Lﬁ.z >21 J Bianion )
: Didlieid e
¢ Print blank | ePrint populated form Lr =
registration annually for verification *Print
form *Edit/ update details of Educator
eCapture data all staff contact list
from completed Update subject *EMIS HR
form specialisations & years reports
training
) | *Update teaching load _.

e Capture staff member & to verify data regularly:

6.2—=> 2.3 6.3—=>23 r \
4 = ' 23,243 216
* Print blank ' *Print populated form - .
registration annually for | ePrint Staff
form verification contact list
«Capture data *Edit/ update details *EMIS HR
from completed of all staff reports
form * Attrition
report

e Maintain and report on Attendance:

= . .
Capture 2.3.3/2.3.4 Reports 2.14 ,2.15 , 2.8
- ) Y ./- I "\_I
* Capture absenteeism *View Individual Absences
e Add reason and any * Attendance Statistics for Quarterly /
supporting documents weekly / annual reports

*HR Dashbord
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e Reports on Evaluation and Training:

2 A= 5 0 h

-
'l

+IQMS (2.18)

s5Setup Training Categories
*Setup INSET Training Records
= Add DA Interview Records to staff

* Printout of DA Interview
Records

*EMIS HR printout on
training received

e Report formats available on SA-SAMS are summarised in the tables below:

EMIS HR Reports —
Educators only

Content of Report

Appointment Register for CS
Educators (see Fig. 27)

= Persal no

= Surname & Initials

= Designation

= Date appointed

» Type of appointment
(Permanent/
temporary/
substitution), full

" Gender " Paid by time or part time.
= Persal no = Race = Home Language
= Surname & Initials = Category = |nstructional
Educator Details Language
= Gender = Post Level
= REQV

Educator Subject Specialisation

Per subject:

Related educators with:

(see Fig. 28) - vears of trainin = years of teaching
y 9 experience
Per educator: Subjects with:
. . = years of teaching
years of training experience
= Date appraised , who appraised, comments
Staff Development Appraisals Appralsa! per |, Developmental needs
(see Fig. 25) educator:
= Training received ( type & hours)
= per post category
Gender
Aggregated educator details = per post level
= per REQV level
Education Instruction Language | Educators = per Language of Instruction
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EMIS HR Reports —

Content of Report

Employment and
Remuneration (see Fig. 30)

appointed by
State

All staff
Per Educator = Course name = Hours
or Staff mem-
ber = Category * Provider
Staff Training Received
= Date started = Method of training
(see Fig. 29)
= Date ended = Funded
Summary per = Staff member = Provider
category of
Staff Training per Category funding = Course name = Method of training
= Duration hours
No of Staff » appointed by State
percategory |.  apnointed by SGB
= permanent : Full / part time per gender
No of Staff P P Perd

temporary: Full / part time per gender

substitute: Full / part time per gender

No of fulltime

appointed by State per category

educators = appointed by SGB per category
_ |* gender per race group
Home Language and Race ﬁéasff Catego

gender per language group

Notes
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Feedback/Contact Form

Your feedback is important to us. Please leave any comment that you want. If you are
struggling with anything in this module, please send us an email and remember to also
give us a number or email to contact you back with.

Contact Name:

School Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System Version:

District / Province:

Comment / Problem Details:

Send Email
Contact Person Telephone Email
Frans Ramphele ramphele.l@dbe.gov.za
Carinne van der Westhuizen 012 357 3832 vanderwesthuizen@dbe.gov.za

y V8



mailto:maloka.m%40dbe.gov.za?subject=SASAMS%20Help%20Needed

South AtricaniSehooland
\  AummisiraugniManagement’
Sysien

b

EVERY CHILD IS A NATIONAL ASSET

basic education

Department:
Basic Education
REPUBLIC OF SOUTH AFRICA




	_GoBack
	A.   INTRODUCTION
	1.	
	2.	
	2.1 Staff Information
	2.1.1 Educator Information (2.1)
	2.1.1a Add New Educator
	2.1.1b Edit Details of an Educator
	2.1.1c Remove /Archive an Educator
	   2.1.1d Print Educator Contact list                 
	2.1.1e Update the Educator’s Subject Training and Experience
	
2.1.1f  Maintain Teaching Load   
	2.1.1g  Update Educator Subject Teaching Experience (2.2) 
	
2.1.1h  Assign Educators to Register Classes
		2.1.1i Print Register Classes                 
	2.1.1j Edit /View Leave and Absences details
	2.1.2a  Add New Non-teaching Staff member
	2.1.3b Edit a Non-teaching Staff member
	2.1.3c  Removing /Archiving a Non-teaching Staff member
	2.1.3d Edit/View Leave and Absences
	  2.1.3e Print Non-Teaching Staff Member Contact List                 
	2.2  Staff Development and Training Data
	2.2.1 Maintain Training Categories (2.4)
	2.2.2   Maintain INSET Training Records (2.5)
	2.2.3  Maintain Development Appraisal Interview Records (2.6)
	  2.3.4 Printout of DA Interview Records (2.7)
	2.3.5 Developmental Appraisal and Performance Management (2.19)
	2.4 HR Reports (excluding attendance)

	2.4.1  EMIS HR reports (2.9) 
	2.4.2 Attrition Statistics (2.16)
	2.5 HR Attendance and Leave 
	2.5.1  Blank Attendance Register (2.11)   
	2.5.2  Maintain Weekly Educator Attendance (2.12)
	2.5.3  Maintain Weekly Staff Attendance (2.13)
	2.5.4    Human Resource Dashboard (2.8)
	 2.5.5    Staff Leave Summary Printout (2.10)
	2.5.6  View Individual Staff Absences (2.14)
	2.5.7 View attendance Statistics (2.15)
	C. SUMMARY
	3.1 Quick reference of the sub-menus and their uses: 
	3.2  “How to...” flow diagrams: 

	Text Field 2: 
	Text Field 3: 
	Text Field 4: 
	Text Field 5: 
	Text Field 6: 
	Text Field 7: 
	Text Field 8: 
	Text Field 9: 


