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What is IQMS?

IQMS is an integrated quality management system that consists of development appraisal, performance
measurement and whole school evaluation programmes which are aimed at enhancing and monitoring per-
formance of the education system.

The IQMS module has to be integrated into SA-SAMS to reduce administrative burden related to the paper
based system. IQMS module has a friendly user interface specifically adapted to cater for non-computer
literate users. A button 8interface and user prompting mechanism is used as opposed to more complicated
menu structures.

GENERAL SUGGESTIONS FOR USING IQMS

o Use the Save button to save information you have captured.
o Use the Print Page button to print a grid on the form.
o Use the Main Menu button to return to the Educator’s selection form.

o Use the Next Page button to proceed to the next form.

o Use the Educator List to return to the educator list form.




IQMS Module

Performance Measurement

Educator General Details

Change Login password

Development Appraisal

Performance Measurement

Personal Growth Plan

Score Sheet

Print Educator List

Educator Improvement Plan

Where help is needed /Strategies to be used
for improvement/Who will give help/ SDT.

Export IQMS Data

XML file/Used to create educator details

Reports

Summary of Score /Relevant Year/ Post level
of educator/Report printed/ Score sheet for
school.

System Security

Add new user name/Final DSG /User rights/
new password.

Log in as Different user

Limited or unlimited rights/Security.

The table above provides a lot of information for quick reference.

Drop-down options :

Log in to IQMS

Select data year: 2008 - 2013

Reports

Select year: 2008 - 2013

To access the IQMS module, follow the instructions below:

MAI

SA-SAMS - School Administration and Management System

N MENU

General S chool Information

——leler an Rezource Information

Learner and Parent Information

Governance |nformation

Standard Letters and Forms

|
|
|
Learmner Listing |
|
|
|

Export Data

Annual Hational Assessment |

Financial Assistant |

Curriculum Related D ata |

Timetabling Assistant |

Physical Resources |

Library Module |

Security and Database Funchions |

Lurits Approval Module |

Figure 1: SA-SAMS: Human Resource Information




Insert SA-SAMS Main Menu here. Page 5

e Click on the Human Resource Menu on SA-SAMS and the screen below will appear:

bl
LETHAMAGA SECONDARY SCHOOL W LT T
2013 ( W‘,._ |  Depariment:
\ I Basic Education
[ ——— W REPUBLIC OF SOUTH AFRICA

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

Educator Information Blank Attendance Reagister

Update Educator Subject Teaching Experience Maintain Weekly Educator Attendance

Stafff/Public Servant Information Maintain weekly Staff Attendance

Maintain Training Categories Yiew Individual Staff Absences

Maintain INSET Training Records View Attendance Statistics

Maintain DA Interview Records View Attrition Reqgister

Printout of DA Interview Fecords

HR Dashboard Development Appraisal and Performance Measurement

Emiz HR Printouts

<< MAIN MENU

Staff Leave Summary Printout

Figure 2: Human Resource menu page

¢ Click on the Development Appraisal and Performance Measurement menu. The user log-in menu
below appears;




bl
LETHAMAGA SECONDARY SCHOOL u basic education
[ /=iy,

2013 all Depariment:
\ #]  Basic Education
[ ——p—— v REPUBLIC OF SOUTH AFRICA

SA-SAMS : School Administration and Management System

Log In to IQMS

Educator In| dance Register
Select Datavear 2009 -
Update Educator Subject| F ducator Attendance
User Log In
Staff/Public Serv User Mame: | v Staff Attendance
M aintain Trainin Pazzwond: | il Staff Absences

Maintain INSET T ance Statistics

January 2003 Cancel | Ok, |
Maintain DA Inte: tion Aeqgister

Printout of DA Interview Records

HR Daszhboard Development Appraizal and Performance Measurement

Emiz HR Printouts

Staff Leave Summary Printout << MAIN MENU

Figure 3: User Log in Menu page

e Enter the user name and the password to log in to the IQMS module, the default login username
and passwords are:

e User Name: admin
e Password : admin

e Click on the Ok button.

The IQMS Main Menu screen will now be loaded ( Note that the — password can be changed at any time.
Refer to the System Security section on how to change the passwords and user name.)
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DEVOPMENT APPRAISAL AND PERFORMANCE MEASUREMENT SYSTEM

= Dewelopment Appraisal and Performance Measurement System [ MAIN MENLU ]

Pevefopment Appraisal and Ferformance Measurement System

RIATN ATENLS
i Performance Measurement I Reports |
Educator Improvement Plan | Syztem Security |
Export IQMS Data | Log on as different User |

EXIT

Figure 4: Development Appraisal Main Menu page

o Performance Measurement menu is used to capture and manage the appraisal process.

o Educator Improvement Plan menu is used to draft a plan for improving the teaching stan-
dards of educators. This section must be completed by the school principal.

o Export IQMS Data menu is used to create an XML file with performance appraisal and perfor-
mance scores of individual educators.

o Reports menu is used to generate individual educator reports.

o System Security menu is used to mange and control access into the system.

o Log on as Different User menu can be used to renew the active connection session.




EucatoGeneraI Details

This is the main menu form that contains the list of educators which can be used for assessing pur-

poses, to start working with the this form you need to select an educator and click on any menu item to
begin the appraisal process.

* IAS Instrume it [ EDUCATOR LIST ] :Emis Mumber : 300105057

CLICK on an Educator name to select an Educator Mussbed of Educaloes: 2

Hama of Educsto B0 Musriber Perzal Humber
1 BALDMIL TOFETESA23 296789
2 | KHaDI AR SOGTES4 345 TEE 678 e

Perfcsmance Measusemeni
ST R
Pedsonal Giowth PlanfPGF)
P Check List
Scote Sheet
Print E ducator List

Figure 5: IQMS Instrument Educator List Menu page
This form will be used to view personal and educational details of the selected educator.

To return to the main menu, click on the Educator List menu.

“ HIMS Instrument [EDUCATOR DATA] :Emvis HNumber : 300105057

31 Prersonned Cabegoep [1 =Farcipal: 2eDieputy Prrcpal: 3=HOD; $=E ducsiorn]: Se% peceal Educston G emedial Educston7=0ther | 3 P
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36 Peraadl Humber 256789 |37 I Humber or Paaaport Husmbeer |Foseresaza

38 SALE Number 35 Gande: [1=Male; 2= Famale] [ 1 Fint Page ]
310 Brthlate 00 /011570 | 311 Popuiation Gioup [1=Black Aftican: 2=Cokoured. Seindiar; 4=white: SeOther] |

312 Celphone O734567855] 313 Home ielephons 314 Post Lewel [1.2] 2

315 Qualicaion FEDW 13- L2 Matnc « 3 yrs leackes harrg] E bt List
316 Qualiseston Typs | 5

| 1= Prodecrional DiplmaCadficate. 2= Acadermic [egees;, 3=Proleroona (egres. 8= Techoecal dploma T erific abe]

56 Members

Avalabia D55 Maebers Simbached [5G Mamber:
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Figure 6: IQMS Instrument (Educator Data) menu page

e How to select a SGB member:

o To select an SGB member, select an educator from the available DSG members list, and

click on the Forward arrow. The selected educator should now appear in the selected
SGB Members list box.




e How to remove a DSG member

o Toremove an SGB member, select an educator from the selected SGB member list and
click on the back arrow. The selected educator should now appear in the available DSG
member list box.

Development Appraisal

The purpose of the development appraisal is to appraise individual educator in transparent manner with a
view to determine areas of strength and weakness, and to draw up programmes for individual development.
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Personal Growth Plar{PGP) |

PM Check List

Score Shest
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Figure 7: IQMS Instrument (Educator List) menu page
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To start with the development appraisal for the educator:

o Select the educator you wish to make assessment for;

o Click on the PL1 menu and the following screen will appear.




QMS Instrument [| DEVELOPMENT APPRAISAL ] :Emis Number : 300105057 [ PERFORMANCE STANDARD 1]

E ducator BALOYIL 1D Mumber 7038765423 Post Level |2 Current Year:

| [ [ [ [ [ 2009 T

Performance Standard 1: CREATION OF A POSITIVE LEARNING ENYIRONMENT =]

Expectation: The Educator creates a positive leaming enviranment that enables the leamers to participate actively and to achieve success in the lzaming | e
process.

Guestion: Does the Educatar create a suitable learning environment and climate for learming and teaching?

Criteria: [a] Learning environment [b] Learning Process [c] Clagsroom management [d] Diversity

Levels of perfomance:  [1)] Unacceptable [2) Acceptable [3) Good [4) Oustanding Educator List

istetels off [ Feilioneruers Recommendations for | Notes on contextual

A L] &
Criteria § g [T_lt:k_lm:els of performance for each Strengths dzeratrment Fiotais

T Piint Page

Final

Na effort to create a leaming environment, or
| where zome effart iz made, the learning
enviranment hinders teaching and learning,

1 [

Thete iz a suitable environment where individual
and/or group leamning can take place.
The Teacher is able to change the environment
3 0|3 )3 D to promate learning and teaching and
33SESIMEN.
Creative use of learing environment enables all
4 1|4 g ] learners to be_ pmduct!vely engaged in individual TAB button to
and cogperalive leaming.

move betwesn

2 |2 2 (=

{a} Learning
Environment

1 [ il | Me leaming process is taking place. controls

2 il il i|Leamers are engaged in appropriate activities.

The environment iz stimulating and the learmers
3 LI[3 Z| participate actively - though they are nat yet at
dizcovery level.

Learners are engaged in learning by doing

4 1|4 CI[4 1| processes leading to discavery. They exchange
ideas with confidence. and are creative.
Learners were not focuzed on the topic of the
lessan. The classroom was chaotic. Attempts at
dizcipline may be experienced by leamers az
hurmiliating.

{} Lesuning
Process
%)
]

Educator has a clear idea of the outcome of the
2 12 1|2 Z1|leszon. Teaching and learning are not interupted
unnecessarily.

Educator clearly conveys the purpose of the
lezzon and the leamers are cooperative.

ERIECRIS | ]

&

(¢} Classroom
management

E ducator convevs the intended outcome of the

Figure 8: IQMS instrument (development) menu page

This form is used to evaluate how the educator interacts with the learner, if he/she creates a positive learn-
ing environment and his/ her teaching methods are understandable by learners.

Note that if you log in to the system as the user, you can only be able to do the Self Assessment appraisal;
where else if you log in as the administrator you can only be able to complete the FINAL and DSG apprais-
al. After you have completed the appraisal on the above form, click on the next button to continue. Note that
form 2 to form 10 the appraisal process is completed the same way as you did on the above form.

1.1 Performance Measurement

The purpose of performance measurement is to evaluate individual teachers for salary progression, grade
progression, affirmation of appointments and rewards and incentives.

e To start with the assessment of the educator, click on the Performance Measurement menu.

Current v ear:
CLICK on an Educator name to select an Educatos Mumber of Educators: | 2 Educator Ganetal Detads

Harme of Educaton ID Murskes Perzal M
1 Bl 0 L FOEETES423 ZSETE Charsgs Login Passveord
2 |EHa&DI AR SOETESAHIETES 673 -
Drevedopment Appraizal
Fa | Pz |

Paiformancs MMeasmsment
A P2z |

Personal Growth Plar{PGR)

F# Check List

Scoee Shest

Piimd E cuacatos Lzt

Figure 9: Educator List menu page




Note that the Performance Measurement appraisal process can be completed the same way as the
Development Appraisal process.

Personal Growth Plan (PGP)

Each time the educator is appraised, he/she should review his/ her own Personal Growth Plan, the aim of
this plan is to ensure that the appraisal is developmental, when drawing the PGP the educator needs to
actively participate so that he/she will grow as a professional educator.

To start using the Personal Growth Plan Menu:
e Click on the Personal growth Plan (pgp) button;
e The following screen will appear:
[Final Scone | T 1 1 T i - [T - [

|
[Total por PS5 | | I | | | | | | |

Arvas les Flan ol Action - Meres
PS5 L Criteiia | IPromtized according Hem? Who? ‘whenF Remaks on achevemeni
bo Boweosd scoraz)

TAS beatbon b

contiol

Figure 10: Personal Growth Plan menu page
o Enter the required details in the various fields.
e Click on the Save button when done.

¢ Click on the Print Page button.

¢ Alternatively click on the menu button to return to the educator list menu.




PM Checkllst

This form is used as a checklist to evaluate if the educator has been apprised, if the Personal Growth Plan
has been approved, if there are areas which still need development and how the educator contributes in the

extra—curricular activities in the school.

2 Do you heres & Parsonal G Plan [PGPT? To what
extert have pou acheeve the cbeectives n the PGF?

Merw

3 Have you iecsned assistance Rom pour Development
ﬁmtﬁm DsGr?

Print Page |

A, Towhat exdert have pou managsd b o new
kncrededge and adﬂul-ulsklzloadchﬂum
pobessionsl eeds 7

5. Do you stay nfermed iegading policies andl regudations
appicable bo pour poasbion?

6. Do gl Dechers SUpnort o ol Colbe s Sl
ENSNESLE, bscecliy, IliDm&mmﬂ\Tm
uSDTLr\chf tmertal offciols 7

TAE bastton o
]

7. Do o thaes irformation with coleasgues?

a8 Ii&mowmmmadlhum.idhbyw
daedon, snd bacoems mods alfactive?

9. How do pou cortrbute to exdra-cumnculss sctivities st the
school?

10, Do pou participale in professional actiaties, &g conduct]
waoik ghops alre-n-g IMSET COLRSES, SSminas, LN
L s

17, Wihhat b of Comimumilty acteities aie woll rvohaed n?

12 What rols dio you play in fomeulsting aned implementng
the schools policses?

13 Ase there any other matiers you would e Bo bing o
Ehes ssttariion of the supersitor befoes poul aie obearsed in
Lo actica?

Figure 11: Pre-evaluation Checklist menu page

e Enter the required details in the various fields.
¢ Once done click on the Save button.

e Then click on the Print Page button.

e Alternatively click on the Menu button to return to the main menu.

Score Sheet

After the appraisal has been completed by the school principal, he she can use this form to rate the educa-
tor’s performance standards, the rating must be based on the results from the appraisal. This form can be

used to determine if there are areas which still need development.

g"'l'."z".'3"'.4"'5.'"5'."?".'3"'.9'"1':'."'11"'12' CEREEE T

2 |eremedae of curticubm snd lesming programomes 16

3 Lesson planning. preparation and peesentabion 16

4 Loaimes assesment ¢ achisvement 16

5 Iﬁdeaahﬂmhﬁ&ﬂﬁwk!muaﬂm 16

s Human relaticns and contribution to school development 16

7 | Estra-cumicular and co-curicular participation 16
Total for Post Level 1 only Subtotal 112

] Adminiztration of resowces and records 20

] Personnel 16

10 Dracizion making ard accourtsbasby 20 15 15
Total for Post Level 2 only Subtotal 56 15

The above educato’s zcone haz/has not been adpusbed.
Comments/reason for adpestment

because hiz sssessment has be avahsated

Figure 12: Score Sheet menu page
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o nter the required details in the various fields.
e Once done click on the Save button.
e Then click on the Print Page button.

e Alternatively click on the Menu button to return to the educator list menu.

Print Educator List
This form is used to print the list of educators which are currently in your school.

= L e E L NG P IR S I F O L=

Personal Growth PlandPGE) |

Fid Check List | /

Scote Shest

............................

D56 Member]z) for Educabor @ BALDNT L
DSG Member Search fo Educator n the kst @ vy b s

Chck o thes icon fos
bl i the peosQramimes

Search | - |

= N0 Plosmbees ™ M

Figure 13: Educator List menu page

EDUCATOR INPROVEMENT PLAN

The educator improvement plan is used to show the performance standards where the educator got low
scores which show where he/she needs help, what strategies will be used to provide the help, who will give
help and the person responsible on the SDT and any other remarks. The plan is completed by the SDT in
consultation with the school principal.

[ Mome of Schoot: | RATSHIKWE KWETE ot D I |
Camnemt E Save
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e
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Figure 14: Educator Improvement Plan menu page




. Enr the required details in the various fields.
e Once done, click on the Save button.
e Then click on the Print Page button.

e Alternatively click on the Menu button to return to the educator list menu.

EXPORT IQMS DATA

This menu is used to create various educator’s details. However, this report generates the XML file, to ac-
cess the file.

= Dewelopment Appraisal and Performance Measurement System [ MAIN MENU ]

Development Appraisal and Performance Measurement System

AYAIN MENU
| Performance Measurement || Reports ]
E ducator I-rplovernurﬂ: Plan 1 System Security |
Exp IOMS Data ] Log on as different User |

EXIT

Figure 15: Educator Improvement Plan menu page
e Click on the Export IQMS Data menu.

e The following user message screen will appear:

User Message

Figure 16: IQMS XML file path menu page

The above image shows the path where the XML file is stored and created.

Locate My Computer icon and double click on it.

Click on the Print Local Disk ( ¢ : ) icon.

Find the Export Data folder and open it.

Double click on the XML file to open it.




REPORTS

Summary of Score (Individual Educator)

This form is used after the appraisal process has been completed. It is used to view the report of the educa-
tor, to begin using this form click on the Reports menu from the IQMS main menu and the following screen
will appear:

= IQMS Instrument Reports E|

Select Report ear: [ENE =

Summary of Scores [Individual Educatar]

School Summany Score Sheet

Daone

Figure 17: IQMS Instrument Report menu page
o Select the year to make the report for from the Select Report Year dropdown.

e Click on the Summary of Score (Individual Educator) menu.

The following screen will appear:

CLICE on an Educator name to select an Educators

Mame of Educsator 1D Humber Perzal Mumber -
1 [AR EHADI 1 Q08TES434 26786 E78
2 L BALDYI] FO9S7ES423 256729
F W ZuLu SOEFEES4325TE 234567

Drone

Figure 18: Educator View report menu page
o Select the educator’s post level from the Post Level drop-down menu.

e Select the educator you wish to view report for.

¢ Click on the Create Report menu.




EDUCATOR: AR RHADI FOST LEVEL: | iew FLZ Aeport [

SCHODL: RaATSHIEKWEKWETE DATE: 200904523
PERSAL NUMBER: |E7E
Performance Crilbenia Final Scores Total Erirt B
Standards 2

[a] Leaming space
1. Creation of a posstive | Ib] Leames invobrement
bearning ernronimet =] Discipline
) Dirversity
2] Knowdedge of leaming aea
2 Enowlsdge of b S kils Drone

cunicubem and bkeasning ic] Goal soltng

PIOgrammes _
Id] Irnvodvement i learming programemes
2. Lesson planning, ::i Fresentation
prepas athor and -
pesentalion =) Reccading

[d] M-anagement of leasrning programmes
ja] Feedback to leamers
4. Leamner assessmeant # | [b] Knowledge of assessment technigues

achievement <) Appbcaton of lachrigues
Id] Recod keeping
5. Piofessional [a] Paiticipaton n professional developrmenit

dewelopment in eld of [[b) Paticipation m professicnsl bodes
work 4 career and ) Knowdedge of education issues
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professional bodies | [d] Attude to professional dewvel il
[a] Leames meeds

e

Figure 19: Summary of score report menu page
o Enter the required details in the various fields.
¢ Alternatively click on the Done button to return to the previous page.

e Click on the View PL2 Report button to move to the next page — the View PL2 Report button to pro-
vide you with the next part of the report.

The following screen will appear:

(Bl nstiachions
[e) Record Keeping

[d) Mamtenance of infrastruchurs

[e) Cincudass

[a) Pastoral cane

[b) Stalf development

[e)l Prowvision of keadership

[d) Building comnubment and conficences
[a) Stakeholdes invobeement

10. Decision making and | [b) Decision making

accountability [e) Accourtabdity / Resporsibiliy

[d)l Motivation

[e) Objectmity / Fakress

8. Admiristration of
repounces and reconds.

9. Personmnel

TOTAL [Maximum 5]

Figure 20: Summary of Score Report menu page.

e Click on the Print Page button to print the educator.

¢ Click on the Done button to go back to the previous page.




Scho Summary Score Sheet

This menu is used to print the score sheet form. To access this form click on the school summary score
sheet menu and the following screen will appear:

“ SCHOOL SUMMARY SCORE SHEET: PERFOMANCE MEASUREMENT SUMMATIVE EVALUATIONS

Schaol: RATSHIEWERWETE Drigtisck: VLR Circuil: | Priedt Parger

Principal: [E mis: 3000057 - '

Email Addiess: ¢ o shdovesh wabaftdos g, 24 P'IIIH:-.?EI call

T elephone: 015 3456783 m—m.ﬂﬂm paid by Depariment

Wo | Persal | Sumame & initiats |Po=t] 1 [ 2 3|4 5|6 |78 |5 [i0|vow 0o | sz of Educator | Do
Pairn | T Sub | See

Figure 21: Summary score sheet report menu page.
e Click on the Print Page menu to print the form.

e OR Click on the Done button to return to the IQMS instrument report page.

SYSTEM SECURITY

This form is used to add a new user name on the system. To access this form click on the System Security
menu from the IQMS main menu and the following screen will appear:

Uszer Selected

Click on a User to view their cumrent rights [ Save User Rights
Curmrent System Users User Rights
= Admin 1 10MS Adeiristeatod
= 00124 - Aduwani Rulph KHADI CJ1aMS Usear
—= 7BE54 - Lungusani BALOY]

M airitairy U ser Mame

Uzes name:

Passwond

Confirm Password:

Figure 22: Maintain user menu page




. Selct the user under Current System User list box:

o To add current system user, click on the Human Resource Information menu from the SA-
SAMS main menu.

o Go to Educator Information menu.
o Then click on the Add New Educator menu to add an educator.

e Depending on the rights you have on the system select either IQMS Administrator or IQMS user
then click on the Save User Rights button.

o The IQMS Administrator option gives you rights to complete the FINAL and DSG appraisal.

o The IQMS User option gives you limited rights on the system, as IQMS user you can only be
able to do the self-assessment appraisal.

e To add new a new user name on the system click on the Add New User name button.

e The new password must be used when you log in to the IQMS menu.

LOG ON AS DIFFERENT USER

This form is used when you want to log in as a different user with limited or unlimited rights, to access this
form click on the Log on as different user menu and the following screen will appear

Log In to IOMS

Select Data Year: |2I:IEIEI j
Uszer Log In
ser Marne: |
Pazswaord: |
January 2009 Cancel Ok,

Figure 23: Log on to IQMS menu page

e Enter the user name and the password on the correct field.

e Click on the Ok button to log on.




SUMMARY

In the business world, sport, arts, in fact in every imaginable sector appraisal is important. It therefore
stands to reason that appraisal should take place in the world of education where suddenly so many differ-
ent educational institutions have sprung up and the training differs widely. Some institutions can be proud
of their records of achievement, but others again are fly-by-night organisations where the interests of the
learner have fallen by the wayside. Appraisals also invariably will encourage educators to improve their
qualifications so as to be more effective in their teaching and training of learners with the IQMS in mind. It

is not intended as a way to spy on educators, but rather as a means to pinpoint shortcomings in educators’
training and teaching. This a sure way to ensure that the best education for our children is offered. Consid-
ering the cost involved in education at present, only the best educators can be appointed.
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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 Rampele rampele.dbe.gov.za
Carinne can der Westhuizen 012 357 3832 vanderwesthuizen@dbe.gov.za
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