. :’ l" : ~ I oL 4

EVERY CHILD IS A NATIONAL ASSET

ABC OF ..
HUMAN'RESOURCES

MmrCcoQ=<

2

%“% basic education

\w/’ .
g;-“ \? Department:
\?&. /5 Baslc Educatlon
) N

REPUBLIC OF SOUTH AFRICA




Published by the Department of Basic Education
222 Struben Street

Private Bag X 895, Pretoria, 0001

Website: www.education.gov.za or Thuthong

© Department of Basic Education - January 2013 (All rights reserved)

For use in publication please obtain the written permission of the Department.
ISBN:

" o
m_ && c’bj Human Resources


http://www.education.gov.za/

Contents

A. Introduction 4
1. Purpose of the Module 4
B. Components of this Module 4
2. Module 2: Human Resource Information 5
2.1 Staff Information 7
2.1.1 Educator Information 8
2.1.1a Add New Educator 9

2.1.1b Edit Details of an Educator 12

2.1.1c Remove /Archive an Educator 13

2.1.1d Print Educator Contact list 15

2.1.1e Update the Educator’s Subject Training and Experience 15

2.1.1f Maintain Teaching Load 16

2.1.1g Update Educator Subject Teaching Experience 17

2.1.1h Assign Educators to Register Classes 17

2.1.1i Print Register Classes 18

2.1.1j Edit /View Leave and Absences details 19

2.1.2a Add New Non-teaching Staff Member 21

2.1.3b Edit a Non-teaching Staff Member 22

2.1.3c Removing /Archiving a Non-teaching Staff Member 23

2.1.3d Edit/View Leave and Absences 24

2.1.3e Print Non-Teaching Staff Member Contact List 25

2.2 Staff Development and Training Data 25

2.2.1 Maintain Training Categories 26

2.2.2 Maintain INSET Training Records 27

v ‘
| ‘ P et e
... Human Resources! ﬂ )



2.2.3 Maintain Development Appraisal Interview Records

2.3.4 Printout of DA Interview Records

2.3.5 Development Appraisal and Performance Measurement

2.4 HR Reports (excluding attendance)

2.4.1 EMIS HR reports

2.4.2 Attrition Statistics

2.4.3 Design HR List

2.5 HR Attendance and Leave

C. Summary

2.5.1 Blank Attendance Register

2.5.2 Maintain Weekly Educator Attendance

2.5.3 Maintain Weekly Staff Attendance

2.5.4 Human Resource Dashboard

2.5.5 Staff Leave Summary Printout

2.5.6 View Individual Staff Absences

2.5.7 View attendance Statistics (Details)

2.5.8 View Attendance Statistics (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:

“/ 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.

“/f 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

29

30

32

32

36

37
37

37

38

40

41

42

43

44

45

46

47

49

action with every screen:

data needed

8 | B & &
2 - |
= | Eo = ,
Background Data used in Options in drop- Screens that Printouts and Summary and
Information other modules down tables require Reports Stats screens
or pre-captured capturing




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. Cumiculum Related Data
3. Leamer and Parent Information 13. Timetabling Assistant

4. Learmner Listing 14. Physical Resources
5. Governance Information 15. Library Module
6. Standard Letters and Forms 16. Secunty and Database Functions
¥. Export Data 17. Lurits Approval Module

8. Annual National 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 » Teacher per Bus Route (1.9), School Hostels (1.12), House Groups (1.13)
» Educator photos in General Settings (1.16)
3 » Assign grades to classes (3.1.5), Class statistics (3.1.6)
7 « Export Data — ASS and other surveys
11 * SGB Payment of staff
12 » Create Educator / Subject Groups (12.1.14),
» Print Educator marks schedules (12.1.17)
14 » Learner Support Materials (14.1)
16 » Set up security functions for module access in Maintain Users (16.12)

» Set up access to grades and classes in Marks Capturing Security (16.13)

(@8

/ Y ’ ( (
,’ ‘ = (GGG
Human Resources - 1 s



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.

~ e il
w CLEVER KIDS PRIMARY SCHOOL si# basic education
& o (@) oo
w REPUBLIC OF SOUTH AFRICA
SA-SAMS : School Administration and Management System
2. HUMAN RESOURCE MODULE
2.1. Educator Information | 2.11. Blank Attendance Register |
2 2 Update Educator Subject Teaching Experience | 212 Maintain Weekly Educator Attendance |
2_3. Mon-teaching Staff Information | 2.13. Maintain Weekly Staff Attendance |
2.4. Maintain Training Categories 2.14. View Individual 5taff Abzences
25 Mamntain INSET Training Records 215 View Attendance Statistics [Details)
2.6. Maintain DA Interview Hecords | 2.16. Yiew Attendance Statistics [Summary]
2. 7. Printout of DA Interview Hecords 217, View Attntion Register
2.8 HR Dashboard | 218, Development Appraisal and Performance Measurement
2.9. Emiz HR Printouts | 2.19. Design HR List |
2.10. 5taff Leave Summary Printout | << MAIN MENU |

SA-SAMS : Department of Basic Education - South Africa

Login: Dbe@dmin (8] Marks Securite: OFf System Functions | About EXIT |

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
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2.1 Staff Information

Al

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

2.1.2 Update Educator Subject Teaching

Experience (2.2)

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




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

- school documents.

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

Y 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.

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

¥Yiew Educators 1 Assign Register Class
" Current Educators " Archived Educators 22
* Surame Name * Code | Cellphone I Persal No Post Level = -
ABDUL Paulus 023 077234567 555444333 m i I
BOTHA Carine k] 0772345678 545454545 01
CHETTY Christine 024 0884774774 5631313131 01 Edit an Educator |
COCKRAL Hantie ooz 082547547 51416171 02
CORNELISSEN Margret 033 0772458024 i) Archive an Educator ]
CROUCAMP Elmari 032 0884455667 01
FOX Stephen 027 0771357913 o
GOVENDER Ayesha 030 0794445556 om
GRANT Elizabeth 016 0771313131 5353535353 iy Subject Specialisations |
JABULE Bheki 02 0881122334 556677883 m
KORDAAT Gabriel 035 0733344556 54774455 o Leave and Absences |
KWEPILE Nomalanga 011 0884545454 6113344556 om
LECWIDI William 036 0772241193 554455632 o
MARAIS Valarie 010 0884433660 o Teaching Load I
MATI Anele oos 0787878787 575859601 om
OBAKENG Henry 026 0729292929 6352521212 o
0BU - DARKOD Mathew 038 0883453453 54239176 o
STEYN Anriette 048 0847057047 E17617617 o
VAN DER MERWE  Martha 034 0727272829 m Assign Register Class |
VAN DER WALT Helen o1 0881122334 5151515151 03
VAN STRATEN Alta 020 0774564564 01 Print Register Classes |
WILSON Amanda 031 0778934216 om
Educator Contact List |
@ Search List for Educator | Go I Ser‘lg‘:éc:: g;?hzd:&?éﬂs may be 4'00%

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.

=S4 Citizen: € Yes @ No

**Country of Citizenship: I

“*Passport Murmber; I
*='ark Parmit © Yes Mo
**4vork Fermit Number: I
**Permit Expiry Date: |2D15,."D1f1 2 LI I

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

Compulsory Details | ‘Addiionl Detals

“Educator Code: (a5 characters) ~Durafion: ® Fulime C Pertime
SRS *Personnel Position:
Previous Sumarne: Auual‘ ﬂ Aiing ‘ j
*Firsi Names:
“PostlLevel v
“initials: *Tifle:
Educator Teaching Level :
*Gender ® Female  C Male ~Select optionwhere educaior spends most ime
[ PregradeRi [ Pemedial/Special Needs
=tHome Lenguage: - J 8 Hetdonel Detais
) [ GradeR [ Iemedisle [ Oter
“nstuchion Language: 2
[ Primary [ Secondary [~ Guidlance Teache
“Race: =
*Years of Teaching Experience:
*Date of Bih: Year Month ’— Day ’—
g
“SACizen  Yes @ g  PeidbySise C Padby3GE ( Paid by R3 Subsidy
*“Country of Citzenship: =Qualifcaion REQY Level:
*Passpor Number | ﬂ

“WorkPemit  Yes ¢ No *“Highest Qualification Type:

“Work Permit Number. | j
“Pemnit Expiry Date: 201501012
e e Educaior LURITS Number.
“Persal Number.

(not compulsory for SGB post)

School ) Cumieum
Dete Jained Sttt [20sminz_ v T miistagon | T30 L Save
“Neweoisgpammet|  v| | [ Oner
re of Agpointmen B

Clear

+—Reasong for computer usage (Multiple opfions allowed)

Figure 4: Add New Educator — Compulsory Details Tab 1
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UOThe values available for the different drop-down boxes for Tab 1: Compulsory Details are tabled below.

Drop-down Field on Screen 2.1

Options

Home Language

All Official Languages
Sign Language
Other

Instruction Language

Same as above

Race

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

Nature of Appointment

Permanent, Temporary, Substitute

Personnel Position

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

Acting

Same as above

Post Level

01, 02, 03, 04, 05

Qualification REQV Level

Without Matric — no training at all

REQV 10:A2 (Matric no training)

REQV 11:A1 (Std 6,7,8,9 + 2 years training)
REQV 12:B(Matric + 1 or 2 years training)
REQV 13:C1 (Matric 3 year BA, BSC etc.)
REQV 13:C2 (Matric 3 years teache training)
REQV 14:D (Matric + 4 years training)
REQV 15:E (Matric + 5 years training)
REQV 16:F (Matric + 6 years training)

REQV 17:G (Matric + 7 years training)

Highest Qualification Type

Professional Teaching Qualification
Post-Professional Teaching Qualification
First Graduate Academic Qualification

Post-Graduate Academic Qualification

] &
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Compulsory Details T Additional Details ]
=hddrass: |
*Persannel Type: (@ CS Educator
SMT Position: “ |
City/Suburb:
Unian: ‘ Code: ’—
tembership Number: Telzphone:
Cell Phone:
“SACENo: v Mo Elrhane
Email Add
Medical Aid Member: e eee | Additional Details
(full name) - “Marital Status: A
Medical Ald Scheme: Spouse Name:
Medicol AldNumber [ NE:‘ Surmarme: |
o
Kin  First Mames: |
Tax Mumber:
Emergency No:
State Subsidies: P
L Disahility Status: -
SporyHouse Group: ‘ Unassigned ﬂ
(Gesulen ) ICT SkillLevet | ~]
Computer Usage: | ﬂ
2015 Annual survey requirements in red Save
Daone

Figure 5: Add New Educator — Additional Details Tab 2

o aEn
:.—o The 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

« House specified in 1.13 Maintain Sport/House
Groups

Marital Status - Divorced - Single

« Married + Widowed
Disability Status e Epilepsy e Physical

« Hearing - Sight

* Multiple * Other

« 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




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.

“® 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)

- Edit/ Update the data on the tab 1 & tab 2. (Figures 4 & 5)

- 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

Detail Qualification Types } Educator Photograph
1

'}

—

d

Thumb.
1 Additional Details
Jser Question? -
FE@ Select Image.

Please make your selection:

Yes = New way, select a portion/part of an Image (Uses less space and

less distortion)

No = Old way, select an entire Image.

N B 1 P

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

| Brawse for Photograph... |
Remove Photograph

Adtional Details ||
Qualification Details

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

Educator Information (2.
-

Compulsory Details ] Additional Details

]

Detail Qualification Types

BOTHA, Carine

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

1 | Two year teacher's certificate

Three-year Teachers' Diploma/N ational Professional Diploma in Education

Four-year Higher Diploma in Education

Four-pear professional teaching degree

One-year Post-Professional Teachers' Certificate (with specialization)

One-year Higher Diploma in Education

Diploma in Specialized Education

2
&l
4
5 |Higher Diploma in Education [Post-Graduate)/Post-Graduate Certificate in Education
B
7
8

9 |Further Diploma in Education

10 |Advanced Certificate in Education

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

16 | Three-year National Diploma

17 |Four-year National Higher Diploma

18 |Post-Graduate Diploma [other than a HDE Post-Graduate)

19 |Honowrs degree (including an old one-year B Ed/BEd Honours))

20 |Master's dearee

21 |Doctors degree

22 |ABET Practitioner Certificate

23 |ABET Practitioner Diploma

24 |National N 3 to N 6 Certificates

) I S s ) ) L s

v

Print Grid

Figure 6: Detail Qualification Types Tab 3
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1 )@ Recor.

Educator Photograph |

Browse for Photograph...
Remove Photoaraph

Additional Details

Save

Done |

5
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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: 3
Professional Qualifications: || - ZI
= Browse for Photograph...
Remove Photograph
Academic Qualifications: - =
Additional Details
Universities, Colleges and - | & SuslitcavorCielals
other Training Institutions =
attended:
13
Other Skills &nd Areas of = i
Interest:
-
Save l Done | E

Figure 7: Qualification Details

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

2

|

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.




View Educators

Asgign Register Class

@ Current Educators " Archived Educators 3

o+

Figure 8: Archive an Educator

Select from the drop-down box the following options:

* Surname | MNarme * Code Cellphone | Persal No Post Level |
- . ul Add New Educat
Educator and Staff Attrition Details m SwEauear
- o
—Educator Details Edit an Educator
Surname: IMAGWAl Initials: IEM
Archive an Educator
Persal No: 8000000 Gender: IF
[REEERUR I EEWE Fiemoyve duplicsis
Date of Leaving: (30150112 - Subject Specialisations
b mirtality Leave and Absences
Archive |
Cause of Death -
Dane | Teaching Load

Drop-down Field Options
Reasons for Leaving « Absconded < Promotion e Seconded
e Death « Resignation e Substitute
e Dismissal « Retirement Transferred
- End of Contract
Cause of Death e Accident e Suicide
e lllness - 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.

< 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? ]—J" = Teaching Load I
I—‘S) 5;;::—:17 sure you want to restore MARAIS as an active educator on the
Assign Register Class
Yes | No I Print Register Classes l
" 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)

« Click on Delete an Educator.

« Click on Yes.

f

o

-

v
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Assign Reaister Class

View Educators 1-45— ]

" Current Educators @ Archived Educators
* Surname l Name * Code | Cellphone | Persal No | Post Lev
12 2 &0 0 | Add New Educator |
» - . s I
User Question? u Edit an Educator

B -

m

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

Yes I No I

|
|
Delete an Educator l
|
|

F s e o e i e

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
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
gi Subject 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.

Y@ Click on an educator in the educator list and click on Subject Specialisations (Fig. 11)
» The captured data will be listed on the next screen.
- 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.

W

Y




Surname: |ABDLUIL Initials: | Persal No:]555444333

Add Record 3
Subject Specialisation and Experience

= = - B.dd New Educator
Subject | Training Years I Teaching Years

Life Sciences (Gr 11) 0 12 Edit Record ‘
Life Sciences (Gr12) 0 12 Edit an Educator

Life Sciences [Gr 10) 1 12

L Ll rchive an Educator

Add New Training Records

Educator: |4BDUL, P

Delete Record | m
Click on a Subject to select the subject
Subjects I Code = eave and Absences
Life Sciences [Gr 11) 19351073

Life Sciences (Gr 12) 19351084
Life Skills (Gr 0) 16341302

Life Skills (Gr 1) 16341152 — Teaching Load
Life Skills [Gr 2) 16341162 Done
Life Skills (Gr 3) 16341172

Life Skills (Gr 4) 16341212 -
Life Skills [Gr 5) 16341222 T
Life Skills (Gr 6) 16341232 01
Maritime Economics (Gr 10) 12361002 01 Assign Register Class |
Maritime Economics [Gr 11] 12361013 03
N?{:"TEET-”-O ;f",.,'iﬁﬁﬂ.ﬂl ] EEE] ng Ky m Print Register Classes J
< ] » 01

Educator Contact List I
Subject Selected

Subiect: |Maritime Economics (Gr 10)

Training Years: | 2 ‘Years of Teaching Experience: | 1| Save |

Done

Figure 11: Educator Subject Training and Experience

ors may be Done
em

|

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.

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

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

« 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.

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

] &
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Educator: |MATHIE|ELA N | a0 Print Save ‘

Select Year: |2015 b [ MaxView Export to Excel ‘ Daone ‘

Enter level of confidence to teach leaming area (per Grade) that the educator is teaching. Data prior CAPS 2012 is read only.
Scale: 1=not confident, Z=confident some ofthe time, 3=confident most of the time, 4=extremely confident all the time.
Data must be obtained from the relevant individual educatar.

Educator MATHIBELA M

Teaching Year, 2015

Scale: 1=not confident, Z=canfident some of the time, 3=confident most of the fime, 4=extremely confident all the

sy e + Grade ¢ Grade + Grade @ Grade | Grade | Grade  Grace
A A I

Sepedi Home Language : v v, MIFEl! v v v

English First Additional Language ; v v, v v, v v v

Arts And Culture : : : : v A v,

Creative Arts | ! ! ! ! |

Economic Management Sciences | i i i v v | v

Lite Orientation : : : 1 A v v v

Life Skills 8 -, L - | LA - | - !

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:2015)

Subjects
Years Taught
Educators Name Train |Teach | '15 | '14 |Key |l Code
MATHIBELA, Ntombi | Afrikaans First Additional Language (Gr 2) 2 27 AFAL 2| 13312882
MATHIBELA, MNtombi |Afrikaans First Additional Language (Gr 3) 13 27 AFAL 31331283
A THIBEELA, Mtombi |Afrikaans First Additional Language (Gr 4) 3 27 AFAL A 13313532
FATHIBELA, MNtombi |Afrikaans First Additional Language (Gr ) z 27 AFALG 13313642
MATHIBELA, Ntombi |Afrikaans First Additional Language (Gr 7) 3 27 AFAL 7 |[13314522
MATHIBELA, MNtombi |English First Additional Language (Gr 1) 2 27 ENGALT || 13312932
MATHIBELA, MNtombi |English First Additional Language (Gr 2) 2 27 ENGAL 2 [ 13312942
FMATHIEELA, MNiombi |English First Additional Language (Gr 3) 2 27 ENMGAL 3 || 13312952
FMATHIEELA, MNtombi |[English First Additional Language (Gr 4) 2 27 ERGAL 4| 13313622

Figure 13: Report on Update Educator Subject Teaching Experience

v ¥ l
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2.1.1h Assign Educators to Register Classes
Y@ Educators can be assigned to a register class as follows:

« 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.

< Toremove 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.

View Educators ] Assign Register Class
Select a Class Select an Educator Classes with Assigned Educators

Classes | | Educators = “Class I Code | *Sumame | Initials l “Room 4

10 TEST COCKRAL, H : 002 1 035 KORDAAT G al

R TEST MATI, & : 009

R TEST2 MaRAIS, Y : 010 104 LiE] KWERILE N (10
KWEPILE, N - 011 10B 023 ABDUL P f12 |
JABULE,B: 012 114 032 CROUCAMP E sclabd
GRANT.E : 016 11B 048 STEYN A m20
BOTHA.C: 013 124 030  GOVENDER  J m23 |
YEHESTRATEN, W 020 128 02 JABULE B lab2 1=
ABDUL, P : 023 - A
CHETTY, C: 024 7 1B 034 VAN DER MER... N a4
OBAKENG, H : 026 2 ] BOTHA [ g2
FOX.S:027" 28 033  OBU-DARKOD M s5
GOVENDER. J : 030 3 031 WILSON NA& g3
WILSON, N.A : 031
CROUCAMP,E : 032 . 2% EHE T c 220 |§
CORMNELISSEN, M : 033 5 033 CORMELISSEN M 2.23
WVaN DER MERWE, N : 034 4 B 003 MATI A 2.24
EE&B&T “53 3003%5 7 016 GRANT E lab1
ﬂRU,:Dé'BKh,MZﬂSB, = 24, 0o MARAIS W =
< | 1 ’ 5P m »

Click on a Class and an Educator and then select Accept Select a row and then click on the button below to
re-assign a class and educator
Educator ILEE-"-.-‘-‘-"IDI. w036 l Cancel/Clear Re-assign Class and Educator I
Reqister Room Number lclassl Accept '
Done

Figure 14: Assign Register Classes

& 2.1.1i Print Register Classes
Y@ 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.

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

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

When finished click on Done to exit the screen.

] t
-
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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).

“® Click on an educator in the educator list and click on Leave and Absences.
- The captured data will be listed on the next screen. (Fig. 15).
< Select Current year’s records or History (previous year’s records).
= To Add/ 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.

< To print Leave Details, click on Print.

Yiew Educators T Agsign Register Class
(& _Current Educator i Archived Educstor ] 3

| Leave and Absentee Details

Leave Records for : |E hAAGHYYA] Persal Mo: (5000000 @ Current (" History

Leawve Taken

Diate Fram | Date Ta | Diays | Type of Leave | Daocuments | Comment

2015/01/15 2015/0115 1 Sick Edit Leawve Details |
r N
Delete Leawve Details

EiE 115 Leave To: |2015/01/15 -
Print
Type of Leave: |Sick Leave ~]|

Leswve Fram:

-

Numnber of Warking Days:  [1 Sick leave available in
cycle: ,T
Wasthe educator/staff member replaced?  (C Yes & MNo
Whiowas the replacement paid by? [ I~
Leave Documents: (@ Feguirad (" Mot Required
Dates in red indicate that tff| | Document Submitted Done

Leave records are creat Comments:

Dane

If leawve documentation is NOT selectthe Not Required option. Do not enter
cammerts into the Leawe Documents field and ensure that the field is blank where
required documentation has not been submitted.

Sawve | Dane

Figure 15: Leave and Absentee Details




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.

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

Non Educator Staff 25 @ Current Staff Members " Archived Staff Members
Add New Staff Member
* Surname | Name | Gender * Persal No Category Telephon #
FRIEDBERG Norah Female Edit a Staff Member
GONOLEWE Bulelwasiwe Female
GOUWS Sophina Female :
GUMEDE Baba Ferials - Achive a Staff member
| HLEKISO Tinkie Female
KAMASISWE Nofeat Female
LIMBANA, Buyiswa Female
MAKALENI Nomaladi Female
MGODI Alfred Male ‘
MORENA Baba Female ‘
NDA, Lala Female ?
NOFEMELE Gladys Female (=]
RAMPHELE Nobonepha Female : |
SLINGER Martha Female
TSEPO Olivia Female ‘
TSHANA WVundiswa Female Leave and Absences
VERMAAS Petrus Male ‘
VERMEULEN Lydia Female
WINJWA Nompiet Female Staff Contact List
XKELELO Nolimit Female
YEK&NI Jamela Female =
< i | »
@ Search List for Staff Member: IDU PLOOY Go g:&;;cgé\[’;gjta” henbers Dine |

Figure 16: List of Staff

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

[} o
-
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& 2.1.2a Add New Non-teaching Staff Member

“m Click on Add New Staff Member. (Fig. 17)

Complete all fields as requested.

O

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

17)

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

given below.

Click on Save to save the captured data.

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

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

New Staff Member (2.3

— Compulsory Details

“‘Surname:l

**First Names:l

“initials:| ~Tite: |
“Race:| |
*Gender (@ Female  ( Male
“Home Language | |

*“Date of Birth: Year I_ tanth I_ Day I_

=oh Citizen:  vas { No

**Iclentity Number:l

“*Parsal Number:l

— Other Information

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

Physical Address: I

City/Suburh: |

Codew
Telephane: I I
Cell Fhone: I

Errail:

Medical Aid Name: |

Medical Aid Number. |

Spouse Mame: I

Lurits Number:l Erergency Nurmber: I—
Personnel Category:l ﬂ Tax Number: I
Type of Empluymentl ﬂ State Subsidies: -
® Fultime (" Parttime N
Remunerated by;lPaid by State LI Union: I
Current Position:l tembership Number: l—
Date Joined Staff 20150112 v | | ICT Skill Level | |
Mext Staff Member | Save | Daone |

Figure 17: Add New Non-Teaching Staff Member




The values available for the different drop-down boxes are tabled below:

Drop-down Field on
Screen 2.3

Options

Race

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

Home Language

- All Official Languages
- Sign Language

e Other

Personnel Category

e« Admin Staff

 Hostel Staff

 Food Nutrition Staff

* Practitioner

« Professional Non-Teaching Staff

e Support Staff

Type of Employment

Permanent, Temporary, Substitute

Remunerated by

- Paid by State
- Paid by SGB

Paid by both State and SGB

ICT Skill Level

0 = No ICT Skills
1 = Entry Level
2 = Adoption

3 = Adaptation
4 = Appropriation
5 = Innovation

2.1.3b Edit a Non-teaching Staff Member
“® 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).
e 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.

Other Information

Compulsory Details )
g Physical Address: |33 Church Street
“Sumame: IBEZLINEMHALIT Ll -

o Qualifications
Qualifications:
Professional Qualifications: ||
*Home
Academic Qualifications:
*Date of |
**| denti] s
“Pers| Universities, Colleges and
Lul other Training Institutions
attended:
Personne v
Typeotl Other Skills And Areas of
Interest:
Remut >
Curref
Date Jg Save I Done I
A ———————————————————————————
Qualifications I Nest Staff i T I Save I Dc

4 ¢+ & { f
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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)

« 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 New Staff Member
* Surname I Name | Gender | * Persal No I Category | Telephon 4
BEgmmna TR W i ’ ¢ Y | Edit a Staff Member
| CET| Educator and Staff Attrition Details -
D[ - staff Member Details
FRI Surname: |CETYWAYD Initials: |M
GO Persal No: Gender: [M—
GO
GUR | Reason for leaving: -
HL =
KAl Date of Leaving: [ﬁ
LIM]
mg Archive
MO Cause of Death: - 1
ND. Done I
Figure 19: Archive a Staff Member
o D . .
B - Select from the drop-down box the following options:
Drop- Options
down Field
Reasons for Leaving |+ Absconded - Promotion » Seconded
* Death - Resignation » Substitute
+ Dismissal » Retirement « Transferred
< End of Contract
Cause of Death « Accident » Suicide
« 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.

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

e
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* Sumame: I Name I Gender * Persal No Category l Telephone

g Are you sure you want to restore CETYWAYO as an active 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)
« Click on Delete a Non-Teaching Staff Member.

« Click on Yes to confirm the decision.

Non Educator Staff 4 " Current Staff Members & Archived Staff Members
Add New Staff Member

BEU — M
User Question? g v be:
BOEH —
CETYA
VAN 4 t
on the system?
Delete a Staff member
Yes | No | 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.

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

Non Educator Staff 4 " Curent Staff Members @& Archived Staff Members
Add New Staff Member

* Sumame I Name l Gender I * Persal No l Category I Telephone
g C——— -
[ BES User Question? [“""-'] J tarl M
BOE} - —_—
CET]
VaN 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 a Staff member
Yes | [Tl Restore Staff Member

“m Click on a staff member in the Staff Member List, click on Leave and Absences (Fig. 16)

« The captured data will be listed on the next screen. (Fig. 22)

- Select Current year’s records or History (previous year’s records).
« Click on Add or Delete Leave Details to edit/delete details.

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

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

] &
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Leave and Absentee Details » B— —

Leave Records for : [Terence Patrick BEZUIDENH!  Persal No: [0123 @ Curent ¢ History

Leave Taken

Date From | Date To | Days | Typeof Leave | Documents | Comment |

Delete Leave Details
Print

Sick leave available in

cycle: [T

- T = " = Done
Dates in red indicate that the required leave documentation has not been submitted —__—J

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
“® To print a contact list of non-teaching staff members for the school, click on Staff Member Contact List.

. - The Print Setup window will open and select options or click on Ok to continue to the Print Preview
& 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 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 b bp

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




2.2.1 Maintain Training Categories (Menu 2.4)

=

Training categories are recorded in two categories: Curriculum Based Training or School Management
Training.

Record training categories as follows: (Fig. 23)

“f Click on Add New:

Select the required option: Curriculum Based or School Management
Type the category name.

Click on Save

“ Click on Edit

Click on the category to edit on the list.
Select the required option: Curriculum Based or School Management
Edit the category name.

Click on Save

“ Click on Delete:

Click on the category to be deleted on the list.

Click on Delete

Click on Done to exit screen.

SA-SAMS : Schor =P s=sas Sae Siasmmne e
. S — —

21. Educator Infor Curriculum Based Training  School Management

Categories I Categories I Add Ne I
> CaPS FET Administration

2. Update Educator Subject Tej CAPS Foundation Phase Computer
CAPS Intermediate Phase Finance Edit |
2.3. Staff/Public Servant Jl CAPS Senior Phase 10MS
Curriculum Policy

oo il Discipline SA-SAMS
245 Mamtelil Ay cj' EMD School Goveming Body Delete |

School Safety
2.5. Maintain INSET Trainif) Timetabling

2.6. Maintain DA Intewie1v

2.7. Printout of DA Intewﬂl [RddEt Catagory. “ Save |

" Curriculum Based Training ¢ School Management
2.8. HR Dashboa{l

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

Category Name: lDiscipline Cancel |

Firode |

2.9. Emis HR PlintJI |
1

Figure 23: New Subject Training Record

qBC (o]




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).

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

+ Click on the staff member’s name.

= 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.

SA-SAMS :

2.1. Educatg|

2. Update Educator Sujl

2.3. Staff/Public %I

2.4. Maintain TlJl

2.5. Maintain INSE]

2.6. Maintain DA ‘I

2.7. Printout of DA|

2.8. HR D}

2.9. Emis H|l

2.10. Staff Leave|

Training Attended

Select a Staff Category (+

(" Non Educator

Current Year only - Use printout
options to view previous years

Click on a staff member to view their record |BOTHA, C

ABDUL, P » | Course | Provider | Category

BOTHA, C | | S4-5AMS Curriculum trai...  Province Administration
CHETTY.C School Safety Committee  Province School Governing B.
COCKRAL, H

CORMELISSEN, M

CROUCAMP, E

FOX, S

GOVENDER, J

GRANT.E

JABULE. B .

KORDAAT, G gl |l i :
KWEPILE, N Total Training Hours: |7 Hours still required: |73

LECWIDI, W

MARAIS, V Development needs can be changed and added under

MATI, & Maintain Appraisal Records option

OBAKENGEH Development | Type | Category

OBU - DARKQ, M needs for staff

STEYN. A member as

VAN DER MERWE, N gt:fermined by

VAN DER WaLT, H

VAN STRATEN, M

Figure 24: List of INSET Training Received

“  Click on the Add New Record:

« Complete the screen as shown in Figure 25.

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

“M  Click on the Edit Record:

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

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

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

“f  Click on the Delete Record:

« 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 New Record

Edit Record

Delete Record

Done



Current Year only - Use printout Add New Record
wy & Educator " Non Educator options to view previous years

) view their record IBU TH&, C

r
Training Attended S——

Staff Member: ]BDTHA, C

Course Name: |S4-54MS Curriculum training M
Provider: |Province Delete Record
Duration: [5_ Hours
From: | =] To ]
Training funded by: ]Depanment LJ
Training Method: ]Computel Based L'

Type:  CuriculumBased (¢ School Management

Categary: =l L]

Save | Done |

Figure 25: Add / Edit Training Record

2.2.3 Maintain Development Appraisal Interview Records (Menu 2.6)
% Y  Click on Maintain Development Appraisal Interview Records (2.6) to open the screen.

Select either Educator or Non-Educator to get the required staff listing. (Figure 26).
» Click on the staff member’s name.
- Records of the individual’s appraisal are listed in the middle of the screen.

“f  Click on the Add New Record:

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

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

- 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:

« 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.

] &
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ment AndTraining W Y s, V e

~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 IMAGWAI. EM

MAGWAL EM Date of Appraisal | Person conducting | Comrments
N MATHIBELA, N

M\f’ELA'l__

Developmental Appraisal Interview Recor_

—Appraisal Interview Details

Edit Record

Staff Member: |MAGWAI, EM

Diate of Appraisal: Izm 501112 - Delete Record —

Person Conducting Appraisal:

]

-

Comments: -

Development needs:  (Selectall that apply)

Inset Training School Administration and Management Done |

Categaries I Categaries
D Curriculum Administration
D EMD D Cormputer Save
D OBE D Finance
in: Dbec@dmi [[IPolicy About | EXIT |
[2] 2 rtmal R B

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.
« Select a period or select All.

« Click on Print.

2.4 s A
Das Appraisal Report
25 M{— = =
l& % Educators " Non Educators
2.6
Select | | o | |
2.7. P Al v
Done I I

« 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.

p B . x [P
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SUMMARY OF DA APPRAISALS:

Educators

BOTHA, C Persal Number: 545454545

Date Appraised Person who conducted Appraisal Comment
Principal

Development Need
School Management SA-SAMS

Training Received

Course Name Category From Date To Date Hours
SA-SAMS Currcuken Adrzsnisty ation
trazng
School Safety Commratice School Governmg
Body

Total Training Hours:

Figure 27: Printout of Appraisal Records

“f  Select an educator from the list (Fig. 28) to complete the appraisal form.

Select the correct post level for development appraisal (Fig. 29)

Complete an appraisal form for all state appointed educators.

Click on PGP to view plan.

Click on Done to return to the main HR menu.

f

Provider

Province

Provace

2.3.5 Development Appraisal and Performance Measurement (Menu 2.18)

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.

o The scores should be completed on the same form by the educator and the DSG.

1 ‘ qBC of... Human
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School
Management
School
Managemens

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

o The strengths and recommendations for development, notes on contextual factors have to be completed.

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.
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Cunont Yem:

CLICK on an L ducotor name to seloct an | ducatos Nusber of Educators | 23 £ ducahod Generdl Detads
Name of Educalo 1D Numben Persal Nurrber [

" Change Logn Patsword
« | —_—
: Deovelopment Appessal
5 P P2
: ) e
; Padomance Mesiuremernt
3 ma 2
10 __I _J
"
| 'i Potscnat Grows PlandGP)
13
14
1% PN Chock List
16 |
17 | Soore Sheet I
19 [ || —
19
20 Pret Educaton List
Fel
2
23
| |
, z Man Merns
D56 Manber Search for Educaton n the kat .;.__....,_.,.A,ﬁl
! |
>
& 10 Nurd ~ 'f',:&"c::n xon hor
Sesrch | - |

Figure 28: IQMS Opening screen (Educator List)

[Educator [FOUCHE AM [ID Nurnber [ [Post Level |1 |  Curent Year: 2
Performance Standard 1: CREATION OF A POSITIVE LEARNING ENVIRONMENT 2
Expectation: The Educator creates a positive leaming environment that enables the leamers to participate actively and to achieve success in the leaming '
process.
Question: Does the Educator create a suitable leaming environment and climate for leaming and teaching?
Criteria: (&) Learning environment [b) Learning Process [c) Classroom management (d) Diversity
Levels of perfomance: (1) Unacceptable (2) &cceptable (3) Good (4) Dustanding Educ
= |Levels of Performance - —_—
S| |0 |E A Recommendations for | Notes on contextual
Criteria 2 E E [T_lck_lev‘els of performance for each Strengths development (e
No effort to create a learning environment, or | Prir
1 [t St | where some effort is made, the leaming
environment hinders teaching and learning.
oE > il mifp | Thereis a suitable environment where individual
E E and/or group learming can take place.
g E The Teacher is able to change the environment
=43 3 I3 13 i|to promote leaming and teaching and
=5 assessment.
Creative use of learning environment enables all
4 1[4 1|4 i|leamers to be productively engaged in individual TAB b
| and cooperative leaming. AR
| 1 @ih Eh = No leaming process is taking place. contro

2 “il2 ilo i|Leamers are engaged in appropriate activities.

The environment is stimulating and the leamers
3 1|3 LI|participate actively - though they are not yet at
discovery level.

Learners are engaged in learning by doing

4 1|4 1|4 i|processes leading to discovery. They exchange
ideas with confidence, and are creative.
Learners were not focused on the topic of the
lesson. The classroom was chaotic. Attempts at
discipline may be experienced by leamers as
humiliating.

Educator has a clear idea of the outcome of the
2 _df2 112 i|lesson. Teaching and leaming are not interrupted
unnecessarilly.

Educator clearly conveys the purpose of the
lesson and the leamners are cooperative.

Educator conyevs the intended outcome of the

(b) Leaming
Process
w
2

(c) Classroom
management

3 E[3 =3 =

Figure 29: IQMS Instrument (Development Appraisal)
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Email Address:
Telephone: No. of educators paid by Department

No IAPeuaII Surame & Initiols L":;I 1 Ié [3 I 4 [5 l srl 7 I 8 I 9 ]w[roul nm"*? Status of Educator | Dene
Perm | Temp| Sub | Sec

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 (2.16)

2.4.1 EMIS HR reports (2.9)

i

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

SA-SAMS : School Administration and Management S

2 RESOILIRCE

- 2. IMAN \
Human Resource Reports i s

Raw Data -Aggregated Data

Appointment Register i Aggregated Educator Details I

Educator Details Employment and Remuneration I

Educator Subject Specialisation

Home Language and Race I

Educator Instruction Language I

Staff Training Received

Staff Training Funded By

l
|
Staff Developmental Appraisals | |
|
I

Done 'J

Figure 31: EMIS HR reports

“@ All the reports can be accessed and printed as follows:

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.

1 ) qBC (o]




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

= Persal no = Designation = Type of appointment
- _ (Permanent/ temporary/
Appointment register for CS = Surname & Initials = Date appointed substitution), full time or
i . art time.

Educators (see Fig. 27) = Gender = Paid by p

= Persal no » Race » Home language

= Surname & Initials = Category ®» |nstructional Language
Educator Details

= Gender = Post Level

» REQV

Educator Subject Specialisation | Per subject: Related educators with:

(see Fig. 28) . vears of frainin = years of teaching
y 9 experience
Per educator: Subjects with:

= years of training

= years of teaching
experience

Staff Development Appraisals | Appraisal per
(see Fig. 25) educator:

= Date appraised , who appraised, comments
= Developmental needs

= Training received ( type & hours)

Aggregated Educator Details

Gender

* per post category
= per post level

= per REQV level

Education Instruction Language | Educators = per language of instruction

EMIS HR Reports —

Content of Report

All staff
Per Educa- = Course name = Hours
tor or Staff
member = 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




Employment and
Remuneration (see Fig. 30)

No of Staff
per category

appointed by State

appointed by SGB

No of Staff
appointed by
State

permanent : Full / part time per gender
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
Staff Catego- | " gender per race group
Home language and race ries
= gender per language group
Examples of report formats:
APPOINTMENT REGISTER:
CSEducator Appeintment Register,
BnaiNumbe Sconter [ Tipe of Appeiatment
™ |l’-& St | $G8 Permanent Temporary Sadstrene
™ Part il Pant ™
15558001 ABDUL D Eoscater 000052 :
IASAIA54Y BOTHA.C Edscmnoe w4 i
SN WHETTY.C Tauarx |
SI4I6LTY CSOCKRALH HOD 19930114
CORNELISIEN. M Edunoe ~
OLCAD.E Eaacater L Bt |
Figure 32: EMIS HR Reports: Appointment Register
NING VED
OTHA Carine
wrye Name ategary Trom Date |To Date  [Mowrs Iy
13
SAMS Carriculen Adnezi atee Provece Conpatey Based Depanmers
e
wal Safery Commstmer [School Goverteyg Body Provexce Facdenter Buad School Finds
Total Tuﬂn!llun:

Figure 33: EMIS HR Reports: Training received per staff member

&
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SUMMARY INFORMATION ON NUMBER OF STAFF:

Category State Body Total
Fall - time Part - time Fall - time Part - time Fall - time Part -t
Educators 1 n 2
Admin Staft H °
Support Staff 7 7
Hostel Stall 11 s 10
Category Permanent Temporary Substitute
Full - time Part - time Full - time Part - time Full - time Part )
M F M ¥ M F M F M F M
Educators 3 [y 1 1
Mostel Staft 1
Category Permanent Temporary Substitute
“Full - time Part - time Full - time Part - time Full - time Part
M F M F M F  remrm———— M
Ldecators 1 v 1
Admis Seatl 2
Suppert Statl . L)
Haostel Seatf <

Pre - Grade R

Gr R

Primary ( Excluding grade R)

LSEN/SE
Secondary 8 4
Total 9 7

Figure 33: EMIS HR Reports: Employment and Remuneration

s 8
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Educator

Subject: Accounting (Gr 10)
Code 12351002 Group: 0
WILSON,N.A

Formal Training Years Teaching Experience

Subjeet: Life Sciences (Gr 10)
Code 19351062 Group: 0
ABDUL, P

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

Subject: Life Sciences (Gr 12)
Code 19351084 Group: 0
ABDUL, P

Subject: Mantime Economics (Gr 10)

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

2.4.2 Attrition Statistics (2.16)

7 I
IIl Educators/ Staff Attrition are printouts of all educators/ other staff who have been archived.

Y@M To access the attrition (archived) information, click on View Attrition Register.

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

Select the period.

Click on print to display a print preview. (Fig. 36)

Click on the Printer icon to print hard copy report.

Select the report for Educators or non-teaching Staff. (Fig. 35)
Select the report for All the staff, staff Paid by the State or Paid by the SGB.

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

Staff Attrition Statistics (2.16h~

Whom

" Staff

Filter
“ All " Paidby State ¢ Paid by SGB

Period Selection
@« All " Yearly

Print |

" Paidby R3

Done |

2.11. Blank Attendance Register

_ Maintain Weekly Educator Attendance

3. Maintain Weekly Staff Attendance

. 14. View Individual Staff Absences

2.15. ¥Yiew Attendance Statistics

2.16. View Attrition Register

A e
-
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REGiSTiE O ATTRTON SRR gl e L gt

iSidiRiBiR imi s RN L LN

Staff, All Dates. EEEE«E’E&EE §'§%.§"f§.gf?3.?g

Date EPcrul.\'n ESunume ‘Initials E.\hl:ff’emlk E-c-ilil.‘_!.:z §§£f§.ﬁ%f§$$"—';

.. 20080627 10000018 VANALTENA A S SN SN O UM O SV OO U S SO Tt O 4

Figure 36: Attrition Register per Staff Member
2.4.3 Design HR List (2.19)
e D
Il | To create a list select All, Educators or Staff, select if they should be sorted alphabetically or per gender.

(Fig. 37)

e C(Click on the data fields from the column on the left to add to list. Name and save the Template for future
reference. If the list is to be viewed by others then select the share option.

e (Click on View grid to view the list. The school/ provincial logo can be added to the list for printing and export.

e Click on “Parameters” to move back to the selection screen or click on Done to exit the screen.

Design HR List (2.19) a A
[ iMax Views —
Template: I <Mews ;I Sorting: IAIphabeticaIIy LI Select Staff: I All ;I
— Field Selection
Select additional Columns [in the order required). Click to Remove [ellow = Locked).
Blank Column - - Mumber
Birth D ate B Type
Cell Phone Number Sumame
Citizenship First Name
Date Joined | Gender
Dizability 3
Email
Home Language
ID Humber
LURITS Number [
Pazsport Humber
Permit Expiry Date il <
—S5ample Header
Click on Orange Columng to change Captions. FRiesize Columng: [ Count: I L1
C o e
= E @ i
: - )
= a E 3
Template: | Save | Wiew Grid > > Dane

Figure 37: Design HR List

2.5 HR Attendance and Leave
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

2.3.7 View Attendance Statistics (2.15)

VIvVY V] VvV VYV

Summary of attendance per week, month,
Quarter, year

2.5.1 Blank Attendance Register (2.11)

Y Click on Blank Attendance
Register:

@, = Select for Print Register for Educators or Staff and click on Print (Fig. 38).

= Click on the print to display a print preview.

« Click on 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 Syste!

2. HUMAN RESOURCE MODULE
s —_

rint Blank Attgndance Registers (2.11)

.11. Blank Attendance Register

Select the month for the Register

Select Month: [ﬁ] [— aintain Weekly Educator Attenda
: Maintain Weekly Staff Attendanc
Learner Register
Select Grade: [ Include Marked Attendance Alphabetical I 4. View Individual Staff Absences
Select Class: v [ Include - NickNames " Per Gender
Leave grade blank for whole school Print Attendance Registers | s M= Alteiince Slatitics
Weekly Leamer Register By Date 2.16. View Attrition Register
Select Class: v] [~ AllClasses & Alphabetical

Select Week: v [~ Include - NickNames " Per Gender

Print Attendance Registers I \

éinenl Appraisal and Performance ¥

Educator Reaister

Print Attendance Reaister for Educators |

<< MAIN MENU

Staff Register (]
Print Attendance Register for Staff I About |
Done

Figure 38: Print Blank Attendance Register

2.52 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.

] &
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Year: [2014 ~| Temm: [Temi.2014/01/13t02m4/03/28 ~| o | & By Gender Add Leave Save |
Records |

Select a FRIDAY to mark Attendance: |2D14.-"D2.-"28 LI I MaxView  Alphabetical Done |

Remunaration [Re): 1=Paid by State. 2=Paid by SGB. 3=Paid by R3 Week Selected: I 2014/02/23
Mon Tue wed Thu Fri Sat Sun
Faeell | G| S (b ‘ Re | 24/02 | 25702 | 2602 | 27702 | 28/02 ‘ o1 ma| 02703
0 F |MATHIBELA, M 1 "
0 F |MWELA. L 1 [ a |

Check Weekly Statistics and SAVE [Statistics do not include weekends)

= Al [l F [l F
¢ Paid by State Possible Mo of Attendances: 0 10 % Attendance: | 0% | 70%
" Paid by SGB Total Mo of Attendances: 1] 7 Average Staff Mo: 1] 2z
" Paid by R3 Total Mo of Abzentees: 0 3 Mo of School Days in Week: |_5

Figure 39: Maintaining Educators Attendance per Week

“f  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. 40).

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.

[

- - " e T AR - - . - P
R f A
Leave Records for Staff and Educator Absences = Pan 2
|201 3/01/25 Complete the leave details to create a leave record for each absence
Split Staff Member Start Date | End Date Reason for Leave ‘ th_eplaced Rer
el | | | e unrrmfgileave, i
1 | 1 BOTHA Carine » Sick Leave v v
2 | 4 BOTHACsine Specialleave 4 =

p B ” S V'
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Print page continue->

Feplaced | Replacement | Document
during leave paid by Required

R —

Figure 40: 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.
« Select the following from the drop-down lists: select the Year, select the Term. (Fig. 40).
< 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”.

< 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 (Fig. 40).

Click on Done to exit to the previous screen.

] &
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Year: |2014 v| Term: |Temml-2014/01/15t0 2014/03/28 | GO | & By Gender

Add Leave |
[ Max¥iew  Alphabetical Riscords Dome |

Hemunaration [Re): 1=Paid by State. 2=Paid by SGB. 3=Both State and S5GB

Select a FRIDAY to mark Attendance: |2014/02/28 j

wieek Selected: I 2014/02/28

Persal M /F | Staff Member

Re Mon Tue Wed Thu
24702 | 25702 | 26702 | 27702

e e I

1000 F  MATHIBELA, NF

Check Weekly Statistics and SAYE [Statistics do not include weekends)

M__F M F
& All
¢ Paid by State Pogsible Mo of Attendances: I ] I 7 % dtendance:; I [iES |5?z
" Paid by 5GE Total Mo of Attendances: i] 4

(" Both State and SGE

AverageStaffNo:l 0 I 1

Mo of School Days inwWeek: I 5

Total No of Absentees: a 3

Figure 41: Staff Attendance

2.5.4 Human Resource Dashboard (2.8)

The HR Dashboard (2.8) is a summary report on the status of the educator’s attendance and leave
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

A warning message that appears if the 36 days sick leave within a cycle has expired.

“m  To access the information click on HR Dashboard.

= 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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e

&9 HR Dashboard

Done |
Date 2013/04/23
Number of Educators absent for the day 0
MNumber of Staff members absent for the day
MNumber of Educators absent for the year to date 28
MNumber of Teaching days lost due to absence 498 N
MNumber of Staff members absent for the year to date 22
Empl that have not submitted the required leave d tati
S [Name |Date of Ab |End of Ab [Type of leave
BOTHA |5 2013/04/22 2013/04/25 Family Responsibility Leave

Figure 42: Human Resources Dashboard

2.5.5 Staff Leave Summary Printout (2.10)

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

“® Click on Staff Leave Summary Printout and select the report on the following criteria (Fig. 43):
< Select for Educators or Non-educators
o thatare 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 asasummary report ( totals) or a report with Details ( per person).
= Click on the Print to display a print preview. (Fig. 44)
e 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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s A_s A Staff Leave Summary Printou_g @m_ - b.’. g ys'[

~Whom - Status
* Educators (" Non Educators & Al O Cument " Archived
2.1. :
i~ Filter
2.2 Update Educju = All (" PaidbyState (" PaidbySGE (" PaidbyR3
i~ Period Selection

2.3. Slaﬁl]l

Al " Yealy e O Weekly " Date Range
Gt Mag. Select Year: |2013 'l !
25 Mai,.t;,}. Select Quarter: |Tem? : 2013/01/10 - 2013/03/14 | i

2.6. Maintd) Report Format

& Summary " Details
2.7. Printoul

2.4 Print Done I N

2.9\

2.10. Staff Leave Summary Printout << MAIN MENU

Figure 43: Staff Leave Summary Printout Selection

LEAVE SUMMARY Educators (Current), Paid by State, Yearly

Lweers Tawy L
e e Lare e Bt Dae End O = Lok ez 2 Uany Aaogpzs Spwd )
ey Repomiiyy L
Rt O™
— ORIN A
T ' ' s

Figure 44: Example of a Staff Leave Summary Printout

2.5.6 View Individual Staff Absences (2.14)

“M  Auser can view Staff Absentee Records for individual absences for each staff member including
educators. (Fig. 45)

e Select a staff member you wish to view.
= Click on Filter by Date to view a specific period.

iii ' o Select the From date and the To date then click on GO to view.

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

< For printouts, click on Selected Staff Member to print just one staff member’s details
OR
< Click on All Staff Members to print out the absenteeism days for the whole staff.

Click on Done to exit the screen.

, # v o
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2.5.7 View Attendance Statistics (Details) (2.15)

Staff Absentees Records I z :

Select Category (¢ Educator
Click on Staff Member

Surname l Name
ABDUL Paulus

MM EOTHA Carine

CHETTY Christine
COCKRAL Hantie
CORMELISSEN Margret
CROUCAMP Elmari
FOX Stephen
GOVENDER Ayesha
GRANT Elizabeth
JABULE Bheki
KORDAAT Gabriel
KWEPILE MNomalanga
LECWIDI William
MARAIS Valarie
MATI Anele
OBAKENG Henry
0BU - DARKOD Mathew
STEYN Anriette
VaN DER MERWE Martha
VAN DER WaLT Helen
VAN STRATEN Alta
WILSON Amanda

Surname

™ View Archived Staff

|BOTHA

| Carine

Days Absent

T

Date Absent

Figure 45: Staff Absentees Records

& Show All for current year

¢ Filter by Date

From: |2013/05/02

To:

2013/05/02

GO I

Print Absentee Dates

Selected Staff Member

All Staff Members

|

Done

Staff Leave Summaries are the records of educator or staff attendance for a certain period of time.

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 (Details) (Fig. 46):

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. 47)

Click on the printer icon to print a hard copy.

Click on Done to return / exit the screen.

f

-

o
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Attendance Statistics (Details) (2.15) k%@f} Basic Education
w REPUBLIC OF SOUTH AFRICA

—wWhom

= AR £ Educators £ Staff nagement System
— Filver LE

o Al " Paid by State ¢ Paid by SGB " Paidby R3

1. Blank Attendance Hegister

— Period Selection

= Al 7 Yearly  PerTerm 7 'weekly " Date Range Wlaintain Weekly Educator Attendance

aintain Weekly Staff Attendance
Print | Done |
'k View Individual 5taff Abzences

2.5. Maintain INSET Training Records

2.15. YView Attendance Statistics [Details]

2_6. Maintain DA Interview Records

| 2.16. View Attendance Statistics [Summary)

Figure 46: Staff Attendance Statistics

NDA N S
Educators, All Dates.

Stats for the week:

Category Gender Quantity Present Absent % Present | % Absent

Educators M 4 12 0 100.00

Educators F 15 2 3 9333 667
Total 19 3 94.74 226

Seats for the week:

Category Gender Quantity Present Absent % Present | % Absent

Educators M 4 20 0 100.00

Eduocators F 15 69 6 92.00 $.00
Total 19 89 6 93.68 632

Seate for the weak: 20080001

Figure 47: View Staff Attendance Statistics

2.5.8 View Attendance Statistics (Summary) (2.16)

Staff Leave Summaries are the records of educator or staff attendance for a certain period of time.

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.
Y@ Click on View Attendance Statistics (Summary) (Fig. 46):

Select the relevant staff group. (Fig. 48)

Select according to remuneration:

o Education Departments are mainly interested in the attendance performance of the educators
paid by the State.

Select the format:
o Schools need to send a Quarterly Summary Report to the District.

Click on View Statistics for a preview of the report.




. Attendance Statistics (Summary) (2.16)

a8
[ Max View —
‘Whom: I All vl Paid By: I All ;l Format: IWEEkl-"' vl
’ 2015
B[] 2014
Please Mote:
- Statistics are bazed on the Weekly Attendance Statistics [2.12 4 2.13),
as such, weeks where the Friday fallz within the Selected Period[z] will be selected inespective of the dates of the other days of that week.
- Button "2.10. Staff Leave Surmmary Printout’, iz available only if Educator or Staff iz selected and One Peniod oy,
210 Staff Leave Summary Printout | Wiew Statiztics »x

Figure 48: Attendance Statistics (Summary)

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 Report

7
i
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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

211

Educator Information (2.1)

v v v

v o

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)

N

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 R 2

v

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




2.2.1 Maintain Training - Add training courses
Categories (2.4)
2.2.2 Maintain INSET Train- | > Development and Training
ing Records (2.5)
29 2.2.3 Maintain DA Interview |-> Development appraisal interview records
: Records (2.6)
Educator Evglgatlon > Add New Record
& all staff training . .
2.2.4 Printout of DA Inter- - DAS Appraisal Report
view Records (2.7)
2.2.5 Development Appraisal | > General development and performance
and Performance Measure- appraisal
ment (2.18)
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)

2.4.3 Design HR List (2.19)

- Design HR List templates for future use.

2.4 Staff Attendance

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) _

- 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:

- Capture educator & to quality assure data regularly:

[_6.2-) 2.1 , 63> 2.1

¢ Print blank | | ePrint populated form
registration annually for verification
form *Edit/ update details of

eCapture data all staff

from completed eUpdate subject

form specialisations & years

training

*Update teaching load

- Capture staff member & to verify data regularly:

L5-2 223 63> 2.3
e Print blank *Print populated form
registration ann.u_ally_ for
form verification
eCapture data *Edit/ update details
from completed of all staff
form

- Maintain and report on Attendance:

| Capture 2.3.3/2.3.4

tl, 243

*Print
Educator
contact list

*EMIS HR
reports

2.3,2.43,2.16

*Print Staff
contact list

*EMIS HR
reports

e Attrition
report

Reports 2.14 ,2.15, 2.8

¢ Capture absenteeism | eView Individual Absences

*Add reason and any s Attendance Statistics for Quarterly /
supporting documents weekly / annual reports

*HR Dashbord

» x 1P
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« Reports on Evaluation and Training:

24> 25226 2.7,2.16
*Setup Training Categories ¢ Printout of DA Interview
eSetup INSET Training Records Records
*Add DA Interview Records to staff *EMIS HR printout on
«|QMS (2.18) training received

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

EMIS HR Reports — Content of Report
Educators only
= Persal no = Designation = Type of appointment
N _ (Permanent/
Appointment Register for CS = Surname & Initials = Date appointed temporary/

Educators (see Fig. 27) substitution), full

= Gender = Paid by time or part time.

= Persal no = Race = Home Language

= Surname & Initials = Category = Instructional
Educator Details Language

= Gender = Post Level

» REQV
Educator Subject Specialisation | Per subject: Related educators with:
(see Fig. 28) = years of trainin " years of teaching
y 9 experience
Per educator: Subjects with:

= years of training " years of teaching

experience

= Date appraised , who appraised, comments
Staff Development Appraisals | Appraisal per |
(see Fig. 25) educator: Bata i E o

= 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

CY
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EMIS HR Reports —

Content of Report

Employment and
Remuneration (see Fig. 30)

per category

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
o category of o
Staff Training per Category funding = Course name = Method of training
= Duration hours
No of Staff = appointed by State

appointed by SGB

No of Staff
appointed by
State

permanent : Full / part time per gender
temporary: Full / part time per gender

substitute: Full / part time per gender

appointed by State per category

No of fulltime
educators = appointed by SGB per category
_ | gender per race group
Home Language and Race ﬁ;asﬁ Catego

gender per language group

Notes




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:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System:

District / Province:

Comments / Problem Details:

Send Email
Contact Person Telephone Email
Carinne van der Westhuizen 0123573832 vanderwesthuizen@dbe.gov.za
Pauline Ramphele 0123573287 ramphele.m@dbe.gov.za

Lebogang Mveke 0123573396 mveke.l@dbe.gov.za



mailto:vanderwesthuizen@dbe.gov.za
mailto:ramphele.m@dbe.gov.za
mailto:mveke.l@dbe.gov.za
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