- n&s " Province of the

“ §( EASTERN CAPE

Iphonds leMpuma Kapa isebe leMiundo
Frovmsia van gie Cos Kaap Departmenl van Onderwys
Porafensie vYa kapa Botjahabeta: L efapha la Thutc

EDUCATION

OFFICE OF THE CHIEF DIRECTOR HRM&D

Steve Vukile Tshwete Complex, Zone 6 Zwelitsha, 5608, Private Bag X0032, Bhisho, 5605 REPUBLIC OF SOUTH AFRICA:
Enquiries: N MATIKA . Tel: 0406084743 Fax :040 608 4690. Email: nfandazo.matika@ecdoe.gov.za
Website: www.eceducation.qov.za

1. TO : DISTRICT DIRECTORS
CIRCUIT MANAGERS
SCHOOL PRINCIPALS
THERAPISTS & PYSCHOLOGISTS( SCHOOL -BASED)
QMS COORDINATORS

FROM : DIRECTOR HUMAN RESOURCE DEVELOPMENT(A)

SUBJECT :REMINDER ON SUBMISSION OF ANNUAL APPRAISALS FOR
2024

DATE : 11 NOVEMBER 2024

Quality Management System is a performance management tool designed to evaluate
performance levels of individual educators to achieve high levels of performance.

QMS Cycle begins with signing of Workplans by SMT members in February, all Educators
conduct self-appraisals, Lesson Observations, Post Appraisals for Mid-year evaluations
between April and June and Annual Appraisal are conducted between October and

December.

It is now towards the end of 2024 QMS cycle, annual appraisal process should have
commenced from 15t October 2024 and should be finalised by 13" December 2024.

During this period, Principals and Circuit Managers as validators in the QMS Process must
ensure that all other processes as outlined in bullet No 2 have been finalised before
submission of Annual appraisals for 2024.

On submission, it should be noted that only original documents (completed excel
scoresheets and summative of scores) signed off by school Principal or Circuit Manager will
be accepted. No hand written documents.

For validation, all documents must be submitted to the QMS Coordinator's office and a
submission form (obtainable in the QMS Office) must be filled and signed off.
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7. Summarised development needs should be reflected on summary annexure E1.

8. To ensure that correct documents are submitted, there should be adherence to the checklist
attached as Annexure A1, It must submitted together with the QMS documents.

9. All Schools are required to submit Annual Appraisal documents before the 13 December
2024.
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