PROVINCE OF THE EASTERN CAPE
DEPARTMENT OF EDUCATION

OPEN POST BULLETIN FOR PRINCIPALS
VOLUME 1 OF 2023

VACANT: PRINCIPAL POSTS AT SCHOOLS

DATE: 27 MARCH 2023

TEL: 040 608 4064/ 040 608 4548/4513 PRIVATE BAG X 0032
FAX: 040 608 4433 BHISHO
5605

NOTE: CLOSING DATE FOR RECEIPT OF APPLICATIONS FOR POSTS
ADVERTISED IN THE BULLETIN:

CLOSING DATE: 24 APRIL 2023

- - —

[ The Department reserves the right not to fill the advertised posts in this Bulletin. |
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EASTERHN CAFE DEPARTMENT OF EDUCATION: OPEN POST BULLETIN FOR
PRINCIPAL AT SCHOOLSE- VOLLME 1 OF 2023

IMPORTANT INFORMATION FOR ALL APPLICANTS

Applications should be made on the attached Eastern Cape Province application form
{Educator Employment Profile EDP 01 Form). Such form must be photocopied from this
bulietin. Additional copies of this application form can be obtained from any District Office.
This form combines the information in the standard application form and the standard CV

information into cne Employment Profile Form,

. Application Forms are to be accompanied by all relevant documentation. (Recommended

list)

= Completed (EDP 01) application form and a detailed CV

« Certified copy of the South African Identity Document

« Cerified copies of all academic qualifications, which must include appropriate training
as educator

» Cerified copy of membership cenificate with SACE (OR proof of application for

registration)

Requirements for a principal

A recognised three- or four-year qualification in Education, which includes professional
teacher education.

Certificate in Management and Leadership will be an advantage.

Registration with SACE as professional educator.

Good knowledge of teaching as provided for in the professional qualification.

Good management skills, Good leadership skills. Good co-curricular skills.

Good people management. skills. Good administrative skills. Good communication skills.
Good knowledge of applicable educator legislation, regulations, and policies.

7 years of actual teaching experience.

CORE DUTIES AND RESPONSIBILITIES OF THE JOB

The duties and responsibilities of the job are individual and varied, depending on the
approaches and needs of the particular school, and include, but are not limited to, the

following:

General’administrative

Te be responsible for the professional management of a public school as contemplated
in section 16A (3) of SASA, and to carry out duties which include, but are not limited to -

o The implementation of all the educational programmes and curriculum activities.

o The management of all educators and support staff,

o The management of the use of learning support material and other equipment.

o The performance of functions delegated to him of her by the HoD in terms of SASA;
The safekeeping of all school records, and the implementation of policy and
legislation. (SASA, section 16A(2)(a)(i) — (vi))

o To give proper instructions and guidelines for timetabling, admission and placement
of learners.
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o To have various kinds of school accounts and records properly kept and to make the
best use of funds for the benefit of the learners in consultation with the appropriate
structures.

o To ensure a school journal containing a record of all-important events connected with
the school is kept.

o To make regular inspections of the school to ensure that the school premises and
equipment are being used properly and that good discipline is being maintained.

o To be responsible for the hostel and all related activities including the staff and

o leamers, if one is attached to the school.

o To ensure that deparimental circulars and other information received which affect
members of the staff are brought to their attention as soon as possible and are stored
in an accessible manner.

o To handle all correspondence received at the schoaol,

Personnel

a. To provide professional leadership within the school.

b. To guide, supervise and offer professional advice on the work and performance of all
staff in the school and, where necessary, to discuss and write or countersign reports on
teaching, support, non-teaching and other staff.

c. To ensure that workloads are equitably distributed among the staff.

d. To be responsible for the development of staff training programmes, both schoolbased,
school-focused and externally directed, and to assist educators, particularly new and
inexperienced educators, in developing and achieving educational ocbjectives in
accordance with the needs of the school.

e. To participate in agreed school/educator appraisal processes in order to regularly review

their professional practice with the aim of improving teaching, leaming and management.

To ensure that all evaluation/forms of assessment conducted in the school are

g. properly and efficiently organised.

h. To assist the HoD in handling disciplinary matters pertaining to educators and support
staff employed by the HoD. (SASA, section 16A(2)(e)).

b |

Academic performance of the school (SASA, section 16A(1) (b)(i) = (W)

To prepare and submit to the HoD an annual report in respect of —

a. The academic performance of that school in relation to minimum cutcomes and standards
and procedures for assessment determined by the Minister in terms of section BA of
SASA; and the effective use of available resources.

b. The principal of a public school identified by the HoD in terms of section 58B of SASA
must annually, at the beginning of the year, prepare a plan setling out how academic
performance at the school will be improved. The academic performance improvement
plan must be - Presented to the HoD on a date determined by him/her; and Tabied at an
SGB meseting.

¢. The HoD may approve the academic performance improvement plan or retumn it to the
principal with such recommendations as may be necessary in the circumstances.

d. If the HoD approves the academic performance improvement plan the principal must, by
30 June, report to the HoD and the governing body on progress made in implementing
the plan. The HoD may extend the date on good cause shown,
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Teaching

a.

X RSN

J.

To engage in class teaching as per the workload of the relevant post level and the needs
of the schoaol.

To be a class teacher if required.

To assess and to record the attainment of learners taught.

Extra- & co-curnicular

To serve on recruitment, promotion, advisory and other committees as required.

To play an active role in promoting extra and co-curricular activities in the school and to
plan major school functions and to encourage leamers' voluntary participation in sports,
educational and cultural activities organised by community bodies.

Interaction with stakeholders

School governing body

To serve on the goveming body of the school and render all necessary assistance to

the SGB in the performance of their functions in terms of SASA.

To represent the HoD in the governing body when acting in an official capacity. (SASA,

section 16A(1)(a)).

The principal must — (SASA, section 16A(2)(b, c, d, fand (3))

1. Aftend and participate in all meetings of the governing body.

2. Provide the governing body with a report about the professional management
relating to the public school.

3. Assist the governing body in handling disciplinary matters peraining to learners;
and Inform the govemning body about policy and legislation.

4. Assist the governing body in the performance of its functions and responsibilities,
but such assistance or participation may not be in conflict with — Instructions of the
HoD; (ii) Legislation or policy; (i) An obligation that he/she has towards the HoD,
the MEC or the Minister; and (iv) Provisions of the EEA and the PAM, determined
in terms of the EEA.

5. To participate in community activities in connection with educational matters and

community building.

Communication

1.

2,

To co-operate with members of the school staff and the school governing body in
maintaining an efficient and smoath running school.

To liaise with the circuit/regional office, supplies section, personnel section, finance
section, efc. concerning administration, staffing, accounting, purchase of equipment,
research and updating of statistics in respect of educators and learners.

To liaise with relevant structures regarding school curricula and curriculum
development.

To meet parents concerning learmers’ progress and conduct.

To co-cperate with the school governing body with regard to all aspects as specified in
SASA.

To liaise with other relevant government departments, eg. Department of Health, Public
Works, elc., as required.

To co-operate with universities, colleges and other agencies in relation to learners’
records and performance as well as INSET and management development
programmaes.

To participate in departmental and professional committees, seminars and courses in
order to contribute to andlor update professional views/standards.
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9. To maintain contacts with sports, social, cultural and community organisations.
0. Forms without all the relevant documentation will be discarded.

E. Separate application forms should be completed for EACH POST. Each form must be
accompanied by the required documentation. Completed forms which are photocopied will
not be accepted.

F. Where there is misrepresentation of facts, or any other deviations from these procedures,
regulations, or collective agreements, the Department reserves the right not to fill the post

or posts affected.
G. The post, post number and the name of the educational institution for which an application

is made should be clearly stated.

H.NO LATE APPLICATIONS WILL BE ACCEPTED.

|. Successful candidates are only to assume duly on receipt of an official letter of
appointment signed by the relevant delegated authority.

J. All applications must be directed to the relevant District Offices only.

K. The Eastern Cape Department of Education is an affirmative action employer.

L. The Department reserves the right not to make appointment(s) to the advertised postis) in
this Bulletin. Employment Equity grid must be upheld by SGB's.

M.POST NOT FILLED BY 01 JULY 2023 WILL BE RE-ADVERTISED IN THE NEXT
BULLETIN.

N. Kindly note that all appointees on this bulletin will be subjected to the process of vetting
and costs will be borne by the employer.

NB. You can regard your application as unsuccessful if you have not heard from the
Department within three months of the closing date.

Only shortlisted candidates will be contacted. Shortlisted candidates will be expected to pay for
their own travelling costs.

nankosivazi.sipahlanga@edu acprov. gov.za

Page Sof 12



EASTERN CAPE DEPARTMENT OF EDUCATION: OFEN POST BULLETIN FOR
PHRIRCIPAL AT SCHOOLS- VOLUME 1 OF 2023

2. SUMMARY OF POSTS

GETHIEY I RO OF PRINCIPALS |
e Mo East (Mbizana) 18
Al Heo Weat [VE Froce, Mahs) a0
Amathaie East [Butierworih, Dutpwa) 35
Amathaie Wesl {Forl Beaubor) [
" Dumak City Musicipaity (RAVTBCM) W
T Chiis Mal EaskNgoot, Govaba) 7
T Gheis Hael Wesoueenioan, Lady Frene) T
[ Joe Gaati|Sterapn, N Fletcher) T
MM (PE. Liienhage) I
R Tambo inland{NEhatha, Qumibas) B1
Tt Tamba Goastal [Lbode, Luskisk) T
Garah (laartman | Granamalon, Gras- Reio) 12
Grand Tasal EFi

2. SALARY NOTCH PER SCHOOL GRADING

e SALARY NOTCH
P1 R364 599
P2 R434 118
P R519 270
P4 R58T 150
P5 R732 633

2, ENQUIRIES should be directed to the relevant District Office. Contact
details are provided below.

% Please see atltached management plan and posts advertised.

Fhsor=_ AT mphcH 28723

MR. M QWASE DATE
ACTING HEAD OF DEPARTMENT

EDUCATION
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MANAGEMENT PLAN FOR FILLING OF PRINCIPALS - BULLETIN VOLUME 1 OF 2023

NO [ ACTION RESPONSIBILITY DATE

1 Release date of Bulletins to District | HRA- Head Office 28 March 2023
Oiffice

2 Cloging date of bulletine Diistrict HRLA 24 | 2023

3 Developing of Project Plan Circuit Manager 26 April 2023

4 Final date of masterlisting District HR Officials 2-5 May 2023
applications submitted by DO

5 Final date of workshopping with Cireuit mangers with the 8-12 May 2023
SGBs with HRA at schools on assistance from HRA to
advertised posts ensure compliance of

documnentation

6 Final date of releasing applications | Circuit Managers (Circuit | 8-12 May 2023

to schools Managers to ensure that
| o applications are collected)

7 Final date for shortlisting, SGB's and Circuit 15-19 May 2023
interviewing and ratification Managers
processes at schools

8 Final date for submitting of SGB's 31 May 2023
recommendations to the District
Office

9 Final date for District to validate District HRAZP 02 June 2023
recemmendations

10 | Final date of submitting Deputy Directors HRASP | 09 June 2023
recommendation to appointing District Director
Authority (Head Office) Cluster Chief Directors

11 Final date of approval of HOD 15 June 2023
appointment by Appainting Autherity

12 | Final date of issuing letters of HRA DISTRICTS 23 June 2023
appointment

13 | Successful candidate assumes Appointees 01 July 2023
duties
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k74

EASTERN CAPE DEPARTMENT OF EDUCATION
EDUCATOR EMPLOYMENT PROFILE FORM (EDH 01 Fare)

Insirecrions: 1. This form combines the information in dse sandard applicaton fonm and the standard CY informarion into one
Employment Profile Fomm.
L PMace an X in blocks where applicalde.

SECTION A: POST PARTICULARS
I POST MUMBER | | | | | | [ 1
£ NAME OF [INSTITUTION ADISTRICT |
4. POST DESCRIFITON 5 POST LEVEL |
(SECTION I PERSOMNAL PARTIGULARS OF APPLICANT
il | FURNAME EL NAMIE
1 FRASAL Ak i ?L
L.
Ha.
i FATIOMALTTT W BIARITAL
STATUS
IL GENDER F | M | DEABILITY L ] = ALV
Ealinl
H e TR e
OIRTAILE
T
[
[ E-MAIL A%
[
[ SECTIDN ; COMPEIEMGIES
16 LAMGUAGE Simre whether "Establishied (Ea) ® or “Developing{Dev)” or “Not Establisked™ (NE}
PROFIEMCY TEEIXIIO5A ERNGLIEIN ENTEULL EATEIRAAMS [ YT T T
STEAK
HEALD
WRITE
. FORMAL QUALIFICATIONE
| (Copies o be attached o this applicationg
TYPE OF
IMETITUTRESN EXEMFTION VRAR DURATION | EXARANG LUTHORITY EX-DTFARTMENT
UTALIFICATION L YRS/ ORTAINED 4
7L MATHICS
ST )
GRADE 12
ACADEMIC GUALIFICATION | TEAR | IFURATION | BFECIALICATION
EETITLTION COHTHINED SUNJECTS A REAFIELTE
17.2, P MAL
eg. FTIY, HDE;
FOESACE: BEJ
174 | ACATNEMIC
DEGREE c.g. BA;
BComm
SEMID TEAR
A R!ﬂ-ﬂ:ﬂl'-l ACADSOIC GUALIFICATRY OETAINERF | DURATIHY | EESEARCH TOPFIC
PETITUTION
DEGREE eg.
MEd; MPhi, DEdJ
174 | OTHER FORMAL | AMATEMIE TQUALIFRATION | WIAR DURATION | AWREA O SPIOCIALISATION |
DIPLORMAS TMETTTLITRON OETAINED
Skt and more)
e
HEM; LABOUR
LAWY
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COURSES

[IRETITU TN
SERVICE
FROVIDER

aF
COLRER

ORTAINGD

TUEATION | AREAGE THAINENG

{ ateach

geriflicaie whone

availahlc)

HIGHEST MQF LEVEL (shon courses and certificates) l

0. | SECTION I GEMERIC SRILLS [Evidence of these skills may be remed n the lesernevmgy Proccs)
[Mark appeopiiane bos with s X) eablished [Esi) Developing [Dev Mot Yen Esmblisbed {NYE)
L COMPUTER LITERACY
.2 COMMUNICATION
03 | BEPORT WRITING
4 BASIC PROJECT MAMNAGEMERNT
5. LEADY P
206, BASIC FINAMCILAL
MANAGEMENT
207, HUMAN RELA NS
3.8, INMOVATION AMD CREATIVITY
H, or :
.00, | OTHER:
. | EMPLOYMENT HISTORY
FOST [NETITUTION |  PREOVENCE | SUNJECT /5 TAUGHT FUNCTIGNRS
i LEVEL
ZLL CURRENT POST
ILE | PREVIOUS POSTS I
EDMCATION
212 | OTHER WORKING EMPLOYER MATURE OF WORK DURATION
EXPERIENCE
0.3,
d 08
K]
A
. TOTAL YEARS OF EXPERIEMCE 1M TOTAL WORKING YEARS
EDUCATION
1, CURRICULAR ACTIVITIES
3.1 SPORTE e achlctcs, netball
1] 4
32 | M I LUMENT
e plans, Mee (s
Enitrunsent i)
3. (Muark appropriabe box with an X)
DRARA CHOIR
ART DRUM MAJORETTES
DEBATING OTHER {sase stherj:
CHESS ER {statc ather)c
24 PROFESSIONAL ACTIVITIES | lﬁi.lduumrunimiﬂmhudﬂbu.td}mq
ORGANISATION  BODY HELD | state provimial ‘national) DUBATION OF OFFICE
241
.2
4.3
FTEN
254
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POSITION H

SOCIAL RESPONSIBILTY ROLE { eg. conmunicy based sctivines; SRC chairperson)

RESFONSIBILITIES

FERSONAL QUALITY THAITS { Le. your strengtha)

OTHER BEELEVANT INPORMATION (e g. swards; acholarships; study toun)

MFWEHEEPMEEM mﬁ'w restrictians MAY be pliced oo your

promaotion) |

Have you ever been

comvicred of mdsconduet®

NO I3, | Have you ever taken early
retirement dus o ill health?

YES ND
YES | MO

o o PR B el

Hawe you ever heen

MO 34, | Have you opted for a Veluntary
Leveramce Package (W5SF)

Explamation:..... PP sk i s . o e o e 0 el 5 i e o e B

3. | REFEREMNCES

MNAME

COMNTACT DETAILS

3l
300

ML
33
TDECLARATION

I declare thar the ahove informacion fs tnee and corect. | underseand thar any fakie o incormee stalemuenl can consdifus mitrspericntation ol
conld render me liable mhedhnﬁﬂdunlmauuﬂ!mmI&M-Eﬂﬁﬂmumm-m-mwﬁmml
certificarcs and therefore are regarded as authentic.

SIGMATURE OF APPLICANT
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ADDRESSES OF DISTRICT OFFICES:

Forward all applications to the District Director of the respective District as listed below
(no application forms submitted to schools will be accepted. All applicants must

submit at District Offices)

Alfred Mzo East
District Director
Tel: 039 - 2510975
Address: P/B X 504

Alfred Nzo West
District Director
Tel: 039 - 2560111
Sddress: PIB X 9003

1

Amathole East

District Director

Tel: 047- 4910647 [ 48 / 40
Address: P/B X 3018

Tel: 045- 5451179
Address: P/B X 2041

Teb 043-T0B5229
Address: F/B X 9047

Bizana 4800 Matatiele 4730 Butterworth 4560
Amathole West Buffalo City Metro; Chris Hani East
District Director District Director District Director

Ted 047-5481007 199
Address: PIB X 214

Tel; 045 — BEEE500
Addrass: PB X 7053

Tel: 051- 6110052 § 63420089
Address: PB X 5026

Fort Beaufort 5720 East London 5200 Engcobo 5050
Chriz Hani West Joe Owabi Melson Mandela Bay
District Director Dsitrict Director District Director

Tel: 041- 4034402 [ 434
Address: P/B X 3915

District Director

Tel: 047- 5024268 / 200
Address: P/B X 5003
Mthatha 5100

Tel: 030 - 2536620
Address: P/B X 1010
Lusikisiki 4820

Clueansiown 5320 Sterkspruit 9762 Marth End
S I Part Elizabeth 6056
OR Tambo Inland OFR Tambo Coastal Sarah Baariman
District Director District Director

Tel: (49- BOT2202
Address: P/B X T26
Graaff-Rainat G280
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