


What should you do when you are ap-
pointed at a public educa�on ins�tu�on
as an educator or public service official
for the first �me?

Step 1: Appointment le�er

The school at which you are appointed receives
your appointment le�er from the district office
and the school Principal forwards the le�er to
you.

Step 2: Acceptance of appointment 
le�er 

If you accept the appointment, you must com-
pile a le�er of acceptance of the appointment
indica�ng the date that you will assume duty at
the school and submit it to the school.

Step 3:   Complete forms 

When you arrive at the school on the date of
assump�on of duty, you must complete and sign
the following forms:

• Educator Informa�on Form (educators
only).

• Assump�on of Duty Form
Ensure that the Principal also signs the
Assump�on of Duty Form.

• Banking Form
Ensure that the financial ins�tu�on stamps
the Banking Form.

Step 4:   Create personal file 

The school administrator creates a new personal
file for you to file copies of the Acceptance of 



First-�me Appointment

Appointment le�er, Assump�on of Duty Form and
a Banking Form in the personal file.

Copies of other relevant forms that you will
complete in future will be filed in this personal file.



Contact Details

Department of
Basic Educa�on

222 Struben Street
Pretoria

Tel: (012) 357 3000  

Eastern Cape
Steve Mukile Twete 

Complex
Zone 6

Zwelitsha
Central Bisho 

5605
Tel: (040) 608 4202/3

Free State 
Provincial Government

Building
55 Elizabeth Street

16th Floor, Room 1606
Bloemfontein

9300
Tel: (051) 404 8411

Kwazulu-Natal
228 Pieter Maritz Street,

3rd Floor
Pietermaritzburg

3200
Tel: (033) 355 2414

Limpopo Province
Voorwaarts (CESA1)
C/o 133 Biccard and 
24 Excelcior Street

Room CESA1
Polokwane

0700
Tel: (015) 297 0013

Mpumalanga 
Extension 5 

Riverside Park 
Government Boulevard

Nelspruit 
1200

Tel: (013) 766 5555

Northern Cape 
Perseverance Building

156 Barclay Road
Homestead
Kimberley

8300
Tel: (053) 830 7160

Gauteng 
African Life Building/

Arcade  
Room 1001

111 Commissioner Str.
Johannesburg

2000
Tel: (011) 355 0909                   

North West
2nd Floor, East Wing,

Garana Building,
James Moroka Drive,

Mmabatho
2735

Tel: (018) 387 3700/48

Western Cape
23rd Floor

Golden Acre 
Adderley Street

Cape Town 
8000

Tel: (021) 467 2523/6


