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SESSION 2
CTT TRAINING OF PROVINCIAL TRAINING TEAMS ON THE 
QUALITY MANAGEMENT SYSTEM (QMS)  




24-25 January 2023 

ELRC Collective Agreement Number 2 of 2022





‹#›


SESSION 2 - PROGRAMME


		ITEM		TIME		FACILITATORS

		1.  Purpose of training and focus of Session 2 		2 hours		Core Training Team (CTT)

		Generic Job– Job Description : School-based Education Therapist, Counsellor and Psychologist and Chief Education Therapist, Counsellor and Psychologist 				

		3. The Work Plan – Chief Education Therapist/ Counsellor/ Psychologist 				

		4. QMS Appraisal Instruments 				

		5. QMS Documentation for completion and submission 				

		6. Comments ,  questions , discussion 				

		7.  Vote of thanks and Closure 				







‹#›

1. PURPOSE OF TRAINING AND FOCUS OF SESSION 2





‹#›

To orientate school-based Education Education Therapists /Counsellors/ Psychologists to implement the Quality Management System (QMS) as informed by ELRC Collective Agreement 2 of 2022. 

Session 2 will focus on mediation of the workplan and instruments for the Chief  Education Therapists/ Counsellors / Psychologists and the QMS documentation to be completed and submitted. 













PURPOSE OF THE TRAINING
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‹#›

2. GENERIC JOB DESCRIPTION 





‹#›

GENERIC JOB DESCRIPTION 

Main purpose of the job: To render direct, indirect and consultative therapeutic and educational support in an inclusive context, within a Public Special School/ Resource Centre and/ or Outreach clinic for Public Ordinary schools. 



Please note: These job descriptions serve as the minimum requirements. PEDs may extend the key activities and competencies as per scope of practice and ethics. 



The  5 KEY RESPONSIBILITY AREAS  apply to BOTH School –based Education Therapists / Counsellors/ Psychologists and Chief Education Therapists / Counsellors/ Psychologists.  KEY RESPONSIBILITY  6  applies to Chief Education Therapists / Counsellors/ Psychologists. 



The differentiation in the scope of work is  therefore articulated in their respective Key Activities per KRA (and correlation with the  respective PERFORMANCE STANDARDS on the  QMS appraisal instrument that apply to each. 

                                          ELRC Collective Agreement Number 2 of 2022 ( Annexure A9 page 53).
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‹#›

GENERIC JOB DESCRIPTION(Cont) 

6 KEY RESULTS AREAS 

Assess the learner’s level of functioning to identify barriers to learning based on the therapist / counsellor / psychologist’s scope of practice

Provide intervention (direct and indirect therapy/ counselling) relating to barriers to learning.

Engage in therapeutic / counselling capacity building programmes and skills sharing on related therapy / counselling matters

Manage therapy / counselling support materials and equipment

Participate in inter- and intra-sectoral networks and collaborations

Management and Administration 



(KRA 6 is applicable to School-Based Chief Education Therapist / Counsellor)







‹#›

3. THE WORK PLAN 

CHIEF EDUCATION THERAPIST / COUNSELLOR





‹#›

3.1 COMPLETION OF A WORK PLAN


The Chief Education Therapist / Counsellor is required to complete and sign a work-plan at the beginning of an evaluation cycle. 

The workplan is developed for Performance Standard 6 only.







ELRC Collective Agreement Number 2 of 2022 (page 11)





‹#›

ELRC Collective Agreement Number 2 of 2020 (page 39)

3.2. Chief Education Therapist / Counsellor– Work Plan Template







‹#›


 3.3  Work Plan Templates for Chief Education 
Therapist / Counsellor 


		THE WORK PLAN HAS THE FOLLOWING COMPONENTS:		

		Performance standards		These are applicable performance standards as reflected in the QMS instrument.

		Key activities		Activities to be agreed to in terms of applicable job descriptions.

		Targets		Targets (Goals) to be set for improvement within an appraisal cycle. Should be SMART.

		Time-frame		Period within which the targets and outputs are to be achieved. 

		Performance indicators		Measures of success to be observed for achieving specific targets. Should be neutral.

		Contextual factors
		Unique/specific circumstances to be taken into account that have the potential to impact on the employee’s ability to achieve outputs and targets.



ELRC Collective Agreement Number 2 of 2022 (pages 11)





‹#›


3.4 Developing a SMART TARGET


		Specific		The TARGET is focused 

		Measurable		An appropriate measure (quantitative/ qualitative) is selected to assess the TARGET 

		Appropriate		The TARGET is within the Chief Education Therapist / Counsellor’s control to effect change 

		Realistic		The TARGET is for the Chief Education Therapist / Counsellor and/or school 

		Time-bound		The TARGET is measured within a single school year 







‹#›

3.5 Guidelines on developing a Work Plan

		STEP		ACTION

		1		State the PERFORMANCE STANDARD

		2		State the CRITERIA

		3		Identify a DESCRIPTOR

		4		Develop a TARGET that is quantifiable and time-bound

		5		Indicate TIMELINES

		6		Develop a PERFORMANCE INDICATOR

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity during the development of workplan in January.







‹#›

3.6 Work Plan Example : Chief Education 
Therapist / Counsellor 

				ACTION		EXAMPLE

		1		State the PERFORMANCE STANDARD		Management of therapy / counselling programmes (PS 6)

		2		State the CRITERIA		Providing leadership, mentoring, support and development (Criterion 1)

		3		Identify a DESCRIPTOR		g) Organises workshops and training sessions

		4		Develop a TARGET that is quantifiable and time-bound		Two workshops per quarter undertaken for Occupational Therapists

		5		Indicate TIMELINES		Term 1 to Term 3

		6		Develop a PERFORMANCE INDICATOR		Number of workshops conducted for Occupational Therapists

		7		State any CONTEXTUAL FACTOR/S relevant to this particular activity.		If any







‹#›


3.7. Work Plan Template / Example : 
Chief Education 
Therapist / Counsellor (cont.)










‹#›

4. QMS APPRAISAL INSTRUMENTS 







‹#›


4.1 QMS Appraisal Instrument for
Chief Education Therapist / Counsellor


ELRC Collective Agreement Number 2 of 2022 (pages 40-46)

Appraisal Instrument









‹#›



5. QMS  TEMPLATES / DOCUMENTATION FOR COMPLETION AND SUBMISSION



ELRC Collective Agreement Number 2 of 2022 (pages 48-57)





‹#›
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5.1. Annexure A6 Summative Scores 







‹#›
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COMPOSITE SCORESHEET TEMPLATE 
EDUCATION THERAPIST / COUNSELLOR AND CHIEF EDUCATION THERAPIST / COUNSELLOR









‹#›

SUMMATIVE SCORES FOR SCHOOL







‹#›



5.2. Annexure A7 Therapy/ Counselling Observation Instrument  







‹#›
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THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT















‹#›



5.3. Annexure A8 

Declaration of Confidentiality   







‹#›
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DECLARATION OF CONFIDENTIALITY AND CONSENT











‹#›



5.4. Annexure A9

Generic Job description: School-based Education Therapists/ Counsellors/ Psychologists  

AND  

Chief Education Therapists/ Counsellors    







‹#›
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GENERIC JOB DESCRIPTION











‹#›

QMS TEMPLATES/ANNEXURES

28

		Annexure No.		Template/Annexure		Excel Format		Word Format

		A1		QMS Appraisal Instrument for 
Education Therapist / Counsellor / Psychologist		 		 

		A2		QMS Composite Score Sheet for Education Therapist, Counsellor and Psychologist 		 		 

		A3		QMS Work-plan for Education Therapist, Counsellor And Psychologist 		 		 

		A4		QMS Appraisal Instrument
Chief Education Therapist / Counsellor 		 		 

		A5		QMS Composite Score Sheet: Chief Education Therapist / Counsellor 		 		 

		A6		QMS Summative Scores For Therapists, Counsellors, and Psychologists Summative scores for school		 		 

		A7		Session Observation Instrument		 		 

		A8		Declaration Of Confidentiality And Consent		X		 

		A9		Generic Job Description		X		 







‹#›



6. QUESTIONS, COMMENTS, DISCUSSION 







‹#›
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NEXT STEPS 







‹#›
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NEXT STEPS 

Enable access to Collective Agreement No. 2 of 2022 and resources to all Education Therapists / Counsellors / Psychologists including all supervisors (School & Office Based)



Training to be finalised by 15 February 2023 by PEDs / PTT.



Monitoring of QMS Training by CTT members









‹#›

6.2 NO. OF  OFFICE-BASED EDUCATION THERAPISTS, COUNSELLORS AND PSYCHOLOGISTS

		Province		No. of  office-based Education Therapists / Counsellors / Psychologists

		Eastern Cape		22

		Free State		32

		Gauteng		77

		KwaZulu-Natal		35

		Limpopo		28

		Mpumalanga		1

		North West		11

		Northern Cape		18

		Western Cape		111

		TOTAL		335







‹#›

6.1 NO. OF  SCHOOL-BASED EDUCATION THERAPISTS, COUNSELLORS AND PSYCHOLOGISTS

		Province		No. of  Education Therapists		No. of  Chief Education Therapists		Total

		Eastern Cape		41		0		41

		Free State		61		6		67

		Gauteng		470		0		470

		KwaZulu-Natal		147		12		159

		Limpopo		0		0		0

		Mpumalanga		27		13		40

		North West		9		1		10

		Northern Cape		0		3		3

		Western Cape		267		5		272

		TOTAL		1022		40		1062







‹#›

Thank YOU 

END OF SESSION 2 
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‹#›
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QMS WORK-PLAN (Chief Education Therapist / Counsellor): Year …………….                         		Annexure A3


			NAME


			


			SCHOOL


			





			PERIOD


			


			DESIGNATION


			





			PERSAL NO


			


			DESIGNATION


			














			PERFORMANCE STANDARD


			KEY ACTIVITIES


			TARGETS


			TIME- FRAME


			PERFORMANCE INDICATORS


			CONTEXTUAL FACTORS





			6. Management of therapy / counselling programmes


			Criterion 1: Providing leadership, mentoring, support and development.


			Choose an item.			


			Choose an item.			


			





			


			Criterion 2: Administration of resources and records


			Choose an item.			


			Choose an item.			


			





			


			Criterion 3: Decision-making and accountability.


			Choose an item.			


			Choose an item.			


			





			


			Criterion 4: Policy development and implementation


			Choose an item.			


			Choose an item.			


			














AGREED (Signatures):





			


			CHIEF EDUCATION THERAPIST / COUNSELLOR


			SUPERVISOR





			Name


			


			





			Designation


			


			





			Signature


			


			





			Date


			


			











			











School Stamp
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A3-QMS  WorkPlan




Microsoft_Excel_Worksheet.xlsx

Cover Sheet-CETC


			QMS WORK PLAN AND APPRAISAL INSTRUMENTS FOR CHIEF EDUCATION THERAPISTS AND COUNSELLORS





			1			Introduction


			1.1			The appraisal of the Chief Education Therapist / Counsellor must be conducted twice during the year, using the approved instrument provided in this section.


			1.2			The two appraisals are conducted as follows:
○ Mid-Year, and
○ Annual 


			2			QMS Workplan and instrument


			2.1			The QMS work plan (Annexure A 3) and QMS instrument (Annexure A 4) must be   completed for each Chief Education Therapist / Counsellor.


			2.2			The QMS work plan and instrument should also be used for purposes of self- appraisal, the Mid-Year Appraisal and Annual Appraisal. 


			2.3			All Chief Education Therapists / Counsellors are required to complete a work plan at the beginning of each evaluation cycle.


			2.4			A Chief Education Therapist / Counsellor is evaluated on 6 Performance Standards;


			2.5			The Performance Standards in the instrument form the core elements of the job description for the Chief Education Therapist / Counsellor.


			2.6			The criteria form the key deliverables for each Performance Standard.


			2.7			The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.


			2.8			A rating that is less than the desired outcome will be influenced by the following factors:


						•	There is no or insufficient evidence of a particular desired activity;


						•	The desired activity is infrequent;


						•	The desired activity is frequent but of poorer quality than desired;


						•	The desired activity is infrequent and of poor quality; and


						•	The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude


			3			PERFORMANCE STANDARDS


			Table 1 below shows the 6 Performance Standards, the criteria and the desired outcome for the Chief Education Therapist / Counsellor


			TABLE 2: PERFORMANCE STANDARDS, CRITERIA AND DESIRED OUTCOMES FOR PL 2 EDUCATORS (HODs)


			No.			Performance Standard			Criteria						The desired outcome


			1			Creation of a positive therapeutic / counselling environment			1) Therapeutic / counselling environment 						The use of a therapeutic / counselling environment enables learners to be productively engaged in individual and cooperative therapeutic / counselling experiences.


									2) Management of therapeutic / counselling environment						Time and available resources are managed to create an optimal therapeutic / counselling environment in which learners can achieve individualized therapy / counselling goals.


			2			Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.			1) Knowledge of  field of practice						Applies, integrates and aligns scope of practice as determined by the HPCSA with CAPS, SIAS, White Paper 6 and other relevant policies (e.g. Action Step Model, Guidelines for Inclusive Schools/Full Service Schools, Guidelines for Special Schools as Resource Centers)


									2)  Therapy / Counselling Planning 						Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


									3) Management of therapy / counselling sessions						Therapy / counselling session in accordance with therapy / counselling goals:
•	activities are graded; and 
•	time management is evident


									4) Record keeping						Records are meticulously maintained and stored to: 
• provide information on the intervention plan
• interventions and therapy / counselling progress 
• maintain ethics and confidentiality


			3			Learner assessment, progress and development 			1) Feedback to learners and stakeholders						Provides appropriate feedback to relevant stakeholders using a variety of strategies. 
Feedback is provided regularly and appropriately recorded.
Uses therapeutic / counselling methods that instill confidence in learners to achieve intended therapeutic / counselling goals/outcomes. 


									2) Knowledge and application of assessment techniques and resources						Knows and uses a range of assessment techniques and resources creatively.  
Continues to optimize learner progress and development.


									3) Learner progress and development 						Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.
Notes on learner progress are up to date and progress is noted on every therapy / counselling session
Progress notes are kept safe in learner files.


			4			Professional Development and Conduct			1) Participation in Continuous professional development						Participates fully and takes a role in initiating and delivering professional development activities.


									2) Professional Conduct						Conduct is ethical and professional and truly displays the purpose and intent of the HPCSA / SACE code of professional ethics. 


			5				Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular			1) Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.
Engages in outreach programmes and collaboration within the school and across surrounding schools. 


			6				Management of therapy / counselling programmes			1) Providing leadership, mentoring, support and development. 						•	Regular communication/discussions to provide clear, valuable, guidance, support and constructive feedback to therapists.


									2) Administration of resources and records 						•	Efficient utilization and updating of resources. 
•	Furniture and equipment are in good condition and well-maintained.
•	Policy for furniture and equipment is implemented. 
•	Register for assets are well maintained.


									3) Decision-making and accountability. 						•	Decisions are often proactive rather than reactive. 
•	Consults and accepts total responsibility for all decisions even if they are proved to be wrong. 
•	Arrives at decisions creatively.


									4) Policy development and implementation 						•	Policies are developed through wide consultation and according to the needs of the school. 
•	Implementation of internal and external policies, is consistent and supports therapeutic interventions. 


			4. Rating Scale, Descriptor, scores and percentages:


			4.1 Chief Education Therapist / Counsellor 


			      •A 4-point rating scale is used when completing the instrument.


			RATING			DESCRIPTOR												Chief Education Therapist / Counsellor SCORE
(Maximum Score = 220)						     PERCENTAGE


			1			Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0 – 109						0% - 49%


			2			Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												110 – 153						50% - 69%


			3			Good: Performance meets expectations, but some areas are still in need of development and support												154 – 186						70% - 84%


			4			Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.												187 – 220						85% - 100%








Appraisal Instrument -CETC


															Annexure A4


			QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
CHIEF EDUCATION THERAPIST / COUNSELLOR 


			(To be completed twice during the school year – June and November)





			Section A: PERSONAL PARTICULARS AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname									First names 


			Designation									Persal number


			Highest Qualification									Specialization in field of work


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname									First names 


			Designation									Persal number





			3. SCHOOL





			Name of school									Province


			Circuit/district									Principal’s name


			Telephone									Cell No





			4. BRIEF JOB DESCRIPTION (Specialisation / /Key areas of responsibility, etc.)





			Therapeutic / counselling and assessment responsibilities						Extra-mural activities			Management and Administrative duties			Other: (Please specify)








			SECTION B: APPRAISAL


			Educator to be rated by selecting or entering a value between 1-4  for each descriptor


			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT





			Criterion 1: Therapeutic / counselling and learning environment									Mid-Year			Annual


			a.			Seating arrangement provides for optimum development of learners 


			b.			Therapeutic / counselling environment is tidy and clean


			c. 			Therapeutic / counselling support material(s) is available and used appropriately.


			Sub-total												0





			Criterion 2: Management of therapeutic / counselling environment									Mid-Year			Annual


			a.			Is punctual and organized in the therapeutic / counselling environment


			b.			Ensures that learners are punctual and settled down 


			c. 			Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING





			Criterion 1: Knowledge of field of practice									Mid-Year			Annual


			a.			Has adequate therapeutic / counselling knowledge and uses it effectively.


			b.			Sets appropriate tasks for learners to enable development.


			c. 			Uses a variety of examples and resources to facilitate development.


			Sub-total												0





			Criterion 2: Therapy / Counselling Planning									Mid-Year			Annual


			a.			Therapy / counselling session is logical, coherent and meaningful to learners


			b.			Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


			c. 			Time is well-managed during the therapeutic / counselling session


			d..			Encourages involvement of learners.


			e.			Responds appropriately to learner questions and inputs


			Sub-total												0





			Criterion 3: Management of therapy / counselling sessions									Mid-Year			Annual


			a.			The therapy / counselling session is in accordance with the identified therapy / counselling goals.


			b.			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 


			Sub-total												0





			Criterion 4: Record keeping									Mid-Year			Annual


			a.			Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality


			b.			Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT





			Criterion 1: Feedback to learners and stakeholders									Mid-Year			Annual


			a.			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes


			b.			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			c. 			Feedback is provided regularly and appropriately recorded.


			Sub-total												0





			Criterion 2: Knowledge and application of assessment techniques and resources									Mid-Year			Annual


			a.			Knows and uses a range of assessment instrument techniques and resources creatively


			b.			Analyses assessment findings in a manner that enhances learner progress and development.


			Sub-total												0





			Criterion 3: Learner progress and development									Mid-Year			Annual


			a.			Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.


			b.			Notes on learner progress are up to date and progress is noted on every therapy / counselling session


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT AND CONDUCT





			Criterion 1: Participation in continuous professional development									Mid-Year			Annual


			a.			Participates in initiating and delivering professional development activities.


			b.			Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills


			c. 			Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues


			Sub-total												0





			Criterion 2: Professional Conduct									Mid-Year			Annual


			a.			Displays the purpose and intent of the HPCSA / SACE code of professional ethics.


			b.			Is always appropriately dressed and presentable


			c. 			Conducts therapy / counselling sessions as expected in line with the school time-table


			d.			Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.


			e.			Contributes positively towards school improvement


			f.			Maintains good relations with stakeholders


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 5: PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES





			Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities									Mid-Year			Annual


			a.			Networks with relevant stakeholders. 


			b.			Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)


			c. 			Is involved in extra-mural and co-curricular activities


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 6: MANAGEMENT OF THERAPY / COUNSELLING PROGRAMMES





			Criterion 1: Providing leadership, mentoring, support and development									Mid-Year			Annual


			a.			Monitors and guides implementation of therapeutic intervention.


			b.			Controls therapist’s / counsellor’s work (checks preparations, quality of assessments, feedback, etc.)


			c. 			Assesses performance of therapists / counsellors / psychologists regularly and provides feedback, mentoring and support


			d.			Manages underperformance


			e.			Organizes workshops and training sessions.


			Sub-total												0





			Criterion 2: Administration of resources and records									Mid-Year			Annual


			a.			Therapeutic / counselling resources are kept in good and working condition. 


			b.			Therapy / Counselling departments are well maintained. 


			c. 			Budgets and records of expenditure are kept.


			d.			Keeps updated inventory/register of equipment in his/her care


			e.			A filing system of all essential records is kept and updated regularly.


			Sub-total												0





			Criterion 3: Decision-making and accountability									Mid-Year			Annual


			a.			Displays good planning, monitoring and evaluation skills.


			b.			Takes full responsibility for decisions taken, is honest and decisive.


			c. 			Consults stakeholders and communicates effectively with them.


			d.			Manages conflict.


			e.			Takes firm action against abuse and other forms of irresponsible and unprofessional conduct.


			Sub-total												0





			Criterion 4: Policy development and implementation									Mid-Year			Annual


			a.			Key policies are in place and implemented effectively. 


			b.			Guidelines, consistent with key policies, are developed, implemented and reviewed. 


			Sub-total												0


			Total Performance Standard												0


			Comments


			Mid-Year


			Annual





			5. Overall Remarks: 


			5.1 Appraisee’s comments 


			Mid-Year


			Annual


			5.2 Appraiser’s comments


			Mid-Year


			Annual


			5.3 Resource person's appraisal (optional)


			Mid-Year


			Annual


			5.4 Principal's comments


			Mid-Year


			Annual


			6. Recommendations


			Mid-Year


			Annual





			7. Signatures


			Mid-Year			Mid-Year


						Name


						Signature & Date


						Designation


						Resource Person (if applicable)


						Signature & Date 


						Designation


						Name


						Signature & Date


						Designation





			Annual			Annual


						Name


						Signature & Date


						Designation


						Resource Person (if applicable)


						Signature & Date 


						Designation


						Name


						Signature & Date


						Designation





									SCHOOL STAMP
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Composite Score Sheet-CETC


															Annexure A5


			QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: CHIEF EDUCATION THERAPIST / COUNSELLOR 


			(To be submitted to the District Office by the end of the 4th quarter)


			Date


			Surname						0			First Name			0


			Persal Number						0


			School						0





			No. 			Performance Standard						Maximum Score			Educator Score


			1			Creation of a positive therapeutic / counselling environment						28			0


			2			Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.						48			0


			3			Learner assessment, progress and development 						28			0


			4			Professional development and conduct						36			0


			5			Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						12			0


			6			Management of therapy / counselling programmes						68			0


			Total									220			0


			PERCENTAGE (Chief Education Therapist / Counsellor Score ÷ 220) x 100  =												0%





			Comments (Strengths and areas for development):





			Select a statement


			Signatures:


			NAME						DESIGNATION			SIGNATURE			DATE


									Appraisee


									Appraiser


									Resource person (if applicable)


			VALIDATED BY :


									Principal





									SCHOOL STAMP


























Collective Agreement 2 of 2022 
QMS for School-Based Education Therapists, Counsellors and Psychologists Employed in terms of the Employment of Educators Act 
	






WorkPlan-CETC





																					Annexure A3


			QMS WORK-PLAN (Chief Education Therapist / Counsellor)             						Year :__________________


			NAME												SCHOOL


			PERIOD												DESIGNATION


			PERSAL NO												SUPERVISOR





			PERFORMANCE STANDARD			KEY ACTIVITIES						TARGETS			TIME- FRAME			PERFORMANCE INDICATORS			CONTEXTUAL FACTORS


			6. Management of therapy / counselling programmes			Criterion 1: Providing leadership, mentoring, support and development. 


						Criterion 2: Administration of resources and records 


						Criterion 3: Decision-making and accountability. 


						Criterion 4: Policy development and implementation 





			AGREED (Signatures):





			Name						Designation			Signature									Date











									School Stamp
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ANNEXURE A6

QUALITY MANAGEMENT SYSTEM FOR THERAPISTS, COUNSELLORS, AND PSYCHOLOGISTS
SUMMATIVE SCORES FOR SCHOOL

School Name EMIS Number
Circuit District
Year Principal
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Chief Education Therapist Post BersalNo. | PS1| PS2 | PS3 | PS4 | PS5 | PS6 | Total | % | Identified development
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Level @) | “8) | @) | 38 | (12) | (68) (220)
Therapist/ Counsellor | Post BersalNo. | PS1| Ps2 | Ps3 | Psa | PS5 Total | % | ldentified development
Psychologist need
Level @) | “8 | @8 | o | (12 (152)
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THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT
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Annexure A7





THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT








			Full Name


			


			Job Designation


			





			Date:


			


			Subject


			





			Session observed by:


			


			Topic


			





			Grade


			














			1.


			PERFORMANCE STANDARD 1


			CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING ENVIRONMENT











			Criterion 1: Therapeutic / counselling and  learning environment


			Rating


			Remarks





			a


			Seating arrangement provides for optimum development of learners 


			1


			2


			3


			4


			





			b


			Therapeutic / counselling environment is tidy and clean


			1


			2


			3


			4


			





			c


			Therapeutic / counselling support material(s) is available and used appropriately.


			1


			2


			3


			4


			





			Criterion 2: Management of therapeutic / counselling environment


			


			


			


			


			





			a


			Is punctual and organized in the therapeutic / counselling environment.


			1


			2


			3


			4


			





			b


			Ensures that learners are punctual and settle down.


			1


			2


			3


			4


			





			c


			Communication between therapist / counsellor / psychologist and learners reflects mutual respect, cooperation and understanding


			1


			2


			3


			4


			





			d


			Manages discipline effectively


			1


			2


			3


			4


			





			Total


			


			











			2.


			PERFORMANCE STANDARD 2


			KNOWLEDGE OF FIELD OF PRACTICETO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING











			Criterion 1: Knowledge of field of practice


			Rating


			Remarks





			a


			Has adequate subject knowledge and uses it effectively.


			1


			2


			3


			4


			





			b


			Sets appropriate tasks for learners to enable development.


			1


			2


			3


			4


			





			c


			Uses a variety of examples and resources to facilitate development.


			1


			2


			3


			4


			





			Criterion 2: Therapy / counselling planning 


			


			





			a


			Therapy / counselling session is logical, coherent and meaningful to learners


			1


			2


			3


			4


			





			b


			Develops effective therapy/counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic needs.


			1


			2


			3


			4


			





			c


			Time is well-managed during the therapeutic/ counselling session.


			1


			2


			3


			4


			





			d


			Encourages involvement of learners.


			1


			2


			3


			4


			





			e


			Responds appropriately to learner questions and inputs


			1


			2


			3


			4


			





			Criterion 3: Management therapy / Counselling sessions


			


			


			


			


			

















			a


			The therapy / counselling session is in accordance with the identified therapy goals.


			1


			2


			3


			4


			





			b


			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6)


			1


			2


			3


			4


			





			Criterion 4: Record keeping


			


			


			


			


			





			a


			Records are meticulously maintained and stored to:


· Provide information on the intervention plan


· Interventions and therapy / counselling progress


· Maintain ethics and confidentiality


			1


			2


			3


			4


			





			b


			Records of learner diagnoses and therapeutic interventions are neatly maintained and updated regularly


			1


			2


			3


			4


			





			Total


			


			











			3.


			PERFORMANCE STANDARD 3


			LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT











			Criterion 1: Feedback to learners and stakeholders


			Rating 


			Remarks





			a


			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes.


			1


			2


			3


			4


			





			b


			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			1


			2


			3


			4


			





			c


			Feedback is provided regularly and appropriately recorded.


			1


			2


			3


			4


			





			Criterion 2: Knowledge and application of assessment techniques and resources


			


			


			


			


			





			a


			Knows and uses a range of assessment instrument techniques and resources creatively.


			1


			2


			3


			4


			





			b


			Analyses assessment findings in a manner that enhances learner progress and development.


			1


			2


			3


			4


			





			Criterion 3: Learner progress and development


			


			


			


			


			





			a


			Learner achieve therapeutic / counselling goals/outcomes in terms of individual potential. 


			1


			2


			3


			4


			





			b


			Notes on learner progress are up to date and progress is noted on every therapy / counselling session.


			1


			2


			3


			4


			





			Total


			


			











Overall Remarks:





			Appraisee:








			Appraiser





			Resource person (Optional)





			


Signature:





			


Signature:


			


Signature:





			


Date:





			


Date:


			


Date:
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Sheet1


															Annexure A7





			THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT





			Full Name									Job Designation


			Date:									Subject


			Session observed by:									Topic


			Grade





			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT





			Criterion 1: Therapeutic / counselling and learning environment									Rating			Remarks


			a.			Seating arrangement provides for optimum development of learners 


			b.			Therapeutic / counselling environment is tidy and clean


			c. 			Therapeutic / counselling support material(s) is available and used appropriately.


			Sub-total									0





			Criterion 2: Management of therapeutic / counselling environment									Rating			Remarks


			a.			Is punctual and organized in the therapeutic / counselling environment


			b.			Ensures that learners are punctual and settled down 


			c. 			Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total									0





			Total									0





			PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING





			Criterion 1: Knowledge of field of practice									Rating			Remarks


			a.			Has adequate therapeutic / counselling knowledge and uses it effectively.


			b.			Sets appropriate tasks for learners to enable development.


			c. 			Uses a variety of examples and resources to facilitate development.


			Sub-total									0





			Criterion 2: Therapy / Counselling Planning									Rating			Remarks


			a.			Therapy / counselling session is logical, coherent and meaningful to learners


			b.			Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


			c. 			Time is well-managed during the therapeutic / counselling session


			d..			Encourages involvement of learners.


			e.			Responds appropriately to learner questions and inputs


			Sub-total									0





			Criterion 3: Management of therapy / counselling sessions									Rating			Remarks


			a.			The therapy / counselling session is in accordance with the identified therapy / counselling goals.


			b.			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 


			Sub-total									0





			Criterion 4: Record keeping									Rating			Remarks


			a.			Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality


			b.			Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 


			Sub-total									0





			Total									0





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT





			Criterion 1: Feedback to learners and stakeholders									Rating			Remarks


			a.			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes


			b.			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			c. 			Feedback is provided regularly and appropriately recorded.


			Sub-total									0





			Criterion 2: Knowledge and application of assessment techniques and resources									Rating			Remarks


			a.			Knows and uses a range of assessment instrument techniques and resources creatively


			b.			Analyses assessment findings in a manner that enhances learner progress and development.


			Sub-total									0





			Criterion 3: Learner progress and development									Rating			Remarks


			a.			Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.


			b.			Notes on learner progress are up to date and progress is noted on every therapy / counselling session


			Sub-total									0





			Total									0





			Overall Remarks:





			Name 						Designation			Signature:			Date:


									Appraisee


									Appraiser


									Resource person (Optional)
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IAnnexure A3
DECLARATION OF CONFIDENTIALITY AND CONSENT

Quality Management System (QMS) for Education Therapists,
Counsellors and Psychologists

Consent to use personal information in terms of the Protection of Personal
Information, 2013 (Act No. 4 of 2013) (POPI Act)

The Qusiy Management Systam (QMS) i & Performance Management System for schosl-
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Within 8 schoal seting

The sppreiser / superisor (Eusstion Therspist Specilist Counsslpr and Psychologit |
‘Chief Ecucation Therapist | Counsello sndlor Frincpsl) undariskes to process ne Qusity
Nansgement System- (QUS) informston of the Education Therspist / Counselr /
Pyohalgist only in scoordnce wih the sonditions of lauul processing a3 Set out i tarms.
of the Protacton of Personal Information. 2013 (Act No. 4 of 2013) (POPIA) and i terms of
the Depariment’s POPIA Guidelines

The sppraisee (Educstion Therspist) acknowadges that the collection of hiser QWS
informaton = both nsceszary &nd requiss a2 & egal obigation, whish flls within th scape
of execuion of he legal funcions and obigstons 25 sgracd o in ELRC Collction
Agreement for therspists.

The sppraisea hereby voluntariy suthories the spprsiser to process ismer personsl
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performance evels of individuals to schieve igh levels of therapy | counseling parrmanos
Wihin'a school sting snd Wil notbe used for any ather purpose.

The spprasee thersforeievocsbly snd uncondionslly sgrees:

1. Tt naishe i notifd of the purpose and resson fo he oollsction and processing of
i or her QNS information insofer ss it rlstes to the supsrisorspprasar o
discharge of s cblgations snd o perfom s funcions 3 a fepresentative of the
employer (Name of PED)

2. Tnst heishe consenis and authorizes the sppraiser / supenvsor fo undertske he
collsction and processing of the employee's QMS prosess for the purposes of
Evalusting the performance evel of the Ecucation Therapist within & sohool saing,

Agreea /ot hgress

Tniial and Sumame Designation Sgnatre Tate

Toprases

Fopraser] Suprvr
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DECLARATION OF CONFIDENTIALITY AND CONSENT





Quality Management System (QMS) for Education Therapists, Counsellors and Psychologists





Consent to use personal information in terms of the Protection of Personal Information, 2013 (Act No. 4 of 2013) (POPI Act) 





The Quality Management System (QMS) is a Performance Management System for school-based education therapists / counsellors / psychologists, designed to evaluate the performance levels of individuals to achieve high levels of therapy / counselling performance within a school setting. 





The appraiser / supervisor (Education Therapist Specialist, Counsellor and Psychologist / Chief Education Therapist / Counsellor and/or Principal) undertakes to process the Quality Management System (QMS) information of the Education Therapist / Counsellor / Psychologist only in accordance with the conditions of lawful processing as set out in terms of the Protection of Personal Information, 2013 (Act No. 4 of 2013) (POPIA) and in terms of the Department’s POPIA Guidelines. 





The appraisee (Education Therapist) acknowledges that the collection of his/her QMS information is both necessary and requisite as a legal obligation, which falls within the scope of execution of the legal functions and obligations as agreed to in ELRC Collection Agreement for therapists. 





The appraisee hereby voluntarily authorises the appraiser to process his/her personal information in terms of the POPIA. The information will only be used to evaluate the performance levels of individuals to achieve high levels of therapy / counselling performance within a school setting and will not be used for any other purpose. 





The appraisee therefore irrevocably and unconditionally agrees:


 


1. That he/she is notified of the purpose and reason for the collection and processing of his or her QMS information insofar as it relates to the supervisor/appraiser to discharge of its obligations and to perform its functions as a representative of the employer ……………………………………………… (Name of PED) 





2. That he/she consents and authorizes the appraiser / supervisor to undertake the collection and processing of the employee’s QMS process for the purposes of evaluating the performance level of the Education Therapist within a school setting.


Agreed / Not Agreed


			Initial and Surname


			Designation


			Signature 


			Date





			


			Appraisee: 


			


			





			


			Appraiser / Supervisor: 


			


			











			School /District Stamp
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Jannexure A9
GENERIC JOB DESCRIPTION

School Based Education Therapist, Counsellor and Psychologist
and Chief Education Therapist / Counsellor

1._JOB INFORMATION

JOBTITLE

CATEGORY (e.0. Occupational
Therapist, Physiotherapist, etc)

NAME AND SURNAME

PERSAL NUMBER

SALARY LEVEL

PROVINCE

DISTRICT

CIRCUIT

SCHOOL

LOCATION:

SUPERVISOR
(NAME AND SURNAME)

SUPERVISOR'S DESIGNATION

2. MAIN PURPOSE OF THE JOB

7o render direct, pdliec and consulaiive therapeuiic and educafional SUppOTT in an IncIusive.
‘context, within a Public Special School/ Resource Centre and/ or Outreach clinic for Public
Ordinary schools

Note: These job descriptions serve as the miimum requirements. PEDS may extend the key
activities and competencies as per scope of practice and ethics.

3. KEY RESPONSIBILITY AREAS

KEY RESPONSIBILITY | KEY ACTIVITIES

AREAS (KRAS)

1) Assess the leamer's | 1.1 Conduct screening for the leamers by.
level of functioning to + Using appropriate screening instruments.
dentify barriers to + Obtaining pertinent case history of a learmer.

learning based on the | 12 Administer formal and informal assessments by:
therapist / counsellor / |+ Obsening leamers in a school environment.
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Annexure A9


[bookmark: _Hlk105348300]


GENERIC JOB DESCRIPTION


School Based Education Therapist, Counsellor and Psychologist and Chief Education Therapist / Counsellor 





1. JOB INFORMATION 


			JOB TITLE  


			





			CATEGORY (e.g. Occupational Therapist, Physiotherapist, etc)


			





			NAME AND SURNAME


			 





			PERSAL NUMBER 


			 





			SALARY LEVEL


			





			PROVINCE


			





			DISTRICT


			





			CIRCUIT


			





			SCHOOL


			





			LOCATION: 


			





			SUPERVISOR 


(NAME AND SURNAME)


			





			SUPERVISOR’S DESIGNATION


			








 


2. MAIN PURPOSE OF THE JOB 





To render direct, indirect and consultative therapeutic and educational support in an inclusive context, within a Public Special School/ Resource Centre and/ or Outreach clinic for Public Ordinary schools. 


			Note: These job descriptions serve as the minimum requirements. PEDs may extend the key activities and competencies as per scope of practice and ethics. 











3. KEY RESPONSIBILITY AREAS 


			KEY RESPONSIBILITY AREAS (KRAs)


			KEY ACTIVITIES





			1) Assess the learner’s level of functioning to identify barriers to learning based on the therapist / counsellor / psychologist’s scope of practice


			1.1 	Conduct screening for the learners by:


· Using appropriate screening instruments.


· Obtaining pertinent case history of a learner.


1.2 	Administer formal and informal assessments by:


· Observing learners in a school environment.


· Selecting appropriate assessment based on individual learner needs.


· Administering tests according to acceptable procedures.


1.1 Analyse and interpret information to make decisions regarding the need for therapeutic intervention by:


· Integrating information from assessments conducted and compile comprehensive assessment reports.


· Determining the impact of the learner’s barriers on the ability to function effectively within the school environment.


· Determining the learner’s strengths which will support effective therapy / counselling provisioning.


· Engaging in multidisciplinary team discussions to obtain holistic information regarding the learner for appropriate support provisioning.


· Making recommendations and referrals for medical and/or related services.





			2) Provide intervention (direct and indirect therapy / counselling) relating to barriers to learning.


			2.1 	Provide direct and indirect therapy / counselling services based on       a therapy / counselling plan to learners in public special schools and       public ordinary schools through the following:


· individual therapy/ counselling 


· group therapy / counselling


· collaborative intervention 


1.2 Determine individualized therapy/ counselling goals based on barriers and strengths identified.


1.3 Design, select and/or modify therapy/ counselling programmes based on individual learner needs in line with the principles and practices of the profession.


1.4 Prescribe, issue and maintain assistive devices 


1.5 Maintain records of therapy / counselling interventions.


1.6 Maintain effective administration practices of the therapy / counselling department.


1.7 Report on therapy / counselling department functioning to supervisors.





			3) Engage in therapeutic / counselling capacity building programmes and skills sharing on related therapy / counselling matters





			3.1 	Provide training, on areas related to scope of practice, to       teachers, parents and support staff:


· On the early identification of learning barriers particularly barriers to accessing the curriculum.  


· To manage identified learners who experience therapeutic / counselling barriers to learning (e.g. Individual Support Plan - ISP) 


· On the Implementation of Inclusive Education Policies including the Screening Identification and Assessment Support (SIAS) Policy.


· On building an inclusive school environment








3.2 	Provide appropriate information regarding programmes offered by therapists to internal and external stakeholders (e.g. School Based support Team, District Based Support Team, Parents etc.).


3.3 Promote awareness of the different disciplines of therapy. / counselling.


3.4 Participate in the awareness campaigns of different disabilities.


3.5 Provide direct or indirect outreach services when required. 


3.6	Engage in continuous professional developmental activities based on the relevant programmes offered in the school.


3.7	Supervise undergraduate therapy / counselling students as and when required.





			4) Manage therapy / counselling support materials and equipment


			4.1 	Request appropriate and adequate therapy / counselling support materials and equipment based on learner needs.


4.2 	Safeguard therapy/counselling support materials and equipment within the therapy / counselling department.


4.3 	Maintain records of therapy /counselling material, equipment and the     issuing of assistive devices.


4.4 	Report on the faults and maintenance needs of the materials and equipment





			5) Participate in inter- and intra-sectoral networks and collaborations  


			5.1 	Collaborate and interact with stakeholders (e.g. Department of Health, Department of Social Development, Non-Profit Organisations, Non- Governmental Organisations, local government and the broader Community). 


1.2 Advocate for learners who experience barriers to learning.


1.3 Liaising with therapists / counsellors / psychologists from other special schools and sharing of best practices and experiences. 


5.4 	Liaison with relevant professional boards and tertiary institutions. 


5.5 	Participate in extra-mural and co-curricular activities.





			6) Management and Administration 





(KRA 6 is applicable to School-Based Chief Education Therapist / Counsellor)


			6.1 Manage effective administration practices of therapy / counselling interventions


6.2 	Ensure compliance with the code of Ethics of the Health Professions Council of South Africa (HPCSA) and the national / provincial requirements for professional practice. 


6.3 	Monitor, supervise and provide feedback on the plans and interventions undertaken by therapists/ counsellors / psychologists


6.4 Practice sound interpersonal relations. 


6.5 Engage in and provide guidance on the professional development of therapists.


6.6 Participate in and / or undertake the Performance Appraisals of Therapists, Counsellors and Psychologists.  























4. COMPETENCIES





4.1 	JOB RELATED KNOWLEDGE 


a) National and Provincial Education legislation, policies and regulations (e.g. Health Professions Act, Screening Identification Assessment and Support policy (SIAS), South African Schools Act (SASA), Employment of Educators Act (EEA), White Paper 6 (Support for special needs learners).


b)	Analytic, diagnostic and assessment tools 


c)	Intervention methods 


d)	Child development 


e)	Therapeutic / Counselling models and techniques 


f)	Understanding of group dynamics 


g)	Protocol and professional ethics





4.2 	JOB RELATED SKILLS   





a) Organising and Planning  


b) Project Planning  


c) Quality assurance and reporting 


d) Systemic analysis and reasoning 


e) Assessment and evaluation tools 


f) Group and individual therapy / counselling techniques 


g) Therapeutic / Counselling intervention  


h) Interpersonal  


i) Report-writing  


j) Computer literacy 


k) Presentation and facilitation  


l) Problem-solving  


m) Client orientation and customer focus





5. PERSONAL VALUES / ATTRIBUTES





a) Team Player


b) Upholding Standards


c) Ability to work independently


d) Establishing Rapport


e) Maintaining confidentiality and ethics


f) Embracing Change


g) Honesty and Integrity


h) Thinking Positively


i) Following Procedures


j) Coping with Pressure


k) Articulating Information


l) Empowering Individuals


m) Understanding People








6. AGREEMENT 


 


This job description has been consulted and agreed to between the relevant parties.  





			NAME


			DESIGNATION


			SIGNATURE 


			DATE





			


			


			


			





			


			Supervisor: 


			


			





			


			Principal


			


			

















			





SCHOOL / DISTRICT STAMP
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		QMS APPRAISAL INSTRUMENTS FOR 
EDUCATION THERAPISTS / COUNSELLORS / PSYCHOLOGISTS



		1		INTRODUCTION 

		1.1		The Performance Appraisal of a therapist / counsellor / psychologist must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		The two appraisals are conducted as follows:
○ Mid-year, and
○ Annual

		2		THE INSTRUMENT

		2.1		The QMS instrument (Annexure A 1) must be completed for each Education Therapist / Counsellor / Psychologist.

		2.2		The instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 

		2.3		The instrument consists of 5 Performance Standards.

		2.4		The Performance Standards in the instrument form the core elements of the job description for therapists / counsellors / psychologists.

		2.5		The criteria form the key deliverables for each Performance Standard.

		2.6		The desired outcome/key objective of each criteria has been pegged with a   maximum rating of 4

		2.7		When completing the instrument, the appraiser/supervisor must use the key descriptors for ratings that range from 1 – 4.

		2.8		A rating that is less than the desired outcome will be influenced by the following factors:

				•	There is no or insufficient evidence of a particular desired activity;

				•	The desired activity is infrequent;

				•	The desired activity is frequent but of poorer quality than desired;

				•	The desired activity is infrequent and of poor quality, and

				•	The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude



		3		PERFORMANCE STANDARDS

		Table 1 1 below shows the Performance Standards, the criteria and the desired outcome for education therapists, counsellors and psychologists.

		TABLE 1: PERFORMANCE STANDARDS AND CRITERIA FOR EDUCATION THERAPISTS / COUNSELLORS / PSYCHOLOGISTS

				Performance Standard		Criteria				The desired outcome

		1		Creation of a positive therapeutic / counselling environment		1) Therapeutic / counselling environment 				The use of a therapeutic / counselling environment enables learners to be productively engaged in individual and cooperative therapeutic / counselling experiences.

						2) Management of therapeutic / counselling environment				Time and available resources are managed to create an optimal therapeutic / counselling environment in which learners can achieve individualized therapy / counselling goals.

		2		Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.		1) Knowledge of  field of practice				Applies, integrates and aligns scope of practice as determined by the HPCSA with CAPS, SIAS, White Paper 6 and other relevant policies (e.g. Action Step Model, Guidelines for Inclusive Schools/Full Service Schools, Guidelines for Special Schools as Resource Centers)

						2)  Therapy / Counselling Planning 				Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

						3) Management of therapy / counselling sessions				Therapy / counselling session in accordance with therapy / counselling goals:
•	activities are graded; and 
•	time management is evident

						4) Record keeping				Records are meticulously maintained and stored to: 
• provide information on the intervention plan
• interventions and therapy / counselling progress 
• maintain ethics and confidentiality

		3		Learner assessment, progress and development 		1) Feedback to learners and stakeholders				Provides appropriate feedback to relevant stakeholders using a variety of strategies. 
Feedback is provided regularly and appropriately recorded.
Uses therapeutic / counselling methods that instill confidence in learners to achieve intended therapeutic / counselling goals/outcomes. 

						2) Knowledge and application of assessment techniques and resources				Knows and uses a range of assessment techniques and resources creatively.  
Continues to optimize learner progress and development.

						3) Learner progress and development 				Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.
Notes on learner progress are up to date and progress is noted on every therapy / counselling session
Progress notes are kept safe in learner files.

		4		Professional Development and Conduct		1) Participation in Continuous professional development				Participates fully and takes a role in initiating and delivering professional development activities.

						2) Professional Conduct				Conduct is ethical and professional and truly displays the purpose and intent of the HPCSA / SACE code of professional ethics. 

		5			Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular		1) Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.
Engages in outreach programmes and collaboration within the school and across surrounding schools. 

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Education Therapists 

		    • A 4-point rating scale is used when completing the instrument.

		Rating		Descriptor												Score
(Maximum Score = 152)		Percentage

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support												0-75		0%-49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required												76-105		50%-69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support												106-128		70%-84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.												129-152		85%-100%
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Appraisal Instrument-ETCP 

										Annexure A 1

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST 

		(To be completed twice during the school year – June and November)



		Section A: THERAPIST AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in field of work

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4.THERAPIST / COUNSELLOR / PSYCHOLOGIST’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities				Inter-Intra sectoral network and collaboration (including extra-mural or co-curricular activities)		Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT



		Criterion 1: Therapeutic / counselling and learning environment						Mid-Year		Annual

		a.		Seating arrangement provides for optimum development of learners 

		b.		Therapeutic / counselling environment is tidy and clean

		c. 		Therapeutic / counselling support material(s) is available and used appropriately.

		Sub-total								0



		Criterion 2: Management of therapeutic / counselling environment						Mid-Year		Annual

		a.		Is punctual and organized in the therapeutic / counselling environment

		b.		Ensures that learners are punctual and settled down 

		c. 		Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING



		Criterion 1: Knowledge of field of practice						Mid-Year		Annual

		a.		Has adequate therapeutic / counselling knowledge and uses it effectively.

		b.		Sets appropriate tasks for learners to enable development.

		c. 		Uses a variety of examples and resources to facilitate development.

		Sub-total								0



		Criterion 2: Therapy / Counselling Planning						Mid-Year		Annual

		a.		Therapy / counselling session is logical, coherent and meaningful to learners

		b.		Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

		c. 		Time is well-managed during the therapeutic / counselling session

		d..		Encourages involvement of learners.

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of therapy / counselling sessions						Mid-Year		Annual

		a.		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		b.		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality

		b.		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT



		Criterion 1: Feedback to learners and stakeholders						Mid-Year		Annual

		a.		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes

		b.		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		c. 		Feedback is provided regularly and appropriately recorded.

		Sub-total								0



		Criterion 2: Knowledge and application of assessment techniques and resources						Mid-Year		Annual

		a.		Knows and uses a range of assessment instrument techniques and resources creatively

		b.		Analyses assessment findings in a manner that enhances learner progress and development.

		Sub-total								0



		Criterion 3: Learner progress and development						Mid-Year		Annual

		a.		Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.

		b.		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT AND CONDUCT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Participates in initiating and delivering professional development activities.

		b.		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		c. 		Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues

		Sub-total								0



		Criterion 2: Professional Conduct						Mid-Year		Annual

		a.		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		b.		Is always appropriately dressed and presentable

		c. 		Conducts therapy / counselling sessions as expected in line with the school time-table

		d.		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.

		e.		Contributes positively towards school improvement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES



		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Networks with relevant stakeholders. 

		b.		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		Overall Total								0



		5. Overall Remarks: 

		5.1 Appraisee’s comments 

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's comments (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommandations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Mid-Year

				Name

				Signature & Date

				Designation

				Resource Person (if applicable)

				Signature & Date 

				Designation

				Name

				Signature & Date

				Designation



		Annual		Annual

				Name

				Signature & Date

				Designation

				Resource Person (if applicable)

				Signature & Date 

				Designation

				Name

				Signature & Date

				Designation



						SCHOOL STAMP
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Composite Score Sheet-ETCP

										Annexure A2

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: EDUCATION THERAPIST, COUNSELLOR AND PSYCHOLOGIST 

		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School Name				0



		NO. 		PERFORMANCE STANDARD				MAXIMUM SCORE		THERAPIST / COUNSELLOR / PSYCHOLOGIST SCORE

		1		Creation of a positive therapeutic / counselling environment				28		0

		2		Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.				48		0

		3		Learner assessment, progress and development 				28		0

		4		Professional development and conduct				36		0

		5		Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				12		0

		FINAL SCORE						152		0

		PERCENTAGE (Therapist / Counsellor / Psychologist Score ÷ 152) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		SIGNATURES:

		NAME				DESIGNATION		SIGNATURE		DATE

						Appraisee

						Appraiser

						Resource person (if applicable)

		VALIDATED BY :

						Principal



						SCHOOL STAMP
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Annexure A 1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST 



(To be completed twice during the school year – June and November)



Section A: THERAPIST AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in field of work

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. THERAPIST / COUNSELLOR / PSYCHOLOGIST’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities

		Inter-Intra sectoral network and collaboration (including extra-mural or co-curricular activities)

		Administrative duties



		Other: (Please specify)





		















		

		

		











SECTION B: APPRAISAL



Therapist to be rated with a cross (X) for each descriptor



		[bookmark: _Hlk68790885]1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT







		Criterion 1: Therapeutic / counselling and learning environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement provides for optimum development of learners 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapeutic / counselling environment is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Therapeutic / counselling support material(s) is available and used appropriately.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Management of therapeutic / counselling environment

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in the therapeutic / counselling environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settled down 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING







		Criterion 1: Knowledge of field of practice

		Mid-Year 

		

		Annual 



		a.

		Has adequate therapeutic / counselling knowledge and uses it effectively.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners to enable development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples and resources to facilitate development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Therapy / Counselling Planning

		

		

		



		a.

		Therapy / counselling session is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during the therapeutic / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages involvement of learners.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of therapy / counselling sessions

		

		

		

		

		

		

		

		

		



		a.

		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		Records are meticulously maintained and stored to: 

· provide information on the intervention plan

· interventions and therapy / counselling progress

· maintain ethics and confidentiality

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT







		Criterion 1: Feedback to learners and stakeholders

		Mid-Year 

		

		Annual 



		a.

		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is provided regularly and appropriately recorded.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of assessment techniques and resources

		

		

		

		

		

		

		

		

		



		a.

		Knows and uses a range of assessment instrument techniques and resources creatively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Analyses assessment findings in a manner that enhances learner progress and development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and development

		

		

		

		

		

		

		

		

		



		a.

		Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT AND CONDUCT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Participates in initiating and delivering professional development activities.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Professional Conduct

		

		

		

		

		

		

		

		

		



		a.

		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always appropriately dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts therapy / counselling sessions as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES







		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Networks with relevant stakeholders. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







5. Overall remarks:



5.1 Appraisee’s comments 



		Mid-Year

		Annual



		





		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		





		







5.3 Resource person’s comments (Optional)



		Mid-Year

		Annual



		





		







5.4 Principal’s comments



		Mid-Year

		Annual



		







		







6.  Recommendations



		Mid-Year

		Annual



		







		







7. Signatures



		

		Mid-Year



		Name



		



		

		

		



		

Designation

		Appraisee

		Appraiser

		Resource Person

(if applicable)

		Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		

		Annual



		

Name

		



		

		

		



		

Designation

		Appraisee

		Appraiser

		Resource Person

(if applicable)

		Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP
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Annexure A1



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST 



(To be completed twice during the school year – June and November)



Section A: THERAPIST AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in field of work

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. THERAPIST / COUNSELLOR / PSYCHOLOGIST’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities

		Inter-Intra sectoral network and collaboration (including extra-mural or co-curricular activities)

		Administrative duties



		Other: (Please specify)





		















		

		

		











SECTION B: APPRAISAL



Therapist to be rated with a cross (X) for each descriptor



		[bookmark: _Hlk68790885]1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT







		Criterion 1: Therapeutic / counselling and learning environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement provides for optimum development of learners 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapeutic / counselling environment is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Therapeutic / counselling support material(s) is available and used appropriately.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Management of therapeutic / counselling environment

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in the therapeutic / counselling environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settled down 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING







		Criterion 1: Knowledge of field of practice

		Mid-Year 

		

		Annual 



		a.

		Has adequate therapeutic / counselling knowledge and uses it effectively.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners to enable development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples and resources to facilitate development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Therapy / Counselling Planning

		

		

		



		a.

		Therapy / counselling session is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during the therapeutic / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages involvement of learners.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of therapy / counselling sessions

		

		

		

		

		

		

		

		

		



		a.

		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		Records are meticulously maintained and stored to: 

· provide information on the intervention plan

· interventions and therapy / counselling progress

· maintain ethics and confidentiality

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		







		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT







		Criterion 1: Feedback to learners and stakeholders

		Mid-Year 

		

		Annual 



		a.

		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is provided regularly and appropriately recorded.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of assessment techniques and resources

		

		

		

		

		

		

		

		

		



		a.

		Knows and uses a range of assessment instrument techniques and resources creatively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Analyses assessment findings in a manner that enhances learner progress and development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and development

		

		

		

		

		

		

		

		

		



		a.

		Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT AND CONDUCT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Participates in initiating and delivering professional development activities.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Professional Conduct

		

		

		

		

		

		

		

		

		



		a.

		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always appropriately dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts therapy / counselling sessions as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES







		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Networks with relevant stakeholders. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







5. Overall remarks:



5.1 Appraisee’s comments 



		Mid-Year

		Annual



		





		







5.2 Appraiser’s comments



		Mid-Year

		Annual



		





		







5.3 Resource person’s comments (Optional)



		Mid-Year

		Annual



		





		







5.4 Principal’s comments



		Mid-Year

		Annual



		







		







6.  Recommendations



		Mid-Year

		Annual



		







		







7. Signatures



		

		Mid-Year



		Name



		



		

		

		



		

Designation

		Appraisee

		Appraiser

		Resource Person

(if applicable)

		Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		

		Annual



		

Name

		



		

		

		



		

Designation

		Appraisee

		Appraiser

		Resource Person

(if applicable)

		Principal



		

Signature

		

		

		

		



		

Date

		

		

		

		







		



SCHOOL STAMP























Collective Agreement 2 of 2022 

QMS for School-Based Education Therapists, Counsellors and Psychologists Employed in terms of the Employment of Educators Act 

Collective Agreement 2 of 2022 

QMS for School-Based Education Therapists, Counsellors and Psychologists Employed in terms of the Employment of Educators Act 




image8.emf
A2-QMS Education  Therapists Composite Score Sheet.xlsx


A2-QMS Education Therapists Composite Score Sheet.xlsx
ETCP Composite Score Sheet

										Annexure A2

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: EDUCATION THERAPIST, COUNSELLOR AND PSYCHOLOGIST 

		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname						First Name

		Persal Number

		School Name



		NO. 		PERFORMANCE STANDARD				MAXIMUM SCORE		THERAPIST / COUNSELLOR / PSYCHOLOGIST SCORE

		1		Creation of a positive therapeutic / counselling environment				28

		2		Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.				48

		3		Learner assessment, progress and development 				28

		4		Professional development and conduct				36

		5		Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				12

		FINAL SCORE						152		0

		PERCENTAGE (Therapist / Counsellor / Psychologist Score ÷ 152) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		SIGNATURES:

		NAME				DESIGNATION		SIGNATURE		DATE

						Appraisee

						Appraiser

						Resource person (if applicable)

		VALIDATED BY :

						Principal



						SCHOOL STAMP
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QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: EDUCATION THERAPIST, COUNSELLOR AND PSYCHOLOGIST 

(To be submitted to the District Office by the end of the 4th quarter)



		

Name & Surname

		

		

Date

		



		

Persal Number

		

		

School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		THERAPIST / COUNSELLOR / PSYCHOLOGIST SCORE



		1. Creation of a positive therapeutic / counselling environment

		28

		



		2. Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.

		48

		



		3. Learner assessment, progress and development 

		28

		



		4. Professional development and conduct

		36

		



		5. Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		12

		



		

FINAL SCORE

		152

		



		

PERCENTAGE (Therapist / Counsellor / Psychologist Score ÷ 152) x 100  =

		                %





Comments:

		













I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Appraisee

		

		



		

		Appraiser

		

		



		



		Resource person (if applicable)

		

		



		VALIDATED BY:



		

		Principal



		

		







		

SCHOOL STAMP
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QMS WORK-PLAN (Chief Education Therapist / Counsellor): Year …………….                         		Annexure A3

		NAME

		

		SCHOOL

		



		PERIOD

		

		DESIGNATION

		



		PERSAL NO

		

		DESIGNATION

		









		PERFORMANCE STANDARD

		KEY ACTIVITIES

		TARGETS

		TIME- FRAME

		PERFORMANCE INDICATORS

		CONTEXTUAL FACTORS



		6. Management of therapy / counselling programmes

		Criterion 1: Providing leadership, mentoring, support and development.

		Choose an item.		

		Choose an item.		

		



		

		Criterion 2: Administration of resources and records

		Choose an item.		

		Choose an item.		

		



		

		Criterion 3: Decision-making and accountability.

		Choose an item.		

		Choose an item.		

		



		

		Criterion 4: Policy development and implementation

		Choose an item.		

		Choose an item.		

		









AGREED (Signatures):



		

		CHIEF EDUCATION THERAPIST / COUNSELLOR

		SUPERVISOR



		Name

		

		



		Designation

		

		



		Signature

		

		



		Date

		

		







		







School Stamp







2
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Cover Sheet-CETC

		QMS WORK PLAN AND APPRAISAL INSTRUMENTS FOR CHIEF EDUCATION THERAPISTS AND COUNSELLORS



		1		Introduction

		1.1		The appraisal of the Chief Education Therapist / Counsellor must be conducted twice during the year, using the approved instrument provided in this section.

		1.2		The two appraisals are conducted as follows:
○ Mid-Year, and
○ Annual 

		2		QMS Workplan and instrument

		2.1		The QMS work plan (Annexure A 3) and QMS instrument (Annexure A 4) must be   completed for each Chief Education Therapist / Counsellor.

		2.2		The QMS work plan and instrument should also be used for purposes of self- appraisal, the Mid-Year Appraisal and Annual Appraisal. 

		2.3		All Chief Education Therapists / Counsellors are required to complete a work plan at the beginning of each evaluation cycle.

		2.4		A Chief Education Therapist / Counsellor is evaluated on 6 Performance Standards;

		2.5		The Performance Standards in the instrument form the core elements of the job description for the Chief Education Therapist / Counsellor.

		2.6		The criteria form the key deliverables for each Performance Standard.

		2.7		The desired outcome/key objective of each criteria has been pegged with a maximum rating of 4.

		2.8		A rating that is less than the desired outcome will be influenced by the following factors:

				•	There is no or insufficient evidence of a particular desired activity;

				•	The desired activity is infrequent;

				•	The desired activity is frequent but of poorer quality than desired;

				•	The desired activity is infrequent and of poor quality; and

				•	The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude

		3		PERFORMANCE STANDARDS

		Table 1 below shows the 6 Performance Standards, the criteria and the desired outcome for the Chief Education Therapist / Counsellor

		TABLE 2: PERFORMANCE STANDARDS, CRITERIA AND DESIRED OUTCOMES FOR PL 2 EDUCATORS (HODs)

		No.		Performance Standard		Criteria				The desired outcome

		1		Creation of a positive therapeutic / counselling environment		1) Therapeutic / counselling environment 				The use of a therapeutic / counselling environment enables learners to be productively engaged in individual and cooperative therapeutic / counselling experiences.

						2) Management of therapeutic / counselling environment				Time and available resources are managed to create an optimal therapeutic / counselling environment in which learners can achieve individualized therapy / counselling goals.

		2		Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.		1) Knowledge of  field of practice				Applies, integrates and aligns scope of practice as determined by the HPCSA with CAPS, SIAS, White Paper 6 and other relevant policies (e.g. Action Step Model, Guidelines for Inclusive Schools/Full Service Schools, Guidelines for Special Schools as Resource Centers)

						2)  Therapy / Counselling Planning 				Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

						3) Management of therapy / counselling sessions				Therapy / counselling session in accordance with therapy / counselling goals:
•	activities are graded; and 
•	time management is evident

						4) Record keeping				Records are meticulously maintained and stored to: 
• provide information on the intervention plan
• interventions and therapy / counselling progress 
• maintain ethics and confidentiality

		3		Learner assessment, progress and development 		1) Feedback to learners and stakeholders				Provides appropriate feedback to relevant stakeholders using a variety of strategies. 
Feedback is provided regularly and appropriately recorded.
Uses therapeutic / counselling methods that instill confidence in learners to achieve intended therapeutic / counselling goals/outcomes. 

						2) Knowledge and application of assessment techniques and resources				Knows and uses a range of assessment techniques and resources creatively.  
Continues to optimize learner progress and development.

						3) Learner progress and development 				Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.
Notes on learner progress are up to date and progress is noted on every therapy / counselling session
Progress notes are kept safe in learner files.

		4		Professional Development and Conduct		1) Participation in Continuous professional development				Participates fully and takes a role in initiating and delivering professional development activities.

						2) Professional Conduct				Conduct is ethical and professional and truly displays the purpose and intent of the HPCSA / SACE code of professional ethics. 

		5			Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular		1) Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.
Engages in outreach programmes and collaboration within the school and across surrounding schools. 

		6			Management of therapy / counselling programmes		1) Providing leadership, mentoring, support and development. 				•	Regular communication/discussions to provide clear, valuable, guidance, support and constructive feedback to therapists.

						2) Administration of resources and records 				•	Efficient utilization and updating of resources. 
•	Furniture and equipment are in good condition and well-maintained.
•	Policy for furniture and equipment is implemented. 
•	Register for assets are well maintained.

						3) Decision-making and accountability. 				•	Decisions are often proactive rather than reactive. 
•	Consults and accepts total responsibility for all decisions even if they are proved to be wrong. 
•	Arrives at decisions creatively.

						4) Policy development and implementation 				•	Policies are developed through wide consultation and according to the needs of the school. 
•	Implementation of internal and external policies, is consistent and supports therapeutic interventions. 

		4. Rating Scale, Descriptor, scores and percentages:

		4.1 Chief Education Therapist / Counsellor 

		      •A 4-point rating scale is used when completing the instrument.

		RATING		DESCRIPTOR								Chief Education Therapist / Counsellor SCORE
(Maximum Score = 220)				     PERCENTAGE

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support								0 – 109				0% - 49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required								110 – 153				50% - 69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support								154 – 186				70% - 84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.								187 – 220				85% - 100%





Appraisal Instrument -CETC

										Annexure A4

		QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
CHIEF EDUCATION THERAPIST / COUNSELLOR 

		(To be completed twice during the school year – June and November)



		Section A: PERSONAL PARTICULARS AND SCHOOL INFORMATION



		1. APPRAISEE



		Surname						First names 

		Designation						Persal number

		Highest Qualification						Specialization in field of work

		Grade / Subjects taught during current appraisal year



		2. APPRAISER



		Surname						First names 

		Designation						Persal number



		3. SCHOOL



		Name of school						Province

		Circuit/district						Principal’s name

		Telephone						Cell No



		4. BRIEF JOB DESCRIPTION (Specialisation / /Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities				Extra-mural activities		Management and Administrative duties		Other: (Please specify)





		SECTION B: APPRAISAL

		Educator to be rated by selecting or entering a value between 1-4  for each descriptor

		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT



		Criterion 1: Therapeutic / counselling and learning environment						Mid-Year		Annual

		a.		Seating arrangement provides for optimum development of learners 

		b.		Therapeutic / counselling environment is tidy and clean

		c. 		Therapeutic / counselling support material(s) is available and used appropriately.

		Sub-total								0



		Criterion 2: Management of therapeutic / counselling environment						Mid-Year		Annual

		a.		Is punctual and organized in the therapeutic / counselling environment

		b.		Ensures that learners are punctual and settled down 

		c. 		Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING



		Criterion 1: Knowledge of field of practice						Mid-Year		Annual

		a.		Has adequate therapeutic / counselling knowledge and uses it effectively.

		b.		Sets appropriate tasks for learners to enable development.

		c. 		Uses a variety of examples and resources to facilitate development.

		Sub-total								0



		Criterion 2: Therapy / Counselling Planning						Mid-Year		Annual

		a.		Therapy / counselling session is logical, coherent and meaningful to learners

		b.		Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

		c. 		Time is well-managed during the therapeutic / counselling session

		d..		Encourages involvement of learners.

		e.		Responds appropriately to learner questions and inputs

		Sub-total								0



		Criterion 3: Management of therapy / counselling sessions						Mid-Year		Annual

		a.		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		b.		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		Sub-total								0



		Criterion 4: Record keeping						Mid-Year		Annual

		a.		Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality

		b.		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT



		Criterion 1: Feedback to learners and stakeholders						Mid-Year		Annual

		a.		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes

		b.		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		c. 		Feedback is provided regularly and appropriately recorded.

		Sub-total								0



		Criterion 2: Knowledge and application of assessment techniques and resources						Mid-Year		Annual

		a.		Knows and uses a range of assessment instrument techniques and resources creatively

		b.		Analyses assessment findings in a manner that enhances learner progress and development.

		Sub-total								0



		Criterion 3: Learner progress and development						Mid-Year		Annual

		a.		Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.

		b.		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT AND CONDUCT



		Criterion 1: Participation in continuous professional development						Mid-Year		Annual

		a.		Participates in initiating and delivering professional development activities.

		b.		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		c. 		Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues

		Sub-total								0



		Criterion 2: Professional Conduct						Mid-Year		Annual

		a.		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		b.		Is always appropriately dressed and presentable

		c. 		Conducts therapy / counselling sessions as expected in line with the school time-table

		d.		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.

		e.		Contributes positively towards school improvement

		f.		Maintains good relations with stakeholders

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 5: PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES



		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						Mid-Year		Annual

		a.		Networks with relevant stakeholders. 

		b.		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		c. 		Is involved in extra-mural and co-curricular activities

		Sub-total								0

		Total 								0

		Comments

		Mid-Year

		Annual



		PERFORMANCE STANDARD 6: MANAGEMENT OF THERAPY / COUNSELLING PROGRAMMES



		Criterion 1: Providing leadership, mentoring, support and development						Mid-Year		Annual

		a.		Monitors and guides implementation of therapeutic intervention.

		b.		Controls therapist’s / counsellor’s work (checks preparations, quality of assessments, feedback, etc.)

		c. 		Assesses performance of therapists / counsellors / psychologists regularly and provides feedback, mentoring and support

		d.		Manages underperformance

		e.		Organizes workshops and training sessions.

		Sub-total								0



		Criterion 2: Administration of resources and records						Mid-Year		Annual

		a.		Therapeutic / counselling resources are kept in good and working condition. 

		b.		Therapy / Counselling departments are well maintained. 

		c. 		Budgets and records of expenditure are kept.

		d.		Keeps updated inventory/register of equipment in his/her care

		e.		A filing system of all essential records is kept and updated regularly.

		Sub-total								0



		Criterion 3: Decision-making and accountability						Mid-Year		Annual

		a.		Displays good planning, monitoring and evaluation skills.

		b.		Takes full responsibility for decisions taken, is honest and decisive.

		c. 		Consults stakeholders and communicates effectively with them.

		d.		Manages conflict.

		e.		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct.

		Sub-total								0



		Criterion 4: Policy development and implementation						Mid-Year		Annual

		a.		Key policies are in place and implemented effectively. 

		b.		Guidelines, consistent with key policies, are developed, implemented and reviewed. 

		Sub-total								0

		Total Performance Standard								0

		Comments

		Mid-Year

		Annual



		5. Overall Remarks: 

		5.1 Appraisee’s comments 

		Mid-Year

		Annual

		5.2 Appraiser’s comments

		Mid-Year

		Annual

		5.3 Resource person's appraisal (optional)

		Mid-Year

		Annual

		5.4 Principal's comments

		Mid-Year

		Annual

		6. Recommendations

		Mid-Year

		Annual



		7. Signatures

		Mid-Year		Mid-Year

				Name

				Signature & Date

				Designation

				Resource Person (if applicable)

				Signature & Date 

				Designation

				Name

				Signature & Date

				Designation



		Annual		Annual

				Name

				Signature & Date

				Designation

				Resource Person (if applicable)

				Signature & Date 

				Designation

				Name

				Signature & Date

				Designation



						SCHOOL STAMP





















&P
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Composite Score Sheet-CETC

										Annexure A5

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: CHIEF EDUCATION THERAPIST / COUNSELLOR 

		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname				0		First Name		0

		Persal Number				0

		School				0



		No. 		Performance Standard				Maximum Score		Educator Score

		1		Creation of a positive therapeutic / counselling environment				28		0

		2		Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.				48		0

		3		Learner assessment, progress and development 				28		0

		4		Professional development and conduct				36		0

		5		Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				12		0

		6		Management of therapy / counselling programmes				68		0

		Total						220		0

		PERCENTAGE (Chief Education Therapist / Counsellor Score ÷ 220) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		NAME				DESIGNATION		SIGNATURE		DATE

						Appraisee

						Appraiser

						Resource person (if applicable)

		VALIDATED BY :

						Principal



						SCHOOL STAMP
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WorkPlan-CETC



														Annexure A3

		QMS WORK-PLAN (Chief Education Therapist / Counsellor)             				Year :__________________

		NAME								SCHOOL

		PERIOD								DESIGNATION

		PERSAL NO								SUPERVISOR



		PERFORMANCE STANDARD		KEY ACTIVITIES				TARGETS		TIME- FRAME		PERFORMANCE INDICATORS		CONTEXTUAL FACTORS

		6. Management of therapy / counselling programmes		Criterion 1: Providing leadership, mentoring, support and development. 

				Criterion 2: Administration of resources and records 

				Criterion 3: Decision-making and accountability. 

				Criterion 4: Policy development and implementation 



		AGREED (Signatures):



		Name				Designation		Signature						Date







						School Stamp
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Annexure A4



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

CHIEF EDUCATION THERAPIST / COUNSELLOR 



(To be completed twice during the school year – June and November)



Section A: PERSONAL PARTICULARS AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in field of work

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. BRIEF JOB DESCRIPTION (Specialisation / /Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		





SECTION B: APPRAISAL



Therapist to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING ENVIRONMENT







		Criterion 1: Therapeutic / counselling and learning environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement provides for optimum development of learners 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapeutic / counselling environment is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Therapeutic / counselling support material(s) is available and used appropriately.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Management of therapeutic / counselling environment

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in the therapeutic / counselling environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settled down 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between therapist / counsellor psychologist and learners reflect mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING







		Criterion 1: Knowledge of field of practice

		Mid-Year 

		

		Annual 



		a.

		Has adequate therapeutic / counselling knowledge and uses it effectively.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners to enable development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples and resources to facilitate development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Therapy / counselling planning

		

		

		



		a.

		Therapy / counselling session is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Develops effective therapy / counselling plans to facilitate the attainment of therapy goals in line with learner’s therapeutic / counselling needs.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during the therapeutic / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages involvement of learners.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of therapy / counselling sessions

		

		

		

		

		

		

		

		

		



		a.

		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		Records are meticulously maintained and stored to: 

· provide information on the intervention plan

· interventions and therapy /counselling progress

· maintain ethics and confidentiality

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		









		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT







		Criterion 1: Feedback to learners and stakeholders

		Mid-Year 

		

		Annual 



		a.

		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/ outcomes

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is provided regularly and appropriately recorded.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of assessment techniques and resources

		

		

		

		

		

		

		

		

		



		a.

		Knows and uses a range of assessment instrument techniques and resources creatively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Analyses assessment findings in a manner that enhances learner progress and development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and development

		

		

		

		

		

		

		

		

		



		a.

		Learners achieve therapeutic / counselling goals/ outcomes in terms of individual potential.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT AND CONDUCT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Participates in initiating and delivering professional development activities.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research and/or develops therapeutic / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues



		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Professional Conduct

		

		

		

		

		

		

		

		

		



		a.

		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always appropriately dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts therapeutic / counselling sessions as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES







		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Networks with relevant stakeholders. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		









		







		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THERAPY / COUNSELLING PROGRAMMES







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Monitors and guides implementation of therapeutic intervention.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Controls therapist’s / counsellor’s work (checks preparations, quality of assessments, feedback, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Assesses performance of therapists / counsellors / psychologists regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Organizes workshops and training sessions.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Therapeutic / counselling resources are kept in good and working condition. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / Counselling departments are well maintained. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Guidelines, consistent with key policies, are developed, implemented and reviewed. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Appraisee’s comments 

		Mid-Year

		Annual



		











		







5.2 Appraiser’s comments

		Mid-Year

		Annual



		







		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		







		







5.4 Principal’s comments

		Mid-Year

		Annual



		











		







6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Appraisee:

		Appraiser:

		Resource person

(If applicable)

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		[bookmark: _Hlk109139594]

		Annual



		Name

		

		

		

		



		Designation

		Appraisee:

		Appraiser:

		Resource person

(If applicable)

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP
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Annexure A4



QUALITY MANAGEMENT SYSTEM (QMS)

APPRAISAL INSTRUMENT

CHIEF EDUCATION THERAPIST / COUNSELLOR 



(To be completed twice during the school year – June and November)



Section A: PERSONAL PARTICULARS AND SCHOOL INFORMATION



1. APPRAISEE



		Surname

		

		First names 

		



		Designation

		

		Persal number

		



		Highest Qualification

		

		Specialization in field of work

		



		Grade / Subjects taught during current appraisal year

		







2. APPRAISER



		Surname

		

		First names 

		



		Designation

		

		Persal number

		







3. SCHOOL



		Name of school

		

		Province

		



		Circuit/district

		

		Principal’s name

		



		Telephone

		

		Cell No

		









4. BRIEF JOB DESCRIPTION (Specialisation / /Key areas of responsibility, etc.)



		Therapeutic / counselling and assessment responsibilities

		Extra-mural activities

		Management and Administrative duties



		Other: (Please specify)





		















		

		

		







SECTION B: APPRAISAL



Therapist to be rated with a cross (X) for each descriptor 



		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING ENVIRONMENT







		Criterion 1: Therapeutic / counselling and learning environment

		Mid-Year 

		

		Annual 



		a.

		Seating arrangement provides for optimum development of learners 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapeutic / counselling environment is tidy and clean

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Therapeutic / counselling support material(s) is available and used appropriately.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Management of therapeutic / counselling environment

		

		

		

		

		

		

		

		

		



		a.

		Is punctual and organized in the therapeutic / counselling environment

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Ensures that learners are punctual and settled down 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Communication between therapist / counsellor psychologist and learners reflect mutual respect, cooperation and understanding

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages discipline effectively

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		





		







		2.

		PERFORMANCE STANDARD 2

		KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING







		Criterion 1: Knowledge of field of practice

		Mid-Year 

		

		Annual 



		a.

		Has adequate therapeutic / counselling knowledge and uses it effectively.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Sets appropriate tasks for learners to enable development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Uses a variety of examples and resources to facilitate development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Therapy / counselling planning

		

		

		



		a.

		Therapy / counselling session is logical, coherent and meaningful to learners

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Develops effective therapy / counselling plans to facilitate the attainment of therapy goals in line with learner’s therapeutic / counselling needs.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Time is well-managed during the therapeutic / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Encourages involvement of learners.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Management of therapy / counselling sessions

		

		

		

		

		

		

		

		

		



		a.

		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Record keeping

		

		

		

		

		

		

		

		

		



		a.

		Records are meticulously maintained and stored to: 

· provide information on the intervention plan

· interventions and therapy /counselling progress

· maintain ethics and confidentiality

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		



		









		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT







		Criterion 1: Feedback to learners and stakeholders

		Mid-Year 

		

		Annual 



		a.

		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/ outcomes

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Feedback is provided regularly and appropriately recorded.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Knowledge and application of assessment techniques and resources

		

		

		

		

		

		

		

		

		



		a.

		Knows and uses a range of assessment instrument techniques and resources creatively

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Analyses assessment findings in a manner that enhances learner progress and development.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Learner progress and development

		

		

		

		

		

		

		

		

		



		a.

		Learners achieve therapeutic / counselling goals/ outcomes in terms of individual potential.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		4.

		PERFORMANCE STANDARD 4

		PROFESSIONAL DEVELOPMENT AND CONDUCT







		Criterion 1: Participation in continuous professional development

		Mid-Year 

		

		Annual 



		a.

		Participates in initiating and delivering professional development activities.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Engages in research and/or develops therapeutic / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues



		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Professional Conduct

		

		

		

		

		

		

		

		

		



		a.

		Displays the purpose and intent of the HPCSA / SACE code of professional ethics.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Is always appropriately dressed and presentable

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Conducts therapeutic / counselling sessions as expected in line with the school time-table

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Contributes positively towards school improvement

		1

		2

		3

		4

		

		1

		2

		3

		4



		f.

		Maintains good relations with stakeholders

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		







		







		5.

		PERFORMANCE STANDARD 5

		PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES







		Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		Mid-Year 

		

		Annual 



		a.

		Networks with relevant stakeholders. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Is involved in extra-mural and co-curricular activities

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		









		









		6.

		PERFORMANCE STANDARD 6

		MANAGEMENT OF THERAPY / COUNSELLING PROGRAMMES







		Criterion 1: Providing leadership, mentoring, support and development

		Mid-Year 

		

		Annual 



		a.

		Monitors and guides implementation of therapeutic intervention.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Controls therapist’s / counsellor’s work (checks preparations, quality of assessments, feedback, etc.)

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Assesses performance of therapists / counsellors / psychologists regularly and provides feedback, mentoring and support

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages underperformance

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Organizes workshops and training sessions.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 2: Administration of resources and records

		

		

		

		

		

		

		

		

		



		a.

		Therapeutic / counselling resources are kept in good and working condition. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Therapy / Counselling departments are well maintained. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Budgets and records of expenditure are kept.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Keeps updated inventory/register of equipment in his/her care.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		A filing system of all essential records is kept and updated regularly.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 3: Decision-making and accountability

		

		

		

		

		

		

		

		

		



		a.

		Displays good planning, monitoring and evaluation skills.

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Takes full responsibility for decisions taken, is honest and decisive.

		1

		2

		3

		4

		

		1

		2

		3

		4



		c.

		Consults stakeholders and communicates effectively with them.

		1

		2

		3

		4

		

		1

		2

		3

		4



		d.

		Manages conflict.

		1

		2

		3

		4

		

		1

		2

		3

		4



		e.

		Takes firm action against abuse and other forms of irresponsible and unprofessional conduct.

		1

		2

		3

		4

		

		1

		2

		3

		4



		Criterion 4: Policy development and implementation

		

		

		

		

		

		

		

		

		



		a.

		Key policies are in place and implemented effectively. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		b.

		Guidelines, consistent with key policies, are developed, implemented and reviewed. 

		1

		2

		3

		4

		

		1

		2

		3

		4



		Total

		

		





Comments:

		Mid-year

		Annual



		













		







5. Overall Remarks:



5.1. Appraisee’s comments 

		Mid-Year

		Annual



		











		







5.2 Appraiser’s comments

		Mid-Year

		Annual



		







		







5.3 Resource person’s comments (Optional)

		Mid-Year

		Annual



		







		







5.4 Principal’s comments

		Mid-Year

		Annual



		











		







6. RECOMMENDATIONS



		Mid-Year

		Annual



		











		









7. SIGNATURES



		

		Mid-Year



		

Name

		

		

		

		



		Designation

		Appraisee:

		Appraiser:

		Resource person

(If applicable)

		

Principal





		

Signature

		

		

		

		



		

Date

		

		

		

		









		[bookmark: _Hlk109139594]

		Annual



		Name

		

		

		

		



		Designation

		Appraisee:

		Appraiser:

		Resource person

(If applicable)

		Principal



		Signature

		

		

		

		



		Date

		

		

		

		







		



SCHOOL STAMP
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										Annexure A5

		QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: CHIEF EDUCATION THERAPIST / COUNSELLOR 

		(To be submitted to the District Office by the end of the 4th quarter)

		Date

		Surname						First Name

		Persal Number

		School



		No. 		Performance Standard				Maximum Score		Educator Score

		1		Creation of a positive therapeutic / counselling environment				28

		2		Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.				48

		3		Learner assessment, progress and development 				28

		4		Professional development and conduct				36

		5		Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities				12

		6		Management of therapy / counselling programmes				68

		Total						220		0

		PERCENTAGE (Chief Education Therapist / Counsellor Score ÷ 220) x 100  =								0%



		Comments (Strengths and areas for development):



		Select a statement

		Signatures:

		NAME				DESIGNATION		SIGNATURE		DATE

						Appraisee

						Appraiser

						Resource person (if applicable)

		VALIDATED BY :

						Principal



						SCHOOL STAMP
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QUALITY MANAGEMENT SYSTEM (QMS)

COMPOSITE SCORE SHEET: CHIEF EDUCATION THERAPIST / COUNSELLOR 

(To be submitted to the District Office by the end of the 4th quarter)



		Full Name

		

		Date

		



		Persal Number

		

		School

		







		PERFORMANCE STANDARD

		MAXIMUM

SCORE

		CHIEF EDUCATION THERAPIST / COUNSELLOR SCORE



		1. Creation of a positive therapeutic / counselling environment

		28

		



		2. Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.

		48

		



		3. Learner assessment, progress and development 

		28

		



		4. Professional development and conduct

		36

		



		5. Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities

		12

		



		6. Management of therapy / counselling programmes

		68

		



		

FINAL SCORE

		220

		



		

PERCENTAGE (Chief Education Therapist / Counsellor Score ÷ 220) x 100  =

		                %







Comments:

		











I agree / do not agree with the overall performance rating.



SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Appraisee:

		

		



		

		Appraiser:

		

		



		



		Resource person (if applicable)

		

		



		VALIDATED BY:



		

		Principal

		

		







		

SCHOOL STAMP
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																								ANNEXURE A6

				QUALITY MANAGEMENT SYSTEM FOR THERAPISTS, COUNSELLORS AND PSYCHOLOGISTS

						 SUMMATIVE SCORES FOR SCHOOL





		School Name														Emis Number

		Circuit														District

		Year														Principal



		Surname & initials		Post  Level		Persal No.		PS1 
(28)		PS2
(48)		PS3
(28)		PS4
(36)		PS5
(12)		PS6
(68)		Total (220)		%		Identified development need

		Chief Education Therapist / Counsellor 

																				0		0%

																				0		0%

																				0		0%

		Therapist / Counsellor / Psychologist 		Post Level		Persal No.		PS1
(28) 		PS2
(48)		PS3
(28)		PS4
(36)		PS5 (12)				Total (152)		%		 Identified development need

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%

																				0		0%



		SIGNATURES:

		NAME				DESIGNATION										SIGNATURE								DATE

						Principal

						Circuit Manager

		VALIDATED BY:

						District Director



				School  Stamp										Circuit / District Stamp
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ANNEXURE A6

QUALITY MANAGEMENT SYSTEM FOR THERAPISTS, COUNSELLORS, AND PSYCHOLOGISTS

SUMMATIVE SCORES FOR SCHOOL

		School Name

		

		EMIS Number

		



		Circuit

		

		District

		



		Year

		

		Principal

		







		Surname & initials

		

		

		

		

		

		

		

		

		

		

		



		Chief Education Therapist / Counsellor 

		Post

Level

		Persal No.

		PS 1

(28)

		PS 2

(48)

		PS 3

(28)

		PS 4

(36)

		PS 5

(12)

		PS 6

(68)

		Total

(220)

		%

		Identified development need



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		Therapist / Counsellor / Psychologist 

		Post

Level

		Persal No.

		PS 1

(28)

		PS 2

(48)

		PS 3

(28)

		PS 4

(36)

		PS 5

(12)

		

		Total

(152)

		%

		Identified development need



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		







SIGNATURES:

		NAME

		DESIGNATION

		SIGNATURE

		DATE



		

		Principal

		

		



		

		Circuit Manager

		

		



		VALIDATED BY:



		

		District Director

		

		







		

School Stamp





		

Circuit / District Stamp
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										Annexure A7



		THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT



		Full Name						Job Designation

		Date:						Subject

		Session observed by:						Topic

		Grade



		PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT



		Criterion 1: Therapeutic / counselling and learning environment						Rating		Remarks

		a.		Seating arrangement provides for optimum development of learners 

		b.		Therapeutic / counselling environment is tidy and clean

		c. 		Therapeutic / counselling support material(s) is available and used appropriately.

		Sub-total						0



		Criterion 2: Management of therapeutic / counselling environment						Rating		Remarks

		a.		Is punctual and organized in the therapeutic / counselling environment

		b.		Ensures that learners are punctual and settled down 

		c. 		Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding

		d. 		Manages discipline effectively

		Sub-total						0



		Total						0



		PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING



		Criterion 1: Knowledge of field of practice						Rating		Remarks

		a.		Has adequate therapeutic / counselling knowledge and uses it effectively.

		b.		Sets appropriate tasks for learners to enable development.

		c. 		Uses a variety of examples and resources to facilitate development.

		Sub-total						0



		Criterion 2: Therapy / Counselling Planning						Rating		Remarks

		a.		Therapy / counselling session is logical, coherent and meaningful to learners

		b.		Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.

		c. 		Time is well-managed during the therapeutic / counselling session

		d..		Encourages involvement of learners.

		e.		Responds appropriately to learner questions and inputs

		Sub-total						0



		Criterion 3: Management of therapy / counselling sessions						Rating		Remarks

		a.		The therapy / counselling session is in accordance with the identified therapy / counselling goals.

		b.		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 

		Sub-total						0



		Criterion 4: Record keeping						Rating		Remarks

		a.		Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality

		b.		Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 

		Sub-total						0



		Total						0



		PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT



		Criterion 1: Feedback to learners and stakeholders						Rating		Remarks

		a.		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes

		b.		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		c. 		Feedback is provided regularly and appropriately recorded.

		Sub-total						0



		Criterion 2: Knowledge and application of assessment techniques and resources						Rating		Remarks

		a.		Knows and uses a range of assessment instrument techniques and resources creatively

		b.		Analyses assessment findings in a manner that enhances learner progress and development.

		Sub-total						0



		Criterion 3: Learner progress and development						Rating		Remarks

		a.		Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.

		b.		Notes on learner progress are up to date and progress is noted on every therapy / counselling session

		Sub-total						0



		Total						0



		Overall Remarks:



		Name 				Designation		Signature:		Date:

						Appraisee

						Appraiser

						Resource person (Optional)
















image19.emf
A7-Therapy-Counse lling Session Observation.docx


A7-Therapy-Counselling Session Observation.docx




2



Annexure A7



THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT





		Full Name

		

		Job Designation

		



		Date:

		

		Subject

		



		Session observed by:

		

		Topic

		



		Grade

		









		1.

		PERFORMANCE STANDARD 1

		CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING ENVIRONMENT







		Criterion 1: Therapeutic / counselling and  learning environment

		Rating

		Remarks



		a

		Seating arrangement provides for optimum development of learners 

		1

		2

		3

		4

		



		b

		Therapeutic / counselling environment is tidy and clean

		1

		2

		3

		4

		



		c

		Therapeutic / counselling support material(s) is available and used appropriately.

		1

		2

		3

		4

		



		Criterion 2: Management of therapeutic / counselling environment

		

		

		

		

		



		a

		Is punctual and organized in the therapeutic / counselling environment.

		1

		2

		3

		4

		



		b

		Ensures that learners are punctual and settle down.

		1

		2

		3

		4

		



		c

		Communication between therapist / counsellor / psychologist and learners reflects mutual respect, cooperation and understanding

		1

		2

		3

		4

		



		d

		Manages discipline effectively

		1

		2

		3

		4

		



		Total

		

		







		2.

		PERFORMANCE STANDARD 2

		KNOWLEDGE OF FIELD OF PRACTICETO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING







		Criterion 1: Knowledge of field of practice

		Rating

		Remarks



		a

		Has adequate subject knowledge and uses it effectively.

		1

		2

		3

		4

		



		b

		Sets appropriate tasks for learners to enable development.

		1

		2

		3

		4

		



		c

		Uses a variety of examples and resources to facilitate development.

		1

		2

		3

		4

		



		Criterion 2: Therapy / counselling planning 

		

		



		a

		Therapy / counselling session is logical, coherent and meaningful to learners

		1

		2

		3

		4

		



		b

		Develops effective therapy/counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic needs.

		1

		2

		3

		4

		



		c

		Time is well-managed during the therapeutic/ counselling session.

		1

		2

		3

		4

		



		d

		Encourages involvement of learners.

		1

		2

		3

		4

		



		e

		Responds appropriately to learner questions and inputs

		1

		2

		3

		4

		



		Criterion 3: Management therapy / Counselling sessions

		

		

		

		

		











		a

		The therapy / counselling session is in accordance with the identified therapy goals.

		1

		2

		3

		4

		



		b

		Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6)

		1

		2

		3

		4

		



		Criterion 4: Record keeping

		

		

		

		

		



		a

		Records are meticulously maintained and stored to:

· Provide information on the intervention plan

· Interventions and therapy / counselling progress

· Maintain ethics and confidentiality

		1

		2

		3

		4

		



		b

		Records of learner diagnoses and therapeutic interventions are neatly maintained and updated regularly

		1

		2

		3

		4

		



		Total

		

		







		3.

		PERFORMANCE STANDARD 3

		LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT







		Criterion 1: Feedback to learners and stakeholders

		Rating 

		Remarks



		a

		Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes.

		1

		2

		3

		4

		



		b

		Provides appropriate feedback to relevant stakeholders using a variety of strategies. 

		1

		2

		3

		4

		



		c

		Feedback is provided regularly and appropriately recorded.

		1

		2

		3

		4

		



		Criterion 2: Knowledge and application of assessment techniques and resources

		

		

		

		

		



		a

		Knows and uses a range of assessment instrument techniques and resources creatively.

		1

		2

		3

		4

		



		b

		Analyses assessment findings in a manner that enhances learner progress and development.

		1

		2

		3

		4

		



		Criterion 3: Learner progress and development

		

		

		

		

		



		a

		Learner achieve therapeutic / counselling goals/outcomes in terms of individual potential. 

		1

		2

		3

		4

		



		b

		Notes on learner progress are up to date and progress is noted on every therapy / counselling session.

		1

		2

		3

		4

		



		Total

		

		







Overall Remarks:



		Appraisee:





		Appraiser



		Resource person (Optional)



		

Signature:



		

Signature:

		

Signature:



		

Date:



		

Date:

		

Date:
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Annexure A8



DECLARATION OF CONFIDENTIALITY AND CONSENT



Quality Management System (QMS) for Education Therapists, Counsellors and Psychologists



Consent to use personal information in terms of the Protection of Personal Information, 2013 (Act No. 4 of 2013) (POPI Act) 



The Quality Management System (QMS) is a Performance Management System for school-based education therapists / counsellors / psychologists, designed to evaluate the performance levels of individuals to achieve high levels of therapy / counselling performance within a school setting. 



The appraiser / supervisor (Education Therapist Specialist, Counsellor and Psychologist / Chief Education Therapist / Counsellor and/or Principal) undertakes to process the Quality Management System (QMS) information of the Education Therapist / Counsellor / Psychologist only in accordance with the conditions of lawful processing as set out in terms of the Protection of Personal Information, 2013 (Act No. 4 of 2013) (POPIA) and in terms of the Department’s POPIA Guidelines. 



The appraisee (Education Therapist) acknowledges that the collection of his/her QMS information is both necessary and requisite as a legal obligation, which falls within the scope of execution of the legal functions and obligations as agreed to in ELRC Collection Agreement for therapists. 



The appraisee hereby voluntarily authorises the appraiser to process his/her personal information in terms of the POPIA. The information will only be used to evaluate the performance levels of individuals to achieve high levels of therapy / counselling performance within a school setting and will not be used for any other purpose. 



The appraisee therefore irrevocably and unconditionally agrees:

 

1. That he/she is notified of the purpose and reason for the collection and processing of his or her QMS information insofar as it relates to the supervisor/appraiser to discharge of its obligations and to perform its functions as a representative of the employer ……………………………………………… (Name of PED) 



2. That he/she consents and authorizes the appraiser / supervisor to undertake the collection and processing of the employee’s QMS process for the purposes of evaluating the performance level of the Education Therapist within a school setting.

Agreed / Not Agreed

		Initial and Surname

		Designation

		Signature 

		Date



		

		Appraisee: 

		

		



		

		Appraiser / Supervisor: 

		

		







		School /District Stamp
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Annexure A9

[bookmark: _Hlk105348300]

GENERIC JOB DESCRIPTION

School Based Education Therapist, Counsellor and Psychologist and Chief Education Therapist / Counsellor 



1. JOB INFORMATION 

		JOB TITLE  

		



		CATEGORY (e.g. Occupational Therapist, Physiotherapist, etc)

		



		NAME AND SURNAME

		 



		PERSAL NUMBER 

		 



		SALARY LEVEL

		



		PROVINCE

		



		DISTRICT

		



		CIRCUIT

		



		SCHOOL

		



		LOCATION: 

		



		SUPERVISOR 

(NAME AND SURNAME)

		



		SUPERVISOR’S DESIGNATION

		





 

2. MAIN PURPOSE OF THE JOB 



To render direct, indirect and consultative therapeutic and educational support in an inclusive context, within a Public Special School/ Resource Centre and/ or Outreach clinic for Public Ordinary schools. 

		Note: These job descriptions serve as the minimum requirements. PEDs may extend the key activities and competencies as per scope of practice and ethics. 







3. KEY RESPONSIBILITY AREAS 

		KEY RESPONSIBILITY AREAS (KRAs)

		KEY ACTIVITIES



		1) Assess the learner’s level of functioning to identify barriers to learning based on the therapist / counsellor / psychologist’s scope of practice

		1.1 	Conduct screening for the learners by:

· Using appropriate screening instruments.

· Obtaining pertinent case history of a learner.

1.2 	Administer formal and informal assessments by:

· Observing learners in a school environment.

· Selecting appropriate assessment based on individual learner needs.

· Administering tests according to acceptable procedures.

1.1 Analyse and interpret information to make decisions regarding the need for therapeutic intervention by:

· Integrating information from assessments conducted and compile comprehensive assessment reports.

· Determining the impact of the learner’s barriers on the ability to function effectively within the school environment.

· Determining the learner’s strengths which will support effective therapy / counselling provisioning.

· Engaging in multidisciplinary team discussions to obtain holistic information regarding the learner for appropriate support provisioning.

· Making recommendations and referrals for medical and/or related services.



		2) Provide intervention (direct and indirect therapy / counselling) relating to barriers to learning.

		2.1 	Provide direct and indirect therapy / counselling services based on       a therapy / counselling plan to learners in public special schools and       public ordinary schools through the following:

· individual therapy/ counselling 

· group therapy / counselling

· collaborative intervention 

1.2 Determine individualized therapy/ counselling goals based on barriers and strengths identified.

1.3 Design, select and/or modify therapy/ counselling programmes based on individual learner needs in line with the principles and practices of the profession.

1.4 Prescribe, issue and maintain assistive devices 

1.5 Maintain records of therapy / counselling interventions.

1.6 Maintain effective administration practices of the therapy / counselling department.

1.7 Report on therapy / counselling department functioning to supervisors.



		3) Engage in therapeutic / counselling capacity building programmes and skills sharing on related therapy / counselling matters



		3.1 	Provide training, on areas related to scope of practice, to       teachers, parents and support staff:

· On the early identification of learning barriers particularly barriers to accessing the curriculum.  

· To manage identified learners who experience therapeutic / counselling barriers to learning (e.g. Individual Support Plan - ISP) 

· On the Implementation of Inclusive Education Policies including the Screening Identification and Assessment Support (SIAS) Policy.

· On building an inclusive school environment





3.2 	Provide appropriate information regarding programmes offered by therapists to internal and external stakeholders (e.g. School Based support Team, District Based Support Team, Parents etc.).

3.3 Promote awareness of the different disciplines of therapy. / counselling.

3.4 Participate in the awareness campaigns of different disabilities.

3.5 Provide direct or indirect outreach services when required. 

3.6	Engage in continuous professional developmental activities based on the relevant programmes offered in the school.

3.7	Supervise undergraduate therapy / counselling students as and when required.



		4) Manage therapy / counselling support materials and equipment

		4.1 	Request appropriate and adequate therapy / counselling support materials and equipment based on learner needs.

4.2 	Safeguard therapy/counselling support materials and equipment within the therapy / counselling department.

4.3 	Maintain records of therapy /counselling material, equipment and the     issuing of assistive devices.

4.4 	Report on the faults and maintenance needs of the materials and equipment



		5) Participate in inter- and intra-sectoral networks and collaborations  

		5.1 	Collaborate and interact with stakeholders (e.g. Department of Health, Department of Social Development, Non-Profit Organisations, Non- Governmental Organisations, local government and the broader Community). 

1.2 Advocate for learners who experience barriers to learning.

1.3 Liaising with therapists / counsellors / psychologists from other special schools and sharing of best practices and experiences. 

5.4 	Liaison with relevant professional boards and tertiary institutions. 

5.5 	Participate in extra-mural and co-curricular activities.



		6) Management and Administration 



(KRA 6 is applicable to School-Based Chief Education Therapist / Counsellor)

		6.1 Manage effective administration practices of therapy / counselling interventions

6.2 	Ensure compliance with the code of Ethics of the Health Professions Council of South Africa (HPCSA) and the national / provincial requirements for professional practice. 

6.3 	Monitor, supervise and provide feedback on the plans and interventions undertaken by therapists/ counsellors / psychologists

6.4 Practice sound interpersonal relations. 

6.5 Engage in and provide guidance on the professional development of therapists.

6.6 Participate in and / or undertake the Performance Appraisals of Therapists, Counsellors and Psychologists.  















4. COMPETENCIES



4.1 	JOB RELATED KNOWLEDGE 

a) National and Provincial Education legislation, policies and regulations (e.g. Health Professions Act, Screening Identification Assessment and Support policy (SIAS), South African Schools Act (SASA), Employment of Educators Act (EEA), White Paper 6 (Support for special needs learners).

b)	Analytic, diagnostic and assessment tools 

c)	Intervention methods 

d)	Child development 

e)	Therapeutic / Counselling models and techniques 

f)	Understanding of group dynamics 

g)	Protocol and professional ethics



4.2 	JOB RELATED SKILLS   



a) Organising and Planning  

b) Project Planning  

c) Quality assurance and reporting 

d) Systemic analysis and reasoning 

e) Assessment and evaluation tools 

f) Group and individual therapy / counselling techniques 

g) Therapeutic / Counselling intervention  

h) Interpersonal  

i) Report-writing  

j) Computer literacy 

k) Presentation and facilitation  

l) Problem-solving  

m) Client orientation and customer focus



5. PERSONAL VALUES / ATTRIBUTES



a) Team Player

b) Upholding Standards

c) Ability to work independently

d) Establishing Rapport

e) Maintaining confidentiality and ethics

f) Embracing Change

g) Honesty and Integrity

h) Thinking Positively

i) Following Procedures

j) Coping with Pressure

k) Articulating Information

l) Empowering Individuals

m) Understanding People





6. AGREEMENT 

 

This job description has been consulted and agreed to between the relevant parties.  
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		SIGNATURE 
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SCHOOL / DISTRICT STAMP
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SESSION 1


CORE TRAINING OF PROVINCIAL TRAINING TEAMS 

ON THE 
QUALITY MANAGEMENT SYSTEM (QMS)  

24-25 January 2023 

ELRC Collective Agreement Number 2 of 2022





QMS Training 
(Sessions 1 & 2) 
-  TO BE EndorseD by SACE -




All  categories of school-based Education Therapists /Counsellors/ Psychologists will be required to complete the attendance register for submission to SACE to earn Professional Development (PD) points

















1. OPENING AND  WELCOME 
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WELCOME 

TO THE TRAINING ON QMS FOR SCHOOL BASED EDUCATION THERAPISTS/ COUNSELLORS/ PSYCHOLOGISTS
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2. INTRODUCTIONS:

FACILITATION TEAM 
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3. OVERVIEW OF THE PROGRAMME
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SESSION 1  - PROGRAMME


		ITEM 		DURATION 		 FACILITATOR 

		Opening and welcome		3 hours 		Core Training Team (CTT)

		Introductions				

		3. Overview of Programme 				

		4. Purpose of training and focus of Session 				

		5. Background and Introduction 				

		6.  Definition, Purpose and Guiding Principles of QMS				

		7. Roles and responsibilities of individuals and structures				

		8.  Performance Standards, Criteria and Descriptors				

		9. The Implementation Process				

		10. Appraisal Instruments for Education Therapists /Counsellors / Psychologists 				

		11. Relationship between Appraisal and Development				

		12. Disagreements and Grievances				

		13. QMS Management Plan : January – December 				

		14. Questions, comments, discussion 				
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4. PURPOSE OF THE TRAINING 
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To orientate school-based Education Education Therapists /Counsellors/ Psychologists to implement the Quality Management System (QMS) as informed by ELRC Collective Agreement 2 of 2022. 

Training will be conducted in 2 Sessions. Session 1 will be 3 hours and session 2 - 2 hours in duration.  

Session 1 will focus on mediating the contents and application of CA No 2 of 2022 and the instruments for School Based Education Therapists/ Counsellors / Psychologists.













PURPOSE OF THE TRAINING

9





NOTE: CATEGORIES OF SCHOOL-BASED EDUCATION THERAPISTS/ COUNSELLORS / PSYCHOLOGISTS 

Education Therapist (Speech Therapist, Occupational Therapist, Physiotherapist and Audiologist);

Education Counsellor / Psychometrist; 

Education Psychologist



Chief Education Therapist (Speech Therapist, Occupational Therapist, Physiotherapist and Audiologist);

Chief Education Counsellor / Psychometrist
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5. BACKGROUND

AND 

INTRODUCTION

11





The IQMS  (ELRC Collective Agreement No. 4 of 2005) for school-based Education Therapists / counsellors/ psychologists has been in place since 2005. However, schools that have Education Therapists / counsellors/ psychologists in their employ experienced challenges with its proper implementation. 



The teacher development summit of 2009 agreed, amongst others, on the following:

That a clear, coherent policy and regulatory environment be designed for both appraisal and development;

That appraisal for proposes of development be delinked from appraisal for salary progression; and

That the IQMS be streamlined and rebranded.











5.1 BACKGROUND
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5.2 QMS TASK TEAM

ELRC established a QMS Task Team in April 2021 to develop a QMS instrument for school-based education therapists, counsellors and psychologists.

Composition of Task Team: Employer and Labour – DBE / PEDs officials, Teacher Unions and specialists in the field of therapy/counselling and psychology.

7 Meetings were held as follows:

	•	6 May 2021

	•	20 August 2021

	•	21 September 2021

	•	05 April 2022

	•	03 June 2022

	•	12 July 2022 

            13 October 2022

On 13 October 2022, Task Team concluded its assigned task and handed over to the ELRC  Council.

The agreement was supported by HEDCOM (22 Nov 2022) and adopted at a Council meeting (23 Nov 2022).













Collective Agreement (CA) 2 of 2022 on the Quality  Management System (QMS) for school-based Education Therapists / counsellors / psychologists was finalised in November  2022.



CA 2 of 2022 replaces CA 4 of 2005.  It will remain in force unless terminated or amended by agreement.  



5.3 COLLECTIVE AGREEMENT ON QMS
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5.4 CONTENTS OF CA 2 of 2022

		Section		Description

		A		Information Resource Pack

		B		QMS Appraisal Instruments for Education Therapists/ Counsellors / Psychologists

		C		QMS Work plan and Appraisal Instruments for Chief Education Therapists / Psychologists

		D		Summative Scores Template
Therapy / Counselling Session Observation Instrument
Declaration of Confidentiality and Consent
Generic Job Description: School Based Education Therapists / Counsellors / Psychologists and Chief Education Therapists / Psychologists







5.5 CAPACITY BUILDING AND IMPLEMENTATION

This agreement came into effect for implementation by all school-based Education Therapists / counsellors/ psychologists as from 01 January 2023.

Training and capacity building on QMS by National /Provincial Training Team (NTT / PTT) comprising of the  DBE / Provincial QMS officials / specialists will occur from 30 January – 15 February 2023.  This will be followed by ongoing training to ensure the implementation of CA 2 of 2022. 
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6. DEFINITION, PURPOSE 

AND 

GUIDING PRINCIPLES 

OF 

QMS

17





6.1 What is the QMS? 



Quality Management System is a performance management system for school-based Education Therapists / counsellors/ psychologists, designed to evaluate the performance levels of individuals in order to achieve high levels of therapeutic performance. 



It is critical in assessing the extent to which Therapists, counsellors and psychologists are performing in line with their job descriptions in order to improve levels of accountability in our schools. 

                                               				

Collective Agreement Number 2 of 2022 ( Page 6)
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6.2 PURPOSE OF THE QMS

To determine levels of competence of all therapists / counsellors/ psychologists;

To enhance therapists’/ counsellors’/ psychologists’ efficiency, effectiveness and good performance;

To improve accountability levels within schools;

To provide a basis for decisions on mechanisms to recognize good performance and address under-performance;

To ensure that therapists / counsellors/ psychologists perform their duties with integrity, and maintain a positive, vigilant attitude towards all learning and therapeutic/counselling  activities;

To provide a basis for paying salary progression;

To provide mechanisms for assessing and supporting therapists / counsellors/ psychologists, taking into account the context within which they operate.

ELRC Collective Agreement No. 2 of 2022(page 7)
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6.3 GUIDING PRINCIPLES

To recognize that schools are not the same and are operating at different levels of performance and within different contexts exposed to different challenges .

To ensure fairness by taking into account relevant contextual factors that impact on therapeutic and counselling performance. 

To minimize subjectivity through transparent and open discussion throughout the appraisal process (and the inclusion of a resource person in the absence of a Chief Education Therapist at a school)

To provide feedback by focusing on:

Performance and not personality;

Availability of evidence and not assumptions; 

Objectivity and not subjectivity;

The specific and concrete and not the general and the abstract 

ELRC Collective Agreement Number 2 of 2022 (pages  7-8)
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7. ROLES AND RESPONSIBILITIES OF INDIVIDUALS AND STRUCTURES
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7.1 ROLES AND RESPONSIBILITIES
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1





2





3





4





5





6





7





8





The Principal





School Management Team





Therapist / counsellor / Psychologist





Resource Person (Optional – applicable in the absence of a Chief Education specialist at school.





Circuit Manager





District / Provincial Therapist, Counsellor, Psychologist





Grievance Committee at school level





Grievance Committee at circuit level





7.2.  ROLES AND RESPONSIBILITIES (cont.)

		Principal

		Ensures that every Education therapist / counsellor/ psychologist has access to the  Collective Agreement, QMS instruments and  other relevant and supporting information and documents
Signs all appraisal forms after confirmation that there is compliance with processes and accompanying evidence.

		School Management Team (SMT)/ Chief Education Therapist / Counsellor)		Has overall responsibility of managing the planning and implementation of the QMS 
Conducts Performance Appraisals of Education therapist / counsellor/ psychologist, including  observation of therapy / counselling sessions, and keeps records thereof. 
Assists the principal in finalising the appraisal scores of therapist/counsellors / psychologists.

		Education therapist / counsellor/ psychologist 
		Familiarises him/herself  with the QMS processes 
Conducts a self-appraisal prior to being appraised by the immediate supervisor
Informs the supervisor during the pre-appraisal meeting or at least three days prior the scheduled appraisal date on the intention to involve a resource person (if necessary).
Allows the immediate supervisor to conduct therapy / counselling session  observations and keeps relevant evidence for the appraisal process
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ELRC Collective Agreement Number 2 of 2022 (pages 8-11)





 ROLES AND RESPONSIBILITIES (cont.)

		Resource Person (optional)		Is a therapist , counsellor or psychologist ( from the same profession) who may be requested by the appraisee to assist in the appraisal process through provision of therapeutic or other relevant expertise. 
May be from the same or a different school. 
May not serve in the appraisal of more than 2 therapists, counsellors or psychologists. 

		Circuit Manager		As the immediate supervisor of the principal, agrees on a work plan with the principal with clear annual targets and performance indicators
Manages the performance of principals in a consultative, supportive and non-discriminatory manner to enhance school efficiency and accountability.
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ROLES AND RESPONSIBILITIES (cont.)

		District/ Provincial Therapist, Counsellor and Psychologist 		Engages in Quality Assurance in terms of scope of practice. 
Implements provincial priorities in the sector. 
Facilitates establishment of Professional Learning Communities (PLCs).
Prepares Management Plan for provision of support to therapists.
Provides feedback to SMTs of support provided to the therapist, counsellor, psychologist. 

		7. Grievance 
    Committees		7.1 At School Level
Resolve any grievance or disagreements at school level

7.2 At Circuit Level
Resolve any grievance or disagreements referred to it by the school grievance committee.
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7.3. SUPERVISOR

		A supervisor is a school-based Chief Education Therapist / Counsellor / Psychologist who is responsible for overseeing, guiding and appraising the therapist / counsellor / psychologist on his/her job performance. 
In the absence of the school-based Chief Education Therapist / Counsellor this function may also be fulfilled by the Principal in conjunction with a Therapist / Counsellor / Psychologist (of the next level) from the District or Provincial office.

The supervisor of the school-based Chief Education Therapist / Counsellor is the Principal in conjunction with a Therapist / Counsellor / Psychologist (of the next level) from the District or Provincial office. 
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ELRC Collective Agreement Number 2 of 2022 (pages 8-11)















8. PERFORMANCE STANDARDS, CRITERIA AND DESCRIPTORS
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8.1 PERFORMANCE STANDARDS, CRITERIA AND DESCRIPTORS
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PERFORMANCE STANDARD





The Performance Standards are agreed criteria to describe how well work must be done. 





CRITERIA





These criteria form the key deliverables for each Performance Standard and are used to evaluate the therapist/ counsellor/ psychologist 





DESCRIPTORS





Descriptors are phrases that aid in defining and outlining the expected conduct for a particular criterion. 





Form the core elements of the job description on the appraisal instrument





They clarify key performance areas of a job by describing “what works well” 





Each Performance Standard comprises of 1-4 criteria. 





These are not an all inclusive listing of conduct that might be associated with a criterion. 





Performance Standards
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EDUCATION THERAPIST/ COUNSELLOR/ PSYCHOLOGIST 







Learner assessment, progress and development





Professional development
and conduct





Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular






Creation of a positive Therapeutic / counselling environment







Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.






THERAPIST/ COUNSELLOR/ PSYCHOLOGIST 











ELRC Collective Agreement Number 2 of 2020 (pages 29-33)

		Performance Standard		No. of Criteria		No. of descriptors

		1. Creation of a 
positive therapeutic / counselling environment		2		7

		2. . Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.		4		12

		3. Learner assessment, progress and development 		3		7

		4. Professional Development and Conduct		2		9

		5. Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular		1		3

		Total		12		38

		Maximum Score = 152				

		Therapy / Counselling Session  Observation: Performance Standards 1 - 3				



8.2 THERAPIST/COUNSELLOR/ PSYCHOLOGIST 

30

ELRC Collective Agreement Number 2 of 2022 (pages  24-28)
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CHIEF EDUCATION THERAPIST/ COUNSELLOR

Performance Standards







CHIEF EDUCATION  THERAPIST / COUNSELLOR/ PSYCHOLOGIST





Creation of a positive therapeutic/ counselling environment 





Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.











Professional development and conduct 





Management of therapy /

counselling programmes 





Learner Assessment, progress and development 





Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricullar





8.3 CHIEF EDUCATION THERAPIST/ COUNSELLOR 

		Performance Standard		No. of Criteria		No. of descriptors

		1. Creation of a 
positive therapeutic / counselling environment		2		7

		2. . Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.		4		12

		3. Learner assessment, progress and development 		3		7

		4. Professional Development and Conduct		2		9

		5. Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular		1		3

		6. Management of therapy / counselling programmes 		4		17

		Total		16		55

		Maximum Score = 220				

		Therapy / Counselling Session  Observation: Performance Standards 1 - 3
				



ELRC Collective Agreement Number 2 of 2022 (pages  35-39)

32















9. THE IMPLEMENTATION PROCESS
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9. THE IMPLEMENTATION PROCESS
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9.1 MID-YEAR & ANNUAL APPRAISAL

Formal Appraisals are conducted twice per annum as follows:



Mid-year appraisal: 



Undertaken towards the end of the second term, taking into account all forms of assessment administered during the first and second term.

Annual appraisal: 



Completed by the end of the school calendar year, taking into account all forms of assessment prior to this appraisal.

ELRC Collective Agreement Number 2 of 2022 (page 12)

35






9.2 INFORMAL APPRAISALS


Informal appraisals are undertaken in the First and Third Terms. 

It is aimed at assessing whether the therapist’s/ counsellor’s / psychologist’s performance is complying with the required performance standards. 

Evidence from therapy/ counselling assessments, intervention plans, progress notes, and PDP are taken into account  and support provided where necessary by the supervisor and or district/ provincial therapist/ counsellor/ psychologist. 

It is formative and emphasizes continuous improvement.

Records may not be kept.





ELRC Collective Agreement Number 2 of 2022 (pages 20)
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9.3 ACTIVITIES

SELF-

APPRAISAL BY THE THERAPIST/ COUNSELLOR/ PSYCHOLOGIST  

The  Therapist/

counsellor/ psychologist must conduct a self- appraisal prior to the appraisal by his/her supervisor.



 B. PRE-APPRAISAL DISCUSSION

A pre-appraisal discussion between the Therapist/

counsellor/ psychologist and supervisor must be held before any therapy/

counselling  session  observation 

C. THERAPY/ COUNSELLING SESSION OBSERVATION

Therapy /Counselling session observation

undertaken by the supervisor as part of the mid-year and annual appraisal process

D. POST-APPRAISAL DISCUSSION

To consolidate Performance Standards  which could not be rated by supervisor during the  therapy/

counselling   observation.

Discussion between supervisor and therapist/

counsellor/

Psychologist- contextual factors & additional information. 

Signing of appraisal instrument/s.

E. COMPLETION OF QMS INSTRUMENTS

Supervisor records all information and forwards completed appraisal instruments to Principal for verification and signing.







ELRC Collective Agreement Number 2 of 2022 (pages 12-14)

MID-YEAR / ANNUAL APPRAISAL

Participation of Resource person in QMS activities is optional
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The Therapist/counsellor/ psychologist must be in possession of a copy of the appraisal instrument – Annexure A1 .

The appraisee will then use the instrument to:

Fill-in SECTION A – Appraisee, Appraiser, School information and the Therapist’s / counsellor’s/ psychologist’s brief Job description  

Rate himself/herself for each Performance Standard, Criteria and descriptors 

Complete the COMMENTS section by  summarizing Strengths and Areas for Development for each Performance Standard.

Complete the OVERALL COMMENTS section  by recording Strengths and Areas for Development for each Performance Standard.

The appraisee then forwards the completed self-appraisal instrument to the immediate supervisor.

A. SELF- APPRAISAL BY EDUCATION THERAPIST / COUNSELLOR/ PSYCHOLOGIST 

The Therapist/ counsellor educator must conduct a self- appraisal prior to the appraisal by his/her supervisor.



ELRC Collective Agreement Number 2 of 2022 (page 12 )
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The pre-appraisal discussion  is initiated by the Supervisor.

Includes the appraisee, Resource Person ( if required) and the Supervisor. 

During the pre-appraisal discussion the Therapist’s /counsellor’s / psychologist’s  and the supervisor deliberate on:

a common understanding of Performance Standards and rating;

To identify and agree on contextual factors that are likely to impact on the  performance, and how they will be mitigated;

the expectations of the  therapy/ counselling session observation process; and

Have an understanding of the necessary evidence for the appraisal and to validate the ratings.

Logistical arrangements (dates, subjects, time) for observation of the therapy / counselling session are  agreed and finalized.

Signing of declaration of confidentiality and consent if not finalised at beginning of year (Annexure A 8 – page 52) 

 B. PRE-APPRAISAL DISCUSSION


A pre-appraisal discussion between the supervisor and Therapist/ counsellor/ psychologist must be held before any therapy/
counselling  session  observation 


ELRC Collective Agreement Number 2 of 2022 (page 13)
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Therapy/ Counselling session observations will be undertaken by the immediate supervisor . The resource person may also participate in the therapy/ Counselling session observation  process. 

Therapy/ Counselling session observations  provide a basis for the assessment of the Therapist’s/ Counsellor’s/ Psychologist’s professional / psychological skills. 

More therapy/ counselling lesson observations are encouraged, depending on the need.

The supervisor completes  the Therapy/ Counselling session Observation Instrument (Annexure A7 – Page 50) for therapy/ counselling session observed. 

The Resource Person records remarks if part of the observation process. 

The completed Therapy/ counselling session  Observation Instrument must be signed by both parties and kept as evidence. 

C. THERAPY/ COUNSELLING SESSION  OBSERVATION

Therapy/ Counselling session observations will be undertaken by the supervisor as part of the mid-year and annual appraisal process

ELRC Collective Agreement Number 2 of 2022 (page 12-13)
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Prior to the post-appraisal discussion, 

       the supervisor will:

rate each therapist/ counsellor/ psychologist on his/her performance and record his/her comments based on each performance standard. 

take into consideration the self-appraisal submitted by the therapist / counsellor / psychologist, available records / evidence as well as the therapy/ counselling session observation data.

Supervisor arranges the post appraisal discussion session to provide feedback on the therapist’s / counsellor’s / psychologist’s performance during the appraisal. 

Supervisor presents the appraisal document to the therapist/ counsellor/ psychologist for discussion on strengths and areas for development as well as agreement on ratings.

The appraisee and resource person (optional) will also record his/her comments on the appraisal instrument.

A completed instrument will be signed by the appraisee, resource person (where applicable) and the supervisor after the appraisal process.

During this session, the development needs of the appraisee must be acknowledged, planned for and implemented within agreed timeframes. 







D. POST-APPRAISAL DISCUSSION



A post-appraisal discussion between the supervisor and Therapist/ counsellor/ psychologist must be held after the observation of the therapy/ counselling session 

41

ELRC Collective Agreement Number 2 of 2022 (page 13)





E. COMPLETION OF QMS INSTRUMENTS



Supervisor forwards completed appraisal instruments to Principal for verification and signing.







ELRC Collective Agreement Number 2 of 2022 (pages 13-14)

The supervisor ensures that all information is clearly and accurately recorded in the appropriate sections of the QMS instruments.



Principal will sign the completed instrument after both the appraisee/s and the supervisor have signed, and after satisfying him/herself that all processes have been complied with and supporting evidence provided is adequate. 



Should there be any discrepancy/ missing information , this should be brought to the attention of the relevant supervisor as well as the resource person (if applicable) who will be required to correct it.
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10. APPRAISAL INSTRUMENTS

Education Therapist/ Counsellor / Psychologist 
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10.1 THE APPRAISAL INSTRUMENT
Annexure A 1
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10.2  THERAPY/ COUNSELLING SESSION OBSERVATION INSTRUMENT (EDUCATION THERAPISTS/ COUNSELLORS/ PSYCHOLOGISTS)
(Annexure A 7)















10.3 RATINGS & SCORING

A rating of one (1) to four (4) will be allocated to each descriptor in the appraisal instrument. 

A score will be allocated for each Performance Standard and will consist of the sum of the ratings allocated to each criterion in that Performance Standard.

In allocating a rating to a descriptor where contextual factors have been identified, consideration must be given to the following

The nature of the contextual factor;

The level of its impact on the educator’s performance, and

The extent to which the education therapist/counsellor/psychologist is/was able to mitigate such impact. 

A rating that is less than the desired outcome will be influenced by the following factors: 

There is no or insufficient evidence of a particular desired activity;

The desired activity is infrequent;

The desired activity is frequent but of poorer quality than desired;

The desired activity is infrequent and of poor quality, and

The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude
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Collective Agreement Number 2 of 2022 ( Page 25)





10.4 RATING SCALE

		RATING		DESCRIPTOR		SCORE   (Maximum score 152)		PERCENTAGE

		1		Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support		0-75		0% - 49%

		2		Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required		76-105		50% - 69%

		3		Good: Performance meets expectations, but some areas are still in need of development and support		106-128		70% - 84%

		4		Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.		129-152		85% - 100%



ELRC Collective Agreement Number 2 of 2022 (pages 27-28)
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10.5 COMPLETION OF INSTRUMENTS

The supervisor must forward the completed instrument to the principal’s office at the scheduled time.

The principal will sign the completed instrument after both the therapist/ counsellor/ psychologist and the supervisor have signed, and after satisfying him/herself that all processes have been complied with.

Should the principal be aware of any discrepancy, this should be brought to the attention of the relevant supervisor as well as the resource person, who will be required to correct it.

The principal reserves the right to designate any member of the SMT, (who is conversant with therapeutic / counselling  matters ) to conduct an appraisal process should it be evident that the relevant supervisor is unable to do so.





ELRC Collective Agreement Number 2 of 2022 (page 13 &14)
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11. RELATIONSHIP BETWEEN APPRAISAL AND DEVELOPMENT 
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1st QUARTER

Informal appraisal. Records may not be kept



DEVELOPMENT

To be in line with the framework on ISPFTED.

Diagnostic self-assessment

Personal development through participation in workshops professional learning committees & ongoing professional developmental activities

Ongoing self-reflection



2ndQUARTER

Therapy / counselling session observation 

Self-appraisal

Mid-year appraisal

Principal verifies & signs



4th QUARTER

Therapy/ counselling session  observation 

Self-appraisal

Annual appraisal

Principal verifies & signs



3rd QUARTER

Informal Appraisal. Records may not be kept

















9.1 SCHEMATIC REPRESENTATION OF THE RELATIONSHIP 

BETWEEN APPRAISAL AND DEVELOPMENT 
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  11.2 NEEDS IDENTIFICATION

The QMS will be one of the mechanisms used to identify the developmental needs of therapists/ counsellors/ psychologists.

ELRC Collective Agreement 2 of 2022 (Page 16)

School Management Teams are expected to put processes in place to ensure that needs identified through the QMS are responded to as part of their mentoring and coaching.

SMTs have the responsibility to ensure that structures created in terms of the Integrated Strategic Planning Framework for Teacher Education and Development (ISPFTED) are functional and effective. Similarly, Circuit Managers are expected to ensure that QMS is implemented in schools and principals are supported accordingly.

The identified development need of each Therapist/ counsellor/ psychologist  should be recorded in the Overall Remark at the end of the instrument and as part of  5.1. Appraisee’s  Comments (Annexure A1).  Development needs are summarised  on Annexure A 6
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12. DISAGREEMENTS AND GRIEVANCES
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12.1 COMPOSITION OF GRIEVANCE COMMITTEES


		School Level		The principal, who is the Chairperson;
Where necessary, the principal may request a principal from a neighbouring school to preside over the matter;
One other member of the SMT, and
One representative from each of the unions that are admitted to the ELRC and have members in the school.

		Circuit Level		The Circuit Manager, who is the Chairperson;
Where necessary, the circuit manager may request a circuit manager from a neighbouring circuit to preside over the matter;
One other official from the district, and
One representative from each of the unions that are admitted to the ELRC.

				



ELRC Collective Agreement Number 2 of 2022 (pages 16-17)
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12.2 GRIEVANCE PROCEDURE

		School Level		In cases of any disagreement between the therapist/counsellor/ psychologist and the supervisor, all efforts should be made to resolve such disagreements at that level, including intervention by the principal.
If no resolution is found, the aggrieved party must refer the grievance to the principal within 3 working days. Principal must establish a grievance committee within 5 working days after receipt of the grievance.
The grievance committee must resolve the grievance within 10 working days after its establishment.

		Circuit Level		Should the aggrieved party be unhappy with the decision of the grievance committee at school level, he/she must refer the matter to the circuit manager in writing within 5 working days. 
The circuit manager must establish a grievance committee within 5 working days after receipt of the grievance
The circuit grievance committee must resolve the grievance within 10 working days after its establishment.

		Should an employee disagree with the decision of the circuit grievance committee, such an employee may invoke the dispute resolution procedures of the ELRC. 		



ELRC Collective Agreement Number 2 of 2022 (pages 16-17)
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ELRC Collective Agreement Number 2 of 2022 (pages 16-17)

Supervisor and Therapist/ Counsellor/ Psychologist

Circuit / District office for verification

Process ends

Dispute resolution procedures





Agreement

Disagreement





Agreement

Process ends

Dispute resolution procedures

Circuit Grievance Committee



School Grievance Committee discuss to resolve

 







Disagreement

Disagreement

Agreement





Disagreement

12.3 GRIEVANCE PROCEDURE FLOW CHART
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13. MANAGEMENT PLAN
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JANUARY - JUNE


ELRC Collective Agreement Number 2 of 2022 (page 18)

		MONTH		ACTION		RESPONSIBILITY

		January – March
 
 
 		Advocacy & training
Signing of  Job Descriptions / Workplan (by end of February)
Ensure that therapists/ counsellors/ psychologists have access to  the Collective Agreement  No 2 of 2022  and  training  resources
Roles and responsibilities discussed
Develop QMS Implementation Plan/schedule of therapy/ counselling session observations 
Declaration of confidentiality and consent discussed and signed with supervisor
Circuit Manager verifies		Principal, SMT & Therapists/ Counsellors / Psychologists / Chief  Education Therapists /  Counsellors as well as Circuit Manager
 
 

		April - June		Self-appraisal by therapists/ counsellors/psychologists 
Pre-appraisal discussion
Observation of therapy/ counselling session 
Mid-year appraisal 
Post-appraisal discussion 
Principal verifies & signs		Principal, SMT, Therapists/ Counsellors / Psychologists, Chief  Education Therapists /  Counsellors resource person (if applicable) as well as Circuit Manager



57





JULY - DECEMBER

ELRC Collective Agreement Number 2 of 2022 (page 18)

		MONTH		ACTION		RESPONSIBILITY

		July - September		Performance Review
 
 		Principal, SMT, Therapists/ Counsellors / Psychologists, Chief  Education Therapists /  Counsellors  resource person (if applicable) as well as Circuit Manager
 

		October - December		Self-appraisal by therapists/ counsellors/psychologists 
Pre-appraisal discussion
Observation of therapy/ counselling session 
Annual appraisal 
Post-appraisal discussion
Principal verifies & signs
Verification and signing of annual appraisals
Submission of completed composite score sheet to District
Circuit Manager verifies 		Principal, SMT, Therapists/ Counsellors / Psychologists, Chief  Education Therapists /  Counsellors  resource person (if applicable) as well as Circuit Manager
  
 
Principal
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14. QUESTIONS, COMMENTS, DISCUSSION 
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Thank YOU 

END OF SESSION 1 
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QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST

(To be completed twice during the school year — June and November)

Annexure A1

Section A: THERAPIST AND SCHOOL INFORMATION

1. APPRAISEE

Sumame Firstnames

Designation Persal number

Highest Qualfication Specialization in field of work

Grade / Subjects taught during current appraisal year

2. APPRAISER

y [
Sumame [ Firstnames
Designation Persal number
3. SCHOOL
Name of school Province
Circuitidistict Principal's name
Telephone [cellNo
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Cover Sheet-ETCP


			QMS APPRAISAL INSTRUMENTS FOR 
EDUCATION THERAPISTS / COUNSELLORS / PSYCHOLOGISTS





			1			INTRODUCTION 


			1.1			The Performance Appraisal of a therapist / counsellor / psychologist must be conducted twice during the year, using the approved instrument provided in this section.


			1.2			The two appraisals are conducted as follows:
○ Mid-year, and
○ Annual


			2			THE INSTRUMENT


			2.1			The QMS instrument (Annexure A 1) must be completed for each Education Therapist / Counsellor / Psychologist.


			2.2			The instrument should also be used for purposes of self-appraisal, the mid-year appraisal and final appraisal. 


			2.3			The instrument consists of 5 Performance Standards.


			2.4			The Performance Standards in the instrument form the core elements of the job description for therapists / counsellors / psychologists.


			2.5			The criteria form the key deliverables for each Performance Standard.


			2.6			The desired outcome/key objective of each criteria has been pegged with a   maximum rating of 4


			2.7			When completing the instrument, the appraiser/supervisor must use the key descriptors for ratings that range from 1 – 4.


			2.8			A rating that is less than the desired outcome will be influenced by the following factors:


						•	There is no or insufficient evidence of a particular desired activity;


						•	The desired activity is infrequent;


						•	The desired activity is frequent but of poorer quality than desired;


						•	The desired activity is infrequent and of poor quality, and


						•	The desired activity may be frequent and of reasonable quality but is impacted by a negative attitude





			3			PERFORMANCE STANDARDS


			Table 1 1 below shows the Performance Standards, the criteria and the desired outcome for education therapists, counsellors and psychologists.


			TABLE 1: PERFORMANCE STANDARDS AND CRITERIA FOR EDUCATION THERAPISTS / COUNSELLORS / PSYCHOLOGISTS


						Performance Standard			Criteria						The desired outcome


			1			Creation of a positive therapeutic / counselling environment			1) Therapeutic / counselling environment 						The use of a therapeutic / counselling environment enables learners to be productively engaged in individual and cooperative therapeutic / counselling experiences.


									2) Management of therapeutic / counselling environment						Time and available resources are managed to create an optimal therapeutic / counselling environment in which learners can achieve individualized therapy / counselling goals.


			2			Knowledge of field of practice to support therapy / counselling planning, interventions and record keeping.			1) Knowledge of  field of practice						Applies, integrates and aligns scope of practice as determined by the HPCSA with CAPS, SIAS, White Paper 6 and other relevant policies (e.g. Action Step Model, Guidelines for Inclusive Schools/Full Service Schools, Guidelines for Special Schools as Resource Centers)


									2)  Therapy / Counselling Planning 						Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


									3) Management of therapy / counselling sessions						Therapy / counselling session in accordance with therapy / counselling goals:
•	activities are graded; and 
•	time management is evident


									4) Record keeping						Records are meticulously maintained and stored to: 
• provide information on the intervention plan
• interventions and therapy / counselling progress 
• maintain ethics and confidentiality


			3			Learner assessment, progress and development 			1) Feedback to learners and stakeholders						Provides appropriate feedback to relevant stakeholders using a variety of strategies. 
Feedback is provided regularly and appropriately recorded.
Uses therapeutic / counselling methods that instill confidence in learners to achieve intended therapeutic / counselling goals/outcomes. 


									2) Knowledge and application of assessment techniques and resources						Knows and uses a range of assessment techniques and resources creatively.  
Continues to optimize learner progress and development.


									3) Learner progress and development 						Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.
Notes on learner progress are up to date and progress is noted on every therapy / counselling session
Progress notes are kept safe in learner files.


			4			Professional Development and Conduct			1) Participation in Continuous professional development						Participates fully and takes a role in initiating and delivering professional development activities.


									2) Professional Conduct						Conduct is ethical and professional and truly displays the purpose and intent of the HPCSA / SACE code of professional ethics. 


			5				Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular			1) Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						Networks with relevant stakeholders and encourages development of extra-mural or co-curricular activities.
Engages in outreach programmes and collaboration within the school and across surrounding schools. 


			4. Rating Scale, Descriptor, scores and percentages:


			4.1 Education Therapists 


			    • A 4-point rating scale is used when completing the instrument.


			Rating			Descriptor																		Score
(Maximum Score = 152)			Percentage


			1			Unacceptable: The level of performance does not meet minimum expectations and requires urgent intervention and support																		0-75			0%-49%


			2			Acceptable: Satisfies minimum expectations.  The level of performance is acceptable and is in line with the minimum expectations, but development and support are still required																		76-105			50%-69%


			3			Good: Performance meets expectations, but some areas are still in need of development and support																		106-128			70%-84%


			4			Outstanding: Performance exceeds expectations. Although performance is outstanding, continuous self-development and improvement are advised.																		129-152			85%-100%
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															Annexure A 1


			QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST 


			(To be completed twice during the school year – June and November)





			Section A: THERAPIST AND SCHOOL INFORMATION





			1. APPRAISEE





			Surname									First names 


			Designation									Persal number


			Highest Qualification									Specialization in field of work


			Grade / Subjects taught during current appraisal year





			2. APPRAISER





			Surname									First names 


			Designation									Persal number





			3. SCHOOL





			Name of school									Province


			Circuit/district									Principal’s name


			Telephone									Cell No





			4.THERAPIST / COUNSELLOR / PSYCHOLOGIST’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)





			Therapeutic / counselling and assessment responsibilities						Inter-Intra sectoral network and collaboration (including extra-mural or co-curricular activities)			Administrative duties			Other: (Please specify)








			SECTION B: APPRAISAL


			Educator to be rated by selecting or entering a value between 1-4  for each descriptor


			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT





			Criterion 1: Therapeutic / counselling and learning environment									Mid-Year			Annual


			a.			Seating arrangement provides for optimum development of learners 


			b.			Therapeutic / counselling environment is tidy and clean


			c. 			Therapeutic / counselling support material(s) is available and used appropriately.


			Sub-total												0





			Criterion 2: Management of therapeutic / counselling environment									Mid-Year			Annual


			a.			Is punctual and organized in the therapeutic / counselling environment


			b.			Ensures that learners are punctual and settled down 


			c. 			Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING





			Criterion 1: Knowledge of field of practice									Mid-Year			Annual


			a.			Has adequate therapeutic / counselling knowledge and uses it effectively.


			b.			Sets appropriate tasks for learners to enable development.


			c. 			Uses a variety of examples and resources to facilitate development.


			Sub-total												0





			Criterion 2: Therapy / Counselling Planning									Mid-Year			Annual


			a.			Therapy / counselling session is logical, coherent and meaningful to learners


			b.			Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


			c. 			Time is well-managed during the therapeutic / counselling session


			d..			Encourages involvement of learners.


			e.			Responds appropriately to learner questions and inputs


			Sub-total												0





			Criterion 3: Management of therapy / counselling sessions									Mid-Year			Annual


			a.			The therapy / counselling session is in accordance with the identified therapy / counselling goals.


			b.			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 


			Sub-total												0





			Criterion 4: Record keeping									Mid-Year			Annual


			a.			Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality


			b.			Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT





			Criterion 1: Feedback to learners and stakeholders									Mid-Year			Annual


			a.			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes


			b.			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			c. 			Feedback is provided regularly and appropriately recorded.


			Sub-total												0





			Criterion 2: Knowledge and application of assessment techniques and resources									Mid-Year			Annual


			a.			Knows and uses a range of assessment instrument techniques and resources creatively


			b.			Analyses assessment findings in a manner that enhances learner progress and development.


			Sub-total												0





			Criterion 3: Learner progress and development									Mid-Year			Annual


			a.			Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.


			b.			Notes on learner progress are up to date and progress is noted on every therapy / counselling session


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 4: PROFESSIONAL DEVELOPMENT AND CONDUCT





			Criterion 1: Participation in continuous professional development									Mid-Year			Annual


			a.			Participates in initiating and delivering professional development activities.


			b.			Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills


			c. 			Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues


			Sub-total												0





			Criterion 2: Professional Conduct									Mid-Year			Annual


			a.			Displays the purpose and intent of the HPCSA / SACE code of professional ethics.


			b.			Is always appropriately dressed and presentable


			c. 			Conducts therapy / counselling sessions as expected in line with the school time-table


			d.			Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.


			e.			Contributes positively towards school improvement


			f.			Maintains good relations with stakeholders


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			PERFORMANCE STANDARD 5: PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES





			Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities									Mid-Year			Annual


			a.			Networks with relevant stakeholders. 


			b.			Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)


			c. 			Is involved in extra-mural and co-curricular activities


			Sub-total												0


			Total 												0


			Comments


			Mid-Year


			Annual





			Overall Total												0





			5. Overall Remarks: 


			5.1 Appraisee’s comments 


			Mid-Year


			Annual


			5.2 Appraiser’s comments


			Mid-Year


			Annual


			5.3 Resource person's comments (optional)


			Mid-Year


			Annual


			5.4 Principal's comments


			Mid-Year


			Annual


			6. Recommandations


			Mid-Year


			Annual





			7. Signatures


			Mid-Year			Mid-Year


						Name


						Signature & Date


						Designation


						Resource Person (if applicable)


						Signature & Date 


						Designation


						Name


						Signature & Date


						Designation





			Annual			Annual


						Name


						Signature & Date


						Designation


						Resource Person (if applicable)


						Signature & Date 


						Designation


						Name


						Signature & Date


						Designation





									SCHOOL STAMP
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Composite Score Sheet-ETCP


															Annexure A2


			QUALITY MANAGEMENT SYSTEM (QMS)
COMPOSITE SCORE SHEET: EDUCATION THERAPIST, COUNSELLOR AND PSYCHOLOGIST 


			(To be submitted to the District Office by the end of the 4th quarter)


			Date


			Surname						0			First Name			0


			Persal Number						0


			School Name						0





			NO. 			PERFORMANCE STANDARD						MAXIMUM SCORE			THERAPIST / COUNSELLOR / PSYCHOLOGIST SCORE


			1			Creation of a positive therapeutic / counselling environment						28			0


			2			Knowledge of field of practice, planning execution and recording of therapeutic / counselling interventions.						48			0


			3			Learner assessment, progress and development 						28			0


			4			Professional development and conduct						36			0


			5			Participation inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities						12			0


			FINAL SCORE									152			0


			PERCENTAGE (Therapist / Counsellor / Psychologist Score ÷ 152) x 100  =												0%





			Comments (Strengths and areas for development):





			Select a statement


			SIGNATURES:


			NAME						DESIGNATION			SIGNATURE			DATE


									Appraisee


									Appraiser


									Resource person (if applicable)


			VALIDATED BY :


									Principal





									SCHOOL STAMP
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|Annexure A7

THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT

Full Name Job Designation
Date: Subject
Session observed by: Topic

Grade

1. PERFORMANCE STANDARD 1

CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING

ENVIRONMENT

Criterion 1: Therapeutic / counselling and learning Rating Remarks

environment

a | Seating arrangement provides for optimum 12
development of learners

b | Therapeutic / counselling environment is tidy and clean | 1 | 2

¢ | Therapeutic / counselling support material(s) is 12
available and used appropriately.

Criterion 2: Management of therapeutic / counselling

environment

a Is punctual and organized in the therapeutic / 12
counselling environment.

b Ensures that learners are punctual and seftle down. 112

¢ | Communication between therapist / counsellor /
psychologist and learners reflects mutual respect, 1123
cooperation and understanding

d | Manages discipline effectively 112]3

Total
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															Annexure A7





			THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT





			Full Name									Job Designation


			Date:									Subject


			Session observed by:									Topic


			Grade





			PERFORMANCE STANDARD 1: CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT





			Criterion 1: Therapeutic / counselling and learning environment									Rating			Remarks


			a.			Seating arrangement provides for optimum development of learners 


			b.			Therapeutic / counselling environment is tidy and clean


			c. 			Therapeutic / counselling support material(s) is available and used appropriately.


			Sub-total									0





			Criterion 2: Management of therapeutic / counselling environment									Rating			Remarks


			a.			Is punctual and organized in the therapeutic / counselling environment


			b.			Ensures that learners are punctual and settled down 


			c. 			Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding


			d. 			Manages discipline effectively


			Sub-total									0





			Total									0





			PERFORMANCE STANDARD 2: KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING





			Criterion 1: Knowledge of field of practice									Rating			Remarks


			a.			Has adequate therapeutic / counselling knowledge and uses it effectively.


			b.			Sets appropriate tasks for learners to enable development.


			c. 			Uses a variety of examples and resources to facilitate development.


			Sub-total									0





			Criterion 2: Therapy / Counselling Planning									Rating			Remarks


			a.			Therapy / counselling session is logical, coherent and meaningful to learners


			b.			Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.


			c. 			Time is well-managed during the therapeutic / counselling session


			d..			Encourages involvement of learners.


			e.			Responds appropriately to learner questions and inputs


			Sub-total									0





			Criterion 3: Management of therapy / counselling sessions									Rating			Remarks


			a.			The therapy / counselling session is in accordance with the identified therapy / counselling goals.


			b.			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 


			Sub-total									0





			Criterion 4: Record keeping									Rating			Remarks


			a.			Records are meticulously maintained and stored to: 
•	provide information on the intervention plan
•	interventions and therapy / counselling progress
•	maintain ethics and confidentiality


			b.			Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 


			Sub-total									0





			Total									0





			PERFORMANCE STANDARD 3: LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT





			Criterion 1: Feedback to learners and stakeholders									Rating			Remarks


			a.			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes


			b.			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			c. 			Feedback is provided regularly and appropriately recorded.


			Sub-total									0





			Criterion 2: Knowledge and application of assessment techniques and resources									Rating			Remarks


			a.			Knows and uses a range of assessment instrument techniques and resources creatively


			b.			Analyses assessment findings in a manner that enhances learner progress and development.


			Sub-total									0





			Criterion 3: Learner progress and development									Rating			Remarks


			a.			Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.


			b.			Notes on learner progress are up to date and progress is noted on every therapy / counselling session


			Sub-total									0





			Total									0





			Overall Remarks:





			Name 						Designation			Signature:			Date:


									Appraisee


									Appraiser


									Resource person (Optional)
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Annexure A7





THERAPY / COUNSELLING SESSION OBSERVATION INSTRUMENT








			Full Name


			


			Job Designation


			





			Date:


			


			Subject


			





			Session observed by:


			


			Topic


			





			Grade


			














			1.


			PERFORMANCE STANDARD 1


			CREATION OF A POSITIVE THERAPEUTIC / COUNSELLING ENVIRONMENT











			Criterion 1: Therapeutic / counselling and  learning environment


			Rating


			Remarks





			a


			Seating arrangement provides for optimum development of learners 


			1


			2


			3


			4


			





			b


			Therapeutic / counselling environment is tidy and clean


			1


			2


			3


			4


			





			c


			Therapeutic / counselling support material(s) is available and used appropriately.


			1


			2


			3


			4


			





			Criterion 2: Management of therapeutic / counselling environment


			


			


			


			


			





			a


			Is punctual and organized in the therapeutic / counselling environment.


			1


			2


			3


			4


			





			b


			Ensures that learners are punctual and settle down.


			1


			2


			3


			4


			





			c


			Communication between therapist / counsellor / psychologist and learners reflects mutual respect, cooperation and understanding


			1


			2


			3


			4


			





			d


			Manages discipline effectively


			1


			2


			3


			4


			





			Total


			


			











			2.


			PERFORMANCE STANDARD 2


			KNOWLEDGE OF FIELD OF PRACTICETO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING











			Criterion 1: Knowledge of field of practice


			Rating


			Remarks





			a


			Has adequate subject knowledge and uses it effectively.


			1


			2


			3


			4


			





			b


			Sets appropriate tasks for learners to enable development.


			1


			2


			3


			4


			





			c


			Uses a variety of examples and resources to facilitate development.


			1


			2


			3


			4


			





			Criterion 2: Therapy / counselling planning 


			


			





			a


			Therapy / counselling session is logical, coherent and meaningful to learners


			1


			2


			3


			4


			





			b


			Develops effective therapy/counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic needs.


			1


			2


			3


			4


			





			c


			Time is well-managed during the therapeutic/ counselling session.


			1


			2


			3


			4


			





			d


			Encourages involvement of learners.


			1


			2


			3


			4


			





			e


			Responds appropriately to learner questions and inputs


			1


			2


			3


			4


			





			Criterion 3: Management therapy / Counselling sessions


			


			


			


			


			

















			a


			The therapy / counselling session is in accordance with the identified therapy goals.


			1


			2


			3


			4


			





			b


			Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6)


			1


			2


			3


			4


			





			Criterion 4: Record keeping


			


			


			


			


			





			a


			Records are meticulously maintained and stored to:


· Provide information on the intervention plan


· Interventions and therapy / counselling progress


· Maintain ethics and confidentiality


			1


			2


			3


			4


			





			b


			Records of learner diagnoses and therapeutic interventions are neatly maintained and updated regularly


			1


			2


			3


			4


			





			Total


			


			











			3.


			PERFORMANCE STANDARD 3


			LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT











			Criterion 1: Feedback to learners and stakeholders


			Rating 


			Remarks





			a


			Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes.


			1


			2


			3


			4


			





			b


			Provides appropriate feedback to relevant stakeholders using a variety of strategies. 


			1


			2


			3


			4


			





			c


			Feedback is provided regularly and appropriately recorded.


			1


			2


			3


			4


			





			Criterion 2: Knowledge and application of assessment techniques and resources


			


			


			


			


			





			a


			Knows and uses a range of assessment instrument techniques and resources creatively.


			1


			2


			3


			4


			





			b


			Analyses assessment findings in a manner that enhances learner progress and development.


			1


			2


			3


			4


			





			Criterion 3: Learner progress and development


			


			


			


			


			





			a


			Learner achieve therapeutic / counselling goals/outcomes in terms of individual potential. 


			1


			2


			3


			4


			





			b


			Notes on learner progress are up to date and progress is noted on every therapy / counselling session.


			1


			2


			3


			4


			





			Total


			


			











Overall Remarks:





			Appraisee:








			Appraiser





			Resource person (Optional)





			


Signature:





			


Signature:


			


Signature:





			


Date:





			


Date:


			


Date:

















Collective Agreement 2 of 2022 


QMS for School-Based Education Therapists, Counsellors and Psychologists Employed in terms of the Employment of Educators Act 
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