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1. INTRODUCTION

The Human Resource Information module was developed and incorporated into SA-SAMS as
a tool to assist schools in administering the educators and staff/public servant’s information.
This includes the processing and administering of leave, absenteeism, training, appraisals

and all human resource related data and processes.

This manual serves to guide and assist SA-SAMS users on how to use the module in order to

gain full benefits of running the SA-SAMS HR module within a school.

SA-SAMS Human Resource Information Sub Module user manual Page 3 of 42



2. HUMAN RESOURCE INFORMATION

e Select the Human Resources Information button from the Main Menu to open the

module.

TEST SECONDARY SCHOOL
2009

[ S e R

MAIN MENU

SA-SAMS : School Administration and Management System

Login: administrator

General 5chool Information ‘

Human Resource Informatio

Curnculum Related Data |

Learner and Parent Information ‘ Timetabling Assistant ‘
Learner Listing ‘ Physical Resources ‘
Governance Information ‘ Library Module ‘
Standard Letters and Forms ‘ Security and Database Functions |
Export Data ‘ Lurits Approval Module |

SA-SAMS : Department of Education - South Africa
L]

About |

Figure 1: SA-SAMS Menu

¢ The Human Resource Module is where all employees information is captured and

maintained.

e This includes educators, non-teaching staff and all public servants employed at the

school.

e Educator information is captured separately from other staff.

3. SECTION A: DATA FILES

SA-SAMS Human Resource Information Sub Module user manual
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3.1 Maintain Educator Information

Human Resource Module

Data Files Attendance Records

Educator [Rfarmatio

| T T e T By Blank Attendance Register |

ekl Educatar Attendance |

Staffd Public Servant Infarmation |

b aintain Wweekly Staff dttendan

Development and Training Wiew |ndividual Staff Abzences |

M airtain Training Categories | - —
Wiew Attendance Statistics |

kaintain INSET Training Records | Attrition

Educator Attrition Register |

kaintain DA Interview Becords |

Staff Attrition Reagister |

Printout of DA Interview Becords |

Statistics
IOMS
Emiz HR Printouts |

Development Appraizal and
Performance Meazurement

Staff Leave Summary Printout |

Done |

Figure 2: HR Module

e To start capturing educator information, click on the Educator Information button and

the screen picture below will open (See figure 3)

3.1.1 Adding an Educator
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Viow Educators
* Current Eduoators " dychivid Educalon 1

T Agaign Hegister Class

¥ SLifare M arie ¥ Code Callphare Parzal Mo Post Level
Add Mew Educator |

Editan Educator |

Archlve an Educator |

Subjuct 5pecialization:
Laava and Abzance:
Twachitg Lasd Pra R - B
Twmaching Load 7 -5ME

Assign Hegister Class ]

Print Fegister Classas |

Educatar Contact List
ﬂ Search List for Educator [pOLT Ga E:}l:t:éong\fns?hzdr&?ﬁe may be Date

Figure 3: Add Educators

e Click the Add New Educator button to open the educator data capture window (See )

Add An Educator

Compulzory Details T Additional Details
=Educator Code: | {max 5 characters) “Duration: f* Fullime ¢ Part-time
=Sumame: |

“*Perzannel Position:

“First Mames: | Actual: | j Acting: | j

“Iritials: | “Title: | “Post Level - Clear

“Gender: {+ Female (" Male

Educator Teaching Level : Select option where educator zpends
most time

“*Hame Language: |

“|nstruction Language: | [~ Preegrade B [ Remedial/LSEN/Special Meeds

[~
[~
il
—

=F ace: | [~ Grade R [ Intermediate [~ Other
[ Pri
=Date of Bith: Year Maonth | Day (=1 [ Secondary r
w . . T
=G4 Citizen: & Yes © No *'ears of Teaching Expm
“*Remureration:
S ,7 (e (s  Pad b_l,l State ¢ Pad b}. SEE ¢ Paid b}, [=%e] Subsid_p

“*Persal Number:

=[Jyalification:
[not compulzory for SGE post] |

D ate Joined Staff: |2|309.[|9.11 j [

[ |

“HJualification Type

=[] =l

=M ature of Apointrent:

Mext Educatar | Additional Detailz | Save Dare |

Figure 4: Add an Educator

e Complete all the educator details in the relevant fields and Save your data;
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e Remember, there are two pages(Compulsory Details and Additional details tab) of data

to capture; and
e All fields marked in blue are compulsory fields and must be completed before you can

Save the data.
e When all the compulsory information is captured, click on Save. Click on Next Educator

to capture more educators or click on Done to finish.

3.1.2 Editing an Educator Details

Educator Information

1 Additional Details

Compulzory Details

“Pergzonnel Positior:

“Educater Code: [max 5 characters]
Achual |HOD « | Acting: -
=Sumanme: [SMITH
e . Clear
=First Names: [Sally Sue Post Level: |02 -

- s Educator Teaching Level : Select option where educator spends
“Initials: |55 Title: [Ms mast lime = P P

“Gender: * Female " Male

[~ Preegrade B [ Remedial/LSEMN/Special Meeds

**Home Language: [&fikaars | ™ Grade R 4l Gesarkp =
“|nztruction Language: ([ I~ Priman |— ]
“Race: [white | i i
“*t'ears of Teaching Experience: |11
=Date of Birth:  vear {13689  Month ’H Day Iﬁ =0 amuneration:
“*|dentity Mumber: [{955010129010  [or passport) o Paid by State ¢ PaidbySGE ¢ Paid by A3 Subsidy
“Qualification:

Persal Humber: |52110056 [RE@v 14 D (Matric + 4 yrs tiaining) -]

[not compulsary for SGE post]
Date Joined Staff: |1934,/04/10 ~ |[1994/04410

“*Qualification Type [zelect all that apply)

[ Academic degree v Professional degree
*iNere eff peiimET |F'elmanent ﬂ [~ Technical certificate / diplorma
& Fultime ¢ Parttime Iv¥ Professional diploma / certificate
—

Qualificmaﬁmetails | Save Done

Figure 5: Educators Information

e From the Educator List, click on the name of the educator that you wish to update or

view.

e Once you have highlighted the name of the relevant educator, select the Edit an
Educator button to view or edit the educator’s details; and

¢ Remember to Save your new data if you add to or change any of the educator’s details.
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e Click on Qualifications from the Educator Information Window to edit educator

qualification.

Quahfications:

Profezzional Qualifications:  |Accounting Diplama

Academic Qualifications:  |Mone

Universities, Colleges and | D amelin College
ather Training [nstitutions
attended:

Other Skills And Areasz of  |Dietician
|nterest:

Done

Figure 6: Qualification Information
e Type in information
- Professional Qualification
- Academic Qualification
- Universities, Colleges and other Training Institutions attended
- Other Skills and Areas of Interest
e Click on Save and Done button

3.1.3 Removing/Archiving an Educator
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Educator and Staff Attrition Details

Educator Details

Surname: |[ROODT Imitials: [\WER
Persal Mo: |2990 Gender: |F
Reazon for leaving: |Death ﬂ

Date of Leaving: | 20050242 j

Muartality .
Archive |

Causze of Death: | ﬂ I

Accident Done |
TP 5

-

Figure 7: Educators and staff Attrition Information

In order to remove an educator from the current staff of a school, you have to archive
the educator. Educators cannot be deleted from the system without first being archived;
An educator archive is maintained for record keeping purposes;

From the Educator, click on the name of the educator that you wish to archive;

Once you have highlighted the name of the relevant educator, click on the Archive an
Educator button;

You will now be required to give a reason for the educator leaving the school;

If death is the reason for archiving, the cause of death must be selected from the
dropdown menu; and

Click on the Archive button to archive the educator.

3.1.4 Restoring an Archived Educator/Staff Member

This function has been included to save the recapturing of an educator’s information
should the archived educator return to the school

On the screen where all Educators are listed Figure 2, (also on Other Staff screen,
Figure 13) there are two option buttons:

- Current Educators (Current Staff Members);

- Archived Educators (Archived Staff members);

Select the option Archived Educators.

The screen with all archived educators will open.
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View Educators T Assigh Ragieter Class
€ Curent Eduzators = Wighivad Easaio
H Eurnams | Mame | ¥ Cods | Talsphore | ParzalNo Past Lavel
GUMEDE Lurgils GUMED 7646823 o1 Add Mew Educatar
Edit am E ducatar

Dislate an Educator

Fimstore E dusator

Ansign Flagistar Class

Frint Register Clazaas ]

Educator Contact List

@ Swarch List for Educator Ga ] Ol archived sdusators may be Done

daleted from the sustam

Figure 8: Archived Educators

e The Restore Educator button is listed on the right

e Click on the Name Of The Educator you wish to restore

e Click on the Restore Educator button

e Return to the Current Educators screen and the selected educator can once again be
viewed on this list

3.1.5 Subject Specialisations for Educators

Educator Subject Training and Experience

S LA |MULI5A 1 ritisls: |M Parsal Ma: 6011197100
Subject Spacialization and Espeilence
Subject | Training vears | Teaching vears
Biology 3 2

Doalate Recaid

Diane

Figure 8: Educator Subject training and experience
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This section allows you to add the subject specializations for each educator

Click on an educator in the list and select the Subject Specializations button

The screen in Fig 9 will open;

To add a subject specialization click on Add/Edit Record

Add New Training Records

Educator: [MO052%, M

Click on a Subject to zelect the subject

Subjects FPhase
1=t Additional Languag ki Seniar
2nd Additional Language Afrikaans Senior
Accounting FET
Additional M athermatics FET
Afrikaans First Language FET
Afrikaanz Second Language FET
Agricultural Science FET
Animal Husbandry FET
Applied Agricultural S cience FET
Arabic FET
At FET
Art [zpecial] FET
<

Subject Selected

Subject: |

Training r'ears: “rears of Teaching Experience: Save

Done

Figure 9: Add New Subject Specialization

Click on Add/Edit record to enter/edit training records.

Select the subject that the educator is trained or specialized in from the subject list

Enter the number of years of training and experience in the subject and Save.

3.1.6 Leave and Absences

Click Leave of absence from the HR main Menu to Edit, Delete or Print Leave of Absence

data

On this section users cannot add Leave of absence information; Leave of Absence
information can only be captured in the Attendance Records section which is

subsequently explained in page 34 through to page 36 of this manual.

SA-SAMS Human Resource Information Sub Module user manual
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Leave and Absentee Details

Leave Records for : ||:; b eS| Perzal Mo | 12097321 * Curent ¢ History

Leave Taken

Date From | Date To | Daps Tupe of Leave | Comment |

Edit Leave Detailz |

Delete Leave Details |

Print |

Daone

Leave records are created when marking ztaff and educator attendance

Figure 10: Leave and Absentee Details

e Select Leave of Absence from Leave Taken section and click on Edit Leave Details or
Delete Leave Details button to edit or delete Leave of absence details for the selected
educator.

e To print Leave details, click on Print button

3.1.7 Educator Teaching Load

3.1.7.1 Maintain Teaching Load Pre R — 6
e Click on Teaching Load Pre R - 6 button to open the Teaching Load Pre R - 6 window
(See Figure 10)
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3. EDUCATOR IMFORMATION
Educator: [NTIMBA, A | Salmel vwar o ViswEdi | 2009 - GO

Pleaze zelect a zubject o enter leaching data; | ;I (n]4 |

Subjectzdmarning ansas taught, [Pleaze fill Ih subject code and indicats E IF axaminable]
Subject/Learning arma taught, E sam- Mumbisr -
n

[Fill iy eodes] inable
HE

PreGrage R
Gaade 1
Giade 2
Ciade 3
Cirade 4
Gide 5
Giade & —

Yesrs isaching

[
1 HourssMirtes] | 0| | [ [ [ | | |
Leariars:
HatirzMinibes| | | [ [ [ [ [ [
Learrers:
HaursMinutes| | | [ [ [ [ [ [
R [
Haurs/Minites | | | | | | | |
Learners
Havra/MiriLitas
Learrers
H iz Miriite |
Learnsrs
Haiirz /M itz
Learners
|Hours/Minutes)
g L rime
Haours/Minutes
[
Hours/Mirnutes] | | | | | I | [

Line Mumber: | Fmmoye data in line from grid | Gy | Daone

Figure 10: Educator Teaching Load

e This gives a complete record of each educators workload for the current year

e At a glance one can see the number of learners per grade, per subject that an educator
is teaching

e On the View Educators page click on the name of the educator

e Click on the Teaching Load Pre R - 6 button or the Teaching Load Grade 7 to SNE for
the relevant grade

e Select year and click Go button

e Select subject and click Ok button

e The subject appears in the Subject/Learning Area taught column

e Typein'E’if its examinable

e Type in the number of learners per grade

e Type the number of years teaching the subject

e Type in the number of years formal training

e Type in the number of years teaching experience

e To remove a line from the grid, enter the line number and click on Remove data in
line from grid

e Click on Save button
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3.1.7.2 Maintain Teaching Load 7 — SNE

3. EDUCATOR INFORMATION

Educator: |MBAT5ANE, R | Select Year to Wiew /Edit 2003 - L
Please select a subject to enter teaching data: | j 0K
Please enter Grade 10, 11 and 12 data for the same subject on different roms as the subject codes for each grade are different
Subjects/leamning areaz taught. [Please fill in subject code and indicate E if examinable] | 2 =
Subject/Leaming area taught. | Exam-[  Number 0 EolE
Filn codes] T |nable r & 2 = = = £ L |EE2|2E
= E | B | 5| 5| B | R || F |2c|EE
&5 & [z & & o B g8
Learners
1 Hours/Minutes | ] | | | | | | |
Learners
2 Haours/Minutes| | | | | | | | |
Learners
3 Hourz/Minutes | | | | | | | E’_
Learrer
4 Hours/Minutes| | | | | | | | |
Learners
5 Haours/Minutes| | | | | | | | |
5 Learners
Hours/Minutes | 1] | | | | | | |
2 Learners
Hourg/Minutes | | | | | | | |
a Learners
Hourz/Minutes | | | | | | | |
3 Learner
Hours/Minutes | | | | | | | |
10 Learners.
Hours/Minutes | | | | | | | |
Line Murmber: I_ Fiemave data in line from grid | Save | Done

Figure 11: Educator Teaching Load

e This gives a complete record of each educators workload for the current year

e At a glance one can see the number of learners per grade, per subject that an educator
is teaching

e On the View Educators page click on the name of the educator

e Click on the Teaching Load 7 - SNE button or the Teaching Load Grade 7 to SNE for
the relevant grade

e Select year and click Go button

e Select subject and click Ok button

e The subject appears in the Subject/Learning Area taught column

e Typein'E’if its examinable

e Type in the number of learners per grade

SA-SAMS Human Resource Information Sub Module user manual Page 14 of 42



e Type the number of years teaching the subject

e Type in the number of years formal training

e Type in the number of years teaching experience

e To remove a line from the grid, enter the line number and click on Remove data in
line from grid

e Click on Save button

3.1.8 Assigning Educators To Register Classes

In order to assign educators to register classes, either select the button or click on the
TAB heading

View Educators | Assign Register Clo
Select a Class Select an Educator Clazzez with Azzigned Educators
Eﬂ';ﬂﬂﬁ | E ducatorz | "Clazs | Codia | “Surmama | Iritiali | “Ruam
ABRAHAMS. PF: ARRAH 12 HBA...  ABAAHAMS PP 14
1A BROWM, 5 : BROWM as aMl SMITH g B
8B GUMEDE. L : GUMED .
ar OIS, 1 MOCISA LEEMA MO,  MOO0SA &l Speoial 1
an MSIMANGA, MS @ MSIM
A FADATACHEE, R : PADAY
aF SMITH. 55 | SMITH
a6
aH
a8l
Bl
£
Flemi
Click on a Clazz and an Educator and then select Accept rsn.:ll-::l;nr:‘:l::f :::‘:l"n‘;':ﬁh:_: thi button bilow to
Clags | | Educatar [ | AooEpt Resazzign Clazs and E ducator |
Register Aloom Mumber [Ar Ceantre Cancel/Clear | Bora

Figure 12: Educators

e Click on the class and then click on the educator

e Both appear at the bottom of the screen

e Type in register room number and then click on Accept button

e To remove a class from an educator, click on the class hame in the right hand column

then click on Re-assign Class and Educator

SA-SAMS Human Resource Information Sub Module user manual Page 15 of 42



e To print Educator classes Registers, click on Printing Classes Register button.

Figure 13: Classes Register print

3.1.9 Educator Contact List

e To print out or view the contact list of educators for the school, select the Educator
Contact List button from the main Educator window.

e The Print Setup window will open from where you can select your printer and paper
layout options.

e You can select your options or simply press OK to continue to the Print Preview
window.

e The Preview window gives an indication of what the printed report will look like
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e This screen can be enlarged by selecting the percentage size in the top left corner

e You can either print the report or select Done to return to the program.

3.2 Staff/Public Servant Information

e Click on Staff/Public Servant Information button on the HR main Menu to enter data

for non —teaching staff at the school

Human Resource Module

D ata Files Attendance Records

Blank Attendance Fegister |

| E ducator Informatiaon |

b aintain ‘weekly Educator Attendance |
g

Staff/ Public W

b aintain Weekly Staff Attendance |

Development and Training Wiew [ndividual Staff &bzences |

Mairitain Training Categaories | - —
iew Attendance 5tatistics |

Maintain IMSET Training Records | Attrition

Educator Altrition Register |

b aintain D& Interview Fecords |

Staff Attrition Reaister |

Prirtout of DA Interview Fecords |

Statistics
1aMS
Ermiz HR Printauts |

Development Appraizal and
Perfarmance Meazurement

Staff Leave Summary Printout |

Done |

Figure 14: HR Module

e Staff Members (Public Servants) window appears (See Figure 14 below).
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Staff Members (Public Servants)

Mon Educator Staff ™ Archived Staff Members

Add Mew Staff Member
* Surname | M ame | Gender | * Perzal Mo | Pozition | Telephone

Edit a Staff Member

Achive a Staff member

Leave and Absences
Staff Contact List

Only archived staff members

gﬂ Search List for Staff Member: Go may be deleted Done

Figure 15: Staff Members

e Select the Staff/Public Servant Information button from the HR menu to add, view
or edit non-teaching staff details

e The Non Educator Staff page displays the list of staff members on the system

e The user may select to view either the current staff members at the school (Current
Staff Members option) or a list of other staff that have left the school (Archived Staff
Members option).

e Add new staff member/update details
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New Staff Member

Compulsory Details

“Sumame: HENDRICKS
“Firgt Hames: ’Halc_l,lon—

“Initials: |H =Title: [
“Race: |COI0ured j
“Gender + Female ( Male
“*Home Language: |English j

“Date of Bith: Year [1965 Month [07 Day[07
“|dentity Mumber: 19560707123 [or passpart]
*Persal Mumber: |2011002

Other Information

Phyzical Address: |389 “Welzome Circle

|Kromdraai

City/Suburb: W
Code: M
Telephone: ’W ,m
Cell Phone: ’7
Medical Aid Mame: |
Medical &id Humber: [
Spouse Name: [Rapnod

SA-SAMS Human Resource Information Sub Module user manual

Perzotred Categan: |Admin Staff j Emergency Mumber: ,7
Type of Employment: |Permanent = Tax Murber:
o Fullime " Parttime State Subsidies:

Remunerated by Paid by State v

Current Pasition: |5 ecratan

Urian; |

Memberzhip Mumber:

Date Joined Staff: |1985,01,01 _+ | [15985/01/01

Qual'rf‘cmnr i |

Done |

Figure 16: New staff member

Select the Add New Staff Member button to open the page.

Complete all the staff member details in the relevant fields and Save your data.

All fields marked in blue are compulsory fields and must be completed before you can
Save the data.

From the Staff Member window, click on the name of a staff member that you wish to
update or view.

Updating staff information is important for the process of record keeping.

Once you have highlighted the name of the relevant staff member, select the Edit a
Staff Member button to view or update the staff member’s details.

Remember to Save your new data if you add to or change any of the staff member’s
details.

Staff qualifications are captured by clicking on the Qualification button in the bottom
left of the Staff Information Window.
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Qualifications

Qualficabions:

Profezsional Qualfications:  |Accounting Diplama

Academic Qualifications: |Mone

Universities. Colleges and |0 amelin College
ather Training Institutions
attended:

Other Skills And Areaz of  |Dietician
|nterest:

Done

Figure 17: Staff Qualifications

e Type in the staff member’s qualifications and Save the data.

3.2.1 Removing a Staff Member

e In order to remove a staff member from the current staff of a school, you have to
archive the staff member. Staff members cannot be deleted from the system without
first being archived.

e A staff member archive is maintained for record keeping purposes.

e From the Staff Member window, Fig 13 click on the name of the staff member that you
wish to archive

e Once you have highlighted the name of the relevant staff member, click on the Archive a
Staff Member button. The screen picture below will open.

e You will now be required to give reason why the staff member left the school

e Select the Archive button to archive the staff member.

3.2.2 Staff Member Contact List
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To print out or view a contact list of staff members for the school, select the Staff

Member Contact List button from the main Staff Member window.

layout options.

4.

You can either print the report or select Done to exit.

The Printer Set-up window will open from where you can select your printer and paper

You can select your options or simply press Ok to continue to the Print Preview window.

The Preview window gives an indication of what the printer report will look like.

SECTION B: DEVELOPMENT AND TRAINING DATA

This section is to capture and processes all training and development information for

educators and staff. The section consists of Training categories, INSET training and DA

interview records.

4.1

Maintain Training Categories

training categories maintenance window (See Figure 18 below)

Click on Maintain Training Categories button from the HR main menu to start the

Human Resource Module

D ata Files

| E ducator [nfarmation I

Staffs Public: Servant Information |

Development and Training

t aintain Training Categories |

Maintain INSET Training Records |

Maintain D& Interview Records

Printout of D& Interview Records |

1QMS

Development Appraizal and
Ferformance Measurement

Attendance Records

Blank Attendance Reqgister

M aintain Wweekly Educator Attendance

kM aintain Weekly Staff Attendance

Wigw Individual Staff Abzences

iew Attendance Statistics

Attrition

E ducataor Attrition R egister |

Staff Attrition Register |

Statiztics

Emiz HR Printouts |

Staff Leave Summary Printout |

Done

/

Figure 18: HR Module

SA-SAMS Human Resource Information Sub Module

user manual

Page 21 of 42



I raining Categories

Curriculum HBazed Training School Management
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Figure 19: Training Categories

e There are 2 options under which to record training either Curriculum Based Training or
School Management.

e Click on Maintain Training Categories from the HR menu.

e The Training Categories window will open.

e All categories already added will be listed.

4.1.1 Adding a New Category

e Select the Add New button

e Select either the Curriculum Based Training (Inset Training) or the School
Management button

e Type in the new category in the space at the bottom of the screen and Save the data.

4.1.2 Editing/Deleting Existing Categories

e From the list of category names in the window, click on the name of the category you
wish to update or delete.

e Once you have highlighted the chosen category, click on the Edit/Delete button to
perform function.

¢ Remember to Save your new data if you add to or change any of the categories.

e Press Done to complete the task.

4.2 Maintain INSET Training Records
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e Click on Maintain INSET Training Records button from the HR main menu to start

the INSET training records maintenance window (See Figure 19 below).

Human Resource Module

D ata Files

| E ducator Informatiaon |

Staffd Public Servant Infarmation |

Development and Training

b aintain Training Categaonies
Maintain IMSET Training Records |

M aintain DA Interview Records |

Prirtout of DA Interview Fecords |

1aM5

Perfarmance Meazurement

Attendance Records

Blank Attendance Fegister |

b aintain ‘weekly Educator Attendance |

b aintain Weekly Staff Attendance |

Wiew [ndividual Staf

YWiew Attendance Statishcs

Development Appraizal and ‘

Attrition

Educator Attrition Register |

Staff Attrition Reaister |

Statistics

Ermiz HR Printauts |

Staff Leave Summary Printout |

Done |

Figure 20: HR Module

INSET training is a vital part of educator development. Educators attend workshops/seminars/

discussion groups given by the Education Department or by contracted Service Providers. The

INSET training is aimed at developing the skills and knowledge of educators and non-

educators to become effective in the classroom and within the school
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ABRAHAMS, PP Training Attended
MOOSA, M
MEIMANGE, M5
PaDaTACHEE, R
SMITH, 55 Staff Member: |papavACHEE, R

Course Name: |School M anagement] Edit Recard
Prawvider: |5 auteng Department of E ducati
| auteng L'epartment ol LICation Delete Record

Duratior: (13 Hours

From: | 2005/03/07 _~| Te:[z005/0309 -]

Training funded by |Departmenl ﬂ

Training Methad: |Facilitator Bazed ﬂ

Type: ¢ Curiculum Based % School Management

Cateqony: |IIJMS ﬂ 0
ohe

Save | Dane |

Figure 21: Development and training

4.2.1 Training Attended

e Click on Maintain INSET Training Records on the HR menu

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

e Click on the staff member’s hame

e To add records of training attended for individual educators click the Add New Record
button. The Training Attended detail page will open. Fill in the details. (See Figure 20)
and click Save button.

e To view or change existing training records, press the Edit Record button. Remember
to Save your new data if you add to or change the existing training.

e To delete existing training records, click on the selected training you wish to delete.
Press the Delete Record button.

e Press Done to complete the task.
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4.3 Maintain Development Appraisal Interview Records

e To start the DA Interview Records Sub Module click on the Maintain DA Interview

Records button from the HR Menu.

Human Resource Module

D ata Files Attendance Records

| Eahieaiar Iremreem | Blank Attendance Register |

b aintain W eekly Educator Attendance

Staft, Public Servant |nformation |

Development and Training

b aintain Training Categories

Wiew Attendance Statiztics |

kM aintain INSET Trainin Attrition

o . E ducator Attrition Fegister |
M aintain [& [nterview Records |

Staff Attrtion Regizter |

Printout of D& Interview Records |

Statistics
1QM5
Emiz HR Printouts |

Development Appraizal and
Performance beazurement

Staff Leave Summary Printout |

Done |

Figure 22: HR Module
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Figure 23: Development and training 2

e Click on Maintain DA Interview Records on the HR menu

e Select either Educator or Non-Educator option button to get the required listing of
staff members

e Click on selected staff member’s name

e Click on Add New Record to add a record

e Complete relevant information

e To view or change existing records, press the Edit Record button. Click the yellow Save
button to Save the data if you have made any changes

e To delete any records, click on the record you wish to delete. Press the Delete button to

delete it. Press Done to complete the task.

4.3.1 Add Appraisal Interview Records
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Developmental Appraisal Interview Records

Appraizal Interview Details

Staff Member:  [MSIMANGE. M5
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Figure 24: Development Appraisal Interview Records

4.3.2 Printout of DA Interview Records

Das Appraisal Report

(+ Educatorz ¢ Mon Educators

Select |2005/02/01 - to |2005/04/05 -]
Al

Done |

Figure 25: Das Appraisal Report

e Click on Printout of DA Interview Records on HR menu.

e Select Educators or Non Educators

e Select the dates you want for specific staff

e Tick in box if you want to select All (when All is selected dates are inactive)

e Press Print to go to Print Preview window.

e The Preview window gives an indication of what the printer report will look like.

e You can either print the report by clicking on the printer icon in the top left hand corner,

or select Done to return to the program.
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5. SECTION C: MAINTAINING STAFF ATTENDANCE RECORDS

Human Resource Module

Data Files Mtﬂﬂdyﬂiﬂi\
| e o T e | Blank Attendance Regizte |
ﬂd aintain ‘Weekly Educator .ﬂ.ttendanA |

b aintain Yweekly Staff dttendance

Staffd Public Servant Infarmation |

Development and Training Wiew |ndividual Staff Abzences |

Mairtain Training Categories | - —
iew Attendance Statist

b aintain INSET Training Fecords | Attrition

Educator Attrition Register |

kaintain DA Interview Becords |

Staff Attrition Reagister |

Printout of DA Interview Becords |

Statistics
1aMS
Emiz HR Printouts |

Development Appraizal and
Perfarmance keazurement

Staff Leave Summary Printout |

Done |

Figure 26: HR Menu

e This Section captures and processes attendance for educators and staff. In this section,

absences, leave and reasons for leave will be captured
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Print Blank Attendance Registers

Select the month for the Register
ot [ | [2010

Learner Reqgister

Select Grade -
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Educator Register
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Staff Reqizter

Print Attendance Reaister for Staff 4! \

Daone |

Figure 27: Print blank register

To Print a blank Attendance register for educators/ staff select Print Attendance register for

educators / Print Attendance Register for Staff button(s)
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Figure 28: Blank Educator attendance register

e Click on Blank Attendance Register on the HR menu.

e This window give you the opportunity to print blank attendance register for Learners,
Educators and Other Staff

e Select the month you wish to print by clicking the downward arrow until the correct
month is found.

e Select the grade in the same way, by clicking the downward arrow until the correct
grade is found.

e To print Educator Attendance Register or Staff Attendance Register, click on either Print
Educator Attendance Register or Print Staff Attendance Register.

¢ Remember: when you press Print, the Printer Set up Window will open from where
you can select your paper and printer layout options.

e You can select your options or simply press Ok which will take you to the Print Preview

window, which shows you what your printout will look like.
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e You can either print or press Done to return to the program.

5.1 Maintain Weekly Educator Attendance

To maintain educator weekly attendance please click on Maintain Weekly Educator
Attendance button. In this section, a user can capture days when an educator was absent

from work, and the reasons for absenteeism.

Human Resource Module

D ata Files Attendance Records

Blank Attendance Register |

b aintain \Weekly E duw
\

b aintain Yweekly Staff dttendance |
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Educator Attrition Register |

b aintain DA Interview Becords |

Staff Attrition Fegister |

Printout of DA Interview Becords |

Statistics
[r]
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Staff Leave Summary Printout |

Dione |

Figure 29: HR Menu

5.2 Maintain Weekly Educator Attendance
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Staff Attendance
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Figure 30: Staff Attendance

e To Capture attendance, select term from Select Term dropdown menu

e Select week from Click on week to mark attendance/leave

e Select days absent by clicking on the day when the educator was absent, the block will
turn red with small letter A, to indicate that the educator was unsent on that day.

e Click on Add Leave Records button to add leave records and reasons for absent days.

53 Add Leave Records
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|.eave Records for Staff and Educator Absences
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Figure 31: Leave Records for Staff and Educator Absences

e Select Reasons for Leave for the educator who was absent and click on Save Leave
Records

e If an educator is absent for 3 consecutive days (2 of these days may be annual leave
and 1 may be sick leave) you have to SPLIT the dates so you can assign different
reasons. (see figure 30 above)

e Click on Done to exit

54 Maintain Weekly Staff Attendance

To start using the Maintain Weekly Staff Attendance click on Maintain Weekly Staff
Attendance button on the HR menu.
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Human Resource Module

D ata Files Attendance Records
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Figure 32: HR Module
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Staff Attendance
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Figure 33: Maintain Weekly Staff Attendance

5.5 Staff Attendance

e You cannot proceed unless school terms and school days have been set-up in General
School Information;

e Click Maintain Weekly Staff Attendance. The Weekly Attendance page opens;

e Click on the name of the term in which you are marking, e.g. Term 1;

e Select the Weekending Date (has to be on a Friday) from the dropdown calendar box
and then click on the yellow button Mark Attendance; and

e The attendance page will open, please see below:
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Staff Attendance
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Figure 34: Staff Attendance

To Capture attendance, select term from Select Term dropdown menu

Select week from Click on week to mark attendance/leave

select days absent by clicking on the day when the staff member was absent, The block

will turn red with small letter a to indicate that the educator was unsent on that day

Click on Add Leave Records button to add leave records and reasons for absent days.
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5.6 View Individual Staff Absences

e On this section, a user can view records for individual absences for each staff member

including educators. To start this module, click on View Individual Staff Absences

Human Resource Module
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Figure 35: HR Menu
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Staff Absentees Records
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Figure 36: Staff Absentees Records

57 Staff Absentee Records

e On this section users can extract and view records for previous absences per
individual educator/Staff.

e Click on View Individual Staff Absences to view individual staff absence records;

e Choose whichever staff member you wish to view;

e Click on Filter by Date to view a specific period;

e Select the From date and the To date then click on Go to view;

e For printout options, you can click on Selected Staff Member to print just one staff
member; and

e Or click on All Staff Members to printout the whole staff.

5.8 Staff Leave Summary Printout

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

of educators and are easily accessible should the Education Department ask for them.
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Leave Summary Records
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Figure 37: Staff Leave Summary Printout

e Click on Staff Leave Summary Printout under the Statistics section;

e Select either Educators or Non-Educators by clicking on the relevant button;

e Select dates to print by clicking on the downward arrows until the correct dates are
found; and

e Press Print to print or Done to return to the program.
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5.9 Attrition Register: Educator and Other Staff
Educator/Staff Attrition Registers are printouts of the aggregated data for all
educators/other staff who have been archived. This data can be requested at
Circuit/District or Provincial level and inform these offices of the current status of

educators.
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Figure 38: EMIS HR Printouts

Human Resource Reports
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Figure 39: HR Resource Reports



5.10 Statistics
The EMIS HR Printouts is the data captured in the SA-SAMS programme that feeds into the

Annual School Survey.

Aggregated Data at school level is easily accessible for the Education Department and can

be used to influence decision-making and future planning.

Above all, these printouts can be used when completing the Annual Survey to check that

data being captured is correct.

e Click on Emis HR printouts;

e There are two columns: Raw Data and Aggregated Data;

e The EMIS data is listed under each;

e To print any of these, click on the correct button, for example Appointment Register;

e The print setup screen opens. Click Ok button; and

The print preview page opens. One can either view or print.

5.11 Staff Leave Summary Printout

The Staff leave Summary Printout gives the status of educator or staff absenteeism per
quarter. The summary can also be between selected dates, i.e. on a monthly basis. This
data can be used to track educator absenteeism patterns and inform management of
direction should absenteeism be a problem at a school. These quarterly statistics are also

required by the Education Department for purposes of record keeping.
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Figure 40: STAFF LEAVE SUMMARY PRINTOUT
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2.8 IQMS Module

e The IQMS module is a full functional sub module that is used for educator /
appraisals and performance management. IQMS is substantial module thus have a

separate manual from the Human Resource manual.

Human Resource Module
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Figure 41: HR Menu (IQMS)
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