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INDUCTION FRAMEWORK 

 FOR  
SCHOOL BASED TEACHERS 

 
UNIT NO: 1 
 
Learning outcomes: 
 
The participants should demonstrate understanding of the following: 

• Purpose and objectives of Induction 
• Benefits of Induction 
• Why induction programmes fails  
• Components of a successful induction  

        
1. PURPOSE AND OBJECTIVES OF INDUCTION 

Induction training is very essential for the Department as it helps an individual/new recruit to grow within the Department. 
It is during induction that a new recruit gets to know about the organization's employment philosophy, physical work 
environment, employee's rights, employee's responsibilities, organization, culture and values along with key 
organisational processes. 
Interaction at this stage shapes an individual's disposition and outlook for work and motivation levels. This program 
familiarizes the new employee about the culture, accepted practices and performance standards of the organization. 
 
1.1. Purpose of Induction 
 
A good new employee induction programme delivers multiple benefits to the new employee and the employer. These 
include 
1.1.1 Get the new employee to know the organization, its policies and procedures. These often reduce start-up, 

training and other direct costs associated with having new employees who are unfamiliar with the place of work. 
1.1.2 Conserve manager, supervisor and peer time. Answering the most common questions posed by the new 

employee saves everybody’s time in answering, explaining and clarifying issues. 
1.1.3 Develop realistic job expectations, positive attitudes and job satisfaction. It is important that new employees 

learn as soon as possible what is expected of them, and what to expect from others, in addition to learning 
about the values of the Department. 

1.1.4 The intention is to provide support so that new employees are introduced to their new working environment and 
ensures that they understand their roles and responsibilities that is, ready to function as individuals, know their 
team members, protocols and mostly how to serve their client base.  

1.1.5 Reduce new employee’s stress factor. Everyone experience some level of anxiety and stress when starting the 
new job at a new workplace. The induction programme has been proven to significantly reduce this stress and 
bring it down to a manageable level. 

1.1.6 Help establish a positive, can-do attitude at the beginning of the new job. 
1.1.7 It is important that all stakeholders understand the purpose of induction and contribute towards its success.  



 
1.2. Objectives of induction 
The following are the major objectives of induction:  

• Create a shared understanding of the Department of Education as a system  
• Facilitate alignment between what the employees do and what the Department expects. 
• Understanding of roles and responsibilities of all school based teachers within  the relevant policy framework 

and implementation context 
• Understand key policies that enhances performance of the system and individual employees to facilitate and 

sustain quality learner attainment  
• Enhance and instill commitment to service delivery principles, professionalism, accountability and results 

oriented culture  
• Assist new employees in adjusting to their job and work environment and to instill a positive work attitude and 

motivation at the onset. 
  
 Main reasons why induction programme fails: 

• Programme not well planned; 
• Employee job requirements not confirmed; 
• New employee not feeling welcome 
• Programme irrelevant, 
• Affected unit not prioritizing induction as part of ensuring that new employees are guided on all aspects of the 

organization. 
• New Employees not raising issues of concerns   
• Supervisors too busy to attend to new employees  

 
1.3. Benefits of Induction  
When organizations induct newly appointed employees the following are some of the expected benefits: Increasing 
retention, ensuring operational efficiency, ensuring a happy and motivated work force, finding a balance between the 
expectations of new employee regarding his/her position in the hierarchy of the organisation and environment 
concerned, and instilling the culture, values and goals of the organisation and lay the basis for training and development 
processes etc. 
 
The following are some of the expected benefits:  

• New employee feels welcome,  
• New employee integrated within the new environment,    
• Confirming new employee's decision to join the organization, 
• Enhancing self-esteem, morale and motivation,  
• Establishing good communication between the supervisor and the employee etc.  

 
1.4. Components of a successful new employee induction programme. 
The TWO components of the successful new employee induction progamme are: 

• Firstly, a general induction which discusses the overall policies and procedures that applies to all areas of the 
department. These often include matters of Human Resources (compensation, benefits, employee’s rights, 
performance management, job descriptions, training and development, recruitment); Supply Chain 
Management; General Administration (templates, approvals, protocols); planning, implementation, reporting 
and performance monitoring and accountability; Vision, mission and values of the Department.  

• Secondly job specific induction issues that relate directly to new employees’ responsibilities, departmental 
expectations as well as specific policies and procedures that govern the department  
 

UNIT 2 
Learning outcome: At the end of this Unit, participants should be able to mention various activities of the effective 
induction process respectively. 



 

 

GENERIC INDUCTION PHASES AND ACTIVITIES  
The following are Induction activities which the newly appointed teacher should go through: 

Prior to the First Day Employee’s First Day First week First Month 
1. Follow-ups to be done with HR to 

ensure that offer-letter is issued 
out and signed. 
 

2. Signing of Acceptance letter. 
 

3. Head of Unit or Supervisor Send a 
welcome letter, 
 

4. Confirm the date of assumption of 
duty and time of reporting. 
 

5. Package general information 
about the district and the school. 
 

6. Discuss the expectations in the 
new unit. 
 

7. Get the office ready and conducive 
for work (All equipments set and 
working: computer, printer, phone, 
directory  and stationery). 
 

8. Schedule your first meeting with 
the new teacher 
 

9. Ensure the existing staff is aware 
of new coming employee. 
 

10. Set welcoming meeting with all 
staff. 
 

11. Set up meetings with immediate 
team members to discuss work 
load/functions 
 

12. Coordinate initial assignments 

1. Hold a meeting with the new 
teacher. 
 

2. Introduce the induction process, 
outline and discuss plans for the 
day and week. 
 

3. Provide time table, work books, 
school policies, School 
Improvement Plan, Academic 
Performance Improvement Plan, 
Structures. 
 

4. Assign one staff member as  a 
mentor to the new teacher 
 

1. Secure appointment with 
specific teachers in the 
Department in the division to 
give an overview of 
complementing functions. 
 

2. Order nameplate for the new 
teacher. 

1. Introduction to performance 
management system, 

2. Set-up a meeting to formally check –in 
with the new teacher 

3. Discuss and schedule mandatory 
training, consider other relevant training 
and development needs, 

4. Evaluate the whole induction 
programme 



 

UNIT 3 
Learning Outcomes: At the end of this Unit, participants should be able to 

• understand the aspects of Strategic Planning 
• Relate these to Sector Plan 
• Relate the Sector Plan and the Planning aspects to their daily activities. 

 
3. AN OVERVIEW OF THE NORTH WEST DEPARTMENT OF EDUCATION  
3.1. Legislative Framework 
The Department operates within public service and education sector legislation. In the main the following legislation 
informs our daily operations:  

(a) Constitution of the Republic of South Africa (1996) 
(b) South African Schools Act (SASA)(1996) 
(c) School Laws Amendment Act (Act 31 of 2007) 
(d) National Curriculum Statement Grade R-12 
(e) Curriculum and Assessment Policy Statements 
(f) Skills Development Act  
(g) Employment of Educators Act (1998) 
(h) Labour Relations Act  
(i) Employment Equity Act  
(j) South African Council of Educators Act 
(k) National Policy Framework on Teacher education and development  in South Africa (2007) 
(l) Integrated Strategic Policy Framework  For Teacher Education and  Development  in S.A 2011-2025 
(m) Guidelines on organizational, roles and  responsibilities of districts DBE,2001  

 
3.2 Strategic Framework 
By 2030, South Africa will have a basic education system with the following attributes: 

•  High-quality, universal early childhood education 
•  Quality school education, with globally competitive literacy and numeracy standards 

In this vision education is seen as an important instrument in equalising individuals’ life chances, preparing next 
generations to be economically mobile and successful and critical to poverty reduction. 
 
National Development Plan (NDP) sub-outcomes priorities to achieve the Vision 
To achieve this vision requires changing the system while building upon the gains of the past years in education. To do 
that requires a strong effort to address the systemic issues related to functioning of schools, teacher attendance and 
competence, capacity of educational administrators, decentralization of school management, delegation of powers, 
accountability of educational administrators, pragmatic teacher transfer and promotion policies, and incentives 
structures. 
 
The National Development Plan (NDP) seeks to tighten the relationship between planning, implementation and 
monitoring as critical elements towards improved learning and teaching. Amongst others, given the concurrency of the 
education function, this would include the development of appropriate minimum norms and standards to hold provinces 
accountable for strategic actions that will lead to improved performance.  
 
The National Development Plan (NDP) has identified the following sub-outcomes to improve the education performance:  

1. Access to quality Early Child Development (ECD) 
2. Improved quality teaching and learning 
3. Capacity of the state to intervene and support quality education 
4. Increase accountability for improved learning 
5. Human resources development and management of schools 
6. Infrastructure and learning materials to support effective education 

 
MTSF sub-outcomes and component actions 
The actions identified below are meant to overcome the challenges identified: 
  
Sub-outcome 1: Early childhood development 
Evaluation of the current state of Grade R shows that though access has increased tremendously in the past years, the 
quality of Grade R however, remains a challenge.  It is important that coverage reaches 100% of learners eligible to 
attend grade R within this MTSF. Beyond coverage, as mentioned above, the 2014-2019 MTSF concentrates on 



 

improving the quality of the current one year Grade R. In addition, DBE should ensure that the whole ECD sector has in 
place appropriate curricula, LTSM and norms for qualifications of ECD practitioners. 
 
Sub-outcome2: Improved teaching and learning 
The performance of the education system is dependent on effective teachers with adequate content knowledge and 
adequate support. Effective support to the teacher requires a state that is able to diagnose and intervene where there 
are challenges.  The state also needs to communicate effectively that it rewards performance through its processes, 
incentives and legislation. To achieve this, teacher development needs to be informed by actual teacher challenges. At 
the same time, teachers need to be able to identify and support learners with special needs. 
 
Sub outcome 3: Capacity of the state to intervene and support quality education 
DBE presides over concurrent competences with large number of institutions (provinces, districts and schools). To 
ensure quality basic education DBE needs to play a more active oversight role while providing greater guidance and 
support for these institutions. It is critical therefore that existing policies signal clearly that DBE monitors performance 
and policies are aligned to make the system run better. An effective oversight cannot happen without an effective M&E 
system that is linked to a functioning district oversight system. 
 
Sub outcome 4: Increase accountability for improved learning 
DBE intents to create conditions for effective school management including M&E functions and performance 
management by: 

(a) Providing principals with training and administrative support to enable them to carry out their task of managing 
schools - which includes providing leadership, promoting achievement of the school’s mission and targets, 
assessing the school’s effectiveness, providing advice and guidance to professional staff on educational 
matters and developing efficient use of resources 

(b) Improving accountability by setting performance standards for schools on the basis of which principals and their 
teams will be evaluated. This will include learner performance targets for each school 

(c) Creating performance management functions at districts, with district officials providing support to schools, 
frequent monitoring of teaching and attendance, as well as resource allocation and linking the functions of the 
advisory service with the national education evaluation and development unit for quality assurance 

Sub-outcome 5: Human resource development and management of schools 
Quality of teachers and school management are among the important factors determining the performance of the 
schooling system. It is therefore important that quality of teachers is supported while it is being developed.  It is important 
to track progress in the development of the human capital through time while encouraging its development through 
appropriate incentives. 
 
Sub output6: Infrastructure and learning materials to support effective education 
School infrastructure is important in supporting education and to create an atmosphere for learning.  Both hard (e.g. 
school buildings, desks, sanitation) and soft (e.g books, computers) infrastructure are important in providing enabling 
conditions for learning.  Reading material is essential for increasing learning directly, especially quality reading material if 
used effectively can enhance the effectiveness of teachers in the classroom along with effective ICT infrastructure. 
 
Medium to Long Term Planning: Action 2014 and Schooling 2025 

Action 2014 has 27 goals. Goals 1 to 13 deal with outputs we want to achieve in relation to learning and 
enrolments:   

3.2.1 Increase the number of learners in Grade 3 who by the end of the year have mastered the minimum language 
and numeracy competencies for Grade 3. 

3.2.2 Increase the number of learners in Grade 6 who by the end of the year have mastered the minimum language 
and mathematics competencies for Grade 6. 

3.2.3 Increase the number of learners in Grade9 who by the end of the year have mastered the minimum language 
and mathematics competencies for Grade 9. 

3.2.4 Increase the number of Grade 12 learners who become eligible for a Bachelors programme at a university. 
3.2.5 Increase the number ofGrade12 learners who pass mathematics. 
3.2.6 Increase the number ofGrade12 learners who pass physical science. 
3.2.7 Improve the average performance in languages of Grade 6 learners. 
3.2.8 Improve the average performance in mathematics of Grade 6  learners. 
3.2.9 Improve the average performance in mathematics ofGrade8 learners. 
3.3.10. Ensure that all children remain effectively enrolled in school up to the year in which they turn 15. 
3.3.11. Improve the access of children to quality early childhood development (ECD) below Grade 1. 
3.3.12. Improve the grade promotion of learners through the Grades 1to 9 phases of school. 
3.3.13. Improve the access of youth to Further Education and Training beyond Grade 9.  



 

 
 
Goals 14 to 27 deal with the things to be done to achieve our 13 output goals: 
 
3.3.14. Attract in each year a new group of young, motivated and appropriately trained teachers into the teaching 

profession. 
3.3.15. Ensure that the availability and utilization of teachers is such that excessively large classes are avoided. 
3.3.16. Improve the professionalism, teaching skills, subject knowledge and computer literacy of teachers throughout 

their entire careers. 
3.3.17. Strive for a teacher workforce that is healthy and enjoys a sense of job satisfaction. 
3.3.18. Ensure that learner’s overall the topics and skills areas that they should cover within their current school year. 
3.3.19. Ensure that every learner has access to the minimum set of textbooks and workbooks required according to 

national policy. 
3.3.20. Increase access amongst learners to a wide range of media, including computers, which enrich their education. 
3.3.21. Ensure that the basic annual management process occur across all schools in the country in a way that 

contributes towards a functional school environment. 
3.3.22. Improve parent and community participation in the governance of schools, partly by improving access to 

important information via the e-Education strategy. 
3.3.23. Ensure that all schools are funded at least at the minimum per learner levels determined nationally and that 

funds are utilized transparently and effectively. 
3.3.24. Ensure that the physical infrastructure and environment of every school inspires learners to want to come to 

school and learn, and teachers to teach. 
3.3.25. Use the school as a location to promote access amongst children to the full range of public health and poverty 

reduction interventions. 
3.3.26. Increase the number of schools which effectively implement the inclusive education policy and have access to 

centres which offer specialist services. 
3.3.27. Improve the frequency and quality of the monitoring and support services provided by district offices to schools, 

partly through better use of e-Education. 
 
3.4. Quality Learning and Teaching Campaign  
Important steps towards a shared vision of a better schooling system were made in 2008 with the adoption by various 
stakeholders of the Code for Quality Education. Quality Learning and Teaching Campaign (QLTC) was launched in 
2008. The following are key elements of the OLTC campaign: - Informing citizens about the importance of education, 
and their roles, responsibilities and obligations towards education; mobilise communities to monitor and support schools, 
teachers and learners; improve the quality of education for all children especially the poor, and demonstrate this 
improved quality through better learning achievements. Because education is a societal issue the following are important 
role players in QLTC: Departmental Officials, parents, learners, educators, police, councilors, chiefs, business people, 
farmers, religious leaders, retired principals, & educators, lecturers, student bodies, educator unions, political parties, 
school governing body associations, social workers, farm owners and others.   
 
3.5. Vision, Mission & Values  
The North West Department of Education is one of the 9 provincial departments responsible for the delivery of quality 
basic education. The 9 provincial Departments are coordinated by the Ministry of Basic Education.  
Our Vision is “Towards Excellence in Education”.   
Our Mission is “To provide Quality Education for Higher Learner Attainment through outstanding Teaching and Support” 

 
Our Values are:  
- Excellence: Moving beyond compliance by going an extra mile. 
- Innovation: Continually strive for better and new ways of doing things. 
- People- Centered: People are the department’s strength. 
- Communication: Sharing information in a responsible and transparent manner. 
- Integrity and Honesty: Responding to fellow employees and other stakeholders with honesty, fairness 

and respect. 
-  

3.6. Departmental Strategic Goals  
The Department has 10 strategic goals namely:  
3.5.1. Effective and efficient governance and management support systems  
3.5.2. Quality curriculum implementation and school support programs 
3.5.3. Expanded Inclusive Education 
3.5.4. Registered and monitored independent schools 



 

3.5.5. Strengthened special schools 
3.5.6. Improved provisioning of vocational and occupational education and training 
3.5.7. Expanded Adult Literacy and Training  
3.5.8. Expanded Early Childhood Services 
3.5.9. Access to an appropriate and effective integrated system of prevention, care and support for learners infected 

and affected with HIV & AIDS 
3.5.10. Improved Management of School Based Assessment 
 
This is a clear representation of vision and mission of the Department and its commitment to delivering quality basic 
education to all. Government has also introduced a performance monitoring and evaluation system. Ministers have sign 
service delivery agreement to deliver on these intentions. It is important to know that all teachers contribute to 
achievement of the Minister. 
 
3.7. The Delivery Structure  
The Department needs a structure to deliver on its vision and mission. Our focus is schools because our core service in 
teaching and learning. Structures are not static but very dynamic. The Department is in the process of reviewing the 
Departmental structure. Currently this is how we are structured: 
 
Corporate: Office of the MEC, Office Of the Superintendent General (Chief Directorate Quality Assurance, Inter-
governmental Relations, Internal  Audit, Strategic Planning)  two Branches District and Professional Services (Chief 
Directorates: General and Further Education and Training Services, Districts, Adult Education and Training, Further 
Education and Training Colleges, Directorate Communications) and Branch Corporate Services (Chief Directorates: 
Human Resource Management and Development, Financial Management Services, Auxilliary Services) 
 
Districts:  4 Districts namely Bojanala, Dr Kenneth Kaunda, Ngaka Modiri Molema and Dr Ruth S Mompati. Districts are 
the key and sometimes complex service delivery point of the Provincial Department of Education.  
Therefore, effective and efficient districts are critical to   delivery of quality education in the Department. The National 
Department of Basic Education has developed a policy on the organisation, roles and responsibilities of education 
districts to facilitate support and management of schools, “Effective districts, better quality”.  The following are key 
districts teams: 
 

District Management Team:  
- Institutional Management, Governance, Development and Support 
- Professional Development of Institutional Managers 
- Monitoring and Evaluation Performance of Institutional Managers  
- Information and Communications Technology for e-Education and administrative support  

 
 District Learner Support Team: 

- Education Specialised Programmes including Psychological Services, Social Work and Career Guidance 
services   

- Schools Health Promotion  
- National School Nutrition Programme  
- School Safety and Security, Drugs and Substance Abuse  
- School Sport, Music and Art  

 
District Operations Teams:  
- Education Management Information Systems (EMIS) 
- Security and Records Management  
- Human Resources including Professional Development of District Staff  
- Physical Planning and Infrastructure Development  
- Financial and Supply Chain Management  

 
It is important to note that these functions currently exists and are being performed, and are grouped under various Chief 
Directorates. It is also important that Subject Specialists as part of the district team understand and appreciates these 
other functions for enhancing their services and building high performance district teams. Districts exist to provide quality 
support to schools.  
 



 

EDUCATION DISTRICT NORMS  
Education districts within district municipalities 
A district municipal area encloses several local municipal areas, and a district municipal council is primarily responsible 
for district-wide planning and capacity building for the local municipalities within its area. District municipal areas 
typically cover large, predominantly rural geographic areas including small towns and sometimes cities, with large but 
often dispersed populations which are served by large numbers of schools that fall under the respective PED. 
It follows that a typical district municipal area must be sub-divided into several education districts, none of which must 
exceed the upper limit of the norm for district size. Since district municipal areas are already sub-divided into local 
municipal areas, the appropriate principle would be for a PED to demarcate education district boundaries according to 
local municipal boundaries, to the extent that it makes educational sense. 
Education district boundaries and alignment may be reviewed from time to time by PEDs to take account of changing 
circumstances. 
 
Circuit boundaries 
The demarcation of education circuit boundaries In relation to municipal ward    or   sub-council   boundaries   may   
have   certain   functional advantages such as those suggested above. Like district boundaries, however, alignment for 
alignment's sake may be counter-productive. Alignment must make educational sense. This implies that education circuit 
boundaries must meet the test of efficient education service delivery and in particular must observe the national norm for 
circuit size. 
 
Circuit and district size norms 
In order to ensure effective service delivery and an appropriate span of control for circuit and district offices it is 
necessary to establish national norms that regulate the respective size of an education circuit and an education district 
The appropriate size of an education circuit is best expressed in terms of the number of schools for which a circuit office 
has responsibility. In turn, the appropriate size of an education district is best expressed in terms of the number of 
education circuit offices for which a district office is responsible. 
Taking all relevant factors, including geographical, staff and financial Implications into account, the national norms 
are as follows: 

• An education circuit office must be responsible for no less than 15 and no more than 30 schools; and 
• An education district must comprise no less than 5 and no more than 10 education circuits. 
• It follows that no district should have fewer than 75 schools or more than 300 schools. 

 
However, to guard against the maximum limit becoming a de facto norm, two other norms will apply: 

• In any district the overage number of schools per circuit must not exceed 25; and 
• In any province the average number of schools per district must not exceed Z5D. 

 
Implementing district alignment and district size norms 

When these norms are applied across all districts the result will be that district sizes, expressed by the number of 
schools for which a district office is responsible, will vary far less than at present Mega districts with many 
hundreds of schools will be cut down to size. In any province the average number of schools in a district will not be 
more than 250; but some districts in the same province may have as many as 300 schools while others may have 
as few as 75, depending on geographic circumstances end population density. Similarly, in any district the average 
number of schools in a circuit will not be more than 25; but some circuits may have as many as 30 schools and 
others may have as few as 15, depending on the conditions. 
 
 Other things being equal, it is better for districts to manage fewer rather than more schools, especially where 
populations are sparsely settled over wide rural areas or where populations are dense as in metropolitan areas and 
each school has large numbers of learners and teachers. 
 
If a PED currently has on average fewer than 250 schools per district (or fewer than 25 schools per circuit and 10 
circuits per district) and no circuit or district exceeds the respective maximum, no advantage may be gained from 
altering the size of districts or changing district boundaries, provided that district and circuit offices are sufficiently 
stafPED and resourced and effectively managed.  
 
However, if a PED has many districts with relatively few schools it may be difficult to recruit sufficient capable staff 
members to manage all its district offices, in order to use scarce staff resources efficiently it would be sensible to 
reduce the number of districts or enlarge certain districts to take in more schools. 
 



 

In brief, the application of the alignment policy and the national norms for circuit and district size must be done by 
each PED with educational considerations uppermost taking into account contextual, staffing and equity factors. 
Circuit and district size norms may be reviewed from time to time by the Department of Basic Education (DBE) with 
the advice of PEDs.  
 
Schools: The Department is responsible for management and accountability in public primary, middle and high schools 
in various contexts. The Department also subsidizes independent schools. Schools are governed by elected School 
Governing Bodies and managed by Senior Management Teams.  
School Principals takes overall accountability for curriculum delivery and learner achievement within the relevant policies 
and procedures.  
Different units and functions outside the school environment exist to ensure that support is provided for effective 
teaching, learning, management and governance. 
 
 



 

 

 

     


