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Taking responsibility for my own professional development

General guidelines for organising your portfolio

1. Use the ring bound file provided with the guidelines to collate evidence of
your professional development and practice.

2. Clearly mark the front of your professional development portfolio with:

Your name;

Your school;

The district / region / circuit within which your school is located;
The province in which your school is located.

* % % %

3. Divide your portfolio into four sections with the interleaves provided, as
follows:

* Section 1: A personal infroduction, my teaching philosophy and
teaching and learning context;

* Section 2: My professional practice;

* Section 3: My professional development;

* Section 4. Review of my professional development portfolio.

4. Start your portfolio with a table of contents showing details of its contents.

5. Section 1: A personal infroduction and my teaching and learning context,
should include:

* A personal infroduction
* My curriculum vitae
* My personal biography and teaching philosophy
* My feaching and learning context, including
- the learner and classroom profile; and
- the school and community profile
* Reflections on professional development, including
- a summary of participation in  professional development
programmes
- completed reflection sheets on participation in a selection of
professional development programmes
- pockets of evidence supporting reflections in this section
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6. Section 2: My professional practice, should include:
* Guided reflections completed in the first quarter;
* Unguided reflections for completed in the third quarter;
* Pockets of evidence related to each set of reflections
7. Section 3: My professional development
* Professional growth plan
* Achievement towards my professional development outcomes
* Pockets of evidence to support reflections on achievements towards
professional development outcomes
8. Section 4: A review of my professional development portfolio

* Completed review sheets

To further support you in compiling your professional development portfolio, we
include more specific guidelines that relates to each of the above sections.
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[INSERT ICON USED IN PART 1 TO DENOTE ENGAGING WITH THIS
SECTION THROUGHOUT THE YEAR — ALL FOUR ICONS USED

Table of Contents

A table of contents is useful in a portfolio and serves two purposes:

* It will be useful for you in organising your portfolio and finding your way
around the portfolio;

* Itis also useful for the reader to find their way around the portfolio.

You might want to use the following template with which to structure a table of
contents for your portfolio. The first column provides an indication of the
different pieces of evidence contained in the portfolio in each section and the
second column provides a space within which to indicate a page reference for
each piece of evidence. If you use this template, you might have to complete
the second column with the page references.

A useful consideration ...

You might want fo consider adding
page numbers to the various templates,

[INSERT ICON SUGGESTED FOR USE forms and questionnaires as you work

IN PART 1 — AN BRIGHT IDEA through them. These page numbers

EXCLAIMATION OR SOMETHING LIKE THAT]  would then be included in your table of
contents.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

Tablc of Contents

Contcnts Fagc
No.

5cction is A Fcrsona| ]ntroduction and My Managcmcnt Contcxt

A Personal introduction

My curriculum vitae

Mg Personal biograpl’lg and teaching PhilosoPl’lg

Mg teaching and |earning context

Reflections on Participation in past Profcssional clcvclopment programmes

M}j expectations of developing a Proucessional develoPment Porhcoho

Section 2: Mg Professional Practice

Reflections on creating a Positive |eaming environment in our school

Reflections on knowle&ge of the curriculum and Ieaming programmes inmy lcarning area(s)
Reflections on Planning, Preparation and Presentation of 1earning activities in my Ieaming area(s)
Reflections on the selection, ac{aPtation and use of tcacl’xing and lcaming support materials
Reflections on monitoring and assessing learner progress and achievement

Reflections on human relations in the school environment

chections on suPPorting the clcvclopment of the school

Reflections on extra-curricula and co-curricula activities at the school

Reflections on administration of resources and records

Reflections on managing and c{cvcloping Personnel

Reflections on decision — making and accountabilitg

Reflections on |eaclership, communication and servicing the Governing Bodg

Reflections on strategic Planning, financial Plannir\g and education management c{cvelopment
Section 3: Fromccssiona] Dcvclopmcnt

Mg Proucessional growtl’x Plan

Achievcmcnts towards my ProFessiona] dcvclopmcnt outcomes

Section4: A review of my Pro{:cssional dcvc|opmcnt Porl:Folio

Review completed by
Review completed by
Review completed by
Review completed by
Review completed by
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Section |

A Pcrsonal introduction and

my managcmcnt context
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[INSERT ICON USED IN PART 1 TO DENOTE FIRST QUARTER

A personal intfroduction

A portfolio is as personal as the educator who has compiled if. It is useful then to
provide a personal infroduction of yourself to the reader. Some of the aspects
you might like to consider in this personal introduction:

lam ....

| grew up in ...

I have a family of ...

Some of the fondest memories | have of my childhood are ...
| really enjoy ...

| really don't like ...

| dream of ...

Etc ...

* 3 o o o X X %
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A Fersonal ]ntroduction

am

[INCLUDE A PHOTO OF YOURSELF HERE]
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[INSERT ICON USED IN PART 1 TO DENOTE FIRST QUARTER

My curriculum vitae

Your curriculum vitae (CV) provide details of your personal, academic and professional
background and experience. The next few pages include a template that you might
find useful in compiling your curriculum vitae. It provides a space for listing:

Your personal details

Your academic qualifications

Professional development programmes in which you have participated
You professional experience (inside and outside of the school)
Experience and skills gained

References

* % o X% o X

You might also want to include some cerfificates, diplomas, degrees and letters of
reference, amongst others that support your curriculum vitae. A space has been
provided at the end of the template within which to list these attached documents.

Most of the details in the template are self explanatory, but please note the following:

* In the columns provided for under ‘Professional Experience’ we encourage you to
note all positions held, whether inside or outside of the school context and whether
formal or casual employment or voluntary services rendered.

*  Related to these positions we encourage you to list experience and competences
(see glossary) acquired, in the column provided.

* It is useful in your curriculum vitae to list your most recent employment first and
work towards the earliest employment, listed at the end.

* It is also useful in your curriculum vitae to use dates to show chronologically how
you have progressed through your career;

*  Through your life, you might have participated in some professional / community
bodies / organisations. In the section headed ‘Participation in Professional /
Community Bodies / Organisations we encourage you to list all of these activities
and the experience, skills and / or competences gained.

* You might have at some point written an article for a journal or magazine,
presented a paper at a conference / workshop / seminar or convened a research
project and prepared a report for this. You might then want to list any of these
activities in the section headed ‘Publications / Papers Presented / Reports
Prepared’.

* In the section ‘Documents Attached’ you might want to number the documents
that you choose to attach and name each one in the right hand column.
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(_urriculum Vitae of

Personal Details

Surname

[First Names

Residential Address

Fostal Ad&ress

Tclephonc Number Home

Work

Fax Numbcr Home

N AN N
| | |

Wo rk

Ce” Fhone Numbcr

E_~mail Address

ldentitg Number

Nationalitg

Sex

Marital Status sing!c married divorced cO-
habiting

565 no COC]C

Dirivers’ | icence

Home Language (s)

Additional Languagcs

Health

]nter@sts & Hobbies
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T ertiary Qualifications

Professional Qualifications

[nstitution | Period Completcc{’? Qualhcication Area of
Spccialisation

Academic Qualifications

SCcondarg Q/ualiﬁcations

Sr:hool (s) attended

Period

Highcst (5rades Passed

Lcaming Areas

E_xtra M ural
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Professional E_xPcricncc

[nstitution /

School 4
Organisation

Period

Fosition

Held

Expcricnce and competences

acquircd

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]




Taking responsibility for my own professional development

FarticiPation in Professional Bodies and Associations / Communi’cg and
Non-(Governmental Organisations / (Unions / T te.

Podies / Period
Association /
Organisations/
(nion /| tc.

Fosition

Held

Expcricncc and competence

acquired

Fublications / Fapcrs Presented / Reports Frcparccl

Fublication/ Fapers/ chorts

Date
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Rc{:crcnccs

Contact Fcrsor\

[nstitution / Organisation

Fosition

(Contact Details Address:
Contact Number (s):
E;mai! Address:

Contact Ferson

]nstitution/ Organisation

Fosition

(Contact Details Address:
Contact Number (s):
E;—mail Address:

Contact Ferson

|nstitution / Organisation

Fosition
(ontact Details Address:
(_ontact Number (s):
[~ ~mail Address:
Documcnts attachccl

Ref No. Description
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[INSERT ICON USED IN PART 1 TO DENOTE FIRST QUARTER]

My Personal Biography and Teaching Philosophy

In this personal biography, we encourage you to reflect on yourself as a leader
in education and your professional development and practice, both inside and
outside of the school context. We encourage you here to share with the reader
your teaching and management philosophy (your values and attfitudes towards
teaching and those educators with whom you work), some of the factors that
have shaped you as a leader in education and your professional practice and
some of the visions and goals that you have for yourself, your staff, the learners
at your school and the school community.

In constructing this personal biography, you might want to consider some of the
following questions:

*  For how long have you been teaching, and how has your career progressed from

there towards your current position as a leader in education?

What changes have you experienced through your career as an educator?

How have these changes taken place and how have they shaped your career?

In which learning area do you teach?

For how long have you taught in this learning area?

How do your qualifications relate the learning area / grade / phase in which you

teach?

Do any of your qualifications relate to educational management, which and how?

What are some of the strengths and / or challenges that you experience in your

leadership role of the school?

*  How would you describe your management style with respect to the learners in the
school? Motivate.

* How would you describe your management with respect to the educators at your
school? Motivate.

*  What are some of your life experiences that have shaped these management styles?e

What are some of the visions that you have for education in South Africa?

*  What visions and goals do you have for yourself as an educator, for the educators

whom you lead and the learners at your school?

What is your vision for your school and the community that it servese

What are your thoughts and feelings towards outcomes — based education and

educational change in South Africa?

Has the staff at your school been working with the NCS?2

In which ways have the staff being working with the NCS?2

How are they experiencing this process?

How have you been able to support them in the work that they have been doing with

the NCS?¢

* % ok ok

* %

>

* %

* % ok *
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Mg FPersonal Biographg and Tcaching Fhilosophg
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[INSERT ICON USED IN PART 1 TO DENOTE THE FIRST QUARTER

My teaching and learning contextual profile

In the following pages we have provided you with two questionnaires through
which to compile:

* A profile of your learners and your classroom
* A profile of your school and the community within which your school is
located

The questionnaires are fairly self-explanatory and ask you various questions
about your learners, your classroom the school and community. In completing
these questionnaires we hope that you would come to a better understanding
of your teaching and learning context. It also helps others, for example the
reader of your portfolio, to better understand the teaching and learning context
within which you teach.
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| earnerand (Classroom [Profile

Do you teach in any sPechCic grac{e and Iearning area?

HOW mang classes C{O gOU teach?

Which gradc (s) do you teach?

Which lcarning area (s) do you teach and to which grac{e (s)?

[How many learners do you have in the different ]eaming area (s)/grade (s) class?

V\/hat is the age Promci]e of learners in your different classes?

C]aSS Age grOUPiﬂgS ancl numbcr OF learﬂers
Eg. (rade 1 5-6 78 9-10 O|c|cr than 10 - sPeci% ages
No. of learners i3 21 4- 2-12& 14
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7. Whatis the primarg mother tongue language (s) spokcn ]39 your learners at school, at

home orin the commum’tg?

school home communitg

8. What additional Ianguages do your ]earners, sPeak, write, read ancl/ or understand?

spcak write read understand

9. What are some of the Primary teaching and learning methods, aPProaches and s’cgles that

9OU use in gour classroom?

10. f"‘!ow do these work Forgou and your learners?

i1, Comment on some of the strengths and cha“enges of these metho&s, aPProacl—]es and
st\g]es‘
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13. What are some of the gencral ci—la“enges which you as an educator are faced with in your

classroom context?

i4. What are some of the issues / cha”enges which your learners are confronted with in the

communit9 context?

i15. [How do these issues manifest inthe classroom context, if atallz

6. r“!ow are you able to overcome some of these cha”cnges?

i7. Havc you started working with the NC\S in your classroom? ]]C 50, how?

18. oware you cxpericncing this Process’? Comment here on some of the cha”cngcs that

you are exPeriencing and some oFyour more Positive exPerienccs.
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School and Communitg Profile

I. Which grades are offered at your school?

2. l]C thisisa high schoo], what are the subjects/ lcaming areas offered at the school?

5. What is the total number of staff members at the school?

4. What is the current status of implementation of the N(C.S at the school?
P

5. Wl’lat are some of the processes of suPPort offered to educators in terms of curriculum

changc and the implcmentation of the NC 57
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6. [ow are educators at your school gencra”g respon&ing to curriculum changc initiatives

and the impiementation of the NC 57

7. \What are some of the extra-curricula activities at your school, would you describe any of

these as Particularlg signhcicant to the school and whg?

8. [How would you describe the socio-economic context oFgour school?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

9. How would you describe the school - communitg relationshiP?

10. What are some of the community based activities with which your school engages, if any?

i 1.What are some of the other signiﬁcant aspects about your school that you would like to
share and note whg you find these asPects signhcicant?

12. Genera comments
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13. ]Fgou have a Pl‘votograplﬁ oFgour scl'rool, your staff and lcamers, include it here.

[INSERT PHOTO / SKETCH OF SCHOOL, LEARNERS AND STAFF HERE]
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[INSERT ICON USED IN PART 1 TO DENOTE FIRST QUARTER]

Reflections on Previous Professional Development

In this section we would like to encourage you to reflect critically on participation in
prior professional development activities. The intention with this process of reflection is
to:

*  help you understand your own strengths, challenges and areas that require further
development;

*  help you understand how you have progressed through you teaching career; and

* develop a professional growth plan as part of section 3, through drawing on these
reflections and those undertaken in section 2.

[INSERT ICON AS SUGGESTED IN PART 1] A point to consider ...

We often think of professional development taking place through participation in
formal study programmes or workshops offered outside of the school context, by
education departments, teacher unions or higher education institutions. The draft
discussion document of the National Teacher Education Framework (Draft Discussion
Document, 2004) however recognises a range of continuing professional teacher
development programmes that contribute to the professional development of
educators, an improvement in teaching and learning and an enhancement of the
profession. These include:

Research - Participate in a research activity to improve teaching and learning;

activities - Conduct an action research programme to address a specific issue in your school /
classroom / community;

Professional - Participate as a school representative on the School Governing Body;

networks - Participate in a tfeacher union / association or subject / learning area committee;

- Serve as an executive on a teacher union / association at school, regional or national level;
- Participate in formal observation of exemplary teaching practices;

- Observe or feach in other schools, businesses, industries or instfitutions;

- Serve as a sub-examiner for national / provincial examinations;

Mentoring and | - Serve as a part-time lecturer for a faculty / school of education;

networking - Participate in a formal induction programme for newly qualified educators;

- Participate in a formal mentoring programme for peers;

- Participate in a study / reading group around teacher professional development issues;

- Participate in a regional / provincial / national / school board or governing council
addressing educational issues;

- Participate in recognised workshops, seminars, conference of a recognised professional
educational association;

Professional - Design / plan / deliver a one day workshop, seminar or training programme related to
contributions teacher professional development;
Publications - Write an educational article for a journal or magazine;

- Contribute to a text book, teacher manual, guide or professional learning resource
- Present a paper at an educational conference;
- Publish action research projects;

Projects - Implement a school based project eg. School environmental awareness campaign;
- Develop a school based club;
- Produce / direct a school play / concert;
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Reflecting on these examples might help you to identify those professional
development programmes within which you have participated in the past and that
have contributed to your professional development and practice.

Some of you might have extensively participated in professional development
programmes. So as not to overload your portfolio unnecessarily, you might want
to consider selecting a sample of professional development programmes in
which you have participated and which have been particularly significant to
you in terms of your professional practice. In this case, we offer you the
following resources in this section:

* a template on which to summarise your participation in professional
development programmes over a period of fime (we leave you to decide
on the time frame for this summary).

* a template on which to reflect on your participation in the most significant
professional development programmes within which you have participated
and its implications for your practice (if the number of templates provided is
not enough, use one of these templates to make additional copies as you
require them).

* a pocket of evidence in which we encourage you to file any
documentation relating to your participation in these professional
development programmes.

A point for consideration:

[INSERT ICON AS SUGGESTED IN PART 1] Remember that we are looking at this process of
compiling your professional development
portfolio as a process of evaluating your current
status of professional development and practice
so as to enhance and improve your future
development and practice. In this case your
portfolio is more than an extended CV. Try not to
overload this section with too much detail about
the programmes and try to focus more on
reflecting on your participation in professional
development programmes as a way of informing
your future development and practice.
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Throughout these guidelines we have used the term professional practice. At this
point it might be useful to clarify the term. We use this term to encompass all
professional activities that you engage with as an educator. These professional
activities could take place both inside and outside of the classroom and school
context. These would encompass all activities that promote teaching and learning
both in the school and in a broader sense. Some examples of professional activities
include, amongst others:

*

managing a registered class, with some specific activities, for example, being
recording and reporting learner achievements, engaging with parents
around learner progress or lack thereof, motivating learners and supporting
learners through difficult circumstances;

teaching and learning activities which include, for example, planning for
these, actual co-ordination of learning activities, monitoring and assessing
learners and supporting learners through difficulties and challenges in
learning;

co-ordination and management activities at the school, for example, being
a member of the School Governing Body, supporting processes of recruiting
educators, managing the finances of the school and supporting the strategic
planning at the school, for example participating in drawing up of the time
table;

extra-curricula and co-curricula activities which include, for example
managing, coaching and supporting sports codes at your school, convening
and managing certain  school clubs / societies (for example, an
environmental club, a debating society, a drama group, etc);

representing your school and / or colleagues on certain professional bodies
for example, teacher unions, regional clubs and societies or supporting the
activities of these professional bodies for example, the union might plan a
professional development activity and you might support logistical
arrangements at your school or provide input into this activity;

supporting community organisations in the work that they do, for example,
work as a volunteer in a soup kitchen that serves the community in close
proximity to your school.

These are only some of the many examples of activities that constitute an
educators’ professional practice. When you reflect on your professional practice,
try to consider all activities with which you are involved as an educator.
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Summarg of Participation in Previous Progessiona

development programmes for period to
P prog P
Date Fro ramme Fro ramme What l have gained How has this
g g ga
outcomes from Participation in programme hclpcd me in

this Programmc?

my Promccssional

Practicc?
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R eflections on Participation n past Professiona

cieve]opment Programmes

Date

Frogramme

Frogramme outcomes

[Have you earned any credits towards qua!iicications ti‘nrough Participation in this

programme? [f so cxp]ain.

Was your Par‘ticipation in this programme vo]untarg, were you nominated to Participatc

or were you cxPcctcd to Participatc? Froviclc a motivation for your response.

Describe the programme }Jrieiqy and some of the activities within which you Par’ciciPatc&.

(includc some documentation in the Pocket Proviciecl).
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7. What are some of the kcg skills and / or competence that were developcd througi‘i this

Programme?

8. How were you able to use these skills and / or comPetcnces in your Proi:essiona

Prac’cice?

9. Wi‘iat are some Oicyour strengtiis identified ’ci‘irougi‘i Participation in this programme?

iO. What are some of the limitations / challenges / weaknesses / areas that could be

ciévc]opeci further that you were able to icicntiicy from Participation in this Programmc?

11. Howdo you think that these can be addressed in future?
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to the Participation in the Prochsional deve]opmcnt programme discussed earlier. You migl’x’c

want to include:

* Notice of the workshop and related correspondenceg

>*

Some documentation received at the works}wop/ programme meeting;

* Some examplcs of work that you comPIcted during the workshop/
programme;

* Some examples of work that you have done subsequcnt to the workslﬂop/
programme and that was informed by the workshop/ programme;

*x  (ertificates of attendance / Participation/ complction;

* [ valuations that you might have done on the programme;

* Repor’cs that you might have comPIetecl to Provide feedback to

your coﬂcagucs;

*  Other documentation.
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Mg Expcctations

MH exPecta’cions of the process of cleve!oping my Progessional dcvclopment Por’mco]io for this

yearare to ...
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Section two

Mg Progessional Practice
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My Professional Practice

In this section, we encourage you to reflect on your professional practice to
identify strengths, challenges and areas that require further development. This
process informs the development of your professional growth plan in section 3.
We further encourage you to engage within a range of professional
development opportunities that respond to the needs outlined in your
professional growth plan and to attempt to reorient or change your practice as
you develop professionally. We then encourage you to engage in further
processes of reflecting on practice to evaluate frends and patterns in
enhancing and improving practice.

As noted in Part 1 we have structured the professional development portfolio
around various policy initiatives and the expected levels of performance for
educators, inherent in these. In this section of the portfolio we have defined
various aspects of an educators’ professional practice drawing on the seven
roles of the educator defined in the Norms and Standards for Educators
(Department of Education, 2000), the Duties and Responsibilities of Educators
(Resolution Number 8 of 1998) and the performances standards on which
Development Appraisal and Performance Management in the IQMS will be
based. Various aspects of these sources overlap so it is hard to define which
aspects relate to specific policy initiatives. We have however tried to cover as
broad a range of aspects of professional practice as possible. If you do find
that we are missing some aspects of what you do in this section, please feel free
to include these aspects.

To support you in compiling this section, we have provided you with the
following resources, one set for each of the various aspects of professional
practice that we have identified:

* A guided reflection sheet - this sheet poses some critical questions related to
each aspect of professional practice, and provides a space within which to
respond to these questions — this reflection sheet has been included for use
during a process of self-evaluation in the first quarter [INSERT ICON THAT
DENOTES THE FIRST QUARTER];

* An unguided reflection sheet - this sheet provides you with an open space
within which to reflect and the questions provided on the guided reflections
sheet might provide you with some guidance in engaging with these open
ended reflections — these reflection sheets we have included for use during
further reflections on your professional practice during the third quarter
[INSERT ICON THAT DENOTES THIRD QUARTER];
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* Pockets of evidence within which to file data / documentation of evidence
that relates to your reflections — in each pocket we provide you with some
guidelines to selecting material appropriate to your reflections related to
each aspect of your professional practice.

In line with the time frame offered in part one of these guidelines to support the
compilation of your professional development portfolio, you are encouraged to
undertake the work in section 2:

[INSERT ICON THAT DENOTES towards the end of the first quarter (guided
THE FIRST QUARTER] reflections)

and

[INSERT ICON THAT DENOTES during the third quarter (unguided reflections).
THE THIRD QUARTER]

* Reflections in the first quarter are meant to inform the design of, and
engagement within your professional growth plan, as part of the process
of self-evaluation — these reflections are guided by specific questions
contained in the ‘guided reflection’ sheefs;

* Reflections in the third quarter are meant to provide opportunities
through which you can feed your professional development back into
your work, and visa versa — you are encouraged to do these reflections
using the ‘unguided reflection’ sheets.
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Taking responsibility for my own professional development

(Guided reflections on ...

Creating a Positive ]eaming environment in our school

Date of reflections in the first quarter:

. What factors in your school context reflect a ‘Positive leaming environment’ and enable

effective individual and group leaming’? Whg do you say so?

2. How do you think that the leaming environment in your school can be enhanced to
support and contribute to Productive individual and group lcarning? | ist these ways

below.

5. How are you able to assess whether learners at the school exPeriencc teaching and

learniﬂg Positive]y in the school?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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What could you do in your Position as Frincipal to ensure and encourage active

teactﬁng and learning processes for all learners in your school?

\What are some of the Policies, regulations and Procedures that support your educators

n implementing effective classroom management strategies’?

[How effective are these Poiicies} regulations and Procedures in ensuring effective

ctassroom management n your school?

What are some of the Policies and strategies used to Promote a sense of resPect and

resPonsibilitg to others in your school?

ln which ways could the teaching and learning exPerience of all learners be imProveci in

your school?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Ungui&e& reflections on ...

Creating a Positive ]eaming environment in our school

Date for reflections in the third quarter:

To support you in rexqecting on the !earning environment created in your classroom, you might want to consider

some of the questions that you resPonded to in the guicled reflections.
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections creating a Posi’cive leaming environment in your classroom. You miglﬂt

want to include:

* Some of the Policics, vision and mission statements that support the creation of a
Posi’cive leaming environment in your school;

* Examp]es of some of the Policies that support your educators in Fostering an effective
classroom management strategy

* Examp]cs of the school rules and how these are used to cﬁccctivcig manage learners in
the school environment;

*  (Other documentation that migl‘rt support reflections on creating a Positive !caming

environment in the school

Kcmcmbcr to date these Pieces of evidence, so as to reflect any
changes that you have made in your classroom to improvc the

leaming environment.
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Taking responsibility for my own professional development

(Guided reflections on ...

Knowleclge of curriculum and leaming programmes n my learning area

Date for reflections in the first quarter:

ﬂcasc note: for reflections on this aspect 01C90ur Prochsional Practicc, it might be

necessary for you to select one or more lcarning activitg used in your classroom as a focus

. Describe brieﬂg one or more leaming activity used in your classroom?

2. Whic]ﬁ Ieaming area were your aclc}ressing tlﬁrouglﬁ this / these Ieaming activities?
lncludc the lesson Plan/ notes that integrate these leaming activities in your Poci(et of

evidence.

3. How does the theme / skills / competcnccs/ content of the learning activities relate to

the leaming area noted above?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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How were you able to use your own knowledge to advance the knowleclge omcgour

lcarners?

What are some of the !carning tcchniques and strategies that you have used in your
classroom to promote the acquisition of skills and knowledgc, critical tlﬁinking and

Prob]em so]ving’?

Describe how these activities have contributed to the acquisition of skills and
lcnowlec!gc and critical thinking and Problcm so]ving.
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Wl’\ich sPeciFic outcomes and assessment criteria were addressed throug!ﬁ your ]eaming

activities and how?

[Jow do these lcaming activities rclate/ rcspond to the needs of learners in your

dassroom?

How could you imProve these or similar leaming activities in Future, relative to the

asPCcts addressed in the questions above?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

Unguic}ecl reflections on ...

Knowleclge of curriculum and leaming programmes n my leaming area

Date for reflections in the third quarter:

Flcasc note: for reflections on this aspect of your Promccssional Practicc, it is necessary Foryou to
select one or more |caming activity, Prc{:crablg in the same lcarning area as the one chosen for your

guic!cd reflections, to indicate imProvcmcnts on cl'la"cngcs and difficulties identified before.

T o support you in reflecting on your knowledge of the curriculum and learning programmes in your learnin
pporty g ony gt g prog Y S

area, you might want to consider some of the questions that you resPonc{ed to in the guic{ed reflections.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Focket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates

to your reflections on your ‘mowlcégc of curriculum and lcarning programmes in your learning

area. You migl‘xt want to include:

*

Documentation dctailing the lcarning programme — iFyou have for example, written down
some notes to guidc your tcaclﬁing or iFgou have Forma”g written out a lesson Plan, you
might want to include this here. You might also want to include two lesson Plans
developed sequentiallg to indicate any imProvements in the second round of reﬂections;
Some examples of activities that reflect opportunitics for acquiriﬂg basic skills and
i(now]eclge and promotes critical thinking and Problem so]ving;

Some examPlcs of learners’ work that reflects their learning, for example, group exercises
or activities, individual exercises;

A rePort from one oFgour co”eagues or your immediate suPer\/isor that attests to your
know]eclge of the curriculum and leaming programmes;

Othcr documentation that might suppor’c your reflections on know!cdge of the

curriculum and leaming programmes.

Rcmcmbcr to date these Picccs of evidencc, so as to reflect any

chang@s that you have made to improvc teaching and !eaming in your

learning area.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]




Taking responsibility for my own professional development

(Guided reflections on ...

Flanning, Preparation and Presentation of lcaming activities

Date for reflections in first quarter:

i. Describe the processes that you use in P!anning !earm’ng activities? ]nclude in your

Porhcolio a copy ofa tgPical leaming activitg Plan that you have used.

2. Are there any ways in which you could strcngthcn the process of Planning for ]eaming

activities?

3. Describe how these ]carning activities fit into a broader ]eaming programme,
commenting on Previous lessons on which it has built and lessons through which follow

up activities will be undertaken.
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Did you expcricnce any c}wa”enges in implementing the learning activities that you have
Planncd? If so, describe these and comment on ways in which you can overcome the

cha”enges in future.

Do you have any system of recorcling your Planning of ]earning activities? Describe

this process clearlg.

Avre there any areas in Planning, Prcparation, Prescntation and management of ]caming
activities that in your oPinion requires added attention? Note these and consider ways

in which you can address these areas requiring further develoPment

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Unguidecl reflections on ...

Flanning, Prcparation and Prescntation of lcaming activities

Date for reflections in the third quarter:

To support you in reﬂecting on processes of lesson P|anning, Preparation and Presentatfon, you migl’lt want to

consider some of the questions that you responclcd to in the guidcd reflections.
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates

to your reflections on planning, preparation, presentation and management of learnin
Y P S prep P 3 2

programmes. You might want to include:

*

A lesson Plan that reflects the process of Planning that you engage with. You might
want to include two lesson P]ans dcveloped scquentia”9 to indicate any imProvements to
P]anning in the second round oFyour reflections.

A written self-evaluation of alesson imP]ementcd and tauglﬂt, rcﬂcc’cing its links to former
lessons and Fo”owing lessons.

Examp]es of Plarming at a meso and macro level that reflects the integration of lesson
P]ans within a broader leaming programme framework.

A rcpor’c from one oFgour co“cagucs or your immediate supcwisor that attests to
’chorough processes of P]anm’ng, Preparation, Presen‘cation and management of leaming
activities.

Other documentation that migl‘lt support your reflections on P]arming,

Prepara’cion, Presentation and management of learning programmes.

Kcmcmbcr to date these Pieces of evidence, so as to reflect any

Chaﬂges that you have made to imProve Planning, Preparation,

Presentation ancl managcment 01C leaming Programmcs.
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Taking responsibility for my own professional development

(Guided reflections on ...

The selection, ac!aPtation and use of teaching and leaming support materials

Date for reflections in first quarter:

Flcasc note: for reflections on this aspect opyour Propcssional Practicc, it might be necessary for you to select

one cxamplc ofa teaching and lcarning suPPor‘t material that you have used in your teaching

i Describe the resource brie)qy.

2. Through which source / s did you access the resource?

3. Describc bricﬂy the ]carning activitﬂ within which you have used the resource and how

you used this resource.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

What motivated you to use this resource in the way that you did and in relation to the
lcaming activity that you describe above?

Describe the relevance of this resource relative to the learning area and Iearning activity

in which you used it.

Were learners able to engage in any way with the resource during the lesson to enhance

their ]eaming exPerience? H: 50, how?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

[How has the use of this resource suPPorted learners in working towards the
achievement of the sPechCic outcomes and assessment criteria that you had in mind for

the lea rning activitg?

Wlﬂat were some of the cl’ma”cngcs that you encountered in the use of tcaching and
lcaming suPPort materials in your classroom and how could you overcome some of these

Cha“enges in future?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Unguic}ecl reflections on ...

The selection, adaPtation and use of teaching and learning support materials

Date for reflections in the third quarter:

To support you in rexqecting on the selection, adaPtation and use of leamfng support materials, you might want

to consider some of the questions that you respondecl to in the guidcd reflections.
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections on the selection, aclaptation and use of tcaching and lcarning support

materials . You migh’c want to include:

A copy of the resource;
A copy of the lesson P]an or notes on the lesson within which you used the resource;
Ang adaP’cations that you have made to the resource;

Examp]cs of how learners have engagcd with the resource;

* ok ok ok F

Other documentation that migl‘rt support your reflections on sclecting) adapting and

using teaching and Iearning suPPor’c materials. .

KCmcmbcr to date these Pieces of evidence,
s0 as to reflect any changes that you have
made to improvc the sclecting, aclaptation

and use of iearning suPPor't materials.
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(Guided reflections on ...

Monitoring and assessing learner progress and achievement

Date for reflections in the first quarter:

i. What are some of the assessment methods and activities that you use in your classroom

context? ]nc!uclc some examPles of assessment tasks in your Pocket of evidence.

2. How do these methods and activities link to the assessment criteria defined in your
learning area”? ]ncludc some assessment tasks that reflect the links to assessment

criteria in your lcarning area.

5. How are learners Proviclec{ with feedback on assessment processes, methods and
activities? Frovic}c some cxamples of evidence through which learners’ are Provic}cc] with

Fecc”oack on assessment.
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Taking responsibility for my own professional development

Whg have you chosen tlnis/ these forms of Providing feedback?

n your classroom context How clo ou aclclress the issue oxc ]earners’ not achievin
Iny : y g

competence relative to some of the assessment criteria?

f‘low do you manage some learners achicving compctcncc and others not achicving

comPetence relative to some of the assessment criteria that you are assessing?

Wlﬁat records of assessment do you keeP? ]nc]uc{e in your Pocket of evidence some

examples O]C l"CCOTdS l"IC!CI on assessment.

I’—Iow do you use these records?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

Ungui&e& reflections on ...

Monitoring and assessing learner progress and achievement

Date for reflections in the third quarter:

To support you in rcmqecting on the monitoring and assessing of learner progress and achievement, you might

want to consider some of the questions that you resPonded to in the guic]ed reflections.
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Taking responsibility for my own professional development

FPocket of evidence

ln this Pocket of evidence you migi*it want to include some of the documentation that relates
to your reflections on monitoring and assessing learner progress and achievement. You

migi‘it want to include:

* An assessment Pian relative to a lesson Plan that you dcvclopc& and taught You migiwt
want to include two assessment Pians developcd sequcntial|9 to indicate any
imProvements in assessment methods and processes.

* Some examples of assessment activities that you have dcveloped as Part oFgour
assessment Plan.

* Some examPlcs of learners’ work in relation to the assessment activities noted above.

* Some examples of feedback Provided to learners on their engagement in assessment
processes.

* Some examPles of assessment outcomes documented and recorded.

* O’cher documentation that migiit support your reflections on monitoring

and assessing learners’ progress and achievements.

Rcmcmbcr to date these Picccs of evidencc, so as to reflect any
Ciianges that you have made to imProve monitoring and assessing

Iearner PFOg[‘CSS 8HCI aci"iievements.
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Taking responsibility for my own professional development

(Guided reflections on ...

FHuman relations in the school environment

Date for reflections in the first quarter:

i. Describe some of the ways in which Po!icies and programmes resPoncl to learners’

needs in the school environment.

2. How would you describe your interaction with learners in the school context?

3. What are some of the oPPortunities that you have for interaction with the parents of

leamcrs in HOUF SCI’IOO]?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



[¢5

Taking responsibility for my own professional development

[How would you describe the nature of these interactions with the parents of the

school?

[How do you think these interactions contribute to or support learners’ earning and

Progress at schoo!?

How would you describe interactions between 5oursclmc and the educators at your

schooi?

How do these interactions shaPe/ influence the work that you and the educators do in

the school context?

How do you think suPPortivc interactions amongst co”cagucs in your school could be

Cnabled?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Unguic}ecl reflections on ...

Human relations in the school environment

Date for reflections in the third quarter:

To support you in rexqecting on human relations in the school environment, you miglﬁt want to consider some of

the questions that you responéed to in the guiclecl reflections.
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Taking responsibility for my own professional development

FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates

to your reflections on human relations in the school environment. You migl’x’c want to include:

* Documentation that supports your reflections on your interactions with Iearners, parents
and co”caguc& This might include for cxamplc, letters of references, letters attesting to
your character and interactions with others, reports or articles on interactions with

]earners, Parents anc{ co”eagues
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(Guided reflections on ...

SUPPor‘cing the &eve!opment of the school

Date for reflections in the first quarter

i. What are the processes used for the devclopmcnt of regu]ations, programmes and

Po]icies n your school environment?

2. Arc all educator at the school aware of all Policies, Procedurcs and Programmes’?

5. rﬂow are Po!icics, Procec{urcs and programmes communicated to educators at the school?

4. I’—Iow often are the Po]icies, Proceclures and programmes at your school revised and what

informs this revision. |t might be useful to use a spechcic examplc in these reflections.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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5. Provide a detailed account of some of the ways in which you have suppor’ced the

implementation oFgour school’s regulations, programmes and Po]icics.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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Ungui&e& reflections on ...

Supporting the deve]opment of the school

Date for reflections in the third quarter:

To support you in relqecting on your contribution to the dcvelopmcnt o]cgour school, you miglﬁt want to

consider some of the questions that you resPoncled to in the guiclec; reflections.

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates

to your reflections on your contribution and support to school dcvelopmcnt. You might want

to include:

* [Documentation that supports your reflections on contributions made to the deve]opmcnt

of the school, for examplc, programmes and Policies clcvclopccl and managecl.
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(Guided reflections on ...

Extra—curricula and co-curricula activities in the school environment

Date for reflections in the first quarter:

i. ln the table belowJ list the various extra~curricula and co-curricula activities available at
your school, comment on educator involvement in these activities and the contributions

that these activities make to learners developmcnt.

[ xtra- or co- [ ducators involvement Contribution to learners’ holistic

curricula activity in these activities clcvc]opmcnt
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[How have these extra-mural activities been identified P]armed for?

Have any additional areas for future extra curricula and co-curricula activities been

identified at your school?

How are these signhcicant in the school context?
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Ungui&e& reflections on ...

E_xtra~curricula and co-curricula activities in the school context

Date for reflections in the third quarter:

To support you in rcﬂecting on your Participation in extra- and co-curricula activities, you might want to

consider some of the questior\s that you resPondec] to in the guided reflections.
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections on Participa’cion in extra- and co-curricula activities. You migl‘xt want to

include:

* [ vidence that reflects some examplcs of extra-curricula and co-curricula activities at the
school, for ctxampleJ meeting minutes, activity reports, spor’cing ]ogs, etc..

* [ vidence that reflects contributions made towards the holistic clevelopment of learners at

the school, for cxampic} newspaper articles of events and activities, awards received,
etc..

* [ vidence that reflects educators involvement in extra-curricula and co-curricul
activities at the school.

* Examp]cs oFgour own administration and organisation of these extra-

and co-curricula activities.

Remember to date your evidence. This
could be the date on which you included
the evidence into your Por’mcoiio,
to show any Progression

n your Progessional Practice.
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(Guided reflections on ...

Administration of resources and records

Date for reflections in the first quarter:

. Would you say that the resources (human, Plﬁgsica] or financial) at the school are used
and managecl oPtima”g, egicientlg and emcmcec’cive]g? Whg do you say so?

2. Arc there any areas in the management of resources that you think can be imProved

and in what way can it be imProved?

3. Describe the measures of communication between 3oursehc and educators at the

school?
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Wou]d you say that educators at the school are clear on what is cxPected from themin

terms ofjob Pergormance? Wl‘\g do you say 507

Wlﬂat processes of mentoring and suppor’c are offered to staff at the school?

Comment on the effectiveness of these processes of mentoring and suPPort.

How would you describe your processes of record keepirxg and which areas in this

aspec’c OFﬂOUf‘ WOTl( can }36 improvecl anc{ l’]OW?
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Unguic}ecl reflections on ...

Administration of resources and records

Date for reflections in the third quarter:

To support you in re)qecting on the administration of resources and records, you migl’)t want to consider some

of the questions that you resPonde& to in the guided reflections.
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FPocket of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections on the administration of resources and records. You miglnt want to

include:

* [ vidence that reflects Planning for and the utilisation of resources, for examplc, meeting
minutes, staging structures and allocations, Phgsical resource allocations, etc.

* [ vidence that reflects processes of communication, for example, meeting minutes,
communication distribution lists, etc.

* E_viclcnce that reflects processes of mcntoring, for example, rcports on educators’

development, etc.

Remember to date your evidence to show any
Progression relative to the administration of

resources and rccords.
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(Guided reflections on ...

Managing and suPPor‘cing the devclopmcnt of staff

Date for reflections in the first quarter:

i. List some of the staff deve]opmcnt programmes that have been formulated for staff

over the Pas’c )Cive years.

2. Wlﬁat informed the formulation of these Programmes?

3. What has been the outcome of educators’ Par’cicipation in these staff deve]opment

Programmes’?

[INSERT ICON USED FOR POST LEVEL THREE EDUCATORS]



Taking responsibility for my own professional development

4. How would you describe your s’cyle of staff management and whg do you say so?

Comment on the effectiveness oxcgour management sty!c.

5. Whic}ﬁ areas with rcgarcl to staff management and dcvclopmcnt could you improve on

and how?
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Ungui&e& reflections on ...

Managing and suPPorting the devclopmcnt of staff

Date for reflections in the third quarter:

To support you in rexqecting on managing and suPPorting the deve!opment of staff, you mfght want to consider
some of the questions that you rcsPondcd to in the gui&c& reflections.
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Fockct of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections on the administration of resources and records. You migl’\t want to

include:

* [ vidence of Planniﬂg forand suPPorting staff development for example, workshops
arrangecl for, discussions held with staff, resources shared with staff, etc.
* [ vidence that reflects processes of at’cemp’cing to identhcg staff needs and

res onc{in to these Forexam le a raisals reports, etc.
P 2 ) p'e app ) FEPOTLSs,
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(Guided reflections on ...

Democratic decision~ma]<ing and accountabi]itﬂ

Date for reflections in the first quarter:

i. Describe some oFgour Proceclures and processes of decision — making?

2. How would you describe these processes in terms of their effectiveness and securing

‘}Ju3~in’ from all stakeholders?
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3. What are some of the cha”enges in Proccdures and processes of decision—making with

which you are confronted and how can you address these?

4. Which areas in Proccdurcs and processes of decision—making could you improvc on,

how and whg?
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Ungiclecl refections on

Democratic C}ccisior%making and accountabi]itg

Date for reflections in the third quarter:

To support you in reﬂecting on decision making processes and issues of accountabi[itg, you migl’)t want to

consider some of the questions that you respon&cd to in the guiclecl reflections.
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FPocket of evidence

[ this aspect of ProFessional Practice itis cha”enging to define any cxamples of evidence
that reflects democratic clccisiommaking processes and accountabilitg. ]Fgou are able to
think of any evidence that could suPPor’c your reflections relative to this Perpormance

standard, Pfcasc include it in this Pocket.
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(Guided reflections on ...

Leadcrshii:)) communication and servicing the governing bo&g

Date for reflections in the first quarter:

I. How would you describe your leadership aPProach? Comment on these aPProachcs in

terms of its effectiveness?

2. What are some of the areas in which you could imProve in terms of lcading the school?
(Comment also on how these arecas can be imProved and whg theg are imPor’cant to

imProve on.
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What are some of the support, mentoring and / orguidance processes that you offerto
your co”eagues? (Comment on the effectiveness of these processes in enab]ing your

co”eagues to imProvc their Progessional Practicc.

What are the processes of communication that are in Place to ensure effective

communication with co“eagucs, parents and the School Govcrning Bodg?

Wou]d you describe these processes as effective? Comment on how these can be

imProved and whﬁ it would be imPor’can’c to seek imProvement in these.

ln the space bclow, draw on organogram reﬂecting the different staff members and their
roles, functions and responsibiiities in the efficient running of the school. |n this
organogram, highlight any structural areas that could be imProvec} on and note brieﬂg, in

t}‘lC organogram 1"\OW thCSC areas COU]C! }:)C imProvecl.
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Stru ctural organogram of
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Ungui&e& reflections on ...

Lea&ership, communication and servicing the Govcming Bodg

Date for reflections in the third quarter:

T o support you in reflecting on your leadership, communication and servicing of the (Governing Body, you
pporty Zony P 2 2 Y Y
might want to consider some of the qucstions that you rcsPondcd to in the gui&ed reflections.
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Focket of evidence

[ this Pocket of evidence you migh’c want to include some of the documentation that relates
to your reflections on your ]ea&crslﬁip, communication and servicing of the Goveming Bodg.

You might want to include:

* Evidence of support, mcntoring and guidancc that you have offered your co”eagues, for
examp]e, workslﬂops arrangecl 1Cor, discussions held with staﬁc, resources shared with
sta]cﬁ etc.

* [ vidence that reflects processes of communication and sharing information with
coHeagues, Parents and the School Goveming Bodg

* A rePort of some of the initiatives taken at the school to imProve its

effectiveness and service delivcry to the communitg
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(Guided reflections on ...

Stratcgic Flarming, Financial Flannir\g and Education Managcment Dcvc!opmcnt

Date for reflections in the first quarter:

i. How often do members oxcgour school engage in processes of s’cra’cegic Planning’?

2. Describe a tgpica! process of strategic Planning?

3. How are these Plans communicated and used in the school context?
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4. Dcscribe the processes of financial Plarming, budgcting and record keeping’?

5. How are Projects Plannccl and monitored in the school context?

6. What areas in relation to strategic Planning, financial Planning and education
management dcvclopment could be improvccl? Commcmt here on how you think tl’!CH

can be imProvecl?
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Ungui&e& reflections on ...

Stratcgic Planning, financial P]anning and education management devc]opment

Date for reflections in the third quarter:

To support you in re)qecting on processes of strategic Planning, financial Plarming and education management

devclopment, you might want to consider some of the qucstions that you resPonc]eA to in the guidec{ reflections.
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Fockct of evidence

ln this Pocket of evidence you might want to include some of the documentation that relates
to your reflections on strategic Planning, financial P]anning and education management

deve]opment. You migl‘r’c want to include:
Documentecl Procedures through which strategic Plans are cleve]opecl.
Examp]es of s’cratcgic Plans reccntlg deve]opec}.

Frocedures for financial P]anning and budgeting.

*

*

*

* Examp]es of recent buclgets developed

* Froccdurcs for Projcct Planning and monitoring,
*

A rePort of the status of Project at the school.
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Section three

Mg Pro?essional growt% and

Ac—:vc—:lopmént
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My professional growth and development

In this section we encourage you to design a professional growth plan for one
year and to work towards achieving some of your stated outcomes in this
professional growth plan. You should not see this section as separate from the
previous two sections as most of the initial reflections in these sections could help
you in designing your professional growth plan and in working towards some of
the stated outcomes.

The following steps might help you to work through this section:

*x Step 1: Review your reflections on participation in previous professional
development processes. What are some of the areas in your professional
practice that are highlighted through these reflections that require some
further attention. List these in the space provided for in designing your
professional growth plan.

* Step 2: Review your expectations noted in section one that you have of this
process of developing your portfolio. Are there any aspects noted here that
could help you identify areas that require attention. List these in the space
provided for in designing your professional growth plan.

* Step 3: Review your guided reflections in section 2 and list the areas that you
have identified for further development in the space provided for in
designing your professional growth plan.

*x Step 4: Drawing on these areas identified that require further attention in
professional development processes, design your professional growth plan.

*x Step 5: Aftempt to work proactively towards achieving some of the
outcomes stated in your professional growth plan. Note that in some cases
you might only achieve a certain measure of progress towards the stated
outcome. In which case you should note any progress made, however small,
towards these stated outcomes.

* Step 6: Reflect on your professional development in an ongoing manner and
try to feed your development into your professional practice.

Step 1 to 3 involves a review of the evidence that has already been collated in
your portfolio in sections 1 and 2. The following guidelines cover steps 4 to 6.

Please note that you are likely to engage with this section throughout the
process of developing your professional development portfolio. As we deal with
each of the above-mentioned steps, we indicate the possible fime frame within
which to undertake this activity.
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[INSERT ICON USED TO DENOTE FIRST QUARTER AS USED
IN PART ONE]

My professional growth plan

Before engaging in professional development processes it is often useful to
design a plan that responds to your specific professional development needs. In
designing the professional growth plan, you begin to focus on your particular
needs and ways in which these could be addressed.

An important point for consideration:

We are encouraging you to take a proactive approach to your professional
development, to take responsibility for your own professional development
needs.

As noted before, we often think of professional development as being a formal
learning / study programme offered by a formal institution or organisation over a
longer period of time. Though these programmes do offer opportunities for
professional development, there are other creative ways in which to develop
professionally, for example:

* Engaging in discussions with colleagues around pertinent issues, for example,
curriculum requirements for particular grades and how to learning
programmes that meet these requirements;

* Reading various circulars disseminated through the Department of
Education that addresses various aspects of professional practice;

* Engaging with various curriculum and other documents that could support a
better understanding of your professional practice;

* Self - study through accessing various literature around a topic of interest, for
example, there are countless books on library shelves that provide insight into
assessment processes in an outcomes-based system. You might also be able
to access literature through discussions with colleagues at your school, a
curriculum adyvisor or other office based officials;

* Observing teaching processes in a classroom of, for example, a colleague or
your head of department or an educator at another school;

These examples, offer shorter-term options for addressing your professional
development needs. In designing your professional growth plan we would like
to encourage you to consider some of these shorter-term options rather than
waiting for formal professional development programmes that are more likely
only accessible over a longer period of fime.
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In the following pages of your portfolio draw on the reflections that you
engaged with in the first term and design your professional growth plan.

In designing your professional growth plan, in each column:

* Column 1: Translate you needs into a tangible and specific outcome to be
achieved at the end of the programme. For example, at the end of this
professional development activity, | want to be able to better understand
the curriculum requirements for grade 2 in the Literacy learning area. In
another example, | want to be able to understand assessment processes
appropriate within an outcomes-based framework and linked to assessment
criteria for grade 5 learners in the Natural Sciences learning area or | want to
be able to develop a system of recording assessment through the use of
Excel spreadsheet or | want to improve processes of financial planning in my
school.

* Column 1: Distinguish between long-term and short-term outcomes. You
might want to highlight the short -term outcomes to distinguish them from the
long - term outcomes. Another way in which you could distinguish the short-
term outcomes from the long-term outcomes is by using a different colour
ink.

* Column 2: Identify programmes, opportunities and activities that would
support you in working towards these outcomes. In compiling this column
you might have to discuss some aspects with your Head of Department,
Principal, Curriculum Advisor or find out more about programmes on offer.
You might also have to review adverts in the newspaper for courses on offer
or visit a website of an institution in close proximity to you. Often, the
provincial department of education also has a listing of professional
development programmes that support the professional development of
educators. So in essence, developing this column would require some
extensive research of available programmes.

* Column 3, ‘resource person / institution’ provides a space within which to
record the name and contact details of the person with whom you could
licise to find out more about the programme or the institution who is offering
the programme.

* Column 4: Time frames within which you would participate in the
programme

* Column 5: Resources needed for participation in this programme or
activities.

* Column 6: Provides a space for recording the completion of a programme
or activity towards a stated outcome and for commenting briefly on the
achievement of the outcome.
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Mg Proicssionai growtiw Plan

rom reflections on Participation in past Proicessionai cicvciopment programmes, | have
identified the Fo”owing areas that ] need to address ti‘;rougi‘; ongoing processes of

PrO‘FCSSiOﬂai CiCVClOPmCﬂt:

From a review of my expectations, | have identified the Fo”owing areas that need to be

aciciressecl tiirougi‘i Future Proiessional cieveloPment processes:

From rcﬂccting on my Proiccssionai Practicc, the Fo”owing areas need to be addressed

tl"erUgI"l PrOF@SSiOﬂa] dCVC]OPmCﬂt Programmes:
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Taking responsibility for my own professional development

For 200

Outcomcs

Frogrammcs / Activities

Contact person

Time frame

Resources

Qutcome achieved

Wl’lat do ] I’vopc to achieve to
address the ProFessiona]

dévc[opment needs that l have?

Who offers this programme?
Who can support me in
Par’ticipating in this Programmc/

activity?

Wl’lo can ] contact with rcgarcl to
this Programme/ activity?

When can | Par’ticipate in this
Programme/ activitg?

What do | need and need to P]an
forin order to Par‘ticipate in this

programme / activity?

Havc the stated outcome been
achieved? What more can I do to
strcngthcn this area of my

Promccssional Practicc?
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[INSERT ICON USED IN PART ONE TO DENOTE THE
SECOND AND THIRD QUARTER]

Achievements towards my professional development outcomes

In the following section, we encourage you to reflect on your participation in
the professional development programmes and / or activities in which you have
participated towards the outcomes defined in your professional growth plan.
We also encourage you here to reflect on the implications of this professional
development for your practice.

Here we provide you with a reflection sheet, through which we encourage you
to reflect on the professional development programme and / or activities and
to consider critically how this programme and / or activity have responded to
your needs. We further encourage you to consider the implications of this
professional development for your practice.

Remember:

* to keep the reflections on your professional practice in mind and the needs
that you have identified through this process (section 2);

* try to find opportunities in your professional practice where you can draw on
the professional development experience and improve your practice;

* document any improvements in your practice that you can include in the
‘pockets of evidence' for each performance standard in section 2.

As before please photocopy additional copies of these reflection sheets as you
require.

[INSERT ICON FOR POST LEVEL THREE EDUCATORS]



TAKING RESPONSIBILITY FOR MY OWN PROFESSIONAL DEVELOPMENT

Achievements towards my Progessional deve!opment outcomes

i. Name of Programme/ ac’civitg:

2. Date of Par’cicipation:

3. Which ProFessional clevelopmen’c needs were you intencling to address through
Participation in this programme?

4. Bri@qy describe the programme.

5. Were the outcomes that you defined for your Propessiona] develoPment met througlw

this programme and how?

6. Wl’lat have you learnt through Par‘ticipation in this Programmé?

7. Were you able to carn any credits towards quali)cications tl—n‘ougln Par’cicipation in this

programme? If so, explain.
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[How are you able to apply your learning in your ProFessiona] Practice?

Wl"léﬂ engaging in reflections on the various aspects of your Progessional Practicc,
include in your Poci«it of evidence in section 2, some evidence of improvcmcnt in

Practice brougi‘nt on ti‘:rougi‘n your Participation in this Proiessionai clcve]opment
Programme/ activi’c\g.
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FPocket of evidence

ln this Pocket of evidence you might want to include some evidence oFgour Par’cicipation in

this ProFessional devclopment programme. [Here you migl’\t want to include:

The Professional development programme.

Examp]es of activities with which you have engagecl.

Examp]es of work completcd during Par’cicipation in these activities.
Your certificate of attendance / comPletion/ Participation‘

* ok ok ok *

An9 other documentation rc]ating to the Prochsional clcvc]opment programme or its

imP]ications for your ProFessionai Practicc.
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Section 4

A review of my Progessional

clevelopmént Por‘mcolio
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[INSERT ICON USED IN PART ONE THAT DENOTES
ENGAGING IN THIS ACTIVITY ON A QUARTERLY BASIS]

Reviewing the professional development portfolio

In part one we suggested the ongoing review of the professional development
portfolio, through interactions with various people. To support this process of
review, we include the following review sheets that could be used in providing
you with feedback on your professional development portfolio.

In this review sheet we provide you with two columns:

* the first column lists a particular area of focus for reviewing the portfolio; and
* the second column provides a space within which the reviewer can list their
comments.

We recommend that you include the review sheets into your portfolio, since this
provides evidence of your growth through the process of developing the
professional development portfolio.

We have recommended in part 1 of these guidelines that processes of review
be undertaken by one or more of your peers, a member of the DSG, your Head
of Department or your Curriculum Advisor at interim periods, for example,
quarterly or six monthly. The intention of this review is to provide you with critical
feedback to support the development of your professional development
portfolio. We recommend that this review process focus on the contents of the
professional development portfolio and the evidence reflected in the portfolio.
You might need to discuss this process of review with those colleagues whom
you choose to review your professional development portfolio
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Review of my Proxccssional dcvclopment Porhcolio

Name of the Educator:

Name and Position of the Reviewer:

Date of review:

Flease, comment critica”g on the evidence Proviclccl forin the Porhco]io relative to each of the
focus areas, below. | his process is intended to Provide the educator with critical feedback
on the contents of their Progessional clevelopment Por’mcolio so that theg are suPPorte& in the
further dcvelopment of the PortFolio. You might want to comment on the responses to the
qucstions in the various qucstiormaires and reflection sheets and the supporting evidence.
Rather thanjudging the contents we encourage you to ask critical questions of the educator

who has comPilec{ the Por’mcolio

Focus of review Reviewers’ comments

Section 1: A Pcrsona] introduction and my tcacl'\fng and learni ng context

A Personal introduction

Curriculum Vitae

Personal biographg and
teaching Philosop}wg
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Teaching and lcaming

context

Reﬂections on

PFO{jCSSiOﬂaI ACVC!OPmCﬂt

Section 2: Professional Practice

Rcﬂéctions on creating a
Positive leaming

environment

Keﬂections onmy
knowlec{gc of curriculum
and learning programmes in

my learr\ing area

Reflections on Planning,
Preparation and
Presentation of learning

activities
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Reflections on the
selection, aclaPtation and
use of teaching and

lcaming support materials

Reflections on monitoring
and assessing learner

PrOngSS ancl achicvement

Reﬂections on human
relations in the school

environment

Reﬂections on my
contribution to the school’s

deve]opment

Rcﬂéctions on
Participation in extra-
curricula and co-curricula

activities

Section 3: Frofcssional dcvclopmcnt

Fro?essional growth P]an

Achievement towards
Profcssional c{eve!opment

outcomes in growtlﬁ Plan
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General comments

Organisation of Por‘mcolio

Othcr

Genera review comments

[INSERT ICON FOR POST LEVEL THREE EDUCATORS]



TAKING RESPONSIBILITY FOR MY OWN PROFESSIONAL DEVELOPMENT

Evaluation of the process of developing and
compiling a professional development portfolio

To support the ongoing review of these guidelines and processes of supporting
the development of professional development portfolios, please complete the
following evaluation questionnaire and return to:

Ella Mokgalane

Professional Development Manager
South African Council of Educators
Private Bag X127

Centurion

0046

(012) 663 9517
(012) 663 4944 (fax)
ella.mokgalane@sace.org.za

1.  How did you experience the process of compiling your professional
development portfolio?

2. What strengths can you identify from this process?
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3.  What are some of the challenges that you encountered in compiling the
professional development portfolio?

4. Did you find this process useful in supporting other policy initiatives in your
school context, for example, Development Appraisal and Performance
Management in the IQMS, processes to support the implementation of the
NCS, amongst others?

5. What are your general impressions of the guidelines?

6. Did these support you in compiling your professional development
portfolio?
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7. What changes would you recommend to these in the futuree

8. General comments.
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