
Minutes of Circuit 6 Team Meeting 
 

 
Date:  25 July 2008 
 
Time:  14h00 -16h00 
 
Venue: Boardroom 
 
Agenda 
 
  1.  Welcome 
  2.  Apologies 
  3.  Introduction of members (those not present last week) 
  4.  Thought for the afternoon 
  5.  Leave arrangements and reporting 
  6.  Friday programme  
  7.  Principals’ meeting 
  8.  Paper trail 
  9.  Reporting on the week and week to follow 
10.  Planning of 2 full day workshops 
11.  Appreciation by Mr. Daniels and his status 
12.  Discussion of personnel detail forms 
13.  Concerns 
 
Members present 
 
Anusha, Jeremy, Terence, Francis, Catherine, Celeste, Rehanda, Cecilia 
 
1.   Welcome 
 
Anusha welcomed all members. 
 
2.   Apologies 
 
Selvin Daniels (hospital) 
 
3.   Introduction of members 
 
Catherine Langenhoven - Curriculum Adviser - Life Orientation 
Celeste Solomons          - Social Worker 
Francis Hill                      - Psychologist 
 
 
 
 



4.   Thought for the afternoon 
 
Anusha read and discussed an article on TIME. 
Summary:   
Use time wisely; Time waits for no one;  Live in the present; Invest in time; Use 
time optimally for good health, happiness and success; Treasure every moment 
that you have. 
 
5.   Leave arrangements and reporting 
 

 Should any staff member wish to take leave, arrangements should be 
made as soon as possible. 

  All documents to be signed by CTM.  

  Leave as far as possible should be taken in the school holidays. 

 Secondees get school holidays. 

 FET curriculum advisers and Catherine to attend Friday morning pillar 
meetings with Mackie. The circuit meeting which they attend in the 
afternoons will depend on which schools they visited during the week.  

 
 
6.   Friday Programme 
 

 The first meeting to be held on Fridays will be from 10h00 to 13h00 where 
logistics and leave arrangements will be discussed. 

 The second one will take place from 14h00 – 16h00 where members will 
discuss what they did in the past week and trip authorities will be signed. 

 Clarity is needed whether Trip authorities of Newlands staff will still be 
signed by Enver and Brad or by CTM. 

 
7.   Principals’ Meeting 
 
 

 The meeting will be held at Vanguard Primary on Tuesday, 5th August  
between 13h00 -15h00. 

 In response to the request that each member should give a 5 minute 
presentation on their job description and plan for the next two terms, it was 
suggested that we combine presentations and have a slide show. 

 Terence and Cathy would like clarity on whether they have to attend 
meetings of all the circuits. 

 Celeste has worked out a programme for the entire year and is unable to 
dissect it into months.  She deals with crisis management. 

 Catherine has started with moderation and will be at the meeting for about 
an hour. 

 Copies of frameworks to be copied for every principal. 
 
 



8.  Paper Trail 
 

 Whenever there is any incident at schools, reports must be written, dated 
and signed. 

 Celeste cannot give any detailed report as her cases are confidential. 

 Jeremy will complete work which he had planned last term. 
 
9.   Reporting on the week and the week to follow 
 

 Terence would like clarity on forms to be used.  There should be 
uniformity of forms since if different forms are being used in each circuit, 
he would have to have 6 different templates.  Anusha will speak about the 
matter in CTM meeting. 

 
See reports for each person. (Will mention issues discussed but not written in the         
                                                reports) 
 
Terence 
 

 Terence visited Crystal High and handed in reports from Rudolph 
Cornellissen and Melanie Lewis (Business Economics and EMS 
curriculum advisers) who visited schools with him. A major challenge was 
that educators do not allow class visits. It could be a staff decision and not 
those of individual teachers. All the same, classes are disrupted when 
sometimes five to six educators are out of class.   

 Terence queried whether Special Needs Education (SNE) could not assist 
at the school as the levels of Literacy and Numeracy are extremely poor 
and many children cannot read. The Accounting teacher is having extra 
classes for an hour after school but many children live in the townships 
and will miss their lifts which will pose a safety issue. 

 Terence wanted clarification on protocol of line function when he receives 
calls directly from parents. 

 Anusha advised that the matter must first be dealt with by the principal 
then by the Governing Body.  If no resolution has been reached the IMG 
adviser is called in and lastly the CTM.  Expulsions are not to be 
entertained. 

  
Francis and Celeste 
 

 Francis and Celeste share cars. Since they do not necessarily work at the 
same schools, this impacts on their work.  Anusha will check the pool of 
cars allocated within the circuit. 

 Celeste advised that she received an urgent call from St. Paul’s (not in our 
circuit) but because 2 cars would not start she had to do the entire case 
over the telephone.  She will, however, do a follow up visit. 



 Francis advised that her cellphone is on silent most mornings since she 
cannot be interrupted during interviews. 

 Celeste will in future list the names of schools visited in her report. She 
requested, for developmental planning, that Lit/Num give her  the names 
of the 8 schools which they have targeted. 

 
Catherine 
 

 Catherine liked the idea that SNE has an Admin Day. 

 Catherine had to do mop up work with old schools in circuit.  At Cape 
Town High there is instability in Life Orientation since teachers come and 
go. A Governing Body teacher is running the subject from Gr. 8 to Gr. 12.  
Cathy promised to guide her till the end of the year. 

 Cathy is monitoring a teacher at Portavue who is writing and editing 
Learning Programmes. 

 A concern is that some educators do not align projects with their 
programmes. 

 Internal moderation of teacher and learner portfolios is a concern.  Cathy 
would like the matter discussed in the principals’ meeting. 

 
Cecilia 
 

 Cecilia asked whether we could not send a card to Saambou since their 
principal is in hospital and a 9 year old pupil at their school was knocked 
over and killed by a bus during the holidays. 

 
10.  Planning of workshops 
 

 During late August there will be a workshop (operations) as well as team 
building as a circuit and in November there will be a meeting for Strategic 
Planning for the following year.  Funding will be provided for the 
workshops.  Celeste advised that because of the way that they work, their 
plans do not fit in with the structures.  She has however, handed in her 
work plan for the year. 

 Dates are needed as some members are doing Computer Training. 

 There will also be workshops for strategic planning and team building for 
principals. Exact dates to follow.  

 
 
11.  Appreciation 
 

 Anusha conveyed thanks and appreciation from Selvin for well wishes 
from members as well as to those who assisted her during the week. 

 
 
 



12.  Discussion of personal forms 
 

 Personal detail forms were handed out.  They are to be completed by 
each member. 

 
 
General 
 

 There will be clusters within circuits. 

 One school will be the feeder school to others. 

 The drop off schools are still to be finalised.  

  Each member will receive a copy after it has been finalised. 
 
It was suggested that meetings should be planned ahead as incidental meetings 
cut into planning. 
 
Meeting terminated at 16h00. 


