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INTRODUCTION 

NEEDU is designed as an evaluation and development institution which is independent of that 

part of the civil service responsible for the administration of schools. NEEDU’s mandate is to 

provide the Minister of Education with an authoritative, analytical and accurate account on the 

state of schools in South Africa and, in particular, on the status of teaching and learning. NEEDU 

has adopted an evaluative approach to school evaluation, reporting on why the school performs as 

it does and how it could improve. 

This Handbook is intended to provide NEEDU’s evaluators with full information about the 

processes and products of school evaluation. 

 

 

 

NEEDU’s mandate is to evaluate and present regular reports to the Minister of Basic Education 

and to the nation at large on school quality. It monitors and evaluates performance across the 

entire system to ensure that learners learn and achieve, teachers teach and departmental officials 

effectively support schools. While NEEDU’s work is directed towards evaluating the school system 

as a whole (schools, districts, provinces and the national DBE), the present handbook is focused 

principally at the school level.  

Credible and up-to-date information on how well our learners and our schools perform is valuable 

for a number of reasons: 

 First, it helps identify systemic weaknesses that might impact on the quality of learning and 

teaching in our schools 

 Second, it enables us to track progress towards the measurable learning outcomes and targets 

that we have set for ourselves 

 Third, it supplies the information needed to hold the public education system accountable to 

the citizens of South Africa. 

NEEDU is an impartial organisation, exercising its responsibilities and performing its functions in 

the public interest without fear, favour or prejudice. Evaluations carried out by NEEDU are 

independent, objective and transparent. By providing important information about strengths and 

areas for improvement, school evaluations are designed to help schools and districts to focus their 

efforts and resources on raising standards. 
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THE FOCUS OF NEEDU’S EVALUATION 

NEEDU will conduct national, provincial, district and school evaluations in the four-year cycle. 

The first focus area in that cycle was completed in 2012. 

 

 

The information in this handbook specifically addresses FOCUS AREA II, Multi-grade Schools.  

THE PURPOSE OF NEEDU’S SCHOOL EVALUATIONS 

The chief purposes of school evaluation are:  

 To promote improvement by giving schools, and those who support them, a clear account of 

their relative strengths and weaknesses, based on first-hand evidence gathered according to a 

consistent and transparent evaluative framework and to make recommendations arising from 

this account. 

 To provide an authoritative, analytical and accurate account on the state of schools in South 

Africa and, in particular, on the status of teaching and learning. 

 

In support of these purposes, the Handbook is intended to ensure that NEEDU’s evaluations are of 

the highest quality and that the judgements evaluators make about schools are fair, rigorous and 

consistent.  

The following appear as appendices: 

 Evaluation Instruments for Multigrade schools 

 A template for reporting on individual schools 

 Reading Assessment Administrators Manual 
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 NEEDU Filing system 

  

CODE OF CONDUCT FOR EVALUATORS 

The relationship between NEEDU and schools is a very important one and therefore every effort 

should be made to build a positive and productive relationship with schools and school 

management. All NEEDU evaluation teams and every individual evaluator will adhere to the 

following principles and standards of conduct: 

Courtesy 

Any assessment of professional competence can cause anxiety, and the external evaluation of 

schools is no exception. Evaluators will treat all the people they encounter during the evaluation 

process with interest, courtesy and respect. Evaluation teams will do all they can to allay worry 

and anxiety throughout the evaluation process. 

NEEDU regards the right of entry into schools as a privilege. Evaluation teams will endeavour to 

establish effective working relationship with the staff of every school, based on professionalism, 

courtesy and sensitivity to their concerns and the circumstances in which they work.  

The predominant attitude of NEEDU evaluators must be one of humility and a willingness to 

learn; they are not there to tell the staff of schools what to do. 

Objectivity and respect for evidence 

Teams will make objective and impartial evaluations. No individual evaluator will have any 

previous connection with school that could undermine his or her objectivity. 

Evaluation teams must arrive at fair and accurate judgements of the school. They must present an 

accurate, honest, fair and reliable report of the performance of every school. In every evaluation, 

the judgements made about the standards achieved and the strengths and weaknesses in the 

teaching and other aspects of educational provision will be based upon sufficient valid and reliable 

evidence. 

Evaluation teams will aim to ensure that those involved in running schools recognise the 

credibility of the evidence base as well as understand and respect the judgements that emerge. 

The entire school community should feel that the evaluation has provided a valuable contribution 

to its strategy for improvement. This is a key test of the validity of NEEDU’s work.  

Commitment to transparency 

Through its communications with schools, NEEDU will make every effort to ensure a clear and 

shared understanding of what is involved at each stage of the evaluation process. Evaluators will 

readily explore issues through professional dialogue with the staff of schools. 

NEEDU will maintain purposeful and productive relationships and dialogue with those whose 

work they evaluate and communicate outcomes clearly. The feedback to senior school staff will be 

clear and unambiguous. 
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Efficiency and professionalism 

NEEDU’s evaluations will be well planned and effectively managed. Evaluators will always act 

with the best interests and wellbeing of learners and school staff in mind. Evaluators will uphold 

the highest professional standards in their work and ensure that staff members are treated fairly. 

Evaluation teams will respect the confidentiality of the information they receive, particularly 

about individuals and their work. 

FRAMEWORK FOR THE EVALUATION OF SCHOOLS 

There are four key considerations in assessing school performance (Table 1). The first 

consideration has to do with the background of the school and the context of teaching and 

learning provided by the school. The second consideration is the importance of instructional 

leadership practices, which direct, monitor and support teaching and learning. The evaluation 

framework shown below examines instructional leadership practices through eight components: 

setting learning goals and the allocation of leadership responsibilities through a model of 

distributed leadership; the language of instruction; time management; curriculum planning; 

monitoring; use of assessment data; procurement and use of books; and professional development 

provided to teachers by the school. 

The third consideration is the quality of teaching and learning, best measured through the direct 

outcomes of learning. For this reason, the writing revealed in learner books and one-on-one 

assessment of learner reading are key components of NEEDU’s evaluation design (see Table 1), as 

are the school ANA scores. 

The fourth and final consideration is the district support provided to the school principal, SMT 

and teachers by the district officials (circuit managers and subject advisors). 
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Table 1: Evaluation Framework (Schools) 

Considerations for 

school performance 
Indicator Data collection Method 

School 

background/educational 

context 

 History 

 Demographics 

 Location 

 Infrastructure 

 Teaching and learning resources 

 Principal and SMT 

interviews 

 Observations 

Instructional leadership  Setting learning goals and 

allocation of leadership 

responsibilities  

 Language of Instruction 

 Time management 

 Curriculum planning  

 Monitoring (reading and writing) 

 Analysis and use of assessment 

data 

 Procurement and use of books  

 Professional development 

 School Observation  

 SMT Interviews 

 Teacher interviews 

 Examination of teacher 

and school records  

 

Learning outcomes  ANA scores 

 Reading fluency and 

comprehension 

 Quantity of maths and language 

writing 

 quality of language writing 

 maths curriculum coverage 

 Use of DBE workbooks 

 Reading fluency and 

comprehension 

assessment 

 Examination of learner 

books 

District support  Frequency of support 

 Quality of support activities 

 Principal and SMT 

interviews 

 Teacher Interviews 

 

 

NEEDU uses a framework that reflects international best practice in the sector. It has been 

developed specifically to address the context and the needs of South African public schools.  

RATIONALE FOR THE EVALUATION FRAMEWORK 

A universal principle underpinning the Framework is that learners succeed at school when they 

are well taught and well supported both academically and personally, and when school leaders 

ensure that schools function effectively to produce good outcomes.  
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Although the South African public school system has made considerable progress since 1994, it is 

widely acknowledged that learning outcomes for many remain broadly unsatisfactory in the basic 

subjects of literacy/language and numeracy/mathematics.  

Several authoritative studies have recently highlighted a number of widespread weaknesses in 

educational provision that combine to reduce the impact of the nation’s education reform 

initiatives and considerably hamper progress.The Evaluation Framework has been designed, in 

part, to ensure that these weaknesses are clearly identified, investigated and explained, and that 

recommendations are produced to address them decisively.  

The purpose of the Framework is not, however, solely to expose serious weaknesses for remedy. It 

is intended also to provide a means through which all schools – including the most successful – can 

be encouraged to develop and improve still further by: 

 Providing individual schools in particular and the provincial and national supporting 

structures in general with a picture of educational excellence to which all can aspire 

 Giving schools, districts, provinces and the national DBE instruments they can use for self-

evaluation and school improvement planning 

 Providing the best practice descriptions of school which do provide excellent education 

KEY EVALUATION AREAS ARISING FROM THE FRAMEWORK 

Each of the four key considerations for assessing school performance is discussed below.  

School Background/Educational Context 

According to the Minister’s brief to NEEDU, school evaluations and reports must take into account 

the historical and social contexts of school education in the country, since the conditions under 

which teaching and learning take place remain deeply unequal. These historical and social 

conditions include: the school’s location (rural, urban, township); access to the school; former 

education department managing the school; school ownership (public, private); teacher and learner 

demographics and home background; and school facilities and educational resources. All of these 

factors to some extent influence the management and functioning of the school and are taken into 

account when reporting on the school. 

Key indicators for reporting 

 Former education department  

 School location (rural, urban, township) 

 School feeding (proportion of learners participating, how it is financed) 

 School infrastructure (state of buildings, presence of offices, library, hall, toilets) 

 

 

Instructional Leadership 
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An instructional leaders is a leader who sets clear goals for improving learner achievement, 

generates support for these goals from parents, teachers and learners, allocates resources (in many 

cases limited resources) in the most effective way to improve instruction in the school, manages 

the curriculum and curriculum delivery on a daily basis, monitors the teachers’ lesson planning, 

and continually monitors the work of teaching and learning. This work is best managed through a 

system of distributed leadership, or the allocation and coordination of tasks to members of the 

SMT and senior teachers.  

In order to be effective instructional leaders, the principal and other members of the SMT need to 

be familiar with the curriculum documents which teachers should be using in delivering the 

curriculum. While the CAPS is not a new curriculum, it does require teachers to adhere to specific 

directions in teaching time, use of teaching and learning resources (text books and workbooks), 

and number, frequency and the quality of reading, writing and assessment tasks.  

Key indicators for reporting 

 Extent to which functions are allocated to different members of SMT and senior teachers 

(degree of consensus among leaders that tasks have been allocated and clearly specified) 

 Extent to which these functions are coordinated 

 

Language of Instruction 

Children learn better in school when they are taught in their home language, and when learners 

do not speak the language of instruction, they find learning difficult and academic achievement is 

undermined. The Language in Education Policy (LiEP) gives all children the right to learn in the 

language of their choice, typically their home language. But in many schools, this right is limited 

by the ability of schools to provide for its implementation.  

Ideally, learners should be taught, and should learn in their home language in the foundation 

phase. After the foundation phase, schools serving African learners choose either Afrikaans or 

English as the LOLT. While the government advocates teaching African children in their home 

language, parents may, and increasingly do, opt for English or Afrikaans as the LOLT, rather than 

the majority home language of the student body at the school. This means that the LOLT provided 

by a school depends to a large extent on the choices made by the parents.  

Key indicators for reporting 

 Language spoken at home by most learners (percentage) 

 Other languages spoken by learners (percentages) 

 LOLT in FP and level at which it is taken (HL or FAL) 

 LOLT in IP and level at which it is taken (HL or FAL) 

 FAL in IP 

 Difficulties experienced by the school in implementing language policies 

 

Time Management 
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This includes the monitoring and managing teacher and learner punctuality in getting to school, 

getting to class and managing the school timetable to ensure effective and efficient time-on-task 

Key indicators for reporting 

 Teacher absenteeism (% teachers absent over a two-week period, obtained from the 

teacher attendance register) 

 Punctuality in the morning  

 Punctuality after break 

 Time lost through extramural (non-curricular related) activities  

 

Curriculum Planning 

Curriculum planning, particularly in Multigrade schools, involves the effective allocation of lesson 

times within a phase. 

Key indicators for reporting  

 Existence of a plan (SIP, SAPIP, Lit/Num, etc.) 

 Extent to which the plan details learning goals, focus on specific topics, time-frames and 

responsibilities 

 Extent to which SMT and teachers share knowledge of plans 

 

Monitoring (reading and writing) 

Monitoring teaching and learning on a regular basis, and in a systematic way, especially the 

education outcomes such as reading and writing, to ensure adequate curriculum coverage and 

appropriate cognitive level of teaching and learning. 

Key indicators for reporting  

 Does the SMT monitor the reading of all children?  

 How is this done?  

 How frequently is it done 

 Is learner writing monitored?  

 How is this done? 

 Is there evidence of monitoring reading and writing?  

 

Use of Assessment data 

Use of assessment data, both SBA and ANA results to ensure that school improvement plans take 

into account the specific needs identified through analysis (item analysis) of ANA results for each 

learners, per class, per grade, and per phase. 

Key indicators for reporting  

 Availability of ANA scores  
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 Discrepancies between ANA and comparable SBA scores  

 Evidence of analysis of scores  

 Evidence use of item analysis to improve teaching and learning  

 

Procurement and use of books  

Effective teaching and learning of maths presumes that the teachers and learners have adequate 

access to maths textbooks and other LTSM.  

 

Effective teaching of reading and writing presumes that teachers and learners have access to 

sufficient Big Books, readers and sets of books arranged in graded reading series. Graded readers 

consist of a series of readers divided into levels (e.g. Grade 1 - Level 1, 2 and 3). The levels go from 

easiest (simple vocabulary, short sentences, short text) to more difficult. Each level has a number 

of readers in it. Teachers use graded readers to assess the level at which each learner is reading. 

The learner is then led through the books at that level until he/she can read them fluently. The 

learner then moves up a level. 

 

Key indicators for reporting  

 Whether all learners are issued with textbooks in maths and LOLT (titles of books issued) 

 Number of different reading titles learners have access to (in class, from library, kept in 

storeroom 

 Whether learners keep books and take them home  

 

In-school Professional Development 

Professional Development of teachers based on needs identified by the teachers themselves, as well 

as by the SMT of the school. 

Key indicators for reporting  

 Extent to which school identifies teacher needs (especially through monitoring activities, 

classroom observations) 

 Extent to which school provides for these needs (e.g., pairing strong and weak teachers for 

team teaching, demonstrations, mentoring, regular seminars in the school, sending 

teachers to courses, conferences, encourages them to join professional associations) 

 

Learning Outcomes 

Reading 

Key indicators for reporting  

 Reading comprehension 

 Oral Reading Fluency 
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Writing 

Key indicators for reporting  

 Quantity and Quality of Maths writing (exercise books + DBE workbooks) 

 Quantity and Quality of Language writing (exercise books + DBE workbooks) 

 

 

District Support 

Key indicators for reporting  

 Frequency of district support (school visits, workshops) 

 Quality of support, as judged by SMT and teachers 

 

EVALUATION METHODOLOGY 

EVALUATION INTERVIEWS 

Most of the evaluation data collected at schools is done through semi-structured interviews with 

the school principal, members of the SMT, teachers, and other stakeholders (the landowner, in the 

case of Multigrade schools). 

These interview are all guided by detailed interview schedules which should be followed when 

interviews the staff at schools. The interviews are semi-structured to allow for the use of probes 

when an interviewer feels that the interviewee has not provided enough detail in his/her answer, 

or has not fully understood the question. Guidelines for probes are also provided in the interview 

schedules. 

It is important that interviews do not last more than 60-75 mins each. Interviewers must learn to 

tactfully interrupt long disquisitions by interviewees to get succinct responses to questions 

designed to provide specific information on the Key Indicators listed in the previous section.  

Recording Interviews 

It is common to observe interviewers eliciting the required information from interviewees, and 

then failing to capture this adequately. If interviewee typing skills are not fast enough to capture 

the information in real time, then it must written down. In additions, each evaluator is equipped 

with a digital audio recorder. This recorder should be used by SEs to record interviews whenever 

possible but should not be done without the permission of the interviewee. 

Recording (and listening to) an interview has the following advantages: 

 it helps to correct the natural limitations of our memories of what people say in interviews; 
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 it allows more thorough examination of what people say after the interview has taken 

place; 

 it permits repeated examinations of the interviewees’ answers. 

However, it has to be recognized that the procedure is very time-consuming. It also requires good 

equipment, usually in the form of a good-quality recorder. Also, recording equipment may be off-

putting for interviewees. 

CLASSROOM OBSERVATIONS 

Teachers will not be informed in advance of when their lessons will be visited, and this should be 

explained during the preliminary visit to the school. 

Evaluators are expected to spend the first session of the school day (from the start of the academic 

day until the first break) in one Intermediate Phase classroom.  

The way in which evaluators conduct themselves while observing lessons is crucial to the overall 

success of the evaluation. When arriving at a lesson, evaluators should normally shake hands with 

the teacher, introduce themselves briefly, smile and show pleasure at being there. They should 

look at the lesson plan if it is available, in order to ascertain what the teacher wants the children 

to learn. 

The golden rule in lesson observation is not to interfere in any way with what the teacher intends 

to happen. Normally, they should sit towards the back of a class, but if a teacher would prefer him 

or her to sit elsewhere, they should do so. Unless there is an immediate threat to the safety of a 

child, evaluators should in no circumstances intervene in the conduct of the lesson. Any invitation 

by the teacher to play some part in the lesson should be politely and firmly declined.  

It is, however, important that the observers gets a good idea of what learners are doing, whether 

they are attending, and what the quality of their written work is in response to tasks set by the 

teacher. Learner responses are best described by moving discretely around the room and observing 

the behaviour of a range of learners.  

When leaving lessons, evaluators should thank the teacher and look as if they have enjoyed being 

there.  

 

Key indicators for reporting 

 Classroom organisation 

 Teacher preparedness 

 Lesson delivery 

 Content/Subject Matter knowledge 

 Language of teaching and learning 

 LTSM 

 Time on Task 
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PHOTOGRAPHS 

For the purposes of NEEDU Multigrade school evaluations, SEs are required to take photographs 

at each school visited. The focus of the photographs should be: 

 The walls of the classroom in which Grade 5 reading (language) is taught 

 The room/cupboard used for storing reading books (showing the condition of the books in 

the store) 

 The classroom reading corner (if available) 

 The classroom reading book collection (if available) 

 Any other relevant item that pertains to the storage or management of school reading books 

 

Evaluators should take as many photographs as they feel appropriate to capture the schools 

availability, storage and use of reading books. These photographs must be submitted along with 

the other electronic data submitted. 

LEARNER READING (COMPREHENSION AND ORF) 

Grade 5 reading comprehension and Oral Reading Fluency (ORF) is tested through the 

administration of a written comprehension test (out of a total of 20 marks) as well as through the 

administration of a two 1 minute ORF tests. The following procedures should be followed: 

Comprehension Test (see Administrators Manual for full details) 

1. Select all the Grade 5 learners at the school 

2. Ask the teacher to provide you with a separate room (quiet area) in which the learners can 

write the test.  

3. Administer the Comprehension test to the learners. 

4. Mark the test (using the memo provided) and enter the results of the test on the excel 

spreadheet (provided). 

Oral Reading Fluency (ORF) test (see Administrators Manual for full details) 

1. All learners in the Grade 5 class will be tested 

2. Ask the teacher to provide you with a quiet room or office for the purposes of this test. It is 

very important that neither the evaluator nor the learner be interrupted during the reading 

test 

3. Make sure that you have a suitable and reliable stop watch or other timing device for the 

test 

4. The ORF assessment must be recorded for each learner. This is done ONLY for the 

purposes of quality control 

5. Each learner will be required to read a short passage for a time of 1 minute, after which she 

will be asked comprehension questions 
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6. The learners who perform adequately in the first ORF test will continue with the second 

test 

 

EVALUATION INSTRUMENTS 

INTERVIEW SCHEDULES 

 Principal and Deputy Principal Interview Schedule 

 SMT Interview Schedule 

 Teacher Interview Schedule  

 Land owner 

OBSERVATION SCHEDULES 

 Classroom Observation Instrument 

DOCUMENTS 

 Analysis of Maths exercise book 

 Analysis of Language exercise book 

 Record of school resources 

READING INSTRUMENTS 

 Learner comprehension test 

 ORF test (1 and 2) 

 

EVALUATION PROCEDURES 

The purpose of this section of the Handbook is to give evaluation teams a clear, straightforward 

and complete description of the process that NEEDU will adopt in the evaluation of every school. 

This description should form the basis for the information given to schools in advance of evaluation 

by NEEDU. Each evaluation team will consist of two NEEDU school evaluators, one Team Leader 

(Deputy Director) and one support member (Assistant Director). The Team leader will take 

responsibility for the organisation and management of the school visit. 

PREPARING FOR EVALUATION VISITS 

RESPONSIBILITY: Fieldwork Manager 
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Schools will be notified of their evaluation by letter (sent by the Fieldwork Manager at Head 

Office). The notification letter will emphasise that NEEDU does not expect the school to generate 

or produce any additional documentation for the evaluation visit.  

The letter will contain the following information: 

 The dates of the evaluation visit, which will be changed only if there are compelling reasons 

for doing so 

 The name and contact details of the evaluation Team Leader 

 A list of the information NEEDU requires in advance of the evaluation visit 

 

 

RESPONSIBILITY: School Evaluation Team Leader 

At least one week prior to the NEEDU visit, the NEEDU Team Leader will make the necessary 

arrangements for the preliminary visit. It should include the following important actions: 

1. Study the schedule of schools to be visited as provided by the Fieldwork Manager. 

2. Familiarise yourself with the schools that you and your partner have been designated to 

evaluate.  

3. Agree with your partner on which school evaluation you are going to lead. 

4. Acquaint yourself with the school. Namely, proper name (learn how to pronounce), name 

and contact details of principal, address, statistics as provided by Field Manager 

(Enrolment, number of teachers), contact details. 

5. Contact the principal as soon as possible and make her/him aware of the visit; establish a 

good relationship as this will ensure good access to the school. The Principal is the primary 

gatekeeper at the school and you want the gate wide open when you get there. 

6. Inform the principal that you will be sending a School Information Questionnaire to be 

completed by him/herself or other senior member of the SMT. Once it has been sent, follow 

up with the principal so that it is complete before you get to the school. 

7. Explain the book and document requirements thoroughly. Send it in writing. 

8. If possible request a copy of the Staff list (Names of SMT and their areas of responsibility; 

names of teachers and which Grades they are teaching; number of learners in each 

grade/class). 

9. Use the Staff list to compile a draft schedule of interviews and submit to the principal for 

dissemination to the staff. 

10. Get the Deputy’s or HOD’s cell number if possible; just in case the principal is unavailable. 

11. Ask for directions, note it down carefully. Google can be both a help and a hazard! 

12. Establish the school starting times and arrange to get there at least 30 minutes earlier if 

possible. 

13. Phone the school/Principal again as a reminder at least two days before the visit. 

 

Make sure that you: 
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1. Print sufficient copies of Reading Comprehension tests and ORFs. Get the information 

regarding learner and teacher numbers from the data provided by the Fieldwork Manager. 

2. Ensure that your laptop battery, audio recorder battery and camera battery are all fully 

charged. Always carry extra batteries. 

3. Have in your possession a set of printed instruments that will rescue you if your laptop 

malfunctions. 

 

WHAT HAPPENS DURING EVALUATION VISITS 

Before arrival at the school 

Both NEEDU team members should be aware of what their respective duties and responsibilities 

at the school will be. 

Electronic files with the names of the province, district and school will have been prepared already 

for the instruments each SE will be responsible for at the school. 

 

Meeting with the school principal and other members of the SMT 

Upon arriving at the school, the NEEDU team leader will introduce the team to the school 

principal and other members of the SMT. Ask the principal to afford the NEEDU team a short 

briefing session (not longer than 15 minutes) with the SMT to briefly explain who NEEDU is and 

the purpose of the visit. Remind the principal about the school documentation that needs to be 

photocopied (SIP, ANA analysis). Other documents need to be availed (log book, teachers’ 

attendance register, book inventory, etc.). Request the principal to submit all these documents to 

the NEEDU team leader before the end of day 1. 

Explain to the principal and SMT that no report will be given to the school at the end of day 2 

since all the information and findings still needs to be collated. A draft written report will follow 

which will be open for comments from the school. Thereafter the report will be finalised 

Arrange the interview, observation and reading assessment schedule for the two-day visit. Keep 

the following important aspects in mind: 

Interviews 

 Time needs to be managed very strictly during interviews (the norm for the duration of an 

interview is between 1 hour and 1 ½ hours). Do not entertain irrelevant conversations or 

discussions during the interviews 

 If possible, the interviews should be conducted in a quiet place where you can interview a 

single teacher in private. Ideally an office or empty classroom would be suitable. Make sure 

that the room is quiet enough to allow you to talk to the teacher uninterrupted.  

 Be punctual, introduce yourself, put the interviewee at ease but remain professional at all 

times 
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 Interview all teachers in the school (small schools only) 

 Select one intermediate phase MG class (minimum of 2 and maximum of 3 grades will be 

present). If there is only MG in the FP, then we need to select one FP class instead of the IP 

class 

 Evaluate all the written work from one learner in English and maths in each grade of the 

Intermediate Phase (Grades 4, 5 and 6) no matter how they are arranged in Multigrade 

classes. 

 Remind the HOD:IP to inform the IP teachers in MG to bring their teachers’ files and all 

the written work of one learner in their classes (either English and/or mathematics) when 

they come for their interviews 

 If neither an IP nor a FP class observation for MG is possible, then the SE has to contact 

the PM for a final decision on how to arrange the observations and learner book analysis. 

 If a teacher is absent for the 2 days of evaluation, the learner book analysis still needs to be 

done for a learner of that teacher 

Interview data 

 Where possible, recording all interviews using the digital recorder. Only do this with the 

permission of the interviewee 

 Type all responses into the electronic version of the instrument as you proceed with the 

interview. If your typing to too slow, make sure that you have a paper version of each 

interview and write the responses on the paper. These will be captured electronically when 

you leave the school. 

 Do not leave blank spaces on the instruments but rather use not applicable (n/a) or not 

available (n/av) to fill the gaps 

 Get responses on the different probes on the instruments 

Reading Assessment 

 Briefly explain how the reading assessment will work (comprehension and ORF tests) 

 Confirm a venue and time during day 1 for the reading comprehension test to be conducted 

for the Grade 5 learners (preferably during the Grade 5 English periods, if possible) 

 Inform the SMT that the Grade 5 English teacher will have to be present throughout the 

assessment of approximately 1 hour 

 Inform the HOD:IP that the Grade 5 mathematics teacher needs to photocopy the written 

work of one learner in her class (the same learner whose books are being analysed) 

 Confirm a time and venue for the ORF tests to be conducted on day 2 

Lesson Observations 

 Observe that class for the first session of the day (from the start of the day until the first 

break). That way you should see some lesson changes 

 Record the lesson observation data on the schedule 
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THE ROLE OF THE PROVINCIAL MANAGER DURING SCHOOL VISITS 

The purpose of the Provincial Manager (PM) is to offer help and support school evaluators (SEs) as 

they carry out their evaluation work. This is done to get a high quality of evaluation data and 

school report that NEEDU require.  

The roles and responsibilities of the PMs in terms of SE support and QA at schools are as follows: 

1. PMs will accompany SEs at one school visit per district (schedule depending)  

2. PMs will monitor the work of the SEs while at the school, joining SEs during their 

interviews, lesson observations, reading assessment. The purpose of these sessions will be 

to (i) quality assure the SEs for the purposes of their performance review and (ii) provide 

guidance and assistance to those SEs who are falling short of expected level and need 

support 

3. PMs will try and spend some school visit time with all SEs but this will depend on other 

both the SEs and PMs availability during the visits 

4. PMs are not required to take on evaluation tasks unless there is a sudden and unexpected 

shortage of SEs and the normal school evaluation cannot proceed without additional help 

 

WHAT HAPPENS AFTER EVALUATION VISITS 

1. Complete all evaluation instruments and submit electronically to Evaluation Data Manager 

2. File all paper-based data  

3. Complete Reading Data spreadsheet and submit to NEEDU Researcher 

4. Complete school report and submit to Provincial Manager responsible for that district 

 

DATA MANAGEMENT 

The collection, management and storage of data are a key aspect of the work of NEEDU and as 

such, the highest standards in data collection and data management need to be maintained. All 

data is collected by the evaluators and managed at the Head Office by the Data Manager. All data 

collected and reports written should be treated as confidential. The evaluator may not discuss the 

findings at school with any person other than the NEEDU evaluators and management team. 

Evaluators are required to adhere to some regulations regarding this collection and management 

as outlined in Appendix 4. 
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EVALUATION REPORTS 

All evaluation finding are reported to schools in the form of school reports. These reports are sent 

in draft form and are open to comments from the school management both in terms of factual 

accuracy and in tone of reporting before being finalised. The evaluators at the school are 

responsible for the accuracy of the data presented and will be called to verify the data presented in 

the report should the school chose to dispute the findings.  

The reporting follows the procedure below: 

1. Draft report by SE 

2. QA of all school report by PM 

3. QA of selected school report by CEO 

4. Submission of draft report to school 

5. Address queries/comments regarding the report made by school  

6. Finalisation of school report and submission of final report to school 

 

At any of these stage, the SE may be required to address queries or inconsistencies, confirm and 

verify data,  

USING THE REPORT TEMPLATE 

A detailed report template is provided for your use. It gives the headings that are required in the 

school report, as well as some guiding questions that you should answer when writing the report. 

QUALITY OF REPORTING 

 All reports should be written and finalised according to the highest standards in a format 

that is suitable for submission directly to schools. Data verification will occur and some 

level of editing will be done but this cannot be assumed. 

 All reports should be edited by the evaluators to minimise and spelling and grammar 

mistakes before being submitted to Data Manager and Provincial Mangers at Head Office. 

 The evaluators should not engage the school regarding the evaluation findings in any way 

before the school has received the written report. No verbal feedback (either positive or 

negative) should be given to any staff at the school upon completion of the evaluation. 
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SUBMITTING THE DRAFT SCHOOL REPORT 

The draft school report must be submitted electronically to the Provincial Manager assigned to 

that particular district (these will be communicated to you before each school visit). While this 

report is not the final version, it is assumed that the report that you submit to the PM is of a high 

quality, correctly edited for spelling and grammar.  

A draft report will be sent to the school by the Head Office. The school will be given 2 weeks to 

comment on the report and to raise any concerns that they may have regarding the report. 

Responses by schools provide PMs and SEs with important learning opportunities about school 

processes and should be approached with humility. PMs may enter into (limited) correspondence 

with school principals on points of difference. Communication with the school may also provide 

important information about strengths and weaknesses of NEEDU procedures and about the 

behaviour of individual SEs.  

DEALING WITH SCHOOL COMPLAINTS 

NEEDU expects evaluations to be completed efficiently, but in some exceptional cases the school 

may not be satisfied with an aspect of the evaluation process.  

Complaints might concern: 

 The evaluators’ behaviour and the code of conduct. 

 The evaluation judgements.  

 The feedback or the quality of the evaluation report.  

In this case the school principal should discuss this aspect with the Team Leader. If the matter is 

not resolved with the school, there are procedures for the school to follow with NEEDU, and the 

principal can file a formal complaint.  

 

DISPATCH OF FINAL REPORT 

The final report should be ready for dispatch within eight weeks of the end of the evaluation visit. 

Once the school is satisfied with the report, and any corrections have been made to the report, a 

final report is sent to the school. You will receive a copy of the final school report for your personal 

records.  

 

STORING NEEDU DATA 

All data collected at the school remains the property of NEEDU and should be treated as 

confidential. School evaluators are required to keep a well-managed record detailing the history of 

the engagement with each school visited. Evaluators should keep to the following guidelines: 
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 All electronic data must be correctly filed (see filing system in Appendix 4) and backed up 

on an appropriate and reliable device (such as an external hard drive).  

 All paper-based data (such as copies of school plans, ANA results) must be filed in an 

appropriate filing system which can be handed back to the NEEDU management team 

upon request.  

THE ROLE OF THE PROVINCIAL MANAGER IN REPORTING 

1. Receive school reports from SEs (requires timely submission) 

2. Edit school reports (both for language and content) 

3. Request additional information or clarification from SEs to complete reports (if necessary) 

4. Return school reports to evaluators with some comments which may help report writing in 

future reports (this information will be recorded for the purposes of performance reviews) 

5. Finalise report (edited) and send final report to SEs for the personal filing (and personal 

development) 

6. Manage process of sending school reports to schools 

7. Address concerns raised by schools, and make adjustments to the reports if necessary. PMs 

will again confer with SEs (if necessary) 
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APPENDIX 1: EVALUTION INSTRUMENTS FOR MULTIGRADE 

SCHOOLS 
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APPENDIX 2: REPORT TEMPLATE FOR MULTIGRADE SCHOOLS 
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APPENDIX 3: READING ASSESSMENT ADMINISTRATORS 

MANUAL 

GRADE 5 COMPREHENSION TEST 

ADMINISTRATOR’S PROTOCOL 

General Instructions 

 

1. BEFORE YOU START THE TESTING, go to the principal’s office to introduce yourself 

and very briefly explain the purpose of the exercise.  Ask then to be shown to the room 

where the Grade 5s will complete the test. If there is more than one Grade 5 class, ask for the 

registers and randomly select one class.  Do not allow the school the select the class or to 

form a combined Grade 5 class. This test is administered to the whole class. 

2. Organise the classroom so that learners cannot copy from each other.  

3. Ask the teacher to stay in the class. She may assist with explaining the procedure and the 

question types but must not help the learners with suggested answers.  You are in control of 

the proceedings, with the teacher present in a support capacity.   

4. Bring enough pencils/pens for the learners.   

5. Say the following to the learners: 

 

 

My name is _________.  I’m working in NEEDU.   

1. We are trying to understand how learners learn to read and how they 

understand what they have read.  We would like your help in this.  

2. I am going to give you a reading comprehension test. In this test there are 

two passages.  You will read these passages silently to yourself and then 

answer the questions that are written afterwards.   

3. You have 40 minutes complete this test.  If you finish in less than 40 minutes, 

that is fine.  You can raise your hand and I will come and collect your paper 

but you will not leave the classroom until everyone has finished.     

4. If you DO finish early, take the time to read through your answers again to 

see if you want to correct or change any of them.     

5. This test is for us to learn more about how we can provide necessary help to 

the teachers and learners in South Africa.  It will NOT affect your marks at 

school.   

6. If you make a mistake, just cross it out and write the word or words that you 

want to write.  There is no penalty for making your own corrections. 
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6. QUESTION TYPES & SCORING 

 

You and the class teacher must now explain about the question types; use mother tongue if 

necessary.  Say the following: 

a. There are two question types: Multiple choice and Write your own answer.  Here is 

an example of a multiple choice question.   

 

Write on the board: 

Circle the letter to the correct answer: 

 

I have come to ____________ School to test learners in  

a) Grade 3 

b) Grade 5 

c) Grade 7 

The correct response is  

   

   

 

Stress to the learners that they must circle the letter only and not the whole answer.   

 

The other type of answer is Write your own answer.  

Write on the board: 

Do you think that schools should be open from 8am to 5pm?  Say yes or no and give your 

reason(s). 

 

Here there is not just one correct answer.  See the two examples: 

 

No,  because I like to play in the afternoons.  

Yes, because my mother works until late and I am alone at home.  

 

Emphasize that they must write yes or no and then they must write at least one sentence to 

explain why.   

 

Explain how the paper will be marked: Draw attention to the scores in brackets on the 

scripts.     

 (1), (2) and (3) marks are given for different parts of the test.  Emphasize that there is 1 

mark for writing YES or NO and then more marks for giving reasons.   

 

7. Hand out the scripts and the pencils. Tell learners not to open them until you say so. 
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8. When all learners have the scripts, instruct learners to complete the first page.  You and the 

teacher should check each learner’s script to make sure that they have completed the front 

page.   

a. If they are not sure what to write for home language, say: What is the language that you 

speak at home? 

9. When all learners have completed the personal information, tell them to begin. Note the 

start time and allow 40 minutes for completion. 

10. Stay in the room the whole time and walk quietly up and down.  Do not allow any talking.  

If learners are struggling to understand what to do, they must raise their hand and you 

approach them and quietly help about what to do, but do not give any indication of the 

answer.   

11. Take in ALL the scripts (don’t leave any in the school). 

12. Thank the teacher and the learners, return to the principal’s office to sign the visitor’s book. 

Avoid getting into discussion about how well or poorly the learners have performed.  Advise 

the principal and teachers that they will receive feedback on their school’s performance in 

due course.   

 

AFTER THE TEST 

 

13. As soon as the test is over, write a short observation report about how you think the test 

has gone. Use the following headings for the report: 

a. How many learners wrote the test. 

b. The time allowance of the test (e.g. if learners finished early/if most learners could not 

finish in time). 

c. School situation (Was the principal present/absent, welcoming/was the class teacher 

present/absent). 

d. Environmental factors (environmental print in the classroom – are there posters, books 

in the classroom, is it visually interesting and stimulating; desk spacing / if the 

school/classroom was noisy, etc.). 

e. Any other relevant points. 

 

14. Mark the scripts in the afternoon/evening, using the memorandum on pp4-5.  

15. After you have marked all the scripts, identify the 3 strongest performers in the test, 4 

average performers and the 3 weakest performers.  These 10 learners must be 

assessed the following day for Oral Reading Fluency (ORF Test 1 and ORF Test 2).    
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GRADE 5 READING COMPREHENSION TEST 

MEMORANDUM 

********************************************************************************** 

Questions 

1. Which word in the first paragraph tells you that the San were not tall people? 

They were small hunter-gatherers  (1) 

2. If you gather wild plants this means that you 

 c. look for and collect wild plants (1) 

3. Why did the San put poison on the tips of their arrows? (2)  

The poison on the arrow went into the animal and caused it to run slower and then 

fall down [1]. This made hunting easier as the hunters did not have to run as far 

after the animal. [1] 

1. Why did the men not talk to each other when they went hunting? (2) 

They did not want to make a noise when talking [1] and so scare the animals away [1]. 

5. Which animals does this hand signal mean?  

b. Giraffe  (1) 

6. Qwaa thinks that click beetles are “delicious” to eat.  This means that 

a. (they taste very good) (1) 

7. Do you think Qwaa is a boy or a girl?  (1)  Write boy or girl and say why you think 

so. (2) 

 Qwaa is a boy  [1]   

 He says that his father goes hunting with other men [1], but he (Qwaa) is still too small to 

join the hunters [1]. 

8. Why does Qwaa say that “there is trouble” if you drop and break the egg shells 

carrying water? (2) 

Qwaa and his people live in a place that is very dry and water is scare OR They will become 

thirsty [1] 

It is therefore important to be very careful when carrying water so that it is not 

spilled/messed/wasted.  [1]   

OR 

Because water is precious, it is important not to break the containers/The parents will become 

angry/punish them if the containers are broken. [1] 

9. The San like to tell stories when .... 

 

 c.    (they sit round the fire at night) (1) 
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10. a.    bow (1) 

 b.    giraffe (1) 

 c.    quiver (1) 

 

11. Do you think that the life of Qwaa and his family is difficult or easy?  Say why you 

think so. (3)  

I think that Qwaa and his family have a difficult life. [1] 

I say this because they live in dry place/they live in caves [1] and they must always look for 

water and food. [1]  

OR 

I think that Qwaa and his family have an easy life. [1] 

I say this because they live in small groups of people and they help each other by doing things 

together like gathering food and hunting [1] and they tell stories at night and dance around the 

fire [1].  

Total:   20    
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GRADE 5 ORAL READING FLUENCY (ORF) TEST 

ADMINISTRATOR’S PROTOCOL 

General Instructions 

 

Organise the seating so that you are sitting opposite the learner.  It is important to establish a 

relaxed atmosphere through some simple initial conversation of interest to the learner. The 

learner should perceive the assessment more as a game than a formal assessment.  

Read the text in the box to the learner:  

 

My name is _________.  I’m working in NEEDU.   

1. We are trying to understand how children learn to read.  We would 

like your help in this.  

2. I’m going to ask you to read one or two short stories out loud, and 

then answer a few questions about the story you have read.   

3. Using this timer, I will see how long it takes to read the story.    

4. This is NOT a test that will affect your marks at school.   

5. No-one will know that these are your answers.  

Can we start? 
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1. Give the learner the story card for ORF Test 1. 

 

2. Now I’m going to ask you to read this story out loud. Before you start, read the title to me 

(point to the title, and give the learner chance to read it).  

3. Now look at the pictures (point to the pictures).  From the title and the pictures, what do you 

think the story will be about?   

Response type 
Tick one 

box 

Detailed and appropriate    

Limited but appropriate OR detailed but inappropriate  

 One word, or inappropriate or inadequate  

No response at all  

 

4. When I say ‘start’ I want you to read the story as best you can. If you get stuck, skip the 

word and keep on reading. When I say, ‘Stop’, stop reading the story.  I will next ask you 

some questions about what you have just read, so pay attention as you are reading. You will 

start here (point to the first word of the passage). 

5. Get your timer ready  

 

6. Ready?  Start. 

 

KEY FOR ORF SCORING 

Word read incorrectly strike through word 

Words skipped (either unknowingly, or cannot read) Underline word/s 

Whole line skipped Underline whole line 

Word added Indicate where the word was added using a ^ 

Word incorrect, but learner corrects himself/herself Strike through, then circle word 

End: after 60 seconds, say: “stop” square bracket ( ] ) 

Learner ends in < 1 min record remaining seconds 
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Many years ago Leopard was a creature with no spots. His fur was an ordinary brown colour [Q1]. /17 

One day he was relaxing in the shade of a thorn tree when Zebra walked past [Q2]. Leopard /17 

looked longingly at Zebra’s black and white stripes.  “I wish I had interesting patterns in my /16 

coat,“ [Q3] he said wishfully to Zebra. /6 

  

Suddenly they heard a noise in the bushes nearby.  They found Snake slithering under some   /15 

dry leaves [Q4]. Surprised, they asked why she was hiding away.  “I am sad and lonely because I /17 

have no friends,” [Q5] she said. /5 

  

“I’m not your friend because you have a poisonous bite”, replied Zebra. “I am scared of you!”   /17 

“You have never yet hurt me,” said Leopard. “I will be your friend.” /13 

  

Snake was pleased and wanted to make her new friend happy. “I can make your fur   /16 

beautiful, but I need to bite you first,” she said. /10 

  

Leopard decided to trust Snake so he let her bite him. The next moment he tumbled down as /18 

if he were dead! But when he awoke, what a transformation! His fur was covered in beautiful   /17 

spots!  And to this day, Snake and Leopard remain the best of friends.   /13 

 

Words skipped  Word read incorrectly  

Lines skipped  Words added  

Time taken (secs) if less than 60 seconds  Assessment discontinued  

  Total words read correctly /197 
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Comprehension Questions 

 

Now I am going to ask you a few questions about the story you have just read.  You can look at the story to help 
you find the answers.  Try to answer the questions as best you can. 
 

 a) If the learner read only part of the story, only ask the questions related to the part that s/he 

has read.   

Enter a double dash ( - - ) in the boxes for questions not covered. 

b) Enter a tick () for each question answered correctly. 

c) Enter a 0 for each question answered incorrectly. 

d) Enter a dash – for each question for which the learner remains silent 

e) If the learner corrects himself/herself, accept the answer as correct.  

f) Count and record the number of questions that the learner answered correctly at the bottom of 

the exercise. 

 

1. Many years ago what colour was Leopard’s fur?  Brown  

2. Who walked past while Leopard was resting under a tree?  Zebra  

3. When he saw Zebra, what did Leopard wish for?  A range of answers is possible 

here:  

He wanted a pattern, he didn’t want to have plain brown fur, etc.  

 

4. How did Zebra and Leopard know that Snake was nearby?  

 They heard the snake in the dried leaves/ they heard a noise in the bushes 

etc. 

 

5. Why was Snake sad? 

 Because she was lonely/she had no friends. 
 

 TOTAL  (5)  

 

If the learner did not read beyond the end of the first paragraph, stop the 

assessment.   

Thank the learner (Thank you very much.  You’ve really helped me) and tell 

him/her to return to class.   

NB: If the learner read even one word beyond the end of the first paragraph, 

proceed to ORF Test 2.ORF Test 2  
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7. Give the learner the story card for ORF Test 2. 

 

8. Now I’m going to ask you to read this story out loud. Before you start, read the title to me 

(point to the title, and give the learner chance to read it).  

9. Now look at the pictures (point to the pictures).  From the title and the pictures, what do 

you think the story will be about?   

Response type 
Tick one 

box 

Detailed and appropriate    

Limited but appropriate OR detailed but inappropriate  

 One word, or inappropriate or inadequate  

No response at all  

 

10. When I say ‘start’ I want you to read the story as best you can. If you get stuck, skip the 

word and keep on reading. When I say, ‘Stop’, stop reading the story.  I will next ask you 

some questions about what you have just read, so pay attention as you are reading. You 

will start here (point to the first word of the passage). 

11. Get your timer ready  

 

12. Ready?  Start. 

 

KEY FOR ORF SCORING 

Word read incorrectly strike through word 

Words skipped (either unknowingly, or cannot read) Underline word/s 

Whole line skipped Underline whole line 

Word added Indicate where the word was added using a ^ 

Word incorrect, but learner corrects himself/herself Strike through, then circle word 

End: after 60 seconds, say: “stop” square bracket ( ] ) 

Learner ends in < 1 min record remaining seconds 
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Once upon a time all the animals of Africa were very friendly with each other. They made /17 

their own laws and rules for their kingdom, and they voted for their own king.  At that particular /18 

time, the Elephant was King.[Q1] /5 

  

One day, the Elephant called all the horned animals in his kingdom [Q2] to a meeting.  Sanguru /16 

the Hare did not have horns [Q3], of course. In those days he still had small, round ears. But he /19 

was an inquisitive animal [Q4], always wanting to know what was going on! He very much wanted /16 

to go to the meeting and he was annoyed that the King had not invited him.  “I shall attend /19 

the meeting,” the Hare grumbled, and he decided on a plan.  He remembered seeing a bee's /16 

nest in the forest. He found the nest and took the beeswax from it. He shaped the wax into a /20 

pair of beautiful, long shiny horns.[Q5] /6 

  

The following morning the Hare fixed the horns to his little, round ears. Satisfied, he hopped /16 

off to the place where the antelopes and other horned animals were gathered for the /15 

meeting.  /1 

  

Then the sun became very hot. The wax horns slowly began to melt.  Sanguru felt something /16 

wet trickling down his face. He wiped his cheeks and saw melted wax on his paws. He tried /18 

to hide, but the other animals noticed what was happening.  The antelopes chased him and /15 

dragged him to the King, shouting ‘A spy!  A spy in our midst!’ /13 

 

Words skipped  Word read incorrectly  

Lines skipped  Words added  

Time taken (secs) if less than 60 seconds  Assessment discontinued  

  Total words read correctly /246 
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Comprehension questions 

 
Now I am going to ask you a few questions about the story you have just read.  You can look at the story to help 
you find the answers.  Try to answer the questions as best you can. 
 

 a) If the learner read only part of the story, only ask the questions related to the part that s/he 

has read.   

Enter a double dash ( - - ) in the boxes for questions not covered. 

b) Enter a tick () for each question answered correctly. 

c) Enter a 0 for each question answered incorrectly. 

d) Enter a dash – for each question for which the learner remains silent 

e) If the learner corrects himself/herself, accept the answer as correct.  

f) Count and record the number of questions that the learner answered correctly at the bottom of 

the exercise. 

 

 

1. Who was King at the time of this story? Elephant  

2. Which animals did the king invite to the meeting?  All the animals with horns/antelopes  

3. Why was Hare not invited to the meeting?  He did not have horns  

4. Hare is described as being inquisitive. Can you work out from the story what that 

means? 

 He wanted to know what was going on/he was curious/he wanted to find 

out things 

 

5. What did Hare use to make horns for himself? 

 Wax from bees/beeswax 
 

 TOTAL  (5)  

 

This is the end of the ORF assessment.  Thank the learner (Thank you very much.  You’ve really 

helped me) and tell him/her to return to class.  

Now calculate ACCURATELY the scores for all the learners tested and enter them on the excel 

spreadsheet. 
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APPENDIX 4: NEEDU FILING SYSTEM 

File naming system 

All electronic files need to be named in a short and concise way, but must also in such a way that 

the file name gives some useful information. The information that is needed in the file name is: 

what province the information is from, what district it is from, the name of the school, and what 

sort of data (interview, observation, photo of the school, photo of documents). It must also indicate 

further, if it is an interview, you should indicate in the name who the interview was with. If it is a 

document, the name should also indicate what sort of document it is. Details of a filing system and 

how to name file appropriately can be found in Appendix 4. 

 

Here is an example of the file name: 

 

In general form: Province_District_SchoolName_Type of data_from whom 

Here is an example of how interview data can be named: 

Free State_ThaboMofutsanyane_Witteberg  SecondarySchool_Interview_Principal 

This is a bit long so you can abbreviate is as follows: 

FS_TM_Witteberg SS_I_P 

When reading this file name, it is clear that the data has been collected in the Free State Province, 

from the Thabo Mofutsanyane district, that is was collected at Witteberg Secondary School, that it 

is an interview and that the interview was done with the principal. 

 

For data that applies to more than one person, for example if you interview a number of SMT 

members, you may call them SMT 1 and SMT 2. 

For example  

Free State_ThaboMofutsanyane_Witteberg SS_Interview_SMT1 

Abbreviate as:  FS_TM_Witteberg SS_I_SMT1 

FS_TM_Witteberg SS_I_SMT2 

Free State_ThaboMofutsanyane_Witteberg SS_Interview_Teacher1 

Abbreviate as:  FS_TM_Witteberg SS_I_T1 

 FS_TM_Witteberg SS_I_T2 

 

Documents 
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(These will be photographs, or electronic copies of school documents that you may have collected) 

Again, indicate in the file name all the information that you would have in the other file names. 

Give the type of document that you have collected. 

FS_TM_Witteberg SS_Doc_SAPIP1 

FS_TM_WittebergSS_Doc_School Timetable1 

Photos 

(These are examples of how to name photos of the school, classroom, the book store, reading corner 

etc.) 

PROV_DISTRTICT_School name_Photo_Classrooms1 

PROV_DISTRTICT_Schoolname_Photo_Book Store 

PROV_DISTRTICT_Schoolname_Photo_library 

 

Filing system 

 

All electronic documents are submitted to the appropriate Head Office staff member, and kept on 

your computer as a back-up. In addition, you are expected to keep a backup on an external hard 

drive in the unfortunate event of your computer being stolen, or damaged.  

Here is an example of a filing system you can use on your computer 

 

You need to set up some sort of filing system that allows you to file your documents per year, 

province, per district, per school, and per type of data. Your filing system may start with a list of 

the two years: 

 

2012 

2013 

 

Then each of the 9 provinces: 

 

Eastern Cape  

Western Cape 

Free State 

Gauteng 

North West Province 
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Northern Cape 

North West Province 

Mpumalanga 

Limpopo 

 

For each of these provinces, you need to set up a sub-folder with the names of the districts in that 

province, then the schools, then the type of data. Below is an example for the 2013 data, for one 

province, and two districts, and the schools. 

 

2013     

 Gauteng    

  Gauteng North   

   Thereso Primary Farm School  

    School Report 

    Interview data 

    Photos 

   Foxtrot Primary Farm School  

    School Report 

    Interview data 

    Photos 

  Tshwane North   

   Lucky Primary Farm School  

    School Report 

    Interview data 

    Photos 

   Refano Primary Farm School  

    School Report 

    Interview data 

    Photos 
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APPENDIX 5: NEEDU STAFFING 

NEEDU HEAD OFFICE STAFF 

1 Dr Nick Taylor CEO taylor.n@dbe.gov.za 

2 Dr Sibusiso Sithole Deputy CEO sithole.s@dbe.gov.za 

3 Dr Kim Draper Researcher draper.k@dbe.gov.za 

4 Ms Shaeda Dadabhay Fieldwork Manager dadabhay.s@dbe.gov.za 

5 Ms Adrie van Staden 
Senior Secretary (Evaluation 

data manager) 
vanstaden.a@dbe.gov.za 

6 Ms Leah Mokgawa 
Senior Secretary (Travel 

arrangement manager) 
mokgawa.l@dbe.gov.za 

7 Mr Mogale Vuma 
Senior Admin Clerk (Reading 

data manager) 
vuma.m@dbe.gov.za 

NEEDU PROVINCIAL MANAGERS 

1 Ms Jeanette Marchant marchfam@telkomsa.net  

2 Mr Darryl Boswell circus@dullstroom.net  

3 Ms Margaret Mayers marmay@global.co.za  

4 Dr Vithagan Rajagopaul vrajagopaul@yahoo.com  

5 Ms June Engelbrecht junee@live.co.za  

6 Ms Fathima Osman fbosman@webmail.co.za 

NEEDU SCHOOL EVALUATORS 

1 Ms Nancy Mdabula nyamie@stgeorgesmodelschool.co.za  

2 Mr Suliman Saloojee solsaloojee@gmail.com  

3 Ms Maria (Bongi) Nkabinde bonginkabinde4@gmail.com  

4 Ms Azwi Masia azwimasia@gmail.com  

5 Ms Getrude Marajh gmarajh@gmail.com  

6 Mr Selvin John Daniels s.daniels@vodamail.co.za  

7 Ms Gugu Bophela ethimina@vodamail.co.za/ ethimina@gmail.com  

8 Ms Rose Magwai rosemag@webmail.co.za  

9 Mr Arackal George arackalg@gmail.com  

10 Mr Bheki Mvelase newtonmvelase@gmail.com  

11 Ms Mpume Mtshali nompumelelormtshali@gmail.com 

12 Ms Elise Lecuona elecuona@mweb.co.za 

13 Mrs Claudette Coollen claudette.coollen@gmail.com  

14 Mr Lindile Mtongana mtnlin@vodamail.co.za  

15 Mr Ben Lubisi benlubisi@gmail.com 

16 Ms Hilary Wilson hilaryw@iafrica.com 
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