Growth Post Applications
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Background

With effect from January 2007, application for additional posts in terms of either growth or changed curriculum will be handled electronically.  This should have the effect of speeding the process and ensuring that applications are dealt with immediately.

Staff Establishments are based on the number of learners in a school and this information is obtained from CEMIS.  The same is true of any ad hoc posts allocated as a result of growth or curriculum changes.  For this reason, prior to applying for additional posts, the school should ensure that their CEMIS system is up to date.  Failure to do so will result in a delay in processing the application while the data is checked and corrected.  It may even result in the rejection of such request.

Any posts allocated during this process are temporary posts and are allocated under the same conditions as ad hoc posts.

This document will explain the new application process and give details on how to access the system and complete a request.

The Process

The flowchart at the beginning of this document illustrates and explains the process.  However, in order to explain this more fully, the steps are discussed below.

The School’s Application
1. At the beginning of the school year and after all promotions have been completed and locked, new learners must either be registered for the first time or should be transferred into the school and the learner data be updated.

2. Learners that have left the school must be transferred out or learners that do not arrive in the new year to take up their seat must be deregistered. 

3. Once all learners are captured onto CEMIS and their details are correct, the school will be in a position to see whether there has been significant growth since the staff establishment was issued.

4. In order to apply for a growth or curriculum post, you will find a link on your CEMIS system to ‘Growth Post Application’ from the ‘Administration’ menu item.  

5. Click on the link and you will be presented with a screen similar to that shown below.

6. A number of fields of information are provided for your convenience, such as staff establishment history, CEMIS numbers from the day before, and learner/ classroom ratios.  In addition, an indication is given whether the school may be eligible for a growth post. 

7. You will note that in the example above, the instruction room ratio is coloured purple and indicated as ‘Below Policy’.  This implies that there should be no issue with space if an additional post was awarded.  However, if the ratio is coloured red and marked as ‘Above Policy’, serious consideration will be given to whether additional staff would be accommodated.  In this case, please include this in the motivation.

8. In order to submit the application, please select whether the application is being made in terms of growth or curriculum, and provide your motivation.  This is all that needs to be submitted and therefore the motivation needs to be complete and comprehensive.

9. Please ensure that you check the accuracy of your email address, which will be available for update from within CEMIS.  The rest of the process will happen via email, and it is therefore up to the school to ensure that the contact details are correct.  This option will also appear under the ‘Administration’ menu item.
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Once the School’s Application has been Submitted

10. An email will be sent to the school confirming the application has been submitted.

11. At any point the school may check the progress of the application by logging onto CEMIS and viewing the report provided.  This report will be found by logging onto CEMIS, selecting the ‘Administration’ item and selecting the option for ‘Growth Application Status’.

12. An email will also be sent to the EMIS Head Office staff to notify them that the application is in process and the data should be checked, and the Circuit Manager and Personnel Directorates will be informed for their information.

13. The EMIS Section will check the CEMIS data and interact with the school to ensure the data is up to date.  Once they sign off on the process, these numbers will be used for the rest of the process.  

14. Once EMIS has signed off on their checks, an email will be sent automatically to the school informing them of this fact.  An email will also be sent to the Circuit Manager and copied to the Senior Circuit Manager and EMDC Director to inform them that they need to investigate and make a recommendation.

15. The Circuit Manager of the school will now be presented with a screen similar to that of the school and will be expected to consider the factors and recommend whether a post(s) be allocated.  Should there be a learner/ instruction room ratio that is above policy, the Circuit Manager will include their comments on this subject in the motivation.  The Circuit Manager’s motivation should also be complete and comprehensive.

16. Should there be a case where the Circuit Manager is unavailable for any reason, the investigation and recommendation can be made by either the Senior Circuit Manager or EMDC Director. 

17. Once the Circuit Manager has made his/ her recommendation, an email will be sent to the school informing them that the application has moved to the next stage.  An email will also be sent to the Personnel Department informing them that the application is now ready for their action.

18. The Personnel Department will now do their own investigation.  The same factors as those mentioned above will be considered as well as the availability of Growth Posts in the basket.  A final decision will be made.

19. An official email will then be sent to the school informing them of the decision and this will be copied to the Circuit and Senior Circuit Managers and EMDC Directors for their information.

CEMIS Checks and Data Updates

Before any application will be processed, the data on CEMIS will be checked and the learner numbers verified.  The updates that need to have been done by the school are as follows:

20. All promotions MUST have been completed in December.

21. New learners in the pre-primary phase or grade 1, or from any other province, need to have been registered on CEMIS.

22. Any other learners that have started at your school need to have been transferred in.

23. Learners that have left the school must be transferred out or learners that do not arrive in the new year to take up their seat must be deregistered. 

24. The learners should have been allocated to correct classes (eg. Grade 4A)

25. The medium of instruction of learners should be checked to ensure that they all conform to the languages taught at the school.

26. Grade 10-12 learners should have subjects updated for the 2007 year.

27. The total number of learners, as shown on the report in CEMIS, should be the same as the learners registered at your school, and the submission of your application will be deemed as the Principal’s sign-off/ assurance that these numbers are correct.

28. No duplicate learners should exist at the school and pending learners must be sorted out.  

29. Please contact the EMIS section on 0800 204 800 for assistance in any of these matters.

Where to Find the Application

To access the application screen, log on to CEMIS.  Select the ‘Administration’ menu item and then the option for ‘Growth/ Curriculum Post Application’.

For the report on the status of the application, select the ‘Status of Post Application’ option.

Note that the above options will only be available in January once schools have opened for the new year.

Growth Posts Calculations

Growth posts are allocated according to the following calculations:

· If a school has benefited from ad hoc posts as a result of its poverty ranking, the calculation for growth will be made such that the learner/ educator ratios of 33 or 39 (as applicable for primary and secondary schools) are maintained.

· In cases where no ad hoc posts were allocated, the learner/ educator ratio of the fixed staff establishment will be applied in allocating the number of additional posts.



























































































PAGE  

[image: image3.png]


