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                                      QMS MANAGEMENT PLAN                                                                                                            
	MONTH
	ACTI ON
	RESPONSIBILITY
	CONTROL 

Date & Signature

	January - March

22/01/2022

	1. Advocacy & training

2. Signing of work plans (By end of January)

3. Ensure that educators have access to   

              collective agreement and training manual

4. Roles and responsibilities discussed

5. Develop implementation plan/schedule

6. Circuit Manager verifies
	Principal, SMT & educators as well as Circuit Manager
 
 
	Done. 29/01/2022

	April - June
	Mid-year appraisal
1. Self-appraisal by educators

2. Pre-appraisal discussion

3. Lesson observation

4. Post-appraisal discussion 

5. Completion of instrument

6. Principal verifies & signs


	Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager


	

	July - September
	1. Performance Review


	Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager


	

	October - December
	1. Annual appraisal
2. Self-appraisal by educators

3. Pre-appraisal discussion

4. Lesson Observation 

5. Post-appraisal discussion

6. Completion of instruments

7. Principal verifies & signs

8. Verification and signing of annual appraisals

9. Submission of completed composite score sheet to District

10. Circuit Manager verifies
	Principal, SMT, educators, resource person (if applicable) as well as Circuit Manager

 

 

Principal


	


Notes on developing QMS Management Plan:

· Indicate day/month/year for planned activity under month column (Note example in the first row)

· Your plan should show only planned activities for a year.
· Formal appraisal must be done twice a year.

· Control Date and Signature should show the actual date when the activity was executed and the signature of the controller (Note example in the first row).
NB: The activities in the Management Plan will be supplemented by other activities such as development programmes, workshops,       subject committee meeting, etc.

Circuit manager is responsible for the appraisal processes of all principals in his/her circuit as well as the verification of appraisals outcomes in schools.

Lesson observations may be conducted at any time as part of the process to support teachers,
