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CIRCULAR 0076/2000
TO:

CHIEF DIRECTORS, DIRECTORS AND DEPUTY DIRECTORS AT HEAD OFFICE AN
AREA AND CIRCUIT MANAGERS

NEW PROCEDURES FOR THE CLOSURE OF SCHOOLS

1. This circular must be read in conjunction with Circulars No. 0081/98 of 3 July 199
and 0096/99 of 13 September 199S. When it is envisaged to close a school, th
application form (WCED - 067) must be completed and submitted ‘o Head Offic
at least four months before the anticipated date of closure.

N.B: At this stage the public hearing should not have been held.

2. Together with the application (WCED — 087) for the closure of the school,
separate plan (Annexure A} for.the closure of the school must be submitted.

3. The plan must be drawn up in’ the format given in the attached Annexure A.

4 Upcn receipt of the application, which must include the aforementioned plan, it wi—
be submitted to the committee which investigates the closure of small schools.

8 If the committee is satisfied with the plan, the Minister will be approached fc
approval in principle of the closure of the school and the provisional closure date
preferably one at the end of a school year. The Area Manager will then b
requested by Head Office to conduct a public hearing in accordance with th
guidelines in Circular 0096/99, dated 13 September 1999.. During the publi
hearing the parent and school community must be fully informed about the
planned closure. (The [atter stipulation is additional to paragraph 3 of the
aforementioned Circular 0096/99 dated 13 September 1998.)
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6. The responsibilities and duties of an administrator remain the same as indicated in
Circular No. 0081/98, dated 3 July 1998.  As soon as the Minister has granted
approval in principle for the closure of the school, the Area Manager will be
appointed as administrator. The administrator will from that time be involved with
the process of closing the school and » @s required in the aforementioned circular,
submit the necessary certificate after closure.

7. After the public hearing the Circuit Manager must compile a full report on the
hearing and submit it to the Area Manager within seven days. The report must be
typed as it will be submitted to the Minister as an annexure to a memorandum.
(All written inputs and submissions must accompany the report, including the
minutes of the meeting of the governing body where the closure of the school was
discussed.)

8. Upon receipt of the report by the Area Manager, it must immediately be submitted,
together with the certificate which is attached as Annexure B and which must be
completed by the Area Manager in consultation with the Circuit Manager and the
relevant administrative personnel, tc this office.

9. As soon as all aspects have been cleared satisfactorily (including transport
arrangements for learners, etc.) the request to close the school wili be submitted
to the Minister for final approval.

10.  Only applications which have been submitted in the manner described above will
be considered by Head Office. In those cases where public hearings have aiready
been held, the certificate (Annexure B) must be submitted to this office without
delay.

. 11 The procedure manual for the ciostre of schools sent out under cover of Circular
0081/98, dated 3 July 1998, will be amended shortly in accordance with the k
above-mentioned guide[ines_.
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12.  Your co-operation in assisting with the process for the closure of 2 school will be
appreciated.

13.  Kindly bring the contents of this circular to the attention of the personnel
concerned.

BTN

HEAD: EDUCATION
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ANNEXURE A

PLANFORTHECLOSING OF ........oooeeveeeeeeeeene........PRIMARY SCHOOL
1. ‘The envisaged closing date of the schoolis ...
2. The written permission for the closing of the school was cobtained from the

owner of the school and is hereby attached.
3. The position of the principal and educator(s) is as foliows: (Full
details must be furnished e.g. where the educator(s) will be transferred to

and what the reaction of the receiving school may be.)

é 4 The position of the Public Service personnel is as follows: (where
applicable)

5. The position of the learners is as follows: (Full details must be
furnished e.g. which school are they going to attend; how they will reach
the school: what the reaction of the receiving school regarding the
transfer of the learners may be, etc.

: 6. The position with regard to the furniture and provisions is as follows:
/@QS&@Q (" indicati t be given as to what will happen to the furniture and
‘ag\;;gﬁ@fu @Jﬂ § (An indication mus gi wi pp s furniture a

« ﬁﬂ\&( _ provisions.)

7. The position with regard to the school fund is as follows:



ANNEXURE B

WESTERN CAPE EDUCATION DEPARTMENT

CERTIFICATE IN RESPECT OF CLOSURE OF SCHOOLS

L, e e e e e e w2 (fUll NAMeE @Nd surname),

IN MY CAPACILY @S ... ..ot it e (rank in full), at
RO oo (fUll name of  Office),

appointed as administrator of the assets and liabilities of ...............................
veveer ... (full name of school),

hereby declare that the following aspects have been fulfilled/not fulfilled as

indicated (Mark applicable block with X.)

YES | NO

1. In a case where the school and parent community
concerned has indicated during the public hearing that they
are not in favour of the closing of the school, were they
informed that the school will nevertheless close on the
envisaged closing date?

2.1 Do the parents and leamners know that the school will
close?

2.2 Do the learners know which schools they will be attending
after closure?

3. Do the parents know which schools their children will be
attending after closure?

4. Do the receiving schools know which learners will be
transferred to them?

. Do the CS-educators know where they will be transferred?

6. Where an educator indicated that he/she intends leaving the
service, has the application been received and processed by
the WCED?

7. In cases of resignation, have applications been submitted
to the WCED?

8. Do the receiving schools know of the educators who are to
be taken up by them?

9. Where learners are to be transported by means of

transport schemes, do they know where the pick-up points
to their new schools are?

10.1(a) Where learners do not qualify for transport schemes but for
travelling allowances, have the principals of the receiving

schools been informed?

10.1(b) Have the parents been informed”?




10.2

Has it been explained that the travelling allowances wili be
paid only at the end of the quarter if the applications are
approved?

10.3 Have arrangements been made by the parents for their
children to attend schools initially at their own cost in view
of the fact that allowances will be paid only at the end of
each school quarter?

11.1 Do parents know that they must apply for travelling
allowances?

1.2 Have arrangements been made for the speedy processing
of the applications for travelling allowances and their
dispatch to Head Office?

121 Where learners are to be accommodated in hostels, do
the parents and learners know.in which hostel it will be?

12.2 Is there sufficient accommodation in the hostels for the
Learners?

12.3 Does the governing body of the hostel know which
learners are to be accommodated?

12.4 Do the parents know what hostel fees are being charged
by the hostel and that they can apply for a bursary?

13.1 Have arrangements been made for the removal/transfer of
provisions?

13.2 Have arrangements been made for the removal/transfer of
furniture?

14. Have arrangements been made for the removal/transfer of
the school records to the area office for safekeeping?

15. Have arrangements been made for the transfer of the

school fund?

Supplementary comments: (Where necessary, documents of prove or
explanations must be attached).....................

SIGNATURE:

DATE:
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OMSENDBRIEF 0076/2000
AAN:

HOQOFDIREKTEURE, DIREKTEURE EN ADJUNKDIREKTEURE AAN HOOFKANTCOR
EN AREA- EN KRINGBESTUURDERS

NUWE PROSEDURE VIR DIE SLUITING VAN SKOLE

1. Hierdie omsendbrief moet saamgelees word met omsendbriewe (081/S8
{gedateer 3 Julie 1998) en 0096/99 (gedateer 13 September 1999). Wanneer
beoog word om 'n skool te sluit, moet die ingevulde aansoekvorm (WKOD-067)
minstens vier maande voor die bebogde sluitingsdatum by Hoofkantoor ingedien
word.

LET WEL: in hierdie stadium moes 'n openbare verhoor nog nie gehou gewees
het nie.

2. Saam met die aansoekvorm (WKQOD-067) om die siuiting van die skoc), moet ‘n
aparte plan {Bylae A) ingedien word met betrekking tot die sluiting van die skool.

3 Die plan moet opgestel word ocoreenkomsiig die formaat verskaf in die
aangehegte Bylas A

4, By ontvangs sal die aansoek, wat die voormelde plan moet insluit, voorgelé word
aan die komitee wat die sluiting van klein skole ondersoek.

L Indien die komitee tevrede is met die plan, sal die Minister genader word om
beginselgoedkeuring vir die sluiting van die skool en om ‘n voocrlopige
sluitingsdatum, wat verkieslik teen die einde van ‘n skooljaar sal val. Die
Areabestuurder sal hierna deur Hoofkantoor versoek word om 'n openbare
verhoor te hou coreenkomstig die riglyne soos neergelé in Omsendbrief 0086/99,
gedateer 13 September 1999. Tydens hierdie openbare verhoor moet die ouer-
en skoolgemeenskap volledig ingelig word ocor die beplande sluiting.
(Laasgenoemde bepaling is bykomend tot paragraaf 3 van laasgencemde
omsendbrief.)
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10.

11.

12.

13.

Die verantwoordelikhede en pligte van ‘n beredderaar is steeds soos in
omsendbrief 0081/98 gedateer 3 Julie 1998 uiteengesit. Sodra die Minister
beginselgoedkeuring verleen het vir die sluitng van 'n skool sal die
Areabestuurder as beredderaar aangestel word. Die beredderaar sal dan vanaf
daardie tydstip betrokke wees by die prosesse rondom die siuiting van die skool
en soos in die gemelde omsendbrief vereis, die nodige sertifikaat voorié nadat die
skool gesluit het.

Na afloop van die openbare verhoor moet die Kringbestuurder ‘n volledige versiag
van die verhoor saamstel en dit binne sewe dae aan die Areabestuurder voorsien.,
Die verslag moet getik wees aangesien dit as 'n bylae tot 'n memorandum aan die
Minister voorgelé moet word. (Alle skriftelike insette en voorleggings moet die
verslag vergesel. Dit siuit ook die notule in van die beheerliggaamvergadering
waarop die sluiting van die skool bespreek is.)

By ontvangs van die verslag deur die Areabestuurder moet dit onverwyld, tesame
met die sertifikaat wat as Bylae B hierby aangeheg is en wat deur die
Areabestuurder in oorleg met die Kringbestuurder (en die betrokke
administratiewe personeel) ingevul moet word, na hierdie kantoor gestuur word.

Sodra alle aspekte bevredigend uitgeklaar is (dit siuit in vervoerreélings vir die
leerders, ens.) sal die versoek cm die sluiting van die skool aan die Minister
voorgelé word vir finale goedkeuring.

Alleeniik aansoeke wat hanteer is op die wyse soos hierbo uiteengesit, sal deur
Hoofkantoor oorweeg word.  In daardie gevaile waar openbare verhore reeds
gehou is, moet die sertifikaat (Bylae B) onverwyld aan hierdie kantoor voorsien
word.

Die prosedurehandleiding vir die sluiting van skole, uitgerelk onder dekking van
Omsendbrief 0081/98, gedateer 3 Julie 1988, sal binnekort coreenkomstig die
voormelde riglyne aangepas word.

U samewerking om die sluitingsproses van skole vlot te laat verloop, sal waardeer
word.

Geliewe die inhoud van hierdie omsendbrief onder die aandag van alle betrokke
personeeliede te bring.
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BYLAE A

PLAN VIR DIE SLUITING VAN PRIMBRE SKOOL ..o e

Die beoogde sluitingsdatum vir die skoolis ......................

2. Die skriftelike instemming vir die sluiting van die skool is van die eienaar van die
skool verkry en word hierby aangeheg.

3. Die posisie van die prinsipaal en opvoeder(s) is soos volg: (Volledige
besonderhede moet verstrek word soos bv. waarheen die opvoeder(s) oorgeplaas
kan word en wat die reaksie van.ontvangerskool op so ‘n moontlikheid mag wees.)

4, Die posisie van die Staatsdienspersoneel is soos volg: (Waar van
toepassing.)

5. Die posisie van die leerders is soos volg: (Volledige besoncerhede moet
verstrek word soos bv. na watter skool hulle oorgeplaas word; hoe hulle die skocl
gaan bereik; wat die reaksie van die ontvangerskool op die oorplasing van die
leerders daarheen mag wees, ens.)

6. Die posisie van die ameublement en voorrade is scos volg: ('n Volledige
aanduiding moet gegee word wat met die ameublement en voorrade gaan
gebeur.)

7. Die posisie van die skoolfonds is soos volg:



WES-KAAP ONDERWYSDEPARTEMENT

BYLAE B

SERTIFIKAAT TEN OPSIGTE VAN SLUITING VAN SKOLE

EK, o\ oo e e e e e e e (vOlledige n@am en van),
in die hoedanigheid van ..................cccccccci i oo (vOlledige rang),
by di€ ......ocoiiii e e e (vOlledige na@am van kantoor),

aangestel as beredderaar van die bates en laste van

........ (volledige naam van skool),

verklaar hiermee dat die ondergenoemde aspekte nagekom is/nie nagekom is

nie soos aangedui. (Merk toepaslike blok met X.)

JA

NEE

1. In ‘n geval waar die betrokke skool-en-ouergemeenskap tydens
die openbare verhoor aangedui het dat hulle nie ten gunste van
die sluiting van die skool is nie, is hulle ingelig dat die skool
nietemin gaan sluit op die beoogde sluitingsdatum?

2.1 Weet die ouers en leerders dat die skool sluit?

2.2 Weet die leerders watter skool hulle na die sluiting moet
bywoon?

3. Weet die ouers watter skole hulle kinders na die sluiting moet
bywoon?

4. Weet die ontvangerskole watter leerders na die skool oorgeplaas
sal word?

Weet die KS-Opvoeders waarheen hulle oorgeplaas word?

o|;

Waar ‘n opvoeder aangedui het dat hy/sy uit die diens wil tree, is
die aansoek deur die WKOD ontvang en geprosesseer?

In gevalle van bedankings, is aansoeke by die WKOD ingedien?

@~

Weet die ontvangerskole van die opvoeders wat by hulle
opgeneem moet word?

9. Weet leerders wat by wyse van vervoerskemas vervoer moet
word, waar die optelpunte na hul nuwe skool is?

10.1(a) Waar leerders nie vir vervoerskemas kwalifiseer nie, maar
wel vir vervoertoelaes, is die prinsipale van die
ontvangerskole ingelig?

10.1(b) Is die ouers ingelig?

10.2 Is dit verduidelik dat die vervoertoelaes aan die einde van ‘n
kwartaal betaal word indien die aansoeke goedgekeur word?




10.3  Is reélings deur die ouers vir hul kinders getref sodat hulle
op eie koste die skole kan bywoon in die lig van die feit dat
die toelaes eers aan die einde van elke skoolkwartaal
uitbetaal sal word?

111  Weet die ouers dat aansoek gedoen moet word om
vervoertoelaes?

11.2 Is reélings getref vir die spoedige prosessering van die
aansoeke om vervoertoelaes en vir die versending daarvan
na Hoofkantoor?

12.1  Waar die leerders in koshuise opgeneem gaan word, weet
die ouers en leerders in watter koshuis dit sal wees?

12.2 Is daar voldoende huisvesting in die koshuis vir die leerders?

12.3 Weet die beheerliggaam van die koshuis watter leerders
daar opgeneem gaan word?

12.4 Weet die ouers watter losiesgeld deur die koshuis gehef
word en dat hulle aansoek om ‘n losiesbeurs kan doen?

13.1 Is reélings getref vir die verwydering/oorplasing van
voorrade?

13.2 Is reélings getref vir die verwydering/oorplasing van
ameublement?

14. s reélings getref vir die verwydering/oorplasing van die

' skoolrekords na die areakantoor en vir die veilige berging
daarvan?

15. Is reélings getref vir die oorplasing van die skoolfonds ?

Aanvullende kommentaar: (Waar nodig moet stawende dokumentasie of
verduidelikings @aangeheg WOrd.)... ...
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