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File no.: 3/1/3/1 

Reference:         20250506-2757 

 

Circular: 0018/2025 

Expiry date: None 

 

To: Deputy Directors-General, Chief Directors, Directors, Chief Education Specialists, Circuit Managers and 

Principals of all public schools  

 

Short summary:  Provision of public service support staff establishments to ordinary public and special 

schools. 

 

 

Subject: Provision of public service support staff establishments to ordinary public and special schools 

 

1. Revisions of public service support staff allocations at all ordinary public and special schools were 

conducted in line with the approved norms and standards.  

 

2. The following principles were considered during the revisions: 

(a) maintaining stability at schools; and  

(b) determining the financial impact of increasing public service support staff allocations in line 

with the budgetary provisions of the department.  

 

3. The approved public service support staff allocations are effective from 01 June 2025 and will remain 

in place until adjustments to the staff allocations are required. Annual reviews against the approved 

norms and standard will continue, as per normal, based on the learner enrolments at schools and in 

line with the budgetary provisions. 

 

4. Principals must ensure that learner data on CEMIS is updated and maintained. All learners who reside 

in hostels, must be linked to the registered hostels on CEMIS. This includes learners from other schools 

who reside at the hostels. If the latter is not done, it may result in the exclusion of learners when reviews 

are conducted.  

 

5. If a permanent post becomes vacant, employees in excess must receive preference for matching 

and placement into such a post.  Temporary appointments on a fixed-term contract period against 

a vacant/funded permanent post can be made, including permanent public service staff who act 

in higher positions, until the advertised post is filled.  

 

6. The public service support staff establishments for ordinary public and special schools will be published 

on CEMIS under “Administration” on 30 May 2025. 

 

7. Please bring the content of this circular to the attention of all relevant staff. 
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