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To: Deputy Directors-General, Chief Directors, Directors, Heads: Inclusive Specialised Learner
Education Support, Circuit Managers, Principals and recognised employee parties

Short summary:  Process for the mandatory physical verification of all Western Cape Education
Department employees.

Subject: Mandatory physical verification of all employees on the human resource and payroll
systems
1. The Department of Public Service and Administration (DPSA) has directed all national and

provincial departments to undertake a comprehensive physical verification process of
employees to identify and eliminate potential ghost employees and safeguard the integrity
of the human resource and payroll management systems.

2. The directive requires that the physical presence of all employees at their designated duty
stations is confirmed.

3. In addition, the following must be verified:
(a) For South African citizens — original South African Identity (ID) Documents/Smart ID
cards

(b) For foreign nationals — original valid passports and valid work permits

(c) Forinstitution-based public servants —signed Performance Agreements for the 2025/26
period

(d) For institution-based educators — Quality Management System (QMS) for Educators
Summative Scores for School (Annexure E1), QMS for Therapists, Counsellors and
Psychologists Summative Scores for School (Annexure Aé), and Quality Assurance
Templates for 2025

(e) Attendance registers for November 2025.
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10.

1.

The aforementioned documents must be readied in a file for an official designated by the
Western Cape Education Department (WCED) to perform the physical verification with the
supporting documents as follows — certified copies in terms of paragraphs 3(a) and (b),
original signed copies in terms of paragraphs 3(c) and (d), and a copy in terms of
paragraph 3(e).

Education institutions may utilise their QMS files and add the additional documents
indicated in paragraph 3 as well as any other documents as guided by the designated
official performing the physical verification.

This file must be kept until August 2026 as the contents may be subjected to independent
auditing.

The physical verification process will be finalised during November 2025 as the WCED must
verify all information against the approved establishment and payroll of each education
institution, before a report is provided by the Head of Education to the DPSA.

All employees must be present on the day of physical verification. In the event of an
employee being absent due to ill health, official duty, etc. the respective employee must

contact the designated official for physical verification within the prescribed timeframe.

Any anomalies will be subjected to the prescribed scrutiny and consequence
management could be applied depending on the merits of the case.

Details and dates for physical verification will be communicated by the relevant district
office.

Kindly bring the contents of this circular to the attention of all employees.
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