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File no.:   3/1/3/1  

Reference: 20251203-9274  

 

 

Circular: 0040/2025 

Expiry date: 28 February 2026 

 

To: Deputy Directors-General, Chief Directors, Directors, Heads: Inclusive Specialised Learner 

Education Support, Circuit Managers, Principals and recognised employee parties  

 

Short summary: Process for unverified employees during the mandatory physical verification of 

all Western Cape Education Department employees. 

 

Subject: Mandatory physical verification of unverified employees 

 

1. Circular 0031/2025, dated 30 October 2025, pertaining to the mandatory comprehensive 

physical verification of all Western Cape Education Department (WCED) employees, refers. 

 

2. The WCED wishes to express its appreciation to all the principals, district employees and 

Head Office employees who assisted with the preparations for and execution of the 

physical verification of WCED employees during November 2025. The verified total is 98% of 

45 507 employees.  

 

3. As at 30 November 2025, the WCED has 2 708 unverified employees due to the following:  

(a) Lost South African Identity (ID) Documents/Smart ID cards. 

(b) Maternity and long-term incapacity leave. 

(c) Absence during the physical verification process for reasons other than 3(b) above. 

(d) For institution-based public servants – no copies of signed Performance Agreements 

for the 2025/26 period presented during the physical verification process. 

(e) For institution-based educators – no Quality Management System (QMS) for Educators 

Summative Scores for School (Annexure E1), QMS for Therapists, Counsellors and 

Psychologists Summative Scores for School (Annexure A6), and Quality Assurance 

Templates for 2025 presented during the physical verification process. 

(f) Attendance registers for November 2025 not provided.  
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4. WCED employees who are South African citizens must present their original South African 

IDs/Smart ID cards. Failure by a WCED employee to present their original South African 

ID/Smart ID card could result in such employee’s salary being frozen until they are physically 

verified – as per the prescribed action set out in Department of Public Service and 

Administration Circular 36 of 2025, dated 07 September 2025.  

 

5. Employees who could not be verified due to lost South African IDs/Smart ID cards must 

apply at the Department of Home Affairs for a temporary ID or present proof that an 

application for a temporary ID was made at the Department of Home Affairs. Please note 

that this is an interim arrangement and upon receipt of their original South African IDs/Smart 

ID cards from the Department of Home Affairs, the onus is on the employee to present it to 

verifiers. A concession has been made to allow the affected employees until 31 January 

2026 to obtain their South African IDs/Smart ID cards and be verified. 

 

6. Verifiers from district offices and Head Office will continue doing physical verifications for 

outstanding cases via Microsoft Teams/WhatsApp or physical visits where verification can 

be completed in line with Circular 0031/2025, dated 30 October 2025. 

 

7. The cooperation of all WCED employees is appreciated.  

 

 

SIGNED: B WALTERS 

HEAD: EDUCATION 

DATE: 2025-12-05 

 


