
 

 

HRM Circular No 50 of 2021: Procedure Manual for 

Staffing of Schools for 2022 
 

Members are advised that the KZN Department of Education issued HRM Circular No 50 of 2021 on 7 

October 2021. The Circular is the Procedure Manual that will give effect to Post Provisioning Norm (PPN) 

implementation in schools over the three-year cycle, i.e., 1 January 2021 to 31 December 2023. The 

Manual is detailed, and the following is a brief outline of the salient features of the Manual: 

 

1. There are three categories by which staffing of schools may be accomplished 

1.1. The placement of all educators identified as additional in 2021. The placement of educators 

identified as additional to the establishment in schools where there has been a significant drop in 

enrolment in 2022. The process will be done in accordance with the provisions of PELRC 

Collective Agreement 1/2017. The base year began in 2021 and hereafter every fouth year until 

further notice. 

1.2. Appointment of Contractors (Grade R, Substitutes and Teacher Assistants (2009)). 

1.3. First-time appointments, i.e., educators seeking employment for the first time.   

  

2. Procedure for identification of Educators additional to Educator Establishment (2021 

and 2022) and identification of vacancies in 2022 

2.1. All educators identified as additional for 2021 must move to their new school. 

2.2. Prioritising, additional educators who have not been placed for placement in this round. 

2.3. Schools that have not declared educators additional in 2021, must do so in this round and such 

educators must be placed and moved to schools as soon as possible. 

2.4. The process of declaring vacancies and educators additional to the educator post establishment 

must be fair, transparent, objective and not be used as a punitive measure. Principals must consult 

with educator staff of the institution at a formal staff meeting.    

2.5. Educators declared additional to the establishment will be matched and placed at the level of the 

Circuit Management Task Team (CMTT). District Task Team (DTT) or Provincial Task Team (PTT), 

as the case may be. 

2.6. Educators additional to the educator post establishment who have not been placed at the level of 

the CMTT, DTT or PTT must be allocated a teaching workload. 

2.7. Educators identified as additional to the post establishment in 2021, but who have not yet been 

placed, shall remain eligible to be placed in any of the ensuing three years, unless circumstances 
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change in any of the ensuing three years to the extent that they are no longer regarded as being 

additional (Clauses 4.9 and 4.10 of KZN PELRC Collective Agreement 1/2017). 

 

3. Identification of vacancies 

3.1. Principals are required to identify all vacancies arising from the approved educator post 

establishment for 2022, including a change in curriculum, vacancies caused through attrition and 

the creation of promotion posts. 

3.2. Principals must ensure that vacancies that arise from a change in curriculum are within the Post 

Provisioning Norm (PPN) for 2022. 

3.3. If a vacancy created by a change in curricular needs is not within the PPN, Principals must clearly 

indicate the post that has been declared surplus to accommodate curricular needs. 

 

4. Identification of Level-1 Educators additional to establishment 

1.1 Permanent educators must be classified according to the main subject or subjects/group of 

subjects (secondary school) or phase (Primary School - Foundation Phase Grades 1 - 3 and 

Intermediate Phase Grades 4 - 6) taught in the previous year. 

1.2 In both the Foundation Phase and Intermediate Phase, an educator is expected to teach all 

subjects, except where an educator is unable to teach a specific language. 

1.3 Considering the approved curricular needs of the school the previous year, the Principal allocates 

permanent qualified educators/protected temporary educators in substantive posts, in terms of their 

main subjects/group of teaching subjects in the previous year into the relevant subject/s of phases. 

1.4 Should two or more educators compete for the same post after considering the curricular needs, 

the principle of LIFO must be applied. LIFO refers to an educator’s current years of continuous 

service as an educator in the Department and not the number of years the educator serves at a 

particular school. 

1.5 The principal can recommend that educators declared additional be absorbed in existing vacancies 

after consultation with the staff. 

5. Educators at Secondary Schools will be allocated the greater number of periods in their main 

teaching subject and other subjects in which he/she is competent to cater for all subjects in the 

curriculum. While specialisation will be recognised in a Secondary School, there must be flexibility to 

allow educators to be allocated other subjects to make up a full teaching load. 

6. A drop in the establishment can also result in a Deputy Principal and/or Head of Department being 

declared additional if that school is no longer entitled to such management posts. The norms 

applicable to management posts at schools are outlined at paragraph 4.4.9.3 of the Circular. 

7. Once the processes are completed at school level, Circuit Managers will convene meetings with 

Principals to ratify the process at school level. 

8. Educators declared additional must select their preferences from the list of vacancies circulated by 

the Department. Further details are reflected at paragraphs 4.4.11.2 to 4.4.11.5 of the Circular. 

9. All educators identified as surplus will be matched and placed in vacant substantive posts in terms of 

their preferences by the CMTT with the CMC as a first step and then at the level of the DTT (based 

on their preferences) and finally at the level of the PTT. Paragraph 4.4.12.2 outlines the composition 

of the CMTT. Paragraph 4.4.12.5 reflects the composition of the DTT and paragraph 4.4.12.9 the 

composition of the PTT. 

10. The post establishment and the determination of the curriculum are undertaken in the base year and 

shall be fixed for the ensuing three years in keeping with KZN PELRC Collective Agreement 1/2017 

to minimise the movement of staff in each of the three years. 



 

A copy of the circular is attached for ease of reference. Members who require clarity or assistance 

must contact the PSA Durban Provincial Office on (031) 310 3600 or the Pietermaritzburg 

Provincial Office on (033) 392 7600. 

 

 

GENERAL MANAGER 
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