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CLUSTER CHIEF DIRECTORS
DISTRICT DIRECTORS

DEPUTY DIRECTORS: HRA&P
DEPUTY DIRECTORS: CLUSTER A&B
CES - IDS&G

CIRCUIT MANAGERS

PRINCIPALS OF SCHOOLS

ACTING CHIEF DIRECTOR: HRM&D
DIRECTOR: HRA

FROM : HEAD OF DEPARTMENT: EDUCATION

SUBJECT : DIRECTIVE ON THE APPOINTMENT OF SUBSTITUTE EDUCATORS

building blocks for growth

The Department has noted with great concern that the substitute educator’s salary is processed
and paid extremely late. In some instances, they are paid 7 months after the end of their
employment contract with the department.

Serious concerns were raised both by the Senior Management and Social partners with regard
to the late payment of substitute educators. Therefore, it has become necessary to issue this
directive to pay the salaries within 30 days from the date of assumption of duty, if not earlier.

A substitute educator is an educator, who serves in the place of a permanently appointed
educator who is absent on approved leave. Substitutes may not be appointed for a period of less
than one month and will only be approved in the case of educators on sick— and maternity leave.

Principals of schools and Circuit Managers must ensure that the process of securing a substitute
educator by the school must be finalized strictly before the permanent educator goes on
maternity leave or sick leave. Substitute educators could be sourced from the district office data
base of unemployed educators or unplaced Funza LuShaka Graduates. All administrative
procedures such as creating an additional post for the appointment of a substitute educator must
be done before the substitute educator assumes duty. Substitute educator should not assume
duties before an approval is obtained from the District Director.
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SUBJECT: DIRECTIVE ON THE APPOINTMENT OF SUBSTITUTE EDUCATORS ]

The applicant must submit all the documents as per the attached check list. It must be
emphasised that whereby educators are allowed to assume duties with their appointment
documents being submitted long after the date of assumption of duty will no longer be accepted.

To create an additional post to appoint a substitute, the district office should submit the
following documents to Mrs Charlie, Deputy Director: HRP&PS. Or email it her email address:
mzikazi.charlie@ecdoe.gov.za

(1) Approval for Appointment of a substitute Educator by Delegated Official
(Submission)

(2) The Permanent Employee’s application for Leave. (In the case of shop stewards,
attach the secondment letter.)

(3) A Copy of the Medical certificate. (if applicable)

(4) PERSAL printout reflecting period of leave. (#4.5.11 — Choice 1)
(5) Copy of the available budget printout.

(6) Certified copy of ID Document (Applicant)

(7) A copy of the Appointment letter of the substitute.

Creation of the post and the projected costing list should be done before the permanent educator
goes on leave. Appointment documents as per the attached check list must be submitted to the
Head office strictly within FIVE (5) days of the assumption of duty by the substitute educator.
The responsible officials (Principals of Schools / Circuit Managers/ HR officials) will be held liable
for any late payment to the substitute educator.

Compliance with the above-mentioned directive would allow for salaries to be paid within 30
days from the date of assumption of duty, if not earlier. Kindly bring the contents of this circular
to the attention of all employees under your supervision.
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