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General Instructions on using SA-SAMS Manual:
; Click on the menu option to open the required screen.
;  Use the tab button on your keyboard to move the cursor from cell to cell.

;  Fields containing an arrow on the side contains drop-down boxes with pre-populated information. Click on
the arrow to display the list and then click on selected value.

;  Click on Save to update all capturing.

: Click on Done to exit the screen.

The following symbols are used in the manual to indicate the required action with every screen:

i e | B & &l

Backgound Dataused in | Optionsindrop-| Sceensthat Printouts and | Summay and
Information othermodules | down tables require Reports Sats seceens
or pre-captured capturing
dataneeded
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A. Introduction

1. Purpose of the module

The General School Information as the first module (Fig. 1) sets up the system for the school on
the following:

0 Basic information that is a pre-requisite for the other modules, e.g. school term dates are
required for learner attendance and the curriculum module.

o Information particular to the school e.g. address, type of school, subjects offered, the school&

logo etc.
SA-SAMS : School Administration and Management System
MAIN MENU
1. General School Information 11. Financial Assistant

2. Human Resource Information 12. Curriculum Related Data

3. Learner and Parent Information 13. Timetabling Assistant

4. Leamner Listing 14. Physical Resources

5. Governance Information 15. Library Module
6. 5Standard Letterz and Forms 16. Security and Database Functions
7. Export Data 17. Lurnits Approval Module
8. Annual National Assessment

Uszer Preferences
Figure 1: Main Menu

Y
This module contains information that will assist:
—i The school management in completing the Annual School Survey and other surveys.
0 See table in SUMMARY to find reports available.
i The school administration by using this data in other modules.

0 See table in SUMMARY to find out where the data from Module 1 is used in others modules.
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Components of the Module

Module 1: GENERAL SCHOOL SETUP

0 2.2 Year planner

0 2.1 Setup the system

This module can be divided into 4 sections according to specific purposes:

o 2.3 Data for drop-down lists

0 2.4 Images for official documentation

These sections are tabled below with the relevant screens that are used in this manual:

Header

(SASAMS Menu)

Functionality

21

Setup the system

211
21.2
2.13
2.15

2.1.6

School Details (1.1)

Cycle Information (1.2)

Class Information (1.3)
Maintain School Subjects (1.5)

Setup School, Educator and Staff
Terms (1.6)

Setup the system according to school

specifics

2.2

Year planner

221

222

Setup School, Educator and Staff

Terms Days (1.7)
Year Planner(1.15)

Setup non-teaching days e.g. sport

Set dates for all important school
activities and due dates

2.3

Data for drop-down
lists

23.1
2.3.2
2.3.3
234
235

2.3.6

Bus Routes (1.9)
Bus Ticket (1.10)
Demerit /Merit codes (1.11)

School Hostels (1.12)

Maintain Sport/ House Groups (1.13)

Feeder Schools (1.14)

Data captured on these screens is
available as a drop- down list for 2.1,
2.3 and 3.1.1 Learner Registration.

This is to save you time in capturing
repetitive data.

2.4

Images for official
documentation

2.4 General Settings (1.16)

School logo available on all printed
documents

Learner and educator photos available

for related documents
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General School Information consists of the following components as shown in Figure 2.

m CLEVER KIDS PRIMARY SCHOOL
2014

Sikle

@) o

REPUBLIC OF SOUTH AFRICA

SA-SAMS : School Administration and Management System
1. GENERAL SCHOOL SETUP

basic education

1.1. School Details

1.11. Demerit/Merit Codes

1.2. Cycle Information

1.12. School Hostels

1.3. Class Information

1.13. Maintain Sport/House Groups

1.14. Feeder Schools

1.15. Year Planner

1.16. General Settings

1.7. Setup School. Educator and 5Staff Terms Days

1.9. Bus Routes

1.10. Bus Ticket << MAIN MENU |

About I EXIT I

SA-SAMS : Department of Basic Education - South Africa
Logir: Administratar (5] Marks Security: Off

Figure 2: Components of General School Information

Each of the components will be discussed individually under the related sections.

2.1 Setup the System for the School

SA-SAMS needs to be customised for the school by capturing basic information on identifying the
school and information that is a pre-requisite for the other modules.

2.1.2
*Cycle

2013

* (Class
information information
(1.2) (1.3)

2.15

e Maintain
school
subjects
(1.5)

e SetupSchoo
. Educator and
Staff Terms

This pre-requisite information is compulsory and must be completed before any other module
can be used in SA-SAMS. The compulsory components are:

- 0o 2.1.1 School Details (1.1).
0 2.1.2 Cycle Information (1.2).
o 2.1.3 Class Information (1.3).
o 2.1.5 Maintain School Subjects (1.5).

o 2.1.6 Setup School, Educator and Staff Terms (1.6).
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2.1.1 School Details (Menu 1.1)

This menu contains school details such as the school®& location, contact details and the type of
school and is compulsory as the information is required by all school surveys, letters and other offi-
cial school documents.

School Details is divided into the following 5 pages:
0 2.1.1a Contact Details (school®& location, contact details).
0 2.1.1b Survey Details 1 (PERSAL no, Exam centre no, Host school details).
0 2.1.1c Survey Details 2 (type of school, ownership, LOLT and multi grade).
0 2.1.1d SGB Status.

0 2.1.1e Twinning Details.

General notes on capturing School Details
;  Use the tab button on your keyboard to move the cursor from cell to cell.
; Compulsory data fields are printed in blue. (Fig. 3)

;|5 o= | Fields that have an arrow on the side contains a drop-down boxe with pre-populated
e

'Oinformation. Click on the arrow to display the list and then click on selected value. (Fig. 3).

SJLMNUL LEYE]

“School Level: |5ec:u:ur1c|ar5,I ﬂ

Ownership

Owrership of Schoal: W Public School [ Independent Schoal

**wnership of land: |I3|:|vt j *“*wrership of buildings: |—[

Specialization

|z the zchaool registered as a specialized school? [ “es v Mo

Figure 3: Compulsory Fields

; Click on Save or Update to save your data after completing these pages. A user message will pop up
that will inform you on the information being saved. Click on the Ok button to verify this action.

Click on Done to exit the screen and to return to the previous menu.

TN iy s
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2.1.1a Contact Details (Menu 1.1 Tab 1)

E=

All data fields under Contact Details and Survey Details are required data fields for the Annual Schools® Survey.

T Survey Details T Survey Details T SGB Status T Twinning Details
*Compulsory fields in
General Contact Details Update
**Official School Mame: |CLEVER KIDS PRIMARY SCHOOL
=Emis Number:,W Census Area:|
*Provincial Departrment: |Gauteng ﬂ
Education Regian: |Eastern CircuiUCIuster:|Mgntana
*Education District:|muntana Exth District Code:lui
**Postal Address Type:|PO Box ﬂ
PO Baox NDI,W
Formatted Address: |PO B0 4580 Suburb: |Mgmana
| = Town/City: |Pretona Postal Code: IW
=*Physical Address:|MgmanaTuine Suburb: |Mgmana
T own/City: |Mgmana Postal ,W
| Mearest Town: |Pretgria Distance_}_omNV::ﬁ:fns)t ’507
| Erf Number:’i
i Ermis Oﬁicer:|MATHIEIELA Mtarnkbi ﬂ " Stafftdember 8 Educator
School 1StTeIepthe:| | Znd: | | Fau: | |
Principal's Home Tet] [ Principal's Cell Phone: [0836441184
E-tdail Address:|a?
Alternative E—Mail:|
InternetAccess: ( Yes @ Mo (Doesthe school hawve intermet access?)
MNumber of Administrative Computers: ,U—
Dane |

Fields that have an arrow on the side

Options for Provinces:

Figure 4: Contact Details

contain a drop-down box with pre-populated information.

The information available for the different drop-down boxes is tabled below:

Drop-down Field on Menu 1.Page 1

Options

ProvincialDepartment

List of Provinces

The option chosen for the Postal Add
information e.g.

o+

ress Type will automatically update the field for the related

Option Opens thefollowing Related
_ Fields
Drop-down Field on Menu 1.Page 1
Street Street name& Steet No
Building Buidingnameé& BuildingNo
SAPOVillage Village name& Dwelling No
Postal AddressType POBOX POBox NoO
Private Bag Private BagNo

o

- i P " [ 0 -
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Contact Details (Fig. 4) consists of school details such as the school® location and contact details
of the school that is required by all school surveys, letters and other official school documents.
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The Principal of the school is accountable for school related data officially given to learners, par-
ents, PED and DBE. The EMIS officer is a staff member or educator that is responsible for ensur-
ing that the school data is updated on the SA-SAMS.

et The EMIS Officer can be identified as a staff member or educator. Click on the arrow to display the
o 'o staff list and click on the correct person to automatically populate this field.
Options
Drop-down Field on Menu 1.Page 1
EMIS Officer Saff list
Educator list

Only one telephone number and e-mail address must be captured in the field provided.

2.1.1b Survey Details (Menu 1.1 Tab 2)

The Survey Details Tab 2 (Fig. 5) contain the school& PERSAL Pay Point number and Examina-
tion centre number for schools conducting Grade 12 at the school.

The school also has to indicate if it has double shifts e.qg. if a few grades of the school run in the morn-
ing and the remainder of the grades conducts schooling in the afternoon due to a limitation of space or
classrooms.

A school using the premises of another school fulltime for teaching purposes needs to complete the
required fields of the host school.

All data fields under Contact Details and Survey Details are required data fields for the Annual Schools' Survey.

Contact Details Survey Details T Survey Details T SGB Status T Twinning Details

Update
Persal
Persal Fay Point Number|123455 Persal Component Numbenonon
Double Shifts
*Does the school have double shifts? [ Yes [v MNa
Platooning

Daes your school platoan? {i.e. your school uses the facilities of another school) [ ves [ Mo

If ywes, provide the name of the host school:|

Ernis number of host school:

When does your school use the host

schoaol's building? (S & (S

Examination Centre Details

Examination Authority: |Provincial - |

MName of Examination Centre:|

Centre Fegistration Mumber:

National School Nutrition Program

**|5 the Schoal participating in the National School Nutrition Program 7 |Yes ﬂ

Figure 5: Survey Details
- )
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E=-o Select the Examination Authority from the selected list and place the cursor on the correct option

and click to automatically populate this field.

Drop-down Field on Menu | Options Reason
1.1Page 2
ProvincialDepartment Provincial | Public schools and schoolderingNSC and céaiin IEB
subjectsregistered with DBE
IEB Independent schools tlat are regstered with them
Other Examinations offered by examination bodies other than
the first two options

2.1.1c Survey Details (Menu 1.1 Tab 3)

& Tab 3 contains information on the school& specialisation, ownership, language of learning and corre-
spondence as shown in Figure 6. Sections in blue are compulsory.

All data fields under Contact Details and Survey Detailz are required data fields for the Annual Sch

Contact Details T Survey Details T Survey Details! T SGE Status T Twinning Detailz

School Level

*5chool Level: |F"rimar_l,l ﬂ

Ownership

Dwnership of School: W Public School [ [ndependent School

=Jwnerzhip of land: |I3.:.-¢t ﬂ “Jwnerzhip of buildings; |I3|:wt ﬂ
Specialisation

|2 the school registered az a specialised school? [ “Yes W Mo

[f yesz, for which specialization is the school registered? | J

Language of Leaning and Teaching/Comrespondence

Which iz the predominant Language of Learning and |English
Teaching at the zchool?

[Ciual b edium schools should select the language with the highest quantity of leamers]

=]
Comespondence Language |.-“-‘-.frikaan$ j

Mumber of Clazses
Doez your zchool have multigrade clazses[1=pez;2= no]

1]
Tatal nurmber af multi-grade clazses [Multi-arade clazses are clazses where there
are learners in different grades in one claszmoom taught by the zame teacher] 3

Total nurnber of remedial or aid clazses accommodated at the school hi
[remedial or aid claszes are classzes for leaners who experience some learning
difficulties and need extra tuition and/ar suppart]

Figure 6: Survey Details

f/'rr'r
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The values available for the different drop-down boxes are tabled below.

Drop-down Field on Menu [ Options Reason

1.1Page 3

School evel Pre-Primay | If the school dersonly pre Gade 1
Primay If the school dersany gades fom Gr Ro Gr 7
Seondary If the school dersany gades fom Gr7 to Grl2
Intermediate | If the school dersany gades fom Gr 4to Gr 9
Combined If the school dersall theavailable Gades

Select if the school is registered as Public or Private (Independent) with or without subsidy.

o+

Government owned and Section 14 schools have to complete the ownership by selecting the cor-

rect options from the given drop-down list. Click on the correct option to populate the field.

Drop-down Field on Menu | Options Reason
1.1Page 3
Owneshipof land Govt Government (provincial) owned op-
erty
Chuch /Fadory / Farm / Sectionl4 Schools

Hosptal / Mine /

Trust Land / Pwate / Prvate

Compay
Ownaeshipof buildings Govt Government (provincial) owned poper-
ty or Sectioril4 Schools
Chuch /Fadory / Farm / Sectionl4 Schools

Hospital / Mine /

Trust Land / Pwate / Private
Company

oli

Indicate if the school is registered with subject specialisation. Select the specialisation field from
the list. SNE specialisation is captured in Screen 1.2 Cycle Information.

Drop-down Field on Menu | Options
1.1Page 3
Registered School Speciadis | Agricultue
tion Arts,drama,music otballet
Commecial
Techntal
Compehensie
. —I
* o=

field.

Select the Language of Learning and Teaching (LoLT) and for correspondence from the drop-down
lists provided. THIS IS NOT THE LoLT OF THE CHILD. Click on the correct option to populate the

Drop-down Field on Menu
1.1Page 3

Options

Predominant Languae of
Learning (LbI)

Chooserfom the Ist of 11 OfficiaLanguaes

Afr/Eng/Xhosa , Dal: Afr/ Eg, Fench, German, Pr: Afr/ lgnPar:
Erg/ Sotho, Par: Erg/ Tswana,Par: Em/ Xhosa, Sign Langget Ery,
Spaalkgebaretaal: Af, Other

Owneshipof buildings

Chooserfom the Ist of 11 OfficiaLanguaes

198
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Indicate if the school has any multi-grade classes and if yes complete the number of combined
classes.

Indicate the number of separate remedial or SNE classes.

2.1.1d SGB Status (Menu 1.1 Tab 4)

& The allocated SGB status of a school along with its various functions is captured in Figure 7.

All data fields under Contact Details and Survey Detailz are required data Fields for the Annual Sc

Contact Details T Survey Details T Survey Details T

Twinning Details

:° options.

SGB Status

**Pleasze indicate the SGB status of the school

{*+ Section 21 Function: ¢ Mo Section 21 Functions " Mot Applicable

Which of the following functions is the SGB allowed to perform according to the
Section 21 Statug?

v taintain and improve the school's property, and buildings and grounds occupied by the
zchool, including school hostels

v Determing the estra-mural curriculum of the school and the choice of subject optionz in terms
of pravincial curmiculum policy

v Purchase textbooks, eductional materials or equipment for the zchool

v Pay for services to the school

v Provide an adult bazed education and training class or centre subject to any applicable law

v Other functions consistent with the Schools Act and any applicable provincial law

Figure 7: SGB Status of School

::l The allocated functions of the SGB are available according to the selection made at the top three

Option

Reason

Section21 Functions

Scthool runs self allcated budyet received from Government

School select the didrent optionsas allaated per étter by the HoD of
the Province

No Sectior21 Functions

{ OK2 2t &Papérbudgits | &

Not applicable

Independent / privately funded schools

. - A

/
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2.1.1e Twinning (Menu 1.1 Tab 5)

Complete the page if an arranged assistance / agreement / relationship exist with another school
& regarding premises or classes. Complete the details of the school with whom the agreement was
made with as shown in Figure 8.

All data fields under Contact Details and Survey Details are required data fields for the Annual Schools’ Survey.

Contact Detailz T Survey Details T Survey Details T SGEE Status T Twinning Details

Update

Please complete these details if the school has a twinning relationship with another
school:

Twinning Relationzhip:

Name of School: |

Erniz Murnber:

Address: |
|
City/Suburb:
Code:
Telephone Mumber: Fax Mumber:

Principal:

Contact Person: |

Figure 8: Twinning Details

2.1.2 Cycle Information (Menu 1.2)

The Screen Cycle Information (Fig. 9) sets up the grade range, teaching hours and LSNE
related information specific to the school.

Setup School Cycle Details (1.2)

Grade Range and Options in School

Type of Schoal: |Sch00| specialised only for SME leamers ﬂ

Lowest Grade in Schoal: | Grade 1 - Highest Grade in Schoal: | Grade 7 -
SME Specialization: | j
“Yizual impairment -

Does your schd Hegring impaiment —  Yes * Mo

Intellectual Barrier ba learming
Does your school | by, i - B arrier ta lsaiming = " Yes & MNo

Communication Disorders
Autistic Spectum Disorders p " Yes ¢ Ho
Meurological and Specific Learning N
Teaching Hours in GHEehavioral Problerns: 5

Mumber of Days per Cycle td axirmum Murmber of Periods per Day
Total Mumber of Peniods per Cycle Length of Periods in Minutes eq 45

Does your

Total Mumber of Periods per Cycle

Murnber of Days per Cycle D I axirnurn Murnber of Periods per Day D

Length of Periods in Minutes eq 45

Clear Save | Cone |

¢ 4

Figure 9: Setup School Cycle Details

Indicate the Grade Range and LSNE options in the school as follows:

Select the type of school from the list. NB: LSEN| e a r ndesab#itdes must have been notified and approved
by the district.**

. y (19
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All learners according to NSC policy need to be placed in a grade. Select the iLowest Gradedand fHighest
Gradeo thefschool from the drop-down list.

0 Gradesforc|l asses are automatissal hyogeaeti alfic OMenuin Cl 8

incorporated.

[___]
-
'o 0 This field needs to be updated annually when grades are not offered anymore or if new grades are

0 The specialistion or level can be captured as part of the class hame (Menu 1.3 Class information) e.g.

Pre-Grade R (5 year old or RR) etc.

Drop-down Field on Menu | Options

1.2

Lowest Grade Pre-grade R, GrR, Gr1,Gr2,Gr3,Gr4,Gr5,Gr6,Gr7,Gr8,G
Highest Grade 10, Gr 11, Gr 1ZFost Matric

** |f a school has selected the option of having learners with disabilities, then select the disabilities from
thedrop-d own | i st . Sel e cmorefthartohedrsability n cases of

o 1.2

Drop-down Field on Menu | Options

SNE Speciatigons Visual impairmat

Hearingmpairment

Intellectualbarrierto learning

Physical barrierto learning

Communeaion disarders

Aultigtic spectrum disoders

Neuological & specifidearning disoders

Behavioural problems

Other :for multiplechoices OR add speciation not mentioned.

All schools can tick if it offers LSEN classes, remedial classes or multigrade classes. The
classes will be generated automatically in

Complete the teaching hours for the GET (Gr 1-9) and FET (Gr 10-12) phases as follows:

ACl ass |

A Indicate the number of days in the cycle that the school uses for their timetable e.g. 5 day cycle, 7 day

cycle etc.

A Indicate the number of periods allocated per day. The number of periods per cycle will be calculated

automatically. Indicate the length of the periods.

A Remember to comply with the time allocation for the different phases as specified in the CAPS

documents.

Click on the clear button if all the information on the screen needs to be cleared.

7

y
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2.1.3 Class Information (Menu 1.3)

In Class Information (Fig.10) all the classes are created and added to or removed from the
grades of the school.

o0 The grade range and LSEN classes were created under Cycle Details (1.2).
: ! o All the AGr ad e ¢ontaihleasners of theesanme grade.l y

_———— o0 Remedial and LSEN Classes can contain learners from different grades.
School Classes (1.3)

-
Classes in the School Maintain Classes
Grade Filter: | &ll - Click on a GRADE to add a
: class

Grade

Grade 1

Grade 2

Grade 3

Grade 4 (" State Class (" SGB Class

Grade 5

Grade 6 Add New Class

Grade 7

G'a de 8 How many classes would you like

face in this grade?

Grade 9

Grade 10 [| Create Classes

Grade 11

Grade 12

LSEN Save Class
| Remedial
Delete Class
Cancel

Rename or Delete a Class
Click on a CLASS to rename or delete

D
(" Expand all Grades ¢ Collapse all Grades Ll

Figure 10: Create the first class

To Create classes for each grade for the first time (Fig. 10):
A Click on a grade in the tree view.
A Select either State or SGB, depending on the class educator® remuneration.
A Enter the number classes to be created for the grade, click on Create Classes.
To Add a class to a grade, click on a grade (Fig. 11):

A Enter a class name that will identify the class e.g.

0 To distinguish between languages (6E, 6Z) or subject streams (10 Tech, 10 Econ), or
educator by adding a name.

0 Indicate multi-grade.

o Indicate the level of learners of a LSEN class. The LSEN class in mainstream schools
generally contains learners of different grades.

A Click on Save Class

The program will enter the names of classes to the appropriate grades.

v ¢ {17p
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To rename a class:

"School Classes (1.3)

- Classes in the School-

Grade Filter: I All vl

4 [State]
& Grade 5
: 5(SGB)
d Grade 6
: BROWN (State]
d Grade 7
i 7 [State)
‘ Grade 8
i 24 (State)
' 8B [SGE)
! ‘ Grade 9
foee 94 (State)

9B (SGB)
« Grade 10
o] e 10a(State)
' 10B [State)
«& Grade 11
: 114 (State)
11B [SGB)
| | k& Grade 12
124 [State)
12B (State)

LSEN
Remedial

" Expand all Grades

m

-~

" Collapse all Grades

1 Maintain Classes

Click on a GRADE to add a
class

& State Class (" SGB Class

Rename or Delete Class
Classname

|6 BROWN

Save Class

Delete Class I
Cancel |

Rename or Delete a Class
Click on a CLASS to rename or delete

Done

Figure 11: Add a Class

A Select and click on the appropriate classtopop ul at e Cragsmamed nf ifiel d .

A Change the class name.

A and cl

To delete a class:

SavekClaesid . fi

A Select and click on the appropriate class to populate name in fiClass nameo

A Cli

c IPelaeClafso .

fiel

Click on Done to exit the screen

&

4
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2.1.4 Maintain School Subjects (Menu 1.5)

&

The school has to create a School subjects list from a Master list. (Fig.12)

i

Maintain School Subjects i screens 1.5 or 12.1.11- manages the school subjects offered by your
school according to the NCS policy.

This Master list contains subjects and correct National codes that are preloaded for easy selection and
uploading onto LURITS. Non-Official subjects can be added with own code.

All subjects have a 9 digit code and schools that imported data or used tools for upgrading need to verify the
subject numbers. These standardised subject codes will ensure:

o

(0]

(0]

(0]

Alignment with ANA/ exams

New developments that will be updated automatically

Subject skills/ topics can be updated automatically

Learners to retain subjects but upgraded when promoted automatically
Assist with assessment and learner reporting

Automatic display of promotion

U Subjects need to be maintained annually to ensure that the school data is updated.

Figure 12: Maintain School Subjects

To add subjects not yet selected:

A Click on Master list not yet selected.

A Click on the subject that has to be included, click on Yes on the confirmation screen.

v ¢ {17p
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