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Annexure A 1

QUALITY MANAGEMENT SYSTEM (QMS)
APPRAISAL INSTRUMENT
EDUCATION THERAPIST / COUNSELLOR / PSYCHOLOGIST 

(To be completed twice during the school year – June and November)

Section A: THERAPIST AND SCHOOL INFORMATION

1. APPRAISEE

	Surname
	
	First names 
	

	Designation
	
	Persal number
	

	Highest Qualification
	
	Specialization in field of work
	

	Grade / Subjects taught during current appraisal year
	



2. APPRAISER

	Surname
	
	First names 
	

	Designation
	
	Persal number
	



3. SCHOOL

	Name of school
	
	Province
	

	Circuit/district
	
	Principal’s name
	

	Telephone
	
	Cell No
	




4. THERAPIST / COUNSELLOR / PSYCHOLOGIST’S BRIEF JOB DESCRIPTION (Subjects/Grades/Key areas of responsibility, etc.)

	Therapeutic / counselling and assessment responsibilities
	Inter-Intra sectoral network and collaboration (including extra-mural or co-curricular activities)
	Administrative duties

	Other: (Please specify)


	







	
	
	





SECTION B: APPRAISAL

Therapist to be rated with a cross (X) for each descriptor

	[bookmark: _Hlk68790885]1.
	PERFORMANCE STANDARD 1
	CREATION OF A POSITIVE THERAPEUTIC ENVIRONMENT



	Criterion 1: Therapeutic / counselling and learning environment
	Mid-Year 
	
	Annual 

	a.
	Seating arrangement provides for optimum development of learners 
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Therapeutic / counselling environment is tidy and clean
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Therapeutic / counselling support material(s) is available and used appropriately.
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 2: Management of therapeutic / counselling environment
	
	
	
	
	
	
	
	
	

	a.
	Is punctual and organized in the therapeutic / counselling environment
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Ensures that learners are punctual and settled down 
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Communication between therapist / counsellor / psychologist and learners reflect mutual respect, cooperation and understanding
	1
	2
	3
	4
	
	1
	2
	3
	4

	d.
	Manages discipline effectively
	1
	2
	3
	4
	
	1
	2
	3
	4

	Total
	
	


Comments:
	Mid-year
	Annual

	


	



	2.
	PERFORMANCE STANDARD 2
	KNOWLEDGE OF FIELD OF PRACTICE TO SUPPORT THERAPY / COUNSELLING PLANNING, INTERVENTIONS AND RECORD KEEPING



	Criterion 1: Knowledge of field of practice
	Mid-Year 
	
	Annual 

	a.
	Has adequate therapeutic / counselling knowledge and uses it effectively.
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Sets appropriate tasks for learners to enable development.
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Uses a variety of examples and resources to facilitate development.
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 2: Therapy / Counselling Planning
	
	
	

	a.
	Therapy / counselling session is logical, coherent and meaningful to learners
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Develops effective therapy / counselling plans to facilitate the attainment of therapy / counselling goals in line with learner’s therapeutic / counselling needs.
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Time is well-managed during the therapeutic / counselling session
	1
	2
	3
	4
	
	1
	2
	3
	4

	d.
	Encourages involvement of learners.
	1
	2
	3
	4
	
	1
	2
	3
	4

	e.
	Responds appropriately to learner questions and inputs
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 3: Management of therapy / counselling sessions
	
	
	
	
	
	
	
	
	

	a.
	The therapy / counselling session is in accordance with the identified therapy / counselling goals.
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Therapy / counselling outcomes are guided by relevant policies (CAPS, SIAS, White Paper 6) 
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 4: Record keeping
	
	
	
	
	
	
	
	
	

	a.
	Records are meticulously maintained and stored to: 
· provide information on the intervention plan
· interventions and therapy / counselling progress
· maintain ethics and confidentiality
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Records of learner diagnoses and therapeutic / counselling interventions are neatly maintained and updated regularly. 
	1
	2
	3
	4
	
	1
	2
	3
	4

	Total
	
	


Comments:
	Mid-year
	Annual

	

	



	3.
	PERFORMANCE STANDARD 3
	LEARNER ASSESSMENT, PROGRESS AND DEVELOPMENT



	Criterion 1: Feedback to learners and stakeholders
	Mid-Year 
	
	Annual 

	a.
	Provides feedback to learners that instills confidence to achieve intended therapeutic / counselling goals/outcomes
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Provides appropriate feedback to relevant stakeholders using a variety of strategies. 
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Feedback is provided regularly and appropriately recorded.
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 2: Knowledge and application of assessment techniques and resources
	
	
	
	
	
	
	
	
	

	a.
	Knows and uses a range of assessment instrument techniques and resources creatively
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Analyses assessment findings in a manner that enhances learner progress and development.
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 3: Learner progress and development
	
	
	
	
	
	
	
	
	

	a.
	Learners achieve therapeutic / counselling goals/outcomes in terms of individual potential.
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Notes on learner progress are up to date and progress is noted on every therapy / counselling session
	1
	2
	3
	4
	
	1
	2
	3
	4

	Total
	
	


Comments:
	Mid-year
	Annual

	



	



	4.
	PERFORMANCE STANDARD 4
	PROFESSIONAL DEVELOPMENT AND CONDUCT



	Criterion 1: Participation in continuous professional development
	Mid-Year 
	
	Annual 

	a.
	Participates in initiating and delivering professional development activities.
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Attends activities aimed at enhancing his/her professional and therapeutic / counselling skills
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Engages in research and/or develops therapy / counselling education materials, participates in sessions to train, guide, mentor and develop colleagues
	1
	2
	3
	4
	
	1
	2
	3
	4

	Criterion 2: Professional Conduct
	
	
	
	
	
	
	
	
	

	a.
	Displays the purpose and intent of the HPCSA / SACE code of professional ethics.
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Is always appropriately dressed and presentable
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Conducts therapy / counselling sessions as expected in line with the school time-table
	1
	2
	3
	4
	
	1
	2
	3
	4

	d.
	Adheres to deadlines e.g. learner assessments, progress reports, completion of tasks, etc.
	1
	2
	3
	4
	
	1
	2
	3
	4

	e.
	Contributes positively towards school improvement
	1
	2
	3
	4
	
	1
	2
	3
	4

	f.
	Maintains good relations with stakeholders
	1
	2
	3
	4
	
	1
	2
	3
	4

	Total
	
	


Comments:
	Mid-year
	Annual

	



	



	5.
	PERFORMANCE STANDARD 5
	PARTICIPATION IN INTER-INTRA-SECTORAL NETWORK AND COLLABORATION AND/OR EXTRA-MURAL AND CO-CURRICULAR ACTIVITIES



	Criterion 1: Participation in inter-intra-sectoral network and collaboration and/or extra-mural and co-curricular activities
	Mid-Year 
	
	Annual 

	a.
	Networks with relevant stakeholders. 
	1
	2
	3
	4
	
	1
	2
	3
	4

	b.
	Participates in intra-sectoral collaboration activities (PLC, DBST, SBST)
	1
	2
	3
	4
	
	1
	2
	3
	4

	c.
	Is involved in extra-mural and co-curricular activities
	1
	2
	3
	4
	
	1
	2
	3
	4

	Total
	
	


Comments:
	Mid-year
	Annual

	


	



5. Overall remarks:

5.1 Appraisee’s comments 

	Mid-Year
	Annual

	


	



5.2 Appraiser’s comments

	Mid-Year
	Annual

	


	



5.3 Resource person’s comments (Optional)

	Mid-Year
	Annual

	


	



5.4 Principal’s comments

	Mid-Year
	Annual

	



	



6.  Recommendations

	Mid-Year
	Annual

	



	



7. Signatures

	
	Mid-Year

	Name

	

	
	
	

	
Designation
	Appraisee
	Appraiser
	Resource Person
(if applicable)
	Principal

	
Signature
	
	
	
	

	
Date
	
	
	
	



	
	Annual

	
Name
	

	
	
	

	
Designation
	Appraisee
	Appraiser
	Resource Person
(if applicable)
	Principal

	
Signature
	
	
	
	

	
Date
	
	
	
	



	

SCHOOL STAMP
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