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FOREWORD BY THE GENERAL SECRETARY, 
MR MUGWENA MALULEKE

It gives me great pleasure to launch the Guidelines and Protocols for Continuing Teacher 
Development and Education of the SADTU Curtis Nkondo Professional Development Institute 
(SCNDPI). These guidelines have been developed in line with our 2030 vision in which we set 

ourselves the goal of becoming more actively involved in the professional development of teachers. 
Our 2030 vision obliges all of us to commit ourselves firmly to creating a learning nation and 
promoting a developmental state. 

The approach in the guidelines encourages teachers to turn their households, schools and school 
clusters into professional development spaces. Specifically, teachers are shown how they can 
conduct self-directed learning on their own and how to set up and operate subject committees in 
schools and clusters across schools. The guidelines also define how NGOs and Universities can work 
with us in and out of our schools.

In the guidelines we have broached the fundamental assumptions about how we think teachers can 
best be supported in a manner which yields tangible and sustainable outcomes. The guidelines also 
present a change theory crafted with a view of harmonising our thinking about how we drive the 
transformation of professional development in South Africa. The change theory is followed by 
specific annual, monthly and weekly programmes that we propose all teachers follow in order to 
make professional development a key daily aspect of our lives.

Effectiveness and sustainable professional development requires that suitable conditions are in 
place and that all teachers are committed to analysing the challenges faced in achieving effective 
teaching, disciplined to follow up commitments made, prepared to share knowledge and prepared 
to make the necessary efforts to maintain professional development as a continuing feature of 
teaching.

 These guidelines have been built with the following principles as their basis:  

• Their authority is derived from the joint commitment of teachers to drive 
professional development  

• The incentives for promoting their professional development come from the
teachers themselves 

• The professional development activities are evidence-based to make them responsive 
to the needs of the teachers and to confirm whether or not gains are being made 

• Prioritisation of expertise with the teaching corps to lead the training 

• Ownership of the programmes will vest in by all teachers

• Leadership of professional development will come from expert teachers in schools, 
branches and regions

I wish our teachers all the success in ushering in this new era of professional development. As the 
wise say, be content to act, and leave the talking to others.

Mugwena Maluleke
General Secretary
SADTU
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SADTU VISION

T  he SADTU National Congress established the SADTU Curtis Nkondo 
Professional Development Institute (SCNPDI) in 2010 to serve as the 
vehicle for SADTU to support the continued professional 

development of teachers (CPTD).  

SADTU’s long-term goal for creating these guidelines is to improve the 
quality of education by focusing on teacher development. These 
guidelines were developed with input from universities, educational 
NGOs, education departments and teachers. These guidelines are an 
introduction to, and form part of a much broader and longer-term 
strategy for continuing professional development of teachers, which will 
be formalised over time.   

SADTU believes that for CPTD to be successful, it must be:

• Teacher-driven 

• Collaborative 

• Based on evidence of learning and difficulties in learning in learners' 
work 

• Reflective 

• Teachers must hold each other accountable in the ongoing quest for 
CPTD and must also be motivated to improve their practice by 
increased success in the academic outcomes of their learners. 

Because SADTU believes that all professional development should be 
teacher-driven, it is essential that all teachers understand these guidelines 
and are committed to actively participating in and leading their own 
continuing professional development. For professional development to 
succeed it should be a lifelong process. These guidelines are an initial step 
towards ongoing teacher development.

The ultimate goal of CPTD 
is to strengthen the ability 
of teachers to perform in 
the classroom, and to 
improve the quality of 
teaching and learning, as 
well as the quality of 
education outcomes  
(Walters 2007).
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Guidelines for Continuing Professional Teacher Development and Education

1. Who are these guidelines for?
These guidelines are for you, the teacher, so that you can lead and drive 
effective professional development to improve education outcomes in 
your classroom.

2. Why have they been written?
SADTU created these guidelines to talk about teacher education and try to 
answer some of your questions so that you can participate fully in your 
own professional development.

• SADTU is committed to making training and development of teachers 
its main focus area. 

• Training and development of teachers is vital in the delivery of quality 
education. 

• Teacher Unions are engaging with the Department of Basic Education 
(DBE), the Department of Higher Education and Training (DHET) and 
the Provincial Education Departments (PEDs) to put into action the 
national strategy for teacher development. 

• SADTU is putting into operation quality training programmes for 
teachers and education workers. 

3. What roles will teacher unions play? 
• To promote teacher professionalism through supporting and 

encouraging teachers to identify and address their development 
needs; 

• To promote teacher professionalism through advocating and 
supporting the establishment of Professional Learning 
Communities (PLCs) and encouraging teachers to participate 
actively and meaningfully in these; and

• To assist in enhancing the status and image of teachers and 
teaching and to encourage new people to enter the profession. 

Trade Unions, together with Provincial Education Departments (PED), 
district offices and school management teams (SMTs) will encourage 
teachers’ participation in Continuing Professional Teacher Development 
(CPTD) activities and  ensure that support is accessible to all teachers. 

The teacher is key to educational change and school 
improvement. 

The restructuring of schools, the composition of  curricula, the 
development of benchmark assessments – all these things are 
of little value if they do not take the teacher into account. 

Hargreaves (1992: ix)

These guidelines will 
help you to direct and 
participate in your own 
professional 
development in order 
to improve the quality 
of educational 
outcomes in the 
classroom
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CPTD is done by teachers and not to teachers

Dra
ft

4. W hat is CPTD?
Continued professional development is about the activities that a 
person does to make them better at their job. As a teacher, anything you 
do to improve your attitudes and approaches to educating your learners 
so that they can achieve their full potential is regarded as professional 
development. And if your learners achieve to the best of their abilities, you 
must be doing a really good job, which means that you are achieving to 
the best of your abilites. CPTD is about an ongoing process which enables 
you to do just that.

5. Who is responsible for CPTD?
If you look at the responsibilities of HODs, school principals, district 
officials, subject advisors, and others, you will find lots of people with 
responsibilities to help you on your development path. But it is your 
development path and, while you can expect support from others, only 
you can drive the process and steer your development, and its direction. 

Do you feel like any of these teachers? If you do, you can be sure you are not alone. These are just 
some of the things that teachers say about their jobs and training and development opportunities.
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Teacher Education in a nutshell

There have been many 
changes in education 
in South Africa since 
1994. While some 
changes have allowed 
teachers some 
freedom, many 
teachers are not 
equipped to cope with 
the changes. Teachers 
need to realise the 
importance of 
improving their 
practice through 
retraining and CPTD is 
an opportunity to do 
so.

Here are some examples of CPTD activities. We will talk about these different 
elements in the rest of the book.

Self-evaluation to identify development needs and plans1 

• Teacher self-evaluation against curriculum standards, Norms and Standards 
for educators, or other standards of competence 

Collaborating and networking to share knowledge, skills and experience 
and promote work-based learning

• Team planning and review meetings

• Classroom observation, team teaching, work shadowing

• Mentoring and being mentored

• Participation in professional learning communities (PLC's) within schools, 
circuits and districts to share experience and good practice

• Working with advanced skills teachers to share skills and expertise

• Involvement in peer groups and working between clusters of schools

• Leading professional development activities within schools

• Other sharing and networking

Specific training activities to meet specific outcomes

• In-service training days / seminars

• Short courses

• Other specific training, including performance management training

Other developmental activities

• Twinning of school and exchanges with teachers in other local schools

• Other exchanges, placements or study visits

• Sabbaticals

• In-school best practice research

• Online ICT-based learning and development

• Studying for further degrees (part-time or through distance education)

• Attending conferences

• Attending after-school, weekend or holiday training

• Reading work-related materials 
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6. Why do I need CPTD?  
1. Internet, laptops, cyber space, smart phones, social media: these are 

words that never existed fifty years ago, but are part of everyday 
language today. We live in a world that is changing quickly and we 
need to keep up to date. Keeping up to date is part of CPD. 

2. Schools are learning institutions which promote the idea of life-long 
learning and achievement of potential for everyone. A commitment 
to life-long learning means a commitment to CPD.

3. It is well known that South Africa has one of the most advanced 
constitutions in the world, aiming to ensure the rights of all South 
Africans. The education sector has gone through many policy changes, 
including major curriculum changes, since 1994, all aimed at ensuring 
the rights of all learners to an equal quality education. But policy means 
little without effective implementation. Making these rights a reality 
and meeting Education for All goals requires teachers to be adequately 
prepared and equipped to implement policy. Equipping yourself 
with the skills and knowledge to do this means participating in CPD.

4. Teaching is a learned profession, historically held in very high esteem 
by society. As a teacher, you both deserve to be treated as a 
professional and need to act as one. This means taking responsibility 
for your ongoing professional development needs: it means a 
commitment to CPD. 

5. A country’s education system carries a big share of responsibility for 
tomorrow’s citizens and tomorrow’s society; its values, attitudes, 
knowledge and skills. But what is an education system without a 
teacher? As a teacher you sit at the core of the education system. 
Taking on this responsibility requires taking on CPD.

6. There’s nothing like the feeling of success that comes when your 
learners achieve well. It’s empowering, it’s inspiring, and it makes you 
feel good. This means improved self esteem and increased job 
satisfaction and happiness. Committing to CPD puts you in the 
driver’s seat on the road to this kind of success.   

But I am a 
qualified 

teacher! Why 
would I need 

CPTD?
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"What is the point if my effort is not recognised?"

7.  Finding the motivation to continue your 
education

The Integrated Strategic Planning Framework for Teacher Education and 
Development (ISPFTED) was developed after an extensive collaborative 
process involving individual teachers, teacher unions, education experts, 
NGOs, DBE, DHET and Provincial Education Departments. It says that 
teacher professional development efforts should be recognised and 
rewarded. And it talks of ways of doing it through: 

• The joy of seeing an improvement in the quality of learner 
performance and results 

• Certificates, diplomas, degrees and collecting professional 
development points on the SACE Passport to Professional 
Development

• Career advancement and promotion opportunities. 

These are strong external motivators for engaging in professional 
development activities. 

But you can’t always rely on other people or external rewards to drive your 
actions and to make something worth doing. You also need internal 
motivation, something inside you, or in ‘your blood’, which drives you to 
set and achieve your own goals and get satisfaction from doing it, no 
matter what others think. 

Motivating yourself
• Drive your own development to make sure that you feel empowered 

and in control. 

• Have a vision of where you want to be. Break down some long term 
goals into achievable short term goals, and take one small step at a 
time. Success is a great motivator! Succeeding step by step will show 
you your progress and will give you a sense of achievement and 
satisfaction along the way. 

• Draw up a realistic timetable that you can stick to. And then stick to 
it. Make it a habit that is non-negotiable. This means that on some 
days, when you do not feel like working according to your schedule, 
you will work anyway. Just do it! And afterwards, when you are done, 
you will feel a great sense of satisfaction and happiness that you stuck 
to the plan. 

• Make sure your plans include different types of activities to keep it 
interesting and enjoyable.

• Find a ‘study buddy’, look for teamwork opportunities and commit 
to shared goals. Working in a team forces you to act because you are 
accountable to others.

• Be positive! Say no to your negative thoughts and replace them with 
positive ones. Praise yourself often.

• Reward yourself as you reach each milestone. 

Internal motivation

Say YES to your own 
professional 
development

For knowledge: the 
pleasure and 
satisfaction you get 
from learning and 
exploring

For accomplishment: 
the pleasure and 
satisfaction you get 
from creating or 
mastering something 
difficult and seeing the 
evidence of it in your 
learners’ results

For stimulation: doing 
something to 
experience pleasant 
sensations such as fun, 
excitement and 
aesthetic pleasure
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The teacher is the core of the education system

Drive your own development

8. Working together
Even though you need to drive your own development programme, this 
does not mean that you should work alone. It is a good idea to try to create 
a school environment that promotes professional development so that all 
members of your school community commit to participating. This means 
involving as many people as possible.

Who can you work with?
• Involve other teachers. Your colleagues are your main partners. You 

probably already work with them in a more or less formal way on a day 
to day basis. Sharing knowledge, experiences and advice, even 
informally, is part of professional development. 
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Combine resources to improve teacher performance

• Include your teacher unions. There might be more than one union 
represented at your school, but all teacher unions have committed 
to working together on professional development programmes. 
This is a chance to pull together and combine resources for improved 
teacher performance. For example, SADTU has formed the Curtis 
Nkondo Professional Development Institute (SCNPDI) dedicated to 
teacher training and development. 

• Try to get your school management team (SMT) on board. School 
management is a key partner as they are the school leadership team 
responsible for effective teaching and learning, with power over 
resource allocations including budget, and authority over school 
operational matters such as timetabling.

• Engage experts in relevant fields. Locally based NGOs and education 
department officials can form a valuable part of your support network.

How can you work together?
You can work together in many ways, depending on what you want to 
achieve and the resources you have around you. Start by finding one 
person in your school who you can work with. Together, talk to other 
people in your school community and get their support for professional 
development. Then you could have a meeting where you introduce 
the idea of continued professional development to everyone, get 
support and buy-in, and together, plan your way forward.

Let's improve the 
quality of teacher 
education and 
development in order 
to improve the quality 
of teachers and 
teaching.

Start your School Professional Development Committee.  If possible, rather than creating a new 
committee, find an existing school or district based structure that can be used to drive the CPTD.
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The secret to success is practice and hard work!

Staff can collaborate in many ways:
• Form a school professional development committee to plan and 

coordinate activities and timetable your school’s development 
programme. Find more on PLCs on pages 21 and 25, possible roles 
and responsibilities of a school professional development committee 
on page 45, setting up your PLC in section 17 on page 30.

• Work with all the school-staff including SMT to tackle school-level 
development issues. Find more about working together in your 
school on pages 9-10.

• Form school-based subject teams (which include HODs) to 
collaborate at school-level and also as part of a cluster based 
professional learning community (PLC) which meets regularly at a 
central place. 

• Form phase- or grade-specific school teams to collaborate at 
school-level and also as part of a cluster based professional learning 
community (PLC) which meets regularly at a central place. 

SECRETS OF GREATNESS
SECRETS OF GREATNESS

W h a t  i t  t a k e s  t o  b e  g re a t
W h a t  i t  t a k e s  t o  b e  g re a t

It asks: What makes a person great?2

It talks about hard work and practice, day in and day out, 

even on weekends and holidays. What makes people 

great is hard work, incredible determination, and endless 

regular practice

Practice makes perfect: Tips on how to practice 

perfectly:

1. Approach each task with an explicit goal of getting 

much better at it.

2. As you do the task, focus on what's happening and 

why you're doing it the way you are.

3. After the task, get feedback on your performance 

from as many sources as you can, including self 

reflection. Make changes in your behaviour as 

necessary.

4. Continually build mental pictures of your situation, 

how it is changing and how you should respond, 

always keeping in mind the bigger picture of what 

you are aiming to achieve – in your classroom, your 

school, your career. 

5. Do those steps very regularly, not sometimes. 

Occasional practice does not work. 

Fortune MagazineFortune Magazine says:  says: 

Research shows that lack of natural talent is irrelevant to great success. 

Research shows that lack of natural talent is irrelevant to great success. 

The secret to great success? 
The secret to great success? 

Painful and demanding practice and hard work.

Painful and demanding practice and hard work.

Think about any really successful person in any field: sports, arts, business, health care, education. 
How did they get to the top of their game? And what does this mean for you?
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Every teacher is a building block for educational improvement

9. Creating a vision of where you want to be
Changes in education need to take place at national, provincial, district 
and school levels. These changes start with actual changes in people’s 
lives. As more and more individuals change, these individuals contribute 
to systemic changes envisioned. 

Each of you, as individuals are building blocks for educational improvement. 
This means that if you participate in CPTD your knowledge and teaching 
skills will increase and this will improve your learners' results. 

You should see professional development as a normal part of your 
practice. You cannot work accurately unless you are continually adding to 
and deepening your knowledge and skills.

Dream and create a vision of where you want to be. You can do this for 
yourself, for a group of colleagues working together, and also for your 
school. Work with a colleague, a group of colleagues or the entire staff.

Use the list on the following page to help you to think about all the 
different elements in a professional development programme. Write up 
your dream and use drawings and pictures to show ideas.  You can display 
this ‘portrait’ in the staff room to keep everyone focussed on the dream.

Your life today is the 
result of your 
attitudes and choices 
made in the past. 
Your life tomorrow 
will be the result of 
your attitudes and 
choices you make 
today. 
www.mindtools.com 
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Your school’s professional development programme
When thinking about what you want from your school's professional development programme, 
consider the following ideas:3

Excellent leadership 

 School leaders with the vision to guide continuous improvement in learning and 
teaching standards manage and co-ordinate your programme.

Quality Teaching 

 Your programme prepares you to understand and appreciate all learners, create safe, 
orderly and supportive learning environments, and heighten your expectations of 
learner achievement. 

 It deepens teachers’ content knowledge, provides you with teaching strategies to 
assist learners in meeting your high standards, and prepares them to use various types 
of classroom assessments.

Commitment to learning 

 Your programme is based on a commitment to lifelong learning and a culture of the 
school community. 

Effective use of resources  

 Your programme uses its resources to support teacher development and collaboration 
effectively.

Well designed needs-based activities  

 Your programme methods reflect learning strategies that are well-suited to your 
intended goals and are based on real needs.

Team-work, participation and collaboration  

 Your programme encourages you to participate fully, and is based on a solid 
foundation of team-work and collaboration.

Established learning communities 

 Your programme helps all teachers to establish school-level communities of practice 
and circuit-based PLCs with shared and common goals.

Effective evaluation 

 Your programme draws on many sources of information to guide improvement and 
demonstrate its impact. It is information and behaviour driven and uses learner 
assessment data to determine teacher learning priorities, to monitor progress and to 
help sustain continuous improvement. It prepares teachers in school to apply research 
and make decisions about teaching and learning. 
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Where are you now?

10. Conduct a situation analysis
Once you know where you want to be, it is time to look at where you are 
now. This means looking at:

• What you are already doing and how well you are doing it (individually 
and as a whole school)

• Analysing your strengths and identifying areas for development

One of the first steps is to conduct an audit of the current situation. This 
will tell you your strengths and what you are doing well and also tell you 
areas that need attention. 

You will use all of this information to help you plan the way forward.

• Diagnose your 
learning needs

• Formulate learning 
goals 

• Decide what 
resources or 
support you need 

• Take action to meet 
those goals 

• Evaluate learning 
outcomes

• Identify individual 
professional 
development needs

• Analyse learner 
performance

• Reflect on your 
practice

Questions to consider when auditing yourself 
and your school

1. Is there a professional development policy and plan?

2. If yes, is it used and relevant?

3. What existing professional development happens? 

4. Is there a culture at your school promoting openness, collaboration 
and trust between colleagues who are committed to working 
together?

5. Who is responsible for school-level professional development 
planning?

6. How do you measure the impact of your professional development 
programme?

7. Is there a cycle of review which takes into account the impact of 
previous training and staff needs to inform future planning?

8. How do you record your professional development plans?

9. What system does your school have for identifying professional 
development needs? What information is available and how do you 
use available information such as learner achievement rates and 
school performance data? 

10. How does your school ensure participation by all role-players in 
professional development?

11. How do you make sure you hear the ‘individual voices’ of all teachers?

12. Does your programme meet needs?

13. How relevant is training you get from outside your school?

14. How do you timetable professional development activities?

15. How does your school relate to other schools in the area and other 
support organisations in the area?
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Professional development must respond to needs

11. Identify your professional development needs 
And who better to decide your needs than you?  

Which will lead you into your next cycle of learning. 

Identify individual professional development needs
Regularly review your professional development needs and encourage all 
educational professionals (teachers, school management and the principal) 
to do the same.

Analyse learner performance
Look at your learners’ performance. Analyse the results of your own 
learner assessments as well as those of national assessments, such as the 
National Senior Certificate (NSC) and the Annual National Assessments 
(ANA). Where are learners doing well? Where are the challenges? What 
does it mean for your development plans? 

Create opportunities to 
discuss your practice 
with others on a regular 
basis so that you are 
constantly improving 
your professional 
practice. You might 
even invite another 
teacher to observe your 
lesson and then 
discuss it.
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Identify needs, anaylse performance and reflect on your practice

Reflect on your practice and learn from experience
Learning from experience is called reflective practice. To reflect means 
to think about, and practice refers to your actions. Reflective practice is 
when you critically and thoughtfully study or analyse your work actions 
and experiences to improve the way you work. It means questioning what 
you do and why you do it rather than just doing things the way you’ve 
always done them. It requires that you think about how you are doing 
things now, what effect your methods are having, what is working well, 
where there are challenges, and how you could try to do things differently 
if you want different and improved results. 

Reflecting in and on our actions, helps us look at the values, theories 
and assumptions that lie beneath our work. There are two ways in 
which we can look more broadly at our actions. The first is by reflecting on 
theories which relate to our work, and the second is through engaging 
with other people. 

Every day that you really 
think about what you are 
doing, how you are doing 
it and how it is impacting 
on your teaching is a day 
spent being a reflective 
practitioner. Keeping a 
reflective journal can help 
you reflect and learn from 
your own experiences and 
from the other teachers in 
your peer group. 

Let’s take a look at how one teacher did this in practice:
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Conduct a  Teacher Professional  Development Survey

Find out what other teachers in your school need 
You can talk about this with teachers and also conduct an annual survey of 
teachers to find out from them what they want and need.4 

Teacher Professional Development Survey

<School letter head>
Our school is a learning organisation that is committed to ongoing professional development. We are planning the professional 

development programme for ________________ and want to know what you want to see on the programme.

Name:

List three personal development priorities:
1. 
2. 
3. 
Tick the correct column to tell us how interested you are in the following topics:

Topic
Not 
interested

A little bit 
interested

Very 
Interested

Can mentor and help 
support others in this topic

1. CAPS
2. ANA

 3.
Subject knowledge in:
(name subject)

 

4.  Lesson planning and preparation
5. Computers and the internet
6. Curriculum diff erentiation
7. Developing personal growth plans
8. Communicating with caregivers
9. Classroom management skills
10. Using audio-visual technology
11. Positive discipline 
12. Stress management
13. Healthy lifestyle
14. Identifying learners' care and support needs

15.
Skills in SIAS (skills in Screening, Identifi cation, 
Assessment and Support).

Any other comments:
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A goal without a plan is just a dream.

Identify systemic needs
Your school, circuit, district, province and the national DBE also look at 
teacher needs. But they look at the bigger picture: They look at systemic 
teacher needs in relation to competence and performance. 

• Performance deals with the way you plan, deliver the curriculum 
and assess classroom practice. It includes identifying and diagnosing 
barriers to learning and ways to address these. 

• Competence is about key competencies such as subject 
knowledge, with a focus on addressing underlying conceptual issues 
rather than ‘pieces of content’

DBE working together with DHET, trade unions, subject and curriculum 
experts and other role-players design courses and develop interventions 
to address systemic teacher needs. An example is the CAPS training. 

All of this information will come together in a structured professional 
development plan.

12. Planning your professional  development 
programme 

PRIORITISING NEEDS
Use all of the information you gathered in your survey to list all of your 
development needs and the content detail you want to address. It is likely 
that it will be a long list. You will not be able to do everything at once and 
will need to prioritise. Divide your list into those things that you can easily 
do and those needing more resources or outside help. 

If you start with those that you can easily do, it means you can start 
immediately. At the same time, you can break up the bigger goals into 
small ‘bite-sized’ pieces and start planning those. 

You should be placed 
firmly at the centre of 
teacher development 
activities, by: 

• Participating in 
establishing 
Professional Learning 
Clusters (PLC) 

• Developing your 
individual teacher 
knowledge and 
practice standards 

• Developing diagnostic 
self-assessments to 
assess these standards 

• Deploying CPTD 
courses to develop 
your curriculum 
competence 
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Self study involves taking responsibility for your own development

ELEMENTS OF YOUR PROFESSIONAL 
DEVELOPMENT PROGRAMME
Your continuing professional development programme should be made 
up of four different elements: 

A. Self study 

B. In-school sessions 

C. Being part of professional learning clusters

D. Participating in more formal externally driven workshops and training 
sessions run by outside organisations. 

We will talk about each one below.

A. Self study
This is part of your taking responsibility for your own development and 
having the discipline to find time for these activities and make sure they 
happen. Depending on your goals and planned development activities, 
this could take many forms. 

Examples of self-study activities

Reading an article in a newspaper or 
academic journal about a subject 
that you are teaching

Doing assignments for a distance 
education course that you are 
registered on

Researching a new teaching 
methodology in a resource or 
textbook 

Going over workshop notes 
and thinking about how you 
can apply what you learnt 
in teaching practice

Preparing for a new teaching 
method that you want to try 
out in the classroom

Meeting with an expert in a 
subject area for guidance 
about subject content or 
teaching strategies
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In-school development sessions involve you and your colleagues

B. In-school development sessions
This is collaborative workplace learning involving you and your 
colleagues. It is an opportunity for teachers to work together in a number 
of ways: with colleagues teaching the same subject / phase, with your 
HOD, principal and other members of school management, or with the 
entire staff. Because you will be working together at your school, you can 
tailor the group composition and type and content of activities to suit your 
school’s particular needs.

Examples of in-school development activities
• Staff meetings to address issues relevant to your context, such as 

strategies to deliver the curriculum to partially sighted learners, or 
how to tackle a specific aspect of the curriculum or address a social 
problem in the area 

• Viewing and discussing informational/educational DVDs

• Each week there is a staff/subject meeting where a different staff 
member talks through a best lesson. Although attendance could be 
voluntary, all staff could have to present on a rotational basis

• A teacher providing a presentation or leading a discussions on a 
specific area in which he/she is an expert or has received training

• A principal, HOD or teacher leading a debate on a specific topic in 
which teachers investigate the different sides of the argument

• Planning sessions for the week, term and year

• Reviewing learner exam results together, identifying areas of weak-
ness and strategising an approach to addressing these weaknesses.

PLCs are communities 
that provide the setting 
and support for groups 
of classroom teachers, 
school managers and 
subject advisors to 
work together to 
determine their own 
developmental paths 
and to set up activites 
that will drive their own 
development.
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Professional learning communities or clusters work together regularly

C. Professional Learning Communities or Clusters
These are groups (or communities of reflective practice) of teachers and 
officials from the same school or from different schools in a cluster who 
regularly work together in an ongoing and structured way around 
collectively decided development activities. Teachers in high schools 
should form subject-specific groups around core subjects such as maths, 
science and languages. Foundation and intermediate phase teachers 
might be better off forming grade- or phase-specific learning communities 
around language, literacy and numeracy. 

Examples of PLC activities

• Permit your peers to observe your lessons in order to develop the 
quality of performance and competence 

• Identify the current level of student achievement in your group of 
schools, establish a goal to improve the current level, and work 
together to achieve that goal

• Individual teachers identify an area of weakness and use expertise 
within the PLCs to help address their difficulties 

• Assist teachers to integrate their own professional knowledge with 
the latest research-based knowledge about content and practice

• Developing expertise in the analysis of learner results on evidence-
based assessments such as ANA and NSC to determine teachers’ own 
development trajectories 

• Curriculum orientation (activities to develop understanding of, and 
the ability to use, the Curriculum and Assessment Policy Statements) 

• Learning how to interpret and use curriculum support materials such 
as workbooks currently being developed and distributed to teachers 
and schools by DBE (DBE and DHET 2011)

Permit your peers to observe your lessons in order to develop the quality of 
performance and competence
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Formal courses and workshops

• Recording teaching and learning in the classroom, and then working 
together to learn from these video records of practice 

• Reinforcing and consolidating learnings from formal courses.

Find out more on setting up and running your PLC on page 30.

D. Formal courses and workshops
These are any formal professional development activities which are run by 
anyone outside of your school or PLC. They often employ the services of 
experts in a particular field who conduct workshops, seminars and other 
more “traditional” forms of professional development. They could be either 
short or long courses and could include regular distance education course 
support group meetings.

These sessions usually take place outside the school but could be at any 
location, for example at a full service school, a circuit, district or provincial 
training centre or an education centre.

Speak to circuit office and district officials to find out what training is 
available and whether any has been scheduled for your school. Build it into 
your programme.

Examples of formal workshop or course activities
• Recommended for developing subject knowledge and effective teach-

ing strategies provided it is backed up with school or PLC based support. 
This follow up helps to ensure greater impact

• DBE designed courses to address systemic needs such as courses which 
develop subject knowledge, enhance curriculum delivery, explain new 
policies and implementation strategies

• Structured tutorial / support groups for teachers and managers regis-
tered on distance education programmes

• DHET initiated courses, resulting in certificates and qualifications 

• University  programmes or other accredited courses that teachers may 
participate in

The diagram suggests a structure for your cluster-based PLC or CoP

10 schools 10 schools 10 schools 10 schools 10 schools 10 schools

District component teams

Circut team 1 Circut team 2

COP 1 COP 1COP 2 COP 2COP 3 COP 3

Subject (or 
grade-/
phase-specifi c) 
committee

Subject (or 
grade-/
phase-specifi c) 
committee

Subject (or 
grade-/
phase-specifi c) 
committee

Subject (or 
grade-/
phase-specifi c) 
committee

Subject (or 
grade-/
phase-specifi c) 
committee

Subject (or 
grade-/
phase-specifi c) 
committee
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Achieving your development goals

PUTTING THE ELEMENTS TOGETHER
Your development goals can be achieved in many different ways. Use a 
combination of different ways for your professional development activities, 
depending on your goals. Here are some examples.

Goal How to achieve it

A teacher wants to 
keep up to date with 
latest trends in her 
subject area 
(Technology) 

• Self directed learning; teacher 
subscribes to a Technology 
magazine

• She then shares her knowledge 
with her colleagues in both her 
In-school and PLC sessions

• Together the group discuss ways 
of using the new subject 
information in the classroom

A school plan to 
address the low 
maths results in one 
grade

• A school-based subject group 
regularly meets to share 
intervention ideas and evaluate 
their success. 

• This same group meets other 
teachers from other schools in a 
PLC which does the same thing 

Teachers receive 
ongoing support 
and mentoring 
around effective 
curriculum delivery

• Cluster-based professional 
learning community which 
meets regularly at an education 
centre to discuss curriculum 
delivery

Using your list of prioritised needs, develop a structured personal and 
school professional development plan which uses some or a combination 
of all of the elements to achieve your goals.

Your plan needs to state:

1. What will be done.

2. Who will coordinate or do the task.

3. How the task will be done including the 
support or additional resources that you need.

4. When it must be done.

5. How you will report back on progress.
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"When are we supposed to do CPTD?"

Remember!

• Development is an ongoing process, so you need to keep reflecting 
and building on your experiences and changing your plans as you 
progress on the road to meeting your goals. 

• Give enough time for learned skills and knowledge to be used and 
tested in the classroom 

• Work together to support each other. Identify sources of support 
already in place or that you can easily access. For example, teachers in 
your school or district, your SMT, SGB, local NGOs, trade unions 
(including CNPDI). If available, access support from further afield, such 
as from subject-based professional associations, subject advisors, 
district officials, SACE, ETDP SETA.

13.  Timetabling your professional development 
programme

One of the biggest challenges is to find time for professional development 
programmes. But as soon as you decide that this is something you really 
want to do, finding the time will be much easier. Most professionals put 
in many extra hours to get to, and stay at, the top of their game. 

When there are many demands on your time during the day and school 
week, fitting in CPD activities might mean doing them at home in the 
evenings, over the weekends or while your learners are on holiday.

“The dictionary is the only place where Success comes before Work. Work is the key to success, and hard work 
can help you accomplish anything.” Vince Lombardi Jr.

Professional development 
time is for discussion, 
observation, reflection 
and learning.
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Making time for teacher education

Here are some ideas for scheduling time for professional development 
activities:

Self study and in-school professional development
• Integrate teacher development into the school timetable by adjusting 

the school week: for example, add 15 minutes every morning to class 
time, then have an extra hour on Friday or on another day for teacher 
development

• Stay at the school for additional time on certain days during the week 
to participate in professional development activities after the learners 
have gone home, or while learners are participating in supervised after-
noon study hours. 

• You could also participate in your own self-directed learning while 
supervising learner afternoon study hours. 

• Use immediate pre- and post- term periods – stay at school for a day or 
two after school closes for the holidays or return to school two days 
before schools open for the term, and these days could be used for in-
school professional development.

• Spend one week during the summer and/or winter holidays partici-
pating in professional development activities.

Professional Learning Communities (cluster based 
activities)
Different subject areas can meet on different days to stagger the days and 
times when teachers are outside of the classroom

• Provide common preparation time: build the master schedule to 
provide common preparation periods for teachers. Each team might 
designate one day per week to engage in collaborative rather than 
individual planning.

• Parallel scheduling: schedule common preparation time by timetabling 
specialists (e.g. Music, art, PE) to provide lessons to learners across an 
entire grade level at the same time each day. This will free teachers to 
engage in collaborative planning during those times.

• Adjust the start and end time: gain collaborative time by starting the 
workday early or extending the work day one day each week to gain 
collaborative team time.

• Shared classes: combine learners across two different grade levels or 
courses into one class. While one teacher or team teaches, the other team 
engages in collaborative work.

• Group activities, events, and testing: teams of non-teaching staff 
members or trusted community members could coordinate activities 
that require supervision of learners rather than instructional expertise 
while teachers engage in team collaboration.

Self study

In-school professional 
development

Professional Learning 
Communities
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Making time for teacher education

Formal courses and workshops 
• Apply for prolonged formal study leave 

• Appoint substitute teachers  

• Make use of student-teachers: supervised student teachers could take 
over some classes, so allowing teachers to be freed for professional 
development activities.

Proposed Quarterly Professional Development 
Programme
Your quarterly programme could look like this.  

The above table suggests that 

• Eight hours a term be spent in content development activities run 
by outside organisations, 

• Two hours per month in cluster-based PLC, 

• Four hours per month in in-school professional development 
sessions and 

• Eight hours per month on self-directed learning activities. 

This totals to 150 hours per year in professional development activities. 

This is just one of the reasons why is it important to get support from your 
school management; they can help with timetabling the programme.

Month 1 Month 2 Month 3 Annual

Intervention W1 W2 W3 W4 W1 W2 W3 W4 W1 W2 W3 W4 Total
X 3 

quarters

Content 
development

8 8 24

Professional 
learning clusters

2 2 2 6 18

In-school PD 
sessions

2 2 2 2 2 2 12 36

Self-directed 
learning

2 2 2 2 2 2 2 2 2 2 2 2 24 72

Total hours per 
week

4 4 4 2 4 4 4 2 4 4 4 10 50 150

Total hours per 
month/Term

14 14 22 50 150

Regional 
Monitoring

1 1 1 3

Formal courses and workshops
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Keeping track of your goals

14. Documenting your achievements
Tiresome as it may seem, documenting your progress is 
really important. You need to keep track of your goals, your 
plans to reach them, challenges you encounter along the 
way and of course, your accomplishments.

We will talk about two ways to do this.

A REFLECTIVE JOURNAL  a
The first way is through a reflective, private journal that 
you don’t need to share with anyone. Every day that you 
spend developing yourself through self directed or other 
study is a day spent as a lifelong learner. Every day that you 
really think about what you are doing, how you are doing it 
and how it is impacting on your teaching is a day spent 
being a reflective practitioner. And it is a good idea to 
document these thoughts and actions in a journal in order 
to keep track of your ideas around your work.

It is up to you how you record this information but here are 
some ideas.

You could have an entry for every day that you work on 
different activities or reflect on your classroom practice, 
describing the following aspects:

A PORTFOLIO OF EVIDENCE a
Another less personal way in which you can 
keep track of your journey as a lifelong learner is 
through a portfolio of evidence or a professional 
development portfolio. This is a collection of 
materials that records and reflects your plans 
and work to date. This will help you by keeping 
track of what you’ve already achieved and 
helping you to identify new development needs. 
It will help your career path by giving a 
comprehensive overview of roles, responsibilities, 
achievements and proof of development 
activities you’ve been engaged in. 

Your portfolio could include the following:

• Job description

• Professional development plan

• Presentations made and notes taken at CPTD activities 
and team meetings

• Work plans

• Examples of LTSM (e.g. for differentiated lessons)

• Examples of learners’ work and assessment records

• Self evaluations and reflections

• Feedback from mentor / supervisor, colleagues, learners 
and their caregivers

• Observation notes

• Qualifications and certificates

• Self-directed learning journal / reflective journal 

• SACE’s Passport to Professional Development which 
captures the accumulation of PD points stamped when 
hours are achieved.  

• Date and time (start and finish)

• Location

• Purpose of activity: 

• Long-term goal you are working to 
achieve  

• Short-term goal of this session

• Description of what you did

• Thoughts about what was learned, including  
key lessons and/or new facts 

• Notes to yourself of things to follow up on or 
of things to discuss with your colleagues

• Details about ideas you’ve tried that work 
well and those that don’t work well 

• Evaluation of how this will / has impacted on 
teaching and learning in the classroom.
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"How do we know that it's working?"

15. Measuring your impact 
As with any plan, you need to find ways of checking how successful your 
development efforts are. You need to keep checking how things are going, learn 
from what you are doing and then change plans or strategies to make sure that 
you keep working to achieve your goals. This is called monitoring and evaluation. 

The real evidence of your success will be seen in your learner results, happiness 
and achievement at school. This means that, as your development progresses, your 
learner results should improve, both in your own school assessments and national 
assessments. Use these results to keep you updated on where your efforts should be 
concentrated.

Your school should have monitoring and evaluation procedures already in place 
and formal courses will have their own evaluation guidelines. 

Any monitoring and evaluation system needs to answer the following questions:

1. How is your programme monitored and evaluated? 

2. How are the quality and effects evaluated?

3. What measures / indicators are used to evaluate the impact of development 
activities (at individual teacher, learner and school-levels)?

• How do you gather your information?

• Who evaluates the information?

• What do you do with the information you gather? Who discusses it and how do 
you use is it to inform future planning (at all levels)?
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Documenting the impact of your development activities

You could use the following table to try to document the impact of your professional 
development activities. 

Evaluation of CPD programme for the period _________to_______________

Description of CPD activities

1.

2.

3.

4.

Description of changed practice as a 
consequence

1.

2.

3.

4.

Description of impact on: (Add to or amend indicators below).
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Date

Designation

Signature
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Setting up your PLC

16. Setting up a 'Community of Practice' or PLC
Your PLC should be a non-threatening and non-judgmental, free and 
collaborative place. Teachers should:

• Feel comfortable with each other 

• Care about one another 

• Share common goals and values, and 

• Have the skills and knowledge to plan together, solve problems 
together, and openly debate ideas and strategies. 

Don’t be scared to mix new and experienced teachers in one PLC. It is a 
good idea which can benefit both groups and provide the space each 
group needs to address their particular learning needs. New teachers will 
not yet have the experience to anticipate learners’ learning difficulties and 
to make the on-going adjustments in instruction to address them. 
Working with experienced teachers on planning instruction and 
assessing learner work will help these teachers to develop the practical 
knowledge that is essential to teaching. Experienced teachers benefit 
from working with newly qualified teachers because it requires them to 
make their thinking explicit. This can help experienced teachers to 
examine their own practices and identify and build upon their 
successes and their challenges. Experienced teachers can also enrich 
their practice through learning about the new ideas, enthusiasm and 
new knowledge that beginning teachers bring to the group.  
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Setting up your PLC

BUILDING A CULTURE OF COLLABORATION AND TRUST
The first task is to work at building a culture that supports collaboration and 
sharing. Trust among members is essential. If teachers are to work collaboratively 
to change teaching and learning, they must overcome their fear of exposing their 
strengths and weaknesses and be able to trust their colleagues.

Trust will be built over time, but to promote trust right from the start, members 
should begin by discussing rules for how they will collaborate and communicate 
with one another. Each PLC must create its own rules or norms. These norms must 
be explicit and shared, and should specify how members of the professional 
learning community will act, talk and work together and how they will address 
violations of norms by members. 

COMMITTING TO SHARED GOALS
It is very important that members share PLC goals and vision, see the value of 
working together, and voluntarily join the group rather than being told to join. You 
do not want members who would rather be elsewhere and this will impact on their 
attendance, participation and commitment to the group and its work. 

We recommend that you encourage teachers to join but do not force them. As 
soon as your group gets going and members start talking to others about the 
benefits of belonging to a PLC, you will get many more teachers wanting to join 
the group. Make membership attractive by meeting at a convenient and attractive 
location and offering refreshments. This does not need to be expensive as each 
member could take a turn to bring snacks for the whole group or you could always 
‘bring and share’. Sharing a meal/snacks is a good way to build relationships and 
get members talking to each other.

Address issues such as membership, attendance, active participation and 
commitment when developing your norms.

Make membership attractive by meeting at a convenient and attractive location and offering 
refreshments.
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DEVELOPING GROUND RULES 
Read the cartoon opposite on ground rules and do the activity below:5

Activity for your group to develop a set ground rules.
1. Explain to the group that effective groups generally have a set of rules 

to govern individual behaviour, facilitate the work of the group, and 
enable the group to accomplish its task.

2. Provide examples by reading through the example ground rules 
below. Also show them the list of questions opposite.

3. Say that you want to establish a set of ground rules for your PLC:

• To ensure that all individuals have the opportunity to contribute 
freely and equally in meetings;

• To increase productivity and effectiveness; and
• To facilitate the achievement of its goals.

4. Give five cards to each person.

5. Ask each person to reflect on and record behaviours they consider ideal 
behaviours for a PLC. Ask them to write one idea on each of their cards. 

6. Shuffle all the cards together. 

7. Turn cards face up and read each card aloud. Allow time for the group 
members to discuss each idea. Tape each card to a display board so 
that all group members can see it. As each card is read aloud, ask the 
group to determine if it is similar to another idea that already has 
been expressed. Cards with similar ideas should be grouped together.

8. When all the cards have been sorted, ask the group to write the rule 
suggested by each group of cards. Have one group member record 
these new rules on a large sheet of paper.

9. Review the proposed norms with group. Determine whether the 
group can support the norms before the group adopts them.

• We will work together as a 
community that values consensus 
rather than majority rule.

• We will participate fully at 
meetings by becoming familiar 
with materials before we arrive 
and by fully engaging during the 
meeting.

• We will invite and welcome the 
contributions of every member 
and listen to each other.

• Each of us is responsible for airing 
disagreements during the 
meeting rather than carrying 
those disagreements outside the 
board meeting.

• We will operate in a friendly 
atmosphere.

• We will use humour as 
appropriate to help us work 
better together.

• We will keep confidential our 
discussions, comments, and 
deliberations.

• We will be responsible for 
examining all points of view 
before a consensus is accepted.

• We will be guided by our mission 
statement, which focuses on 
organisation and professional 
development to enhance success 
for all learners.

Questions to guide you 
when writing rules. Think 
about the following:

Time-When do we meet?

• Will we set a beginning 
and ending time?

• Will we start and end on 
time?

Listening

• How will we encourage 
listening?

• How will we discourage 
interrupting?

Confidentiality

• Will the meetings be 
open?

• Will what we say in the 
meeting be held in 
confidence?

• What can be said after the 
meeting to others?

Decision Making

• How will we make 
decisions?

• Will we reach decisions by 
consensus?

• How will we deal with 
conflicts?

Participation

• How will we encourage 
everyone’s participation?

• Is attendance voluntary?

• Will we have an 
attendance policy?

Expectations

• What do we expect from 
members?

• Are there requirements for 
participation?
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BREAKING GROUND RULES: HOW NOT TO ACHIEVE CONSENSUS
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Setting up your PLC

SCHEDULING SESSIONS
Choose a venue that is convenient and cost effective for all members to 
get to. Also consider the equipment: You will need to use photocopiers, 
printers and computers, make sure your location has the required facilities.

Allow time for members to meet, get to know each other and build 
relationships. Each session needs enough time for teams to work through 
issues thoroughly so that members go away feeling as if something has 
been accomplished, rather than leaving things unresolved and in the air. 

FACILITATING SESSIONS

You need to decide how to organise your sessions. At the start, to get the 
ball rolling and properly establish the group, we recommend that sessions 
are conducted by a skilled facilitator or someone with leadership skills. As 
the group develops, and teachers gain more confidence and leadership 
skills, facilitation responsibilities could be rotated amongst different group 
members. 

The role of the facilitator

The facilitator creates a safe place so that participants can share their 
experiences and express their views freely. A good facilitator raises 
important questions and encourages people to reflect on them. This 
means having very good listening skills and knowing when not to talk. A 
facilitator asks provocative questions and follows up for clarity.

It is also the facilitator’s job to keep the group moving forward. While 
being sensitive to individuals, you also need to understand the goals of 
the meeting and be able to think ahead of time about possible directions 
in which the discussion might go. 

• Encourage members to listen to each other and try to understand 
each other’s views and experiences

• Don’t criticize other people’s views  

• Make sure that members are not sidelined and that everyone 
participates and has a chance to speak (Are the participants 
communicating well? Is anyone dominating the discussion? Who 
hasn’t expressed an opinion?)

• Don’t express personal views or take sides. You are there to guide 
the discussion and keep people focussed on the issues, not to join in 
and present your opinions as if they were facts

• Keep the group focussed on the topic

• Reflection and getting people to examine their thoughts about 
issues is important so give members time to do this. Do not fear 
silence. It is alright if people take time to think about what has been 
said and to consider the options

• Show respect for each member by summarising their opinions. 

• Respect and protect the feelings of the group by your own 
example. Discourage ridicule, blaming and personal belittling. Refer 
to the ground rules when necessary

Leadership skills

• Ability to see the bigger 
picture and understand 
whole school and national 
needs and priorities

• Leadership and management 
skills to help lead a “learning 
community” and contribute 
to the strategic direction of 
the group

• Advocacy skills to motivate 
and encourage

• People skills to understand 
needs and aspirations and 
respond to them, to avoid 
conflicts, to understand 
personal preferences and 
concerns

• Skills of discrimination in 
order to select from a range 
of offerings and methods 

• Oral and written 
communication skills 

• Facilitation skills to steer the 
group and get the most out 
of it for everyone

• Monitoring and evaluation 
skills to measure impact

• Administrative efficiency and 
organising ability

• ICT skills to access website 
information

• Passion for this lifelong 
learning process.
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• Anticipate conflict and when it arises, explain that disagreement over 
ideas is to be expected. Do not allow it to become personal. Appeal to 
the group to help resolve the conflict and refer to the ground rules 
when necessary

Working with groups
As preparation for working in a PLC, it is helpful to understand some basic 
group dynamics and what you can expect as groups of individuals learn to 
work together. In the 1960s, a psychologist, Bruce Tuckman spoke of four 
phases that groups need to go through in order to be able to function 
effectively as a team: 

STAGES OF GROUP DEVELOPMENT

STAGE 1: DEPENDENCE At the start of any 
group process, people are on their best 
behaviour as they get to know each other. 
They tend to depend on the facilitator for 
direction.

STAGE 2: REBELLION As people become more 
comfortable with each other, they express 
themselves more openly and different ideas 
compete for attention. Conflicts can arise so 
tolerance of different opinions is emphasised. 

STAGE 3: COHESION Gradually, as trust grows, 
and commitment to common goals develops, 
the group starts working together and 
making progress towards goals. 

STAGE 4: ACHIEVING The motivated team functions 
well and resolves differences without direction 
from the facilitator, who can now assume a 
participatory role as fellow team member. There 
is often an overlap between stages, especially 
when there are new challenges. 
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38 Guidelines and Protocols for Continued Professional Development of  Teachers

ENGAGING IN PROFESSIONAL DEVELOPMENT 
ACTIVITIES
We recommend that you start subject-based PLCs for FET phase and 
phase- or grade-based PLCs for the GET phase. Regardless of the subject 
area, your learning communities need to focus on the following:

Focus on learning and learners
• Although contexts vary, focus on your learners learning and 

well-being.

• This focus should drive the selection of what you discuss in terms of 
content, processes and assessments. 

• Don't be distracted by other issues that waste time and divert energy.

Engage in rigorous analysis
Keep learner achievement in focus. Examine school and classroom data 
on an ongoing basis. Have the courage to ask tough questions and 
develop honest answers. Analysing and using data collaboratively to 
develop effective teaching strategies should be at the centre of the work 
you engage in through your PLC. 

Continually evaluate progress
Evaluate the learning and effects of your work on an ongoing basis. To do 
this, you need to set goals and identify ways to measure whether and how 
PLCs help you to reach them. Collecting data at regular intervals will help 
members make informed decisions about their teaching practices. 

This means that your PLC should be committed to a process of continuous 
improvement where members collectively:

• Gather evidence of current levels of student understanding.

• Develop strategies and ideas to build on strengths and weaknesses in 
that learning.

• Implement those strategies and ideas.

• Analyse the impact of the changes to discover what was effective and 
what was not.

• Apply new knowledge in the next cycle of continuous improvement.

17. PLC activities you can start with
There are many CPD activities you can engage in but as a start, we provide 
tools for conducting four kinds of activities:

• Learning from collaborative planning

• Learning from analysing learners’ work

• Learning from successes in the classroom

• Learning from challenges faced in classroom practice

Use or adapt them to suit your group’s needs.
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Tools for your PLC activities

Improve the quality of 
teacher education and 
development to improve 
the quality of teachers 
and teaching

LEARNING FROM COLLABORATIVE PLANNING
Purpose of this tool: This tool will help you to plan curriculum delivery

How to use this tool: Use this tool to assist each other in developing 
lesson, unit, weekly or term plans. 

Preparing for collaborative planning 
Before meeting, decide which teacher will bring their lesson plans or term 
plans to the meeting. All participants should bring copies of the relevant 
curriculum statements. The presenting teachers should:  

1. Make and bring copies of their draft the lesson/ unit/term template; 
2. Collect and bring relevant materials, such as assignments, rubrics, 

lesson plans, curricular materials (CAPS, textbooks, workbooks, teacher 
guides), any relevant departmental or school curricular guides, common 
exams, etc. that you plan to use in your work; 

3.  Be prepared to describe the unit they want to plan. 

Planning
1. The presenting teacher distributes drafts of the plan template and any 

relevant materials and describes the planning task. 
2. The group generates ideas for the plan using the curriculum 

documents and the materials distributed by the presenting teacher. 

Use the following questions as a guide for 
planning:
• What content strand or grade level content expectation(s) does the 

unit address?

• What are the key concepts, content and processes that learners will 
learn?

• How can you sequence these lessons so that learners build on and 
integrate the knowledge and skills they develop from one lesson to the 
next?

• How will the unit move learners towards independent learning?

• In what ways will you assess learners’ progress during the unit?

• What kinds of difficulties do you anticipate learners will have in learning 
these concepts, processes and content? How will you address these in 
the unit?

• How will the unit engage learners with different abilities and needs 
(inclusion)?

• How will the unit engage second-language learners?

• What do you see that might result in some learners disengaging from 
learning over the course of the unit?  How will you address this?

• What final, or culminating, assessment will you use to assess learner 
learning? 

• What are the major lessons in the unit that will enable learners to 
develop their understanding of the key concepts, content and 
processes? 
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Tools for your PLC activities

LEARNING FROM ANALYSING LEARNERS’ WORK
Purpose of this tool: Use this tool to analyse learner work.

Getting ready to present
1. Select a project, task or assessment that addresses a school-wide goal 

for learner performance. What is selected should call for significant 
learner work products or performances.

2. Gather relevant documents that will help members understand the 
project or task, i.e., assignment sheets, scoring/grading criteria or 
rubrics, models, timelines, etc. Think about what other key information 
members will need to understand the task and how you can present 
that information clearly.

3. Select samples of learner work that demonstrate authentic learner 
responses to the project or task. 

4. Frame a focusing question for members to address a real concern so that 
the group knows what you want to learn from the analysis.

Possible samples of learner work
• Written work (or artwork) from several learners that typifies the range of 

responses to the same assignment

• Several pieces of work from one learner in response to different 
assignments

• One piece of work from a learner who completed the assignment 
successfully and one piece from a learner who did not 

• Work done by learner groups (include work of at least two groups that 
were given the same assignment)

• Video - or audiotapes of learners working, performing or presenting 
their work (this might be particularly useful for very young children). The 
clips you present should not be longer than 5–7 minutes.

Discussion:
Briefly describe the reason for analysing the work (the challenge or difficulty), 
the context for the learner work, including objectives, assignment, 
assessment rubrics/assessment criteria and information about the social 
context of the classroom and learners’ learning histories.

When discussing learner work and teaching materials:
• Look at the relevant curriculum requirements and the samples of learner 

work (ranging from below to exceeding standards if possible).

• Consider what learners have to know to complete the assignment and 
difficulties different learners may encounter.

• Stay focused on evidence present in the work.

• Look for patterns in the work that provide clues to how and what the 
learners were thinking and why they achieved differently. 

• Listen for differences in perspectives and use disagreement as an 
opportunity to reflect upon your own thinking.

What new perspectives did 
your colleagues provide?
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• Generate ideas for revising the teaching / assignment / assessment to 
address learner difficulties whilst still complying with curriculum 
requirements.  

When you reflect on the process of looking at learner work
• What did you see in the learner work that was interesting or surprising?

• What did you learn about how the learner(s) thinks and learns?

• What about the process helped you see and learn these things?

• What did you learn from listening to your colleagues that was interesting 
or surprising?

• Compare what you see and what you think about the learner work with 
what you and your learners do in the classroom.

• What new perspectives did your colleagues provide?

• How can you make use of these perspectives?

• Identify questions that the learner work and your colleagues' comments 
raise for you. How can you pursue these questions further?

• What would you like to try in your classroom as a result of the analysis?

Decide how you will apply what you learned in your classroom. Use the 
grid to identify the changes in approaches, material or management you will 
make based on the analysis of student work, and how you will assess their 
contribution to student learning.  After you apply what you learned, 
complete the grid by identifying how the changes contributed to your 
learners learning and identifying the questions and problems that arose 
over the course of your efforts. The grid thus helps you to identify your 
learners’ learning needs and your own problems of practice so you can start 
the inquiry and analysis process again.

What did I learn from the 
analysis of student work?

How will I apply it in my 
classroom?

How will I assess its 
contribution to student 
learning?

What’s the evidence of 
its connection to student 
learning?

What questions or 
problems do I need to 
investigate now?

Use disagreement as an 
opportunity to reflect on 
your own thinking

What did you see in the 
learner’s work that was 
interesting or surprising?
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LEARNING FROM CHALLENGES IN CLASSROOM PRACTICE
Purpose of this tool 
Everyday teachers encounter multiple challenges in their classrooms. 
Identifying these challenges and investigating them closely is a great 
opportunity for teacher education. This tool will help you and your colleagues 
to address challenges of classroom practice that arise in your classrooms and 
also to hone your reflection skills.

How to use this tool
One teacher should volunteer to present to the group. They should present 
their challenges around a particular section of the curriculum and bring 
relevant samples of learners’ work. 

The facilitators must make sure that the presenter and other group members 
get heard and that they stay focused on the issue being discussed.  They 
should also make sure that the group finishes the task by the end of the 
allotted time so that the presenting teacher gets some concrete ideas to 
work with and things are not left hanging in the air. 

Presentation 
The presenting teacher distributes copies of the selected learner work and 
shares information on the learners, the context and the assignment. The 
teacher then describes the problem or question that s/he wants to examine. 
The presenting teacher should provide enough details so that the group 
gets a clear picture of the problem and the conditions that surround it.

Reading the learner’s work 
The participants examine the learners work silently, taking notes on part of 
the work that they feel are most relevant to the presenter’s problem.

Discussion 
The participants talk to the presenting teacher in discussing various aspects 
of the problem presented, how it is manifested in the learners’ work and how 
the teacher can address it. A central goal of the discussion is to engage the 
presenting teacher in looking closely at the learner work to determine how 
the learners are engaging in and learning through the task. The discussion 
should also help the presenting teacher look at learner work in new ways 
and to develop multiple perspectives on the problem under study. To do 
this, the group pushes the presenting teacher on description, interpretation, 
evaluation and alternative courses of action. The following questions can 
help to do this:

Description 
• Could you describe that more? I can’t quite see it clearly yet?

• What did you see in the work that makes you think that?

• Could you say more about X in the work or in the context? Maybe it is 
important to your problem or to the learners and their learning.

• How might your own and your learners’ gender (or other relevant 
issue) be informing the way you understand this problem? How could 
you consider these issues in your description of the problem and/or of 
the learner work? 
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Interpretation
• That’s a possible explanation. What’s another one?

• That’s a possible explanation. Here’s another one that I see as I look at 
the learners’ work/as I listen to your description…

• That’s how I usually think about it. How else can I think about it?

• If we think about issues of gender (or other relevant issue), what kinds of 
explanations emerge?

• What is gained by this explanation? What might be lost? For whom? 
How?

Evaluation
• What’s at stake here? Who could gain or lose in this situation? What? 

Why? 

• What should we care about in this situation? Why?

• What evidence do we have from the learners’ work or the context for 
reaching that conclusion?

Course of action
• What could you do?

• What are the possible consequences for you in this course of action?

• What are the possible consequences for your learners? Will the 
consequences be the same for all your learners? How might they be 
different for different learners?

• What other courses of action could you take? 

• What are the possible consequences for you and your learners?

Debriefing 
The session ends with the group identifying what you learned through the 
process, what facilitated this learning, what it means for everyone and what 
issues you, as a group, may need to address in the future.

References
The discussion questions are adapted from Tom Bird’s (2003 – 2004) “Deliberate 
practice” and “push” process.”6

For further examples of analysing problems of practice together see: 
http://www.nsrfharmony.org
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LEARNING FROM SUCCESSES IN THE CLASSROOM
Purpose of this tool 
Use this tool to share cases of successful practice in order to understand 
better the conditions, decisions and actions that made them successful so 
that you can all build upon them in the future.

How to use this tool: 
Before the meeting, each group member should write a brief description of 
significant progress that has been made or a success that has occurred in her 
or his classroom. The descriptions should include details about the success or 
progress, the decisions and actions the teacher has made and how they have 
contributed to the success/progress. The descriptions should also identify 
other conditions the teacher believes are relevant to the success. Group 
members share these descriptions and draw out classroom implications from 
them. 

Steps
Sharing cases: Members share their descriptions of success or progress.  
Participants should take notes on each description during their colleagues’ 
presentations.

Analysis and discussion
 Participants reflect on the successes and offer ideas about why they think 
the presenters’ decisions and actions contributed to the successes. They also 
identify the other conditions that they think may have contributed to the 
successes.

Principles and applications 
Using the chart above, the facilitator leads the group in compiling a list of 
specific successful decisions and behaviours and then identifying the 
principles that underlie them. The group also generates ideas about how to 
apply these principles in their classrooms in the future.

Learning from our successes
Successful behaviours Contributing conditions Principles of practice Classroom implications

Teachers who understand 
and are able to interpret the 
curriculum to ensure that 
learners are engaged in 
learning are at the heart of 
education transformation.

Mrs Angie Motshekga, 

Minister of Basic Education

CPTDmanual_0309copy.indd   44CPTDmanual_0309copy.indd   44 2013/04/19   12:48 PM2013/04/19   12:48 PM



45SADTU Curtis Nkondo Professional Development Institute

Roles and responsibilities

School-based Professional Development Committee 7

Purpose
The Professional Development Committee reports to the SMT. Its purpose is to ensure the efficient and effective 
development and delivery of the CPTD policy and programmes. Within this role the main responsibilities will be to:

• Promote CPTD as a central element of school improvement;

• Create and sustain arrangements for the CPTD of all staff;

• Monitor and report upon the effectiveness of CPTD undertaken;

• Create and promote a culture of collaboration and joint endeavour 
amongst staff;

• Maintain and develop links with sources of CPTD provision.

Suggested Composition
• Principal

• Member of School Management Team

• Subject or Phase representative for each phase and/or subject

• Teacher Union representatives

• Member of the School Governing Body (SGB)

• Subject Advisors

• Member of NGOs offering CPTD activities on an Ad Hoc basis

Promoting CPTD as a central element of school improvement
1. To ensure coherence between the rationale and arrangements for CPTD and the procedures for school 

improvement;

2. To contribute to school self evaluation in ways that to inform CPTD provision;

3. To liaise with, and advise, the SMT and SGB on the priorities within the range of needs identified, and of  ways to 
access provision to meet them;

4. To advocate for CPTD amongst all school role-players, including caregivers, and promote the benefits of 
participation in relevant initiatives and projects.

Creating and sustaining arrangements for the CPTD of all staff
1. To create and maintain robust, transparent arrangements and support structures for CPTD that are known to all 

staff;

2. To be the first point of contact for staff on matters relating to CPTD;

3. To advise on, administer as necessary and liaise with the district, the budgetary arrangements for CPTD;

4. To provide support and guidance to staff on developing and maintaining their CPTD portfolio;

18.   Ideas for roles and responsibilities of a 
Professional Development Committee

If you decide to form a Professional Development Committee, you can 
draw on these ideas to write up their roles and responsibilities.    

The school principal and SMT need to 
lead by example. While they serve an 
important function as administrators 
(and need to ensure that they have 
the appropriate skills to perform 
these functions), they also need to be 
academic leaders in teaching and 
learning, driving their own 
professional development, upskilling 
themselves to offer support to 
teachers in teaching and learning 
matters, and advocating for the 
importance of CPTD as part of life-
long learning
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5. To ensure that all members of the school community have an opportunity, through mechanisms such as self 
evaluation and appraisal, to discuss their development needs and aspirations as well as the most effective 
forms of delivery;

6. To ensure that all members of the school community have an equality of access to the range of induction and 
continuing professional development opportunities including support provision from the school (HODs, 
subject specialists, peers, subject committees) and district and province (subject advisors, PLCs)

7. To provide information to staff about progression routes within their employment and support and monitor 
their achievement therein;

8. To organise and make available to staff, relevant information in appropriate electronic and hard copy formats;

9. To provide information to staff about effective forms of professional development.

Monitoring and reporting on effectiveness of CPTD
A CPTD committee or lead person should be established as a regular part of the SMT.  They should facilitate and 
monitor CPTD activities that occur in the school.  The responsibilities of the committee/lead person will include:

• To ensure that the CPTD provision is varied, is fit for purpose and conforms to best value principles;

• To ensure that all provision is of a consistently high-quality;

• To report to the SMT and SGB on all aspects of CPTD provision, including an annual report on its provision and 
impact;

• To ensure that all opportunities made available conform to the standards and qualifications;

• To implement procedures that monitor take-up and evaluate the impact of CPTD provision.

In addition, senior management (i.e. principal or HODs) need to meet regularly with teachers to discuss their 
individual professional development plans and to evaluate their progress.  They will then submit quarterly reports 
to the CPTD committee, who then reports annually to the district.  The annual district reports should reflect on the 
number of hours of CPTD fulfilled by each teacher in the school (including details on the delivery method, impact 
and quality of the training received), as well as how it was tracked and how the school assisted in the fulfilment of 
these requirements.  

Creating and promoting a culture of collaboration and joint endeavour amongst 
school staff
1. To make a leading contribution to whole-school understanding and commitment to the principles of personal 

responsibility, mutual support and a sense of common purpose in relation to CPTD;

2. To create and maintain systems whereby all staff are able to benefit from the collation and dissemination of 
good practice and other CPTD outcomes for the purpose of school improvement.

Maintaining and developing links with sources of CPTD provision
1. To develop and maintain effective links with the key providers, organisations and district offices, in order to 

give and receive information about CPTD opportunities and needs;

2. To receive appropriate information, including updates on new initiatives and developments affecting the 
professional development of the school community.
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  19. Teacher Education Initiatives

 Intel Teach to the Future Programme - SA 

The Intel Teach to the Future is a worldwide effort to help both experienced teachers and pre-service teachers 
integrate ICT into teaching and learning in order to promote and develop learners’ problem-solving, critical 
thinking, and collaboration skills. The course has been evaluated as a more advanced ICT course that teaches 
African educators ICT skills linked to pedagogy. It is aimed at educators who can already use ICT but want to 
learn its application in their teaching practice. 

Factors that affected the success of the initiative (lessons learnt):

• Endorsement by the National Department of Education and support from all 9 Provincial Education 
Departments

• High quality resources and support provided for training by Intel

• Receiving accreditation from University of KwaZulu-Natal for participation

• Teacher led, train the trainer model adopted whereby SchoolNet SA trains one teacher per school as a 
facilitator who then returns to their school and trains their colleagues 

The Mpumalanga Secondary Science Initiative (MSSI) Project - SA 

The Mpumalanga Secondary Science Initiative (MSSI) was launched in 1999 as a province-wide initiative aimed 
to improve secondary school teachers’ operational knowledge of Mathematics and Science so that they can 
assist learners to attain predetermined learning outcomes. This was a large scale initiative of CPD for 
mathematics and natural science teachers. The project had two phases: 

Phase 1: involved the training of curriculum implementers (CIs) who were then expected to act as teacher 
trainers thereafter. The training of CIs was initially carried out with a five-week group-study in Japan. Upon their 
return, the group of CIs was expected to co-ordinate district-level workshops for Mathematics and Science 
Heads of Department (HoDs) in the secondary schools within the districts. 

Phase 2: sought to bring the intervention much closer to the teachers and the classrooms. The mathematics and 
science educators that teach both in secondary and primary schools in Mpumalanga were expected to form 
groups known as teacher clusters that would meet on a regular basis for professional development activities 
and sharing. There were also mathematics and science teachers who were entrusted with the role of leading 
other teachers in promoting cluster-based and school-based professional development activities in their 
circuits and schools. 

Factors that affected the success of the initiative (lessons learnt):

• Province-wide initiative, support from MDoE

• Two phase project 

• Teacher led, mathematics and science teachers (cluster leaders) who were entrusted with the role of leading 
other teachers in promoting cluster-based and school-based professional development activities in their 
circuits and schools

• A concentrated block of time (5 weeks) to train curriculum implementers

Drawing on the expertise, experiences and lessons learnt from other countries: Japan
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Live, Short-Courses for NASA Explorer Schools (NES) - US

NASA Explorer Schools (NES) are schools selected from across the US to promote the use of NASA assets and 
educational content in classrooms. The professional development goal for the NES initiative is to address 
local challenges in science, technology and mathematics education. The short-courses aimed to facilitate 
teachers’ active learning, integration of activities into the classroom, and collaboration among groups, all of 
which have been shown to be factors that have the most significant impact on the professional growth of 
science and math teachers. A major goal of the short courses was to improve teachers’ pedagogical content 
knowledge in science. The courses primarily targeted Grades 4-9 science teachers however, representatives 
from other disciplines, participated in the short-courses. 

Factors that affected the success of the initiative (lessons learnt):

• The short courses targeted factors shown to have the most significant impact on the professional 
growth of science and math teachers 

• Seven short courses with independent assignments as follow-up activities between sessions

• Live (synchronous) online courses allowed teachers the opportunity to take courses from home or 
school and to still interact live with expert instructors, guest research scientists, and other educators

• The fast-paced, interactive nature of the course meant that each participant received an opportunity to 
share their experiences/ideas quickly and to clarify questions on the spot

• Participants were provided with expert training and resources 

• A wide variety of scientific topics were covered in the short-courses

• The nature of live courses allowed for live discussion with professionals across the country without 
having to travel

Project Integrated Education for the Disabled (PIED) - India 

The aim of this project was to develop models for educating children with special educational needs in 
mainstream schools. These models would focus particularly on teaching methods appropriate to classes of 
children with a wide range of abilities. The teacher training programme followed a three-level training 
approach:  

Level 1: a 1 week orientation course for all the teachers in the regular schools,

Level 2: a six-week intensive training course for 10 percent of the teachers, and

Level 3: a one-year multi-category training programme for eight to ten regular school teachers 

This project produced several significant outcomes such as educators had a more positive attitude to 
working with learners with disabilities and an increase in the confidence of educators in educating children 
with special educational needs in mainstream schools.

Factors that affected the success of the initiative (lessons learnt):

• Three-level training approach adopted 

• Teachers who completed the one-year multi-category training programme were required to act as 
resource teachers, providing support to a cluster of local primary schools

• The PIED was initiated by the National Council of Educational Research and Training (NCERT) and 
received financial support from the Ministry of Human Resource Development (MHRD) and UNICEF.
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Professional Development Online Mathematical Capacity Workshop (MCW) - Taiwan

The Mathematical Capacity Workshop was designed to promote teachers professional development and an 
explicit goal of the workshop was to improve teachers’ substantive knowledge of mathematics capacity. Three 
senior elementary mathematics teachers co-mentored the workshop as teaching assistants and provided 
apprenticeship and online mentoring to support the professional development of 128 pre-and in-service 
teachers of mathematics. 

Factors that affected the success of the initiative (lessons learnt):

• 15 week long workshops

• Participants were required to submit tasks such as assignments and these were evaluated by the teaching 
assistants

• A PD certificate was issued according to involvement in the workshop and the number of hours spent 
(minimum of 10 hours) 

• Nurturing of PD of participants through a computer-mediated workshop

• Access to equipment and to the Internet itself

• Availability of time to plan, work and communicate

• The prior knowledge and experience of participants

• Sustaining reflective dialogues to promote the professional development of teachers is of paramount 
importance

• An effective moderator is crucial to ensure frequent online participation

• Professional growth depends on self-directed learning
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A Case Study : The Pongola Maths and Science Enhancement  Programme (2011-2013) 

This project is a teacher development and learner results improvement project. The KwaZulu-Natal Department 
of Education (KZNDoE), in partnership with MIET Africa and the Sugar Industry Trust Fund for Education (SITFE) 
are implementing a Mathematics and Science Enhancement Project in Pongola. The programme is an initiative 
that falls within the KZNDoE’s broader Education Centres Programme. It is implemented from the newly 
established Pongola Education Centre that serves the Pongola Education Circuit, under the jurisdiction of the 
Vryheid Education District. 

The intervention targets learners taking Science and Mathematics at the FET (Further Education and Training) 
level, in order to improve their marks in these subjects. Approximately 80 learners from chosen schools are 
selected to participate in the programme consisting of Saturday and holiday classes taught by two fulltime 
tutors. 

Teachers of Science and Mathematics also participate in a teacher-development programme to upgrade their 
content knowledge and teaching skills. 

A key activity that forms part of the teacher development objective is the launching of the Maths and Physical 
Science teacher forums. 

The purpose of the launch was to appoint subject forum committees to plan a programme of teacher 
development activities, enabling educators from different schools to share their experiences and expertise. 

To avoid conflict with existing structures when forming these committees, it was highlighted that one should 
make use of the existing clusters already in place (in each ward). Thus three educators from the FET schools 
cluster were elected as the Physical Science subject committee and three educators from GET schools cluster 
were elected as the Mathematics subject committee. These committees were also tasked with the responsibility 
of selecting and including one Primary school educator in each committee. Further each committee was 
assigned a subject tutor who would initially guide the educators in creating a plan of activities to promote 
teacher development and assist teachers to lead and take control. At the launch educators were encouraged 
to join active Maths and Science Professional bodies -AMESA and SAASTE, to support the teacher forums and 
make use of resources available at the Centre so that it can become a hub for Maths and Science teaching and 
learning, to own this initiative and become leaders, and finally to become ambassadors for Maths and Science. 
The launch was well-attended not only by teachers but also the HoDs and principals from the various schools. 
Having the support at senior management level facilitated the process of the establishment and organisation 
of the subject committees. Principals, HoDs and educators expressed excitement and enthusiasm regarding 
future teacher development activities to be planned by the subject committees. 

The programme has delivered positive outcomes from Year 1 of implementation in that most learners who 
received extra support improved their performance. Also, learners participating in the programme in 2011 
achieved a majority of distinctions in Maths and Science, indicating the success of the intervention. The 
Education Centre has become a node and hub of support to the education community in Pongola. 

Factors that affected the success of the initiative (lessons learnt):

• Support from KZNDoE and the project is part of KZNDoE’s broader Education Centres Programme

• Made use of existing structures/clusters that are in place

• Subject committees are owned and led by teachers

• Support for subject committees from school senior management (Principals & HoDs)

• A subject tutor initially guided the educators in the subject committees to create a plan of activities to 
promote teacher development 

• Educators who receive support from other educators and tutor support through the workshops can 
produce quality results.

CPTDmanual_0309copy.indd   50CPTDmanual_0309copy.indd   50 2013/04/19   12:48 PM2013/04/19   12:48 PM



51SADTU Curtis Nkondo Professional Development Institute

Abbreviations

Acronyms and abbreviations

ANA  Annual National Assessments

CAPS  Curriculum and Assessment Programme Statements

CPTD  Continuing Professional Teacher Development

DBE  Department of  Basic Education

DHET  Department of  Higher Education and Training

ETDP SETA Education, Training and Development Practices Sector Education and Training  
  Authority 

ETQA  Education and Training Quality Assurance 

FET  Further Education and Training

HESA-EDF Higher Education South Africa: Education Deans Forum

HOD  Head of  Department

ICT  Internet and Communication Technology

ILST  Institution-Level Support Team

IQMS  Integrated Quality Management System 

KZNDoE KwaZulu-Natal Department of  Education

NCS  National Curriculum Statement 

NICPD  National Institute for Curriculum and Professional Development 

NSC  National Senior Certificate

NTEDC National Teacher Education and Development Committee 

PAM  Professional Administration Measures 

PED  Professional Education Departments 

PD  Professional Development

PDP  Professional Development Portfolio

PL C  Professional Learning Clusters/ Communities

SAASTE South African Association of  Science and Technology Educators

SACE  South Africa Council of  Educators 

SADTU  South African Democratic Teachers Union

SCNPDI SADTU Curtis Nkondo Professional Development Institute

SGB  School Governing Body

SMT  School Management Team
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