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INTRODUCTIONS 
This workbook is designed to support you to reflect on your work as SMT. The workbook 

could be used in sessions with SMTs collaborating with each other on all the aspects. It 

however, also has work that can be done as reflection on an individual level. 

The workbook may be used by SMT members together as a reflection and developmental 

process to improve performance and to collaborate with colleagues on the systemic and 

institutional challenges that may exist. 

1.  SECTION 1 CHANGE STARTS WITH ME 
The purpose of this section is to understand the context and urgency of change: as an individual, 

as a change agent, as a leader, and as a manager, being responsible and accountable in the 

implementation of curriculum change to improve learning. 

1.1. Change starts with me 
Reflect on the statement change starts with me. What would this mean in your role in the SMT? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

1.2 School Culture 
 What do we mean when we talk about SCHOOL CULTURE? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Can you describe the culture of YOUR school? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

How is school culture connected to the instructional core of the school? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 
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1.3 Caring School 
What would a caring school look like for you, especially in support of teaching and learning?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

1.4 SMT and Care 
What role can the SMT play in building a caring school?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

_________________________________________________________________________________ 

 

1.5. What is the story of the data? 

 

What percentage of learners who had started schools 10 years ago reached matric in your province? 

What percentage of learners who were in grade 10 in 2015 wrote matric. What is the data telling 

you about your school?  

Are you keeping track of the trends at your school? Discuss. 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________
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__________________________________________________________________________________

__________________________________________________________________________________ 

1.6 What can you change? 
Closing the gap of curriculum coverage can address/ contribute to eliminating inequality. Reflect on 

this statement. What does this mean for you and your school? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

1.7 Circle of concern and influence 
 

 

 

 

 

 

 

 

Covey proposes that challenges fall into two areas, which he terms the Circle of Concern and the 

Circle of Influence.  How can you use your personal agency and the SMTs collective agency to enlarge 

the circle of influence?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

1.8. Relationships 
Reflect on relationships at our school.  Are the relationships at your school professional? Do you 

collaborative? Do you make collective decisions based on evidence? Can relationships improve? 

How? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

CIRCLE OF CONCERN 

CIRCLE 

OF 

INFLUENCE 
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__________________________________________________________________________________

__________________________________________________________________________________ 

1 SECTION 2:    IMPROVING CURRICULUM COVERAGE 
The purpose of this section is to develop a complex understanding of curriculum coverage and 

leadership. 

2.1 DEFINE CURRICULUM COVERAGE 
Curriculum coverage has four criteria: 

What is taught as planned +  

What is learned +   in what time frame 

At what level of difficulty? 

             = CURRICULUM COVERAGE 

Discuss your understanding of the four criteria of Curriculum Coverage.  How does you schools 

understanding differ from this definition?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

2.2CASE STUDY 
Mr Thapelo a maths teacher found through a baseline assessment in Term 1 that many of his 

learners did not understand the maths concepts from the previous year. In the first term he worked 

to cover the basic concepts of maths for the previous year. Learners began to enjoy his maths classes.  

As the SMT discuss the following:  

• Is Mr Thapelo allowed to do this?  

_______________________________________________________________________________

_______________________________________________________________________________ 

• Can he make this decision by himself? Why? Why not? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

• How do DHs and Principal/ Deputy know when teachers are using their professional 

judgement to cover gaps in the curriculum? 
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___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

• What support can the DH give to Mr. Thapelo? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

2.3 CURRICULUM COVERAGE 

 

What advice would you give a teacher on when to decide when a topic is covered adequately? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

What percentage of learners must be at what level of the CAPS code? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

According to DBEs action plan there is not enough good guidance offered to teachers on: 
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• How to deal with a multitude of abilities within the same class. Do you agree? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

• How to decide when to move from one topic to the next in the curriculum when some 

learners are still clearly struggling with the previous topic. Do you agree? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

2.4 Key curriculum practices for DH 
• The tools below are examples of how the SMTs can track, monitor and support 

teachers with regard to curriculum coverage.  The tools cover the individual roles and 
responsibilities of the SMT. The frequency of this practice should be discussed by the 
school and a realistic target frequency set. 

• The over-riding goal is to leave the Teachers feeling supported, encouraged and 
enabled to improve. 
 

 
 

• As the DH you understand that Curriculum coverage cannot be judged on not what 

the teachers have taught, but what the learners have learned.  Can you use the tool 
above to support, monitor and track curriculum coverage? Would you make any 
changes to the tool? Explain 

_____________________________________________________________________
_____________________________________________________________________
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_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________ 
 
 

 

2.5 Key curriculum practices for Principal and Deputy Principal 

 

• As the Principal and DP can you use the tool above to support, monitor and track 

curriculum coverage? Would you make any changes to the tool? Explain. 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

3. SECTION 3: PROFESSIONAL CONVERSATIONS BASED ON EVIDENCE 
The purpose of this section is to build an understanding of supporting teachers to exercise their 

professional judgement by having professional conversations based on evidence.  

But what does this mean in practice?  

3.1 Scheduling professional conversations 
For a school to build practices that enable it to function as a professional learning community, 

internal accountability systems and practices must be characterised by a culture of professional, 

supportive, evidence-based conversations.  Discuss your understanding of internal accountability. 

__________________________________________________________________________________

__________________________________________________________________________________

____________________________________________________________________________ 
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Teachers will be willing to share their hard challenges if they feel that the conversations are not 

about fault finding, but are ‘safe spaces’ where they can talk about what they are struggling with 

professionally.Discuss. 

__________________________________________________________________________________

__________________________________________________________________________________

____________________________________________________________________________ 

 

Use the example of the scheduling template below and begin by scheduling professional 

conversations. The professional supportive conversations allow the DH to track and monitor 

curriculum coverage of the teacher with evidence.  

• The DH plays a supportive, caring and coaching role to assist the teacher to deal with 

curriculum challenges,  

• To reflect on what’s working and what’s not working,  

• To collaboratively find solutions to challenges and 

•  To explore solutions and agree on an action plan.  

Discuss the template below in the SMT and make any changes if necessary to work for you in your 

schools context. Remember to ensure that all the processes are covered. 

__________________________________________________________________________________

__________________________________________________________________________________

____________________________________________________________________________ 
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PLAN
TRACK/ 

MONITOR

REFLECT

IDENTIFY 
CHALLENGES

SHARE/ 
COLLABORATE REPORT

EXPLORE 
SOLUTIONS

AGREE ON 
ACTION TO 
IMPROVE & 

SUPPORT 
NECESSARY

 

1. How many teachers am I responsible to support? 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

2. On what days do I have time for a conversation? 

__________________________________________________________________________________

__________________________________________________________________________________ 

3. When will I see each teacher? 

__________________________________________________________________________________

__________________________________________________________________________________ 

After SCHEDULING the conversation, schedule the PREPARATION 

On what day will the teacher give you the documents you will need to review to be ready for the 

conversation? 

__________________________________________________________________________________

__________________________________________________________________________________  

Things do not always happen as planned! TRACK and RESCHEDULE if necessary. 
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3.2 Challenges 
When you start scheduling one-on-one professional and supportive conversations with teachers, 

what responses do you think you will receive? 

__________________________________________________________________________________

__________________________________________________________________________________ 

3.3 Responses/Strategies 
Discuss how you will deal with resistance and challenges in scheduling and conducting professional 

supportive conversations. 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

3.4Values 
What values do you think is important to inculcate as a school and in subject departments to be able 

to conduct professional supportive conversations optimally?  

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

3.5 Heads of Department 
Heads of Department also need professional and supportive conversations based on evidence!Who 

can DH have professional and supportive conversations with? 

• Principals/ Deputies? 
• Subject Advisers?  Or both.  Discuss.  

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 

3.6 Helping teachers track and reflect 
The template below is a guideline for a teacher to track and monitor her curriculum coverage. The 
weekly tracking and reflecting enables the teacher: 

• To reflect on how many learners in a class have mastered the content for the week.  

• Gives the teacher evidence to make decisions to reteach a section if many learners have not 
grasped the section or to move to a new section if they have.  

• The template becomes evidence that can be used to frame professional supportive 
conversations.  

• It also allows for collaboration with other teachers teaching the same subject and grade.  

• Furthermore it build the teachers confidence to make professional judgements. 
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HELPING TEACHERS PLAN, TRACK AND REFLECT

48

How do teachers plan what to teach for the 
work for the week? What are the good practices 
in this group?

Tracking what was taught against what was planned

Tracking what was learned  against what was taught

Making judgements about 
coverage and pace in the 
interests of the learner

Planning and tracking in preparation for a 
professional, supportive evidence-based 
conversation about curriculum coverage

 

REFLECTING, IDENTIFYING CHALLENGES AND 
EXPLORING SOLUTIONS

50

We have found that it is useful for the teacher to reflect at the end of 
the week on if she is keeping up with the pace expected by CAPS.

• Does this happen in your school? How? How is it reported? Is it 
discussed?

• Are the questions above useful? How might you adapt them for 
your school?

 
Discuss the template in the staff meeting and in the SMT meeting.  Have you adapted the template? 
How? Why? 
 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
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• By issuing the tracking template, the Head of Department is inviting the teacher to a 
professional supportive conversation. 

• Once the teacher has tracked, and reflected - the Head of Department has a key role in 
supporting the teachers to identify and find solutions to curriculum coverage. 

• By signing, the DH is accepting responsibility to offer support before expecting 
improvement. 

3.7 Documents for review 
• What documents will the DH need to review to prepare for the conversation with the 

teacher? What evidence will inform this professional conversation? Discuss. 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

 

 

4. SECTION 4 COMMUNITY 

4.1 School Community 
What do we mean when we talk about the “school community?” 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 
 In what ways is the community connected to your school? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

Who are the key community stakeholders that can support our children’s learning and 

development? How can the SMT reach out to them? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

What can we as the SMT do to create a more WELCOMING atmosphere for parents and 

other outside partners in our school? 
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___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

CHANGE STARTS WITH ME 
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SECTION 5: TOOLS 
WEEKLY TRACKING TEMPLATE FOR MULTIGRADE SCHOOLS1 

NAME OF TEACHER 

 
1Please amend this draft template to suit the needs of your school 
2Please use last year’s CAPS Planner and Tracker to plan and as a basis for tracking 
3Yes/ No 
4Estimate of learners in that grade that are working confidently at Level 4 (Adequate Achievement) or above 

WEEK ____:Refer to the trackers2 for details of the week’s work(or the ATP for subjects without trackers) 

Subjects:       
GRADE On track this week3?        

Est. learners >level 44       
# Learners in Grade       

GRADE On track this week?       
Est. learners >level 4       
# Learners in Grade       

GRADE On track this week?       
Est. learners  >level 4       
On track this week?       

DAY BRIEF NOTES ON THE DAY’S WORK:  What went well/did not go well?? What did the learners find 

difficult or easy to understand or do? What will you do to support or extend learners? Did the class 
complete the work you had planned for the lesson? What will you do differently next time? 

1  

2  

3  

4  

5  

Reflection on the week - Think about and make a note of:  

SUBJECT 
How did things go?   What do you need help with? What 
good practice could you share?   What will you do 
differently next time? 

If you are not on track, what 
will you do? 
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SOME NOTES TO HELP YOU USE THE WEEKLY TRACKING TEMPLATE 

Purpose: This template is intended to help you track and reflect on your progress in covering the 

curriculum every week.  You should use the tracking table alongside the planners (or the ATP) that 

show the work to be done each day of each week.   The CAPS Planners and the Trackers and the 

Template for all the Grades and Subjects you are teaching help teachers do the following key tasks - 

plan, track, reflect on and improve their coverage of the curriculum.  They also help the Principal 

monitor and support your work.  

Planning: The CAPS curriculum is full!  You need to do a certain amount of work each day to 

complete the work that has to be done in the term. The Planner for the Learners’ Book or Lesson 

Plans you are using indicates what work needs to be done each day of the term to do everything that 

must be done in this time. (i.e. to cover the curriculum)  

Curriculum Coverage: Covering the curriculum is a difficult task. You can’t just rush ahead, and leave 

learners behind; but nor can you go so slowly that learners are unprepared for the challenges of the 

next grade. And, of course, learners do not all learn at the same pace – too fast for some is just right 

for others. Every lesson, you make a careful judgement about whether or not learners have learnt 

what was intended by your lesson; whether enough of them are with you for you to move on; and 

what to do about learners you do not want to leave behind. The planner gives an ideal plan – but 

you will not stick to it exactly. 

Tracking curriculum coverage:  This is where tracking comes in.  When you track, you note whether 

or not you have managed to cover the curriculum. The tool provides a space for you to record this 

each week for each class.  You can also record the date when you do complete the work set for the 

week.  If you are falling behind – you need to take some action to get back on track. But what action 

do you take?  Sometimes you can solve this problem yourself – but often it is better to have the help 

of your Principal or your peers.  For this reason, your Principal will look at your tracking templates 

from time to time, and discuss how you are doing with regard to curriculum coverage with you; 

she/he will help you find a way to solve any problems you are having.  

Reflecting on work done and how to improve and how to remain or get back on track: The 

template provides spaces for you to reflect on your work – daily and for the week as a whole.  This 

means that you think deeply about your lessons – both how you presented them and how the 

learners responded.  You consider how you could do things differently next time in order for these 

aspects to improve, you consider whether or not you worked at the required pace for most of your 

learners to understand and manage the work, - are you on track, or not?  And – if you are not on 

track, you need to reflect on what you should do to get back on track.  You can also think about and 

note what support you feel you need.  

Here are some prompts to help you reflect: 
How did things go? 

• What went well?  

   

Principal: Date:  
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• What did not go well?  

• What did the learners find difficult or easy to understand or do?  

• What will you do to support or extend learners?  

• Did you complete all the work set for the week? If not, how will you get back on track? 
o If you are not on track, what will you do?
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SCHEDULING PROFESSIONAL CONVERSATIONS: DEPARTMENT HEAD/PRINCIPAL/DP 

Weeks 
Teachers’/DH  

Names 
Monday Tuesday Wednesday Thursday Friday  Re-scheduled 

1 

       

       

       

2 

       

       

       

3 

       

       

       

4 

       

       

       

 


