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Checklist for handing over of documents

	Description
	Item
	Mark with (x) where
applicable


	
	
	
YES
	
NO


	1. Legislation (regulated by SASA)

	South African Schools Act 84/1996

	
	

	
	Provincial education act

	
	

	
	Provincial regulations relating to the governing bodies of public schools

	
	

	
	National Norms and Standards for School Funding (GN 869/2006)

	
	

	
	Provincial regulations regarding the misconduct of learners at public schools, and disciplinary hearings

	
	

	
	Regulations relating to the Exemption of Parents from Payment of School Fees in Public Schools (GN 1052/2006)

	
	

	2. Other legislation
	South African Council for Educators Act 31/2000

	
	

	
	Basic Conditions of Employment Act 75/1997

	
	

	
	Labour Relations Act 66/1995

	
	

	
	Constitution of the Republic of South Africa 108/1996

	
	

	3. Policies (delete where not applicable)

	Admissions Policy

	
	

	
	Human Resources Policy

	
	

	
	Religion Policy

	
	

	
	Code of Conduct for Learners

	
	

	
	Code of Conduct for Parents and Visitors 

	
	

	
	Code of Conduct for School Governing Body Members and Employees

	
	

	
	Audit Committee and Internal Audit Policy

	
	

	
	Bullying and Cyberbullying Policy

	
	

	
	Hostel Policy and Rules

	
	

	
	Financial Policy

	
	

	
	Gifts Policy 

	
	

	
	Grounds and Buildings Policy

	
	

	
	Healthy School Policy

	
	

	
	HIV Policy

	
	

	
	Information Systems and Social Media Policy

	
	

	
	Policy on Closed-Circuit Television (CCTV)

	
	

	
	Policy on Declaration of Personal Interest

	
	

	
	Policy regarding the Recruitment, Selection and Appointment of Additional Educators

	
	

	
	Pregnancy Policy

	
	

	
	Purchasing and Preferential Procurement Policy

	
	

	
	Remuneration Strategy and Policy

	
	

	
	Safety and Security Policy

	
	

	
	Smoking Policy

	
	

	
	Tour Policy

	
	

	
	Vehicle and Transport Policy

	
	

	
	Substance Abuse Policy

	
	

	4.1 Management and financial planning documents

	Annual academic report
	
	

	
	Annual report of Finance Committee

	
	

	
	Annual report of school governing body chairperson

	
	

	
	Academic improvement plan

	
	

	
	Academic progress report

	
	

	
	School improvement plan

	
	

	
	School governing body constitution

	
	

	
	Annual budget

	
	

	
	Audited financial statements

	
	

	
	Bank deposit book

	
	

	
	Bank account

	
	

	
	Bank statements

	
	

	
	Receipt books (branded)

	
	

	
	Receipts 

	
	

	
	Records of quotations

	
	

	
	Invoices

	
	

	
	Journals

	
	

	
	Petty cash vouchers

	
	

	
	Petty cash box

	
	

	
	Petty cash journal

	
	

	
	Monthly income and expenditure statements

	
	

	
	Monthly reconciliation statements

	
	

	
	Authorised signatories of the bank account

	
	

	
	Records of exemption from school fees

	
	

	
	Other (specify)

	
	

	4.2 Minutes of meetings (delete or add where necessary)
	Executive Committee

	
	

	
	Quarterly School Governing Body Meetings
	
	

	
	Parents, learners and other staff
	
	

	
	Special meetings
	
	

	
	Annual general meetings
	
	

	
	Committee meetings
	
	

	
	Financial meetings
	
	

	
	Disciplinary meetings
	
	

	
	Buildings, Grounds and Maintenance Committee
	
	

	
	Extracurricular activities
	
	

	
	Fundraising Committee
	
	

	
	Other (specify)
	
	

	5. Maintenance and procurement of school assets 

	Procurement plan

	
	

	
	Asset register
	
	

	6. Contact details 
	Circuit manager

	
	

	
	FEDSAS provincial manager

	
	

	
	Other (specify)
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