[image: image1.emf]
SGB SUPPORT TOOL
This template is meant to provide guidance to School Governing Bodies in assessing their functionality in fulfilling their roles and responsibilities in terms of the South African Schools Act 84 of 1996 with regard to supporting teaching and learning in schools. 
The tool focuses on the following key areas:
a) Policies legislated by the South African Schools Act 84 of 1996 
b) Policies implied by the South African Schools Act 84 of 1996 

c) Meetings of the SGB and its committees
d) Maintenance and procurement of school assets

e) Financial planning and management

f) Training and information sharing

g) Planning 

	Support Tool for School Governing Body Functionality

	School:

	Circuit:

	District:

	Province:

	 

	KEY AREA
	Available
	Consultation
	Implemented
	Reviewed
	Comments

	Policies and Documents legislated by SASA
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	

	SGB Constitution
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mission Statement
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Admission Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Language Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Religious Observation Policy 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Learner Code of Conduct
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Policies and Documents implied by SASA
	Available
	Consultation
	Implemented
	Reviewed
	Comments

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	

	Finance Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Buildings, grounds and maintenance Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	HIV and Aids Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Health and Safety Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Safety and Security Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Substance Abuse Policy
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	School Emergency Plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Recruitment and selection policy for SGB posts
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other (Specify)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 


	Meetings
	Minutes
	Chaired -SGB
	 
	Action points 
	Action Points followed up
	Comments

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	

	Executive Committee
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SGB Quarterly meetings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Parents, learners and other staff
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Special meetings
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Annual General Meeting
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Committee Meetings
	 
	 
	 
	 
	 
	 
	 
	 
	       
	 

	∙ Finance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	∙ Disciplinary
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	.Buildings,grounds and Maintenance
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	∙ Extra-Mural
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	∙ Fund raising
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	∙ Cultural Events
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Other (Specify)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	

	Assets
	Available
	Implemented
	 
	Consultation
	Reviewed
	Comments

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	

	Maintenance Plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Procurement Plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Asset Register
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 

	 
	
	
	
	
	
	
	
	
	
	
	

	 
	
	
	
	
	
	
	
	
	
	
	

	 

	Financial Management
	Available
	Accessible
	Consultation
	Reviewed
	Comments

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	

	Annual Budget
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Audited Financial Statements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bank Deposit Book
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bank Account
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bank Statements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cheque book
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Cheque Requisition Forms
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Receipt books - branded 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Used cheques
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Receipts
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Record of quotations
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Invoices
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Journals/Cash Books
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Petty Cash Vouchers
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Petty Cash box
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Petty Cash journal
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly Income and Expenditure Statements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Monthly reconciliation statements
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Signatories to the bank account
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Record of Exemption of school fees
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	

	Training, Development and Information sharing
	Has the principal given the SGB a report and assistance on the following
	Comments

	
	Yes
	 
	No
	 
	Date
	

	Disciplinary matters (learners only)
	 
	 
	 
	 
	 
	 

	Policy and Legislation
	 
	 
	 
	 
	 
	 

	Professional management matters
	 
	 
	 
	 
	 
	 

	Annual Academic Report
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Academic Improvement plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Progress Academic Report
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	 

	Planning
	Available
	Accessible
	 
	Consultation
	Reviewed
	Comments

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Date
	 

	School Development Plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	School Improvement Plan
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	 

	General Comments:
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


NAME OF SCHOOL PRINCIPAL:
_____________________SIGNATURE:_______________________ DATE:_____________________

NAME OF SCHOOL SGB CHAIRPERSON:
_____________________SIGNATURE:_______________________ DATE:_____________________
