CHRISTIAAN DE WET

GEKOMBINEERDE SKOOLe COMBINED SCHOOL

LTSM POLICY

1. PREAMBLE
o
This LTSM Policy pronounces the g:c:):ve'"rnrhé‘nt’s plan of improving the provisioning. of education
resources in schools in line with the pr|n0|ples of equity, quahty, redress and access as stated in
the Bill of Rights in the Constltutlon of the Republlc of South Africa.

The schooﬂl policy has been developed in line with the provincial policy té;é‘nsure increaS’ed access
to resources and sound systems for managlng the~ avallable resources . procuring additional
materials, and’ |mprovmg learner performance through the provision of quallty education to our

learners.

2. PUEPOSE AND OBJECTIVES OF-THE POLICY

2.1 ‘Pu!'rpose
This policy provides guidelines on the procurement, management, control, and monitoring of

Traditional and e-LTSM provisioning at Christiaan de wet combined School.

2.2 Objectives .
The objectives of the pollcy are to:

e ensure that quality LTSM as well as other curriculum resources are made accessible to all
learners;

e provide guidance and support on how LTSM processes should be implemented;

e ensure that LTSM is timeously and properly procured and delivered in an effective and
efficient manner,;

¢ implement proper management of finances for the procurement of LTSM;

e ensure that LTSM loaned is retained and retrieved in good condition and on time;




e clarify the roles and responsibilities of teachers, learners and parents in relation to the
procurement, control, safekeeping, distribution, retention and retrieval of LTSM; and

e encourage the usage of all resources provided to all teachers and learners.
3. APPLICATION AND SCOPE OF THE POLICY.

This policy is applicable and intended for the School Governing Body, School Management Team,
School LTSM Committee, Teaqhers, Learners and Parents at Christiaan de wet combined School.

4. POLICY AND LEGISLATIVE FRAMEWORK

e The Constitution of the Republic of South Africa, 1996 (Act NO. 108 of 1996), as amended
e National Education Policy Act, 1996 (Act No. 27.of 1996), as amended

o Souﬁi African Schools Act, 1996 (Act No. 84 of 1 996) as amended

e Preferential Procurement Policy Framework Act. 2000 (Act No. 5 of 2000)

e Copyright Act, Act No. 98 of 1978 )

5. OTHER RELEVANT POLICIES AND PROVI?\]CI_;A?I_:. CIRCULARS

F3

e 50 Point Plan

e Annual LTSM'Procurement Plan
6. POLICY STATEMENTS
6.1 SECTION 21. (1) (C)

Christiaan de Wet Combined School has Section 21 (1) (c) functions, which means the
Department allécat_es the budget to procure its own LTSM.as required.

6.2 DEPARTMENTAL PRIORITIES REGARDING LTSM.

In line with the priorities of the Department, the Policy further seeks to ensure
that LTSM is:

e available for each learner at a ratio of 1:1:1;

e delivered timeously;

e procured utilizing the funding made available through:




o RTT (Resource Targeting Table) budget allocation;

o supplementary funds from the SGB as indicated in Section 36.1 of the
South African Schools 1996 (Act plan 84 of 1996); and

o Special Grants or Additional Allocation when made available.

6.3 PRINCIPLES AND CLASSIFICATION OF LTSM

6.3.1 Principles Guiding the LTSM

The curriculum material that is approved and selected for the implementation and delivery
of the curriculum should be of high quality in terms of its content so as to improve quality
education of learners.

The distribution of resources is done |n an equitable manner so as to address the
imbalances of the past.

The relevant LTSM is available to learners and teachers on time.

Education stakeholders and service providers should maintain a healthy relationship in all
forums to ensure delivery of quality LTSM on time.

Head Offlce and Districts may intervene |n cases of breach of the Serwce Level Agreement
(SLA) by the supplier/service provider of Christiaan de wet combined School. Christiaan de
wet combined School should, wherever possible, procure from service providers/suppliers

regisrteredo_.n_the Central Supplier Database (CSD).

6.3.2 Classification of LTSM

The classifications of materials are prioritised annually. Christiaan de wet combined School will

procure LTSM according to the finalized needs analysis as per the following categories:

e Textbooks: This category of materials refers to printed or electronic texts. They include

learners’ books, learners’ readers, teachers’ guides and reference books.

e Basic Stationery: This category refers to materials used by learners for writing with and

writing on. It includes exercise books, pens, pencils, crayons, drawing paper, tracing paper,

erasers, glue and other sorts of adhesives, rulers and scissors.




Consumable materials: These are materials that have to be bought regularly because
they wear out or are used up. These include laboratory chemicals and materials for

practical subjects.

Non-consumable materials: These are materials that are durable and therr I|fespan is
indefinite. Non-consumable materials are normally a “once off’ purchase Christiaan de
wet combined School should budget for the maintenance of these materials.

Other materials: These include a wide spectrum of materials that are not categorized in
(a)-(d) and are used to assist learners to attain the intended outcomes. Examples include
duplicating paper, éSsistive devices (for learners and teachers),,,science equipment and

data projectors.

E-Learning materials: e-Léarning materials are electronic learning support materials,
tablets, laptops, smart-boards educational hardware and software.

Library-materials/resources: These a're-t_he»materia_rls that can be-used in the library by
learners and teachers. They can be used for leisure or for research purposes. Library

X
materials |nclude resource collections, reference works, library stationery, e-resources,

Government or GDE publications.

Sup—nlementary LTSM: Refers to LTSM that accompanies the Core LTSM and is generally
used to enhance a specific part of the curriculum. Examples include a Geography\atlas,
Dictionaries, Science, Technology, Mathematics, Biology apparatus, wall charts,

electronic/technical equipment-etc:

6.4 GENERAL PRINCIPLES REGARDING LTSM PROCESSES

Christiaan de wet combined School is a school with Seetion 21 function and procures LTSM
through the SGB and independent suppliers and commits to abide by the following criteria:

6.4.1.1 The membership of the LTSNMIC

The membership of the School LTSM Committee will comprise of the following officials:




Principal (Ex-officio member)

DH: Foundation Phase

DH: Intersen Phase

Members - 3 x additional members
Admin Clerk

Teacher Librarian (Co-ordinator)
SGB Member - Parent Component
SGB Member - SGB Treasurer

6.4.1.2 Appointment of School LTSM Committee Members

Each member of the committee shall sign an appomtment letter as a commitment to serve on the
SLTSMC. All members of the SLTSMC shall also sign a Declaration of Confidentiality and

Impartiality to ensure that:

6.5

6.5.1

There is confidentiality about the details of all orders and requisitions. ,

All Serwce Providers and potential Service Provnders are treated equally and W|thout
prejudice.

Each member shall disclose details of pfivéte business interest which he/she, or any close
family méﬁ1ber, partner or associate may ha\)e in ar]yﬁgrqusgd_prowre‘ment process, or in
any awarding of a contract, and that she/he will immediately 'with’cir;aw from participating in

any manner whatsoever should this be the case.
ROLES AND RESPONSIBILITIES
Districts

Administer and manage all LTSM activities at District level.

Develop operational plans in line with the provincial strategic & operational plans.

Budget and cost all activities against the allocated LTSM District budget.

Manage and monitor the utilisation of the LTS'M'budg'et allocated to schools.

Monitor the establishment and functionality of School Learning and Teaching Support
Material Committees (SLTSMCs).

Monitor and support schools to develop their LTSM policy in line with the provincial LTSM

policy.




6.5.2

Collaborate with the Curriculum, Education Support, Information Systems and Strategic
Planning (ISSP), Inclusion and Special Schools (ISS), Finance and Circuit Management
officials when consolidating statistics and other relevant information related to LTSM
procurement by schools.

Keep records and reports to account on LTSM processes and activities.

Manage and monrtor all LTSM requisition processes (including DBE workbooks) by both
schools with Section 21.1(c) and schools without Section 21.1(c) function.

Monitor the timeous procurement and delivery of LTSM in schools.

Ensure that School LTSM Committees are informed and trained on all LTSM related
processes.

Approve the schools mtended LTSM orders prior to orderrng

Compile and submlt reports about all LTSM status of schools to Head Office as requested.
Liaise with the ISSP Sub- Dlrectorate wrth regard to the ratification of school LTSM policies.
Guide and advise schools in the manegement of the disposal of obsolete or out-dated
materials.

Monitor and verify the LTSM records kept by-schools regarding:

procurement; -

stock register;

distribution;

universal ooverage; and

retention and retrieval,
School Governing Bodies (SGB)

Ensure that a SLTSMC is established, chaired by a member of the SGB as indicated in
Section 30(1)(b) of SASA and functions properly as sub-committee of the SGB. At
Christiaan de wet combined School, the chairperson is the Treasurer of the SGB. |
Develop the school LTSM pollcy in line with the-provincial pollcy which stipulates clear,
achievable and reallstlc Tradrtronal and e-LTSM needs analysrs selectlon procurement,
distribution, retention and retrieval processes.

Ensure that all LTSM is timeousiy prooored and delivered to the school.

Report on the procurement and deliveryr of all LTSM.

Monitor the distribution of LTSM and ensure 100% retrieval of textbooks in schools.
Monitor the inventory records of all LTSM available in the school.

Ensure that parents check and sign for all LTSM loaned to the learners.




6.5.3

6.5.4

Ensure that parents support the learners in keeping all loaned LTSM in good condition and
return it to the school on time as required by the school.

Sensitise parents about their liability regarding lost and damaged LTSM including e-LTSM.
Ensure that in cases where the school requires a deviation of funds, applications are done
in writing to the District Director prior to procurement.

Supplement the LTSM budget allocation where 'necessary, as per Section 36.(1) of SASA.

The School LTSM Committee

Ensure that the LTSM policy is implemented at Christiaan de wet combined School;
Conduct an audit of available LTSM before making requisitions for new stock;

Coordinate, compile and validate the priority list of LTSM needs for all Departments and
submit to the SGB for procurement; Sy

Ensure that proper records on all LTSM processes ¢ are maintained;

Ensure that there is attendance and participation in all LTSM exhibitions, meetings and
workshops as per invitation;

Cor'ﬁpile and validate reports on all LTSM processes and submit to the Principal, SGB and
District as required;

Maintain and Llpdate all LTSM inventory of Christjaéﬁ"ae wet combined School;

Facilitate the selection of all LTSM for classroom teaﬁchi-hg from the approved National and
Provincial catalogues;

Convene meetings at least twice per term and keep minutes of such meetings for
reference; and -

Nominate a storeroom manager where possible (preferably a member of SLTSMC).

Parents and Learners

Check and sign for loaned LTSM]
Ensure that the loaned LTSM is kept in good condition
Ensure that the loaned material is returned in good condition and on time to the school at

the end of the year or any time it is so required.




6.6

LTSM PROCUREMENT PROCESSES

To ensure effectual accountability, Christiaan de wet combined School as a Section 21 school

shall adhere to the following procurement processes:

6.6.1

6.7

6.7.1

Procurement Process for schools with Section 21 function

Conduct stock-taking to determine needs in preparation for procurement.

Compile a prioritized list according to LTSM budget allocation.

Submit the prioritized list to the District for approval to ensure compliance with the Head
Office Procurement Memo and the LTSM Policy. -

Complete the prioritiiédlist and nrequest a minimum of 3 quotations from suppliers,
preferably those who are reglstered in the CSD. 4

Suppllers deliver quotatlons to the school and a record is kept thereof. All quotations are
to be kept in a sealed quotatlon box and opened in “front of the committee on the day of the
selection meeting.

During the evaluation of quotations, the SGB will ensure-that all quotatlons to be selected
meet Christiaan de Wet combined School S specmcatlons while consndenng value for
money. TS )

Based on the received quotations, the preferred‘supﬁ'lier(s) is/are appointed by the SGB in
a formal meeting in which all decisions are captured in minutes.

Corﬁ?ale’te and sign a Service Level Agreement (SLA) with the appointed supplier(s).

‘Orders are placed with the appointed supplier(s) and proof of orders is submitted to the
District.

RECEIPT OF LTSM BY SCHOOLS
Delivery of LTSM

The principal, School LTSM Coordinator or duly appointed official shall receive the delivery
of LTSM.

On receipt of delivered LTSM, proof of delivery should be signed by both the service
provider and the school representative.

Only LTSM ordered and received in good condition should be received and paid for.
Wrong deliveries must not be accepted by Christiaan de wet combined School and NOT

signed for at all.




6.7.2

6.7.4

6.7.5

Stationery of an inferior quality than what was ordered by Christiaan de wet combined
School must be returned to the Service Provider for immediate replacement.
The amounts and quantities received should be reflected on the invoice.

No LTSM may be received without an invoice/ delivery note.
Verification of LTSM before acceptance

The Principal, LTSM Coordinator or duly appointed official is responsible for monitoring and
controlling all procedures relating to this process by ensuring that:

Deliveries are verified against the orders placed.

Deliveries are verified by a tick next to each material received.

Wrong quantities are indicated on the Invoice/ Delivery Note.

Follow up is made with the service provider regarding incorrect deliveries.

Records and reports

All LTSM received shall immediately be stamped, numbered and recorded in Christiaan de
wet combined School’s stock register. = ..
The stock register shall be regularly updated.
All LTSM shall be safely kept in a storeroom.
Weekly LTSM procurement reports shall be compiled and submitted to the District.

Annual LTSM reports shall be compiled and submitted to the SGB and District.
Stock taking / Inventory Management

Christiaan de wet combined School’s LTSM Coordinator is responsible for ensuring that the
LTSM quarterly stock-taking is conducted on all distributed and retrieved LTSM.

LTSM Committee shall keep an inventory record of all LTSM in stock.

LTSM Committee shall ensure that accurate LTSM quarterly stock-taking reports are
compiled and submitted to the District.

Quarterly stock-taking reports on all LTSM are kept safely for the compilation of the annual
retrieval report.

The Principal and storeroom Manager shall ensure strict control measures for safe keeping
of all LTSM throughout the year.

Distribution and utilisation of LTSM




6.7.6

6.8

LTSM Committee shall select the preferred distribution model for Christiaan de wet
combined School.

LTSM Committee shall develop a distribution management plan.

LTSM Committee shall distribute all LTSM to learners and teachers according to the
preferred distribution model.

LTSM Committee ensures that loan forms are completed for all the distributed LTSM.
The distribution/receipt register is well managed by the School LTSM Coordinator.

The LTSM Coordinator, Departmental Heads, class teachers and subject teachers keep
records of all distributed LTSM.

The District Curriculum Facilitators, with the support of the District LTSM Facilitators, will
monitor the daily utilisation of LTSM (including workbooks) for effective curriculum delivery

in the classroom.
Payments for LTSM

The SGB Finance Committee is responsible for the payment of service providers for all
LTSM ordered and delivered to Christia‘énﬁde wet combined School. The following will be
strictly observed: o

No payment, full or partial, should be @éﬁe'before the delivery and verification of LTSM is
complet'ed“. y

After the verification of delivery with concomitant invoices and other relevant documents

received, payment shall be made.

‘The payment shall be made according to the SLA drawn between Christiaan de wet

combined School and the service provider.
Once payment is done, proof of payment will be compiled and submitted to the District.

RETENTION AND RETRIEVAL OF LTSM

The retention and retrieval process remains the responsibility of the SGB and School
Management. Christiaan de wet combined School shall ensure that:

a textbook retrieval plan/policy is developed and implemented to achieve effective textbook
retention and retrieval.

textbook retention audits are conducted on a quarterly basis for the first three school terms
and retrieval towards the end of the fourth term.

rules and procedures are put in place for the 100% retrieval of LTSM in line with Circulars

S1 of 2019 and S8 of 2020.
10




6.9

quarterly textbook retention audit reports as well as the annual retrieval report are compiled
and submitted to the District as per the timelines indicated in the retention & retrieval
management plan.

parents/ guardians ensure that the LTSM loaned to learners is kept in good condition and
returned to Christiaan de wet combined School when required.

parents are liable for replacing the Iost LTSM as per the signed obllgatory agreement
between Christiaan de wet combined School and parents. ~

subject teachers, Departmental Heads, Deputy Principals and Principals will be held
accountable for non-retrieved books. Districts, Head Office and subject advisors will
support schools on implementation and compliance. |

LOST, STOLEN AND/OR DAMAGED LTSM

Christiaan de Wet combined School will ensure that;

6.10

6.11

LTSM that is lost, stolen or damaged while i::’tttlie care of a learner, teacher or school is
reported immediately and accordingly. In the case of computer_s Iaptops and tablets; a case
shaII be opened with the South African Pollce Serwces and a case number be submltted to
the District and Head Office =~ if

Measures are taken to replace the tnaterfi—al‘,?;takirtg irftQ_ consideration the budgetary

|mp||cat|ons involved.

In the event the above being classified as an act of negllgence penalty measures shall be’

‘implemented to recoup or defray costs.

DONATED LTSM- - -

Christiaan de wet combined School will ensure that:

LTSM donations are disclosed to GDE via Districts a month after reCeipt.

LTSM donated to schools is recorded in the stock registers:

Once the donated material is in the system, its usage and disposal will be governed by the

same regulatory framework as the othef'LT_SM.x
OBSOLETE MATERIALS
Christiaan de Wet Combined School will follow the set criteria (as per the Provincial policy)

to declare LTSM obsolete. This process will be in line with the Archive Act, 1996 (Act No.
11




43 of 1996) and Asset Management Act, 2007 (Act No. 19 of 2007) and any other relevant
legislated processes. Once LTSM is declared obsolete, an application will be made for the

disposal of such materials.

6.11.1 DISPOS__AL,B__ROCEDURE
Christiaan de \!_Vét Con;biﬁed School will ensure that:
T \:‘}

e arecord of all LTSM recommended for disposal is complled

=y

e aformal appllcatlon is made to the Drstnct Dlrector for the dlsposal of such LTSM, clearly

Jindicating the method of dlsposal e Pl -

| K ’l - e ,—‘.' ;. R
e awaita formal response from the Dlstnct Drrector befoirfe the drsposal of such LTSM

e On approval recommended materlals are. drsposed of and removed from the stock register.
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6.12 COPYRIGHT MATTERS ™ = -

® NO books erI be photocopled W|thout<pr|or approval (|n wrltrng) by the author.

e noCDs and DVDs W|II be reproduced ‘:5»1‘;1 -y

° teachers use a copy such as a slide or photocopy to |Ilustrate a Iesson Thls should not
form the whole lesson. T e, 't o
This Policy was adopted at a- meetlng of the governlng body of Chnstlaan de' Wet CS at

Dewetsdorp on 7 May-2024. -

MR. B. MDHLULI ~ME. I. POTGIETER
CHAIRPERSON SECRETARY
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MR. WM.L. STRYDOM

ACTING PRINCIPAL
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