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SECTION 1

INTRODUCTION TO MY PROFESSIONAL DEVELOPMENT PORTFOLIO
INTRODUCTION
Developing My Professional Development Portfolio

Some of the biggest challenges, cited by educators, are: deciding what to include in the professional development portfolio and where to start in compiling their Professional Development Portfolio. In this section we offer you more specific guidelines to compiling the different sections and subsections of your portfolio.  We encourage you to refer to these specific guidelines as you work through the process of developing you portfolio and collating the evidence. We therefore see this section as the most important reference point as you work through the process.
What is the Professional Development Portfolio (PDP)?
· The PDP is a resource document designed to assist each educator’s professional growth. It will contain:

· Guidance on identifying and analysing your professional development needs.
· A template to assist you in designing your Professional Development Plan (which is reviewable every year)
· Guidance on the kind of professional development activities / programmes you can participate in to address your professional development needs.
· Reflection on how the PD activities contributed towards your professional practice and competence
· A record and evidence of your participation in PD activities and PD points earned.
The CPTD System Handbook (2013) states that:

· Each educator will have a personal Professional Development Portfolio (PDP) developed according to SACE guidelines. 

· It will also be a personal record of an educator’s professional development journey.

Educators will not be expected to submit the PDPs to SACE.
· The PDP will be the educator’s own property; kept and signed by an educator. 

· Educators will monitor their own participation in PD activities, guided by their personal Professional Development Portfolio (PDP).

· The principal and SMT in each school will use it to monitor their educators’ PD participation and discuss improvements in departmental and staff meetings or with individual educators.

· SACE will monitor a representative sample of educators’ PDPs each year to see how educators are using the system, and will provide feedback on its findings to the educators and schools concerned.
Who will have Access to an Educator’s PDP?
· The following persons will have access to the PDP for developmental or monitoring purposes: 

· The school principal or delegated SMT member. 

· An authorised representative of an educator’s employer. 

· An authorised SACE representative.
General Guidelines for Organising your Portfolio
1. Use a ring-bound file and dividers to develop and compile your portfolio for planning, recording and reporting your three year professional development cycle.

2. Your ring-bound file / portfolio should be divided into three years (e.g. 2014, 2015, and 2016).
3. Each of the three divided sections will have a full portfolio with information specific to that particular year. The information will also show progression, in terms of developmental activities and points earned, from e.g. 2014 – 2016.

4. Clearly mark the front of your portfolio with: 

· Your name

· SACE Number

· The name of your school

· The district and circuit (if applicable) in which you school is located 
· The province in which you teach

· Postal Address

· School telephone and fax (if applicable)
· Cellular Number

· Email Address (if applicable)
· Year

A loose-leaf template is included in your portfolio. Please complete it and insert it at the front of your file.
5. Remember your portfolio is divided into three main sections (2014, 2015, and 2016). Take each of the three sections / years and sub-divide it further into four sections with the dividers / interleaves provided, as follows:

· Section 1:  A Personal Introduction and my Management and Leadership context

· Section 2:  My Professional Development Plan
· Section 3:  Record of my Participation in Professional Development Activities / Programmes
· Section 4:  Reporting my Professional Development Activities and Points to SACE
Try to keep your portfolio organised around these 4 sections.
6. Start your portfolio with a table of contents showing details of its contents.  A template has been provided for you to develop this table of contents in your portfolio.
A table of contents is useful in a portfolio and serves two purposes:

· It will be useful for you in organising your portfolio and finding your way around the portfolio; and
· It is also useful for the reader to find their way around the portfolio.
PORTFOLIO SECTIONS OUTLINE
Year 20...
1. Section 1: A personal Introduction and My Management and Leadership context, should include:

· A personal introduction

A portfolio is as personal as the educator who has compiled it. It is useful then to provide a personal introduction of yourself to the reader at the beginning of your portfolio. A template is provided in your portfolio within which to write up this personal introduction. A space is similarly provided within which to paste a photo of yourself. 
Some of the aspects you might like to consider in this personal introduction include:

I am ….

I grew up in …

I have a family of …

Some of the fondest memories I have of my childhood are …

I really enjoy …

I really don’t like …

I dream of …

Etc …
· My Curriculum Vitae

Your curriculum vitae (CV) provide details of your personal, academic and professional background and experience.  A template is provided that you might find useful in compiling your curriculum vitae.  It provides a space for listing:

· Your personal details

· Your academic qualifications

· Professional development programmes in which you have participated

· You professional experience (inside and outside of the school)

· Experience and skills gained

· References

You might also want to include some certificates, diplomas, degrees and letters of reference, amongst others that support your curriculum vitae.   

Most of the details in the template for your CV are self explanatory, but please note the following:

· In the columns provided for under ‘Professional Experience’ we encourage you to note all positions held, whether inside or outside of the school context and whether formal or casual employment or voluntary services rendered.

· Related to these positions we encourage you to list experience and competences acquired, in the column provided.

· It is useful in your curriculum vitae to list your most recent employment first and work towards the earliest employment, listed at the end.

· It is also useful in your curriculum vitae to use dates to show chronologically how you have progressed through your career;

· Through your life, you might have participated in some professional / community bodies / organisations.  In the section headed ‘Participation in Professional / Community Bodies / Organisations’ we encourage you to list all of these activities and the experience, skills and / or competences gained.

· You might have at some point written an article for a journal or magazine, presented a paper at a conference / workshop / seminar or convened a research project and prepared a report for this.  You might then want to list any of these activities in the section headed ‘Publications / Papers Presented / Reports Prepared’.
· My management and leadership context, including: 

· The learner and classroom profile; and 

· The school and community profile.
In your portfolio, we have included two questionnaires that will assist you with the learner and classroom profile and the school and community profile. The questionnaires are fairly self-explanatory and ask you various questions about your learners, your classroom, the school and community. In completing these questionnaires we hope that you would come to a better understanding of your teaching and learning context. It also helps others, for example the reader of your portfolio, to better understand the teaching and learning context within which you teach and its bearing (if any) on your professional development.
P.S: We have noted that some of the principals are not teaching. If this is the case, please indicate it, and only fill in the relevant questionnaire or questions.
2. Section 2:  My Professional Development Plan, should include:
· Identified Needs

· Professional Development Plan for the Year
3. Section 3:  My Professional Development, includes:
· Achievement of my professional development activities / programmes
· Pockets of evidence to support participation in professional development
4. Section 4:  A Report of my Professional Development Activities and Points Earned to SACE, should include
· Information on Professional Development Activities you have participated in

· A record of Professional Development Points earned per activity
SECTION 2
 MY PROFESSIONAL DEVELOPMENT PLAN
My Professional Development Plan (PDP)
Important Points for Consideration in Your Professional Development Plan:

Before engaging in professional development processes and your three year CPTD cycle, it is often useful to design a plan that responds to your specific professional development needs. In designing the professional growth plan, you begin by focusing on your particular needs and ways in which these could be addressed.

We are encouraging you to take a proactive approach to your professional development, to take responsibility for your own professional development needs.

We often think of professional development as being a formal learning / study programme offered by a formal institution or organisation over a longer period of time.  Though these programmes do offer opportunities for professional development, there are other creative ways in which to develop professionally, for example:

· Engaging in discussions with colleagues around pertinent issues, for example, curriculum requirements for particular grades and how to develop learning programmes that meet these requirements;

· Reading various circulars disseminated through the Department of Education that addresses various aspects of professional practice;

· Engaging with various curriculum and other documents that could support a better understanding of your professional practice; 
· Self-study through accessing various literature around a topic of interest, for example, there are countless books on library shelves that provide insight into assessment processes in an outcomes-based system.  You might also be able to access literature through discussions with colleagues at your school, a curriculum advisor or other office based officials;
· Improving personal learning or qualification by attending voluntary self-funded workshops, or completing voluntary self-funded study programmes;
· Researching and writing articles, for example for a newsletter, magazine, newspaper, magazine, journal; and
· Mentoring and supporting less experienced colleagues.
These examples, offer shorter-term options for addressing your professional development needs and they may fall largely under Type 1(teacher priority) and Type 2 (school priority) professional development activities.  In designing your professional development plan we would like to encourage you to consider some of these shorter-term options as well rather than waiting for formal professional development programmes that are more likely only accessible over a longer period of time and through the employer or external providers.
Before you start to develop your professional development plan complete the form titled “Identifying my Professional Development Needs”. This form will help you to complete your professional development plan.
Identifying My Professional Development Needs
You should have gone through formative and summative assessments in your Department or Employer’s performance management system processes (e.g. IQMS, PEDS, etc) and identified needs from both assessment processes. Please list them under the Needs Identification page in your portfolio and prioritise them.

You should reflect on your professional practice, own management and leadership experiences in your school and related environment as well.   
You should have gone through the Annual National Assessment (ANA) or National Senior Certificate Examinations and received the results and diagnostic reports from these processes. Please analyse the ANA and/or NSC data and results in your school, and the national diagnostic reports to identify needs relevant your school and yourself as a school manager in particular.

You are managing curriculum in your school. What are some of the needs you have identified in the process managing curriculum?
You might have gone through other processes of identifying your own professional development needs (for example, diagnostic assessment, needs audit, workplace skills plan, and others). In the following pages of this document or plan, draw on these formative / summative assessments, reflections and needs identification processes and design your professional development plan.

DEVELOPING YOUR PROFESSIONAL DEVELOPMENT PLAN
Use the template titled “Professional Development Plan of…..” to develop your professional development plan. Complete each column as follows
In developing your Professional Development Plan, complete each Column as follows:
· Column 1:  Translate you needs into a tangible and specific outcome to be achieved at the end of the professional development activity / programme.  For example, at the end of this professional development activity, I want to be able to better understand management of the curriculum in my school.  In another example, I want to be able to understand and interpret the ANA results for purposes of coming up with relevant interventions in my school or I want to be able to develop a system of recording learner assessment through the use of Excel spreadsheet or I want to improve processes of financial planning in my school.
· Column 1 (continues..):  Distinguish between long-term, medium term, and short-term outcomes.  You might want to highlight the short-term outcomes to distinguish them from the medium and long-term outcomes.  Another way in which you could distinguish the short-term outcomes from the long-term outcomes is by using a different colour ink.
·  Column 2:  Identify programmes, opportunities and activities that would support you in working towards these outcomes.  In compiling this column you might have to discuss some aspects with your Supervisor/Senior, Office-based officials, Colleagues, or find out more about professional development activities/programmes on offer/available.  You might also have to review adverts in the newspaper for courses on offer or visit a website of an institution in close proximity to you.  Often, the provincial departments of education also have listings of professional development programmes that support the professional development of educators. Check SACE’s website and self-service portal for a database of approved providers and endorsed professional development activities. The Department of Basic Education’s website has a database of short courses offered by the Higher Education Institutions. Teacher unions have various professional development opportunities as well. Some unions are even in the process of establishing teacher development institutes.  So in essence, developing this column would require some research of available activities and programmes.
· Column 3: ‘resource person/institution’ provides a space within which to record the name and contact details of the person with whom you could liaise to find out more about the programme or the institution that is offering the programme.
· Column 4:  Time frames within which you would participate in the programme.
· Column 5:  Resources needed for participation in this programme or activities.

· Column 6:  Provides a space for recording the completion of a programme or activity towards a stated outcome and for commenting briefly on the achievement of the outcome. Also record the number of professional development points earned on the completed professional development activity/programme. Please refer to the Points Allocation Schedule in the CPTD Handbook for Type 1 and Type 2 professional development activities not offered by a provider.
SECTION 3
RECORDING MY PARTICIPATION IN PROFESSIONAL DEVELOPMENT ACTIVITIES / PROGRAMMES
RECORDING MY PARCIPATION IN PROFESSIONAL DEVELOPMENT ACTIVITIES / PROGRAMMES
Addressing my Identified Professional Development Needs
In the following section, we encourage you to reflect on your participation in the professional development programmes and/or activities in which you have participated towards the outcomes defined in your professional development plan.  We also encourage you here to reflect on the impact on your school management and leadership and professional practice.

Here we provide you with a table, through which we encourage you to record PD activities/programmes undertaken, reflect on the professional development programmes and/or activities and to consider critically how this programme and/or activity have responded to your needs.  We further encourage you to consider the implications of this professional development for your school management and leadership and professional practice.

Remember to:

· keep the reflections on your professional practice and management and leadership in mind and the needs that you have identified through your Performance Management System process;
· try to find opportunities in your professional practice where you can draw on the professional development experience and improve your practice; and
· Document/record professional development activities done and any improvements in your professional practice and management and leadership and include them in the ‘pockets of evidence’.

My Pocket of Evidence

We have provided you with a pocket of evidence within which to file any documentation that relates to the professional development programme/activity and to which you refer in your reflections.  In this pocket of evidence you might want to include some evidence of your participation in the professional development programme/activities your have documented/recorded.  Here you might want to include:

· The name of the professional development programme.

· Examples of activities with which you have engaged.

· Examples of work completed during participation in these activities.

· Your certificate of attendance/completion/participation.

· Article(s) written.
· Presentation(s) made.
· Paper(s) presented at a conference. 

· Research Report(s).
· Mentorship records/reports.
· Publications read.
· Report on meeting attended.
· Any other documentation relating to the professional development programme or its implications for your professional practice.

SECTION 4
REPORTING MY PROFESSIONAL DEVELOPMENT PROGRAMMES / ACTIVITIES AND POINTS TO SACE

REPORTING MY PROFESSIONAL DEVELOPMENT ACTIVIES AND POINTS TO SACE

How will an Educator’s PD points be reported to SACE?
· An educator will record Type 1 and Type 2 PD points in their personal PDP according to the PD Points Schedule.
· SACE expects educators to record their points honestly. Dishonest reporting is unprofessional conduct. It may also be a breach of SACE’s Code of Professional Ethics.
· Educators will report their participation in Professional Development twice a year manually on a form prescribed by (template available in the portfolio) SACE, or electronically on the CPTD self-service portal – in June and November.
· In June and November a principal will request staff members to report their PD points for the year on a simple form supplied by SACE or electronically. 
· Educators (individually) will report their PD points to SACE on a simple form supplied by SACE, and will send the form to SACE by:
· post, fax-to-email; or 
· Uploading them on the CPTD-IS through the portal. 
· The following contact details should be used in the manual reporting  of your PD activities and points earned:
MANUALLY:

Post
Attention: Provinces and Members Unit
                                        SACE
                                        Private Bag x127

                                        CENTURION
                                        0046

· Fax-to-Email: 086 571 5260
Email Address: member@sace.org.za
            ELECTRONICALLY:
                      www.sace.org.za
                      Choose CPTD then click on self-service portal
                      Choose Educator Login using your username and password 
                      Choose Record Points Tub on top 

SECTION 5

SUGGESTED MANAGEMENT PLAN FOR PRINCIPALS AND DEPUTY PRINCIPALS

SUGGESTED MANAGEMENT PLAN FOR PRINCIPALS AND DEPUTY PRINCIPALS

January – December 20...
	MONTH
	ACTION
	RESPONSIBILITY

	January 
	1. Information sharing session with staff on the CPTD Management system and phased-in implementation plans 

	Principal

	 February
	1. Self-Evaluation 

2. Reflections on needs identified from the 2012 summative evaluation

3. Reflections on your professional practice and management and leadership experiences


	Principals 

Deputy Principals

	March
	1. Development of PGP 

2. First Professional Development cycle takes places


	Principals and Deputy Principals

	April
	1. Development, support, mentoring by Seniors

2. Ongoing Monitoring, Control and Support

3. Self-evaluation against PGP

4. Record your participation in professional development in your Pocket of Evidence


	Principals’ Seniors from the District/Circuit

Principals

Deputy-Principals

	May
	1. Development, support, mentoring by Seniors

2. Ongoing Monitoring, Control and Support

3. Self-evaluation against PGP

4. Record your participation in professional development in your Pocket of Evidence


	Principals’ Seniors from the District/Circuit

Principals

Deputy-Principals

	June
	1. Development, support, mentoring by Seniors

2. Ongoing Monitoring, Control and Support

3. Self-evaluation against PGP

4. Record your participation in professional development in your Pocket of Evidence

5. REPORT YOUR PROFESSIONAL DEVELOPMENT ACHIEVEMENTS AND POINTS EARNED TO SACE
 


	Principals’ Seniors from the District/Circuit

Principals

Deputy-Principals

	July
	1. Second Professional Development cycle takes place

2. Development, support, mentoring

3. Monitoring

4. Self-evaluation against PGP


	Principals’ Seniors from the District/Circuit

Principals

Deputy-Principals

	August
	1. Development, support, mentoring by Seniors

2. Ongoing Monitoring, Control and Support

3. Self-evaluation against PGP – revise where necessary

4. Record your participation in professional development in your Pocket of Evidence


	Principals’ Seniors from the District / Circuit

Principals

Deputy-Principals

	September
	1. Development, support, mentoring by Seniors

2. Ongoing Monitoring, Control and Support

3. Self-evaluation against PGP - revise

4. Record your participation in professional development in your Pocket of Evidence

5. Second developmental cycle ends


	Principals’ Seniors from the District / Circuit

Principals

Deputy-Principals

	October
	1. Complete Reflections on Achievements towards my professional development outcomes for the year

2. Complete the Pocket of Evidence for your Achievements


	Principals

Deputy-Principals

	November
	1. REPORT YOUR PROFESSIONAL DEVELOPMENT ACHIEVEMENTS AND POINTS EARNED TO SACE


	Principals

Deputy-Principals

	December
	1. Access your annual report of professional development activities and points earned from SACE through CPTD self-service portal

2. Plan for your next year’s professional development process and the three year CPTD cycle.


	SACE

Principals

Deputy-Principals


FOR ANY ASSISTANCE NEEDED IN DEVELOPING YOUR PORTFOLIO, PLEASE CONTACT THE FOLLOWING:

Ella Mokgalane
Senior Manager: Professional Development and Research

012 663 9517

ella.mokgalane@sace.org.za
Sekgametsi Sebotsa

Assistant Manager: Provinces and Members

012 663 9517

refiloe@sace.org.za
member@sace.org.za 

� Upload them on the self-service portal, OR email / fax / post them to SACE, OR send them telephonically to the Provinces and Members Sub-Division
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