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8.4	Who should sign the forms?
· The designations of officials who should sign the forms are indicated in all the Nomination forms;
· If a principal of a school or a School Management Team is a nominee, then the School Governing Body and the School Nomination Team must agree on a person who will sign on behalf of the principal and clearly state why such a person was chosen to sign in the space provided on the Nomination Form.
· In the instance where the District/Regional Official nominates, it is still necessary for the Principal/ School Management Team nominee/ SGB to sign the forms.
[bookmark: _GoBack]	
8.5	Filling in of Nomination forms
· Form 1 requires the nominee/s to fill in personal and school details. 
· Form 2: When completing the team /self-portrait form, the teacher must follow the criteria as outlined in the relevant category.
· The words in the self-portrait form (Form 2) should not exceed a maximum of one thousand (1000) words. 
· Form 3: The words in the school motivation form (Form 3) should not exceed a maximum of seven hundred and fifty (750) words. 

8.6 Choosing a winner 
8.6.1  Choosing the NTA finalist by an adjudication panel
(a) The process of adjudicating will be the same at all levels. This means the requirement that all NTA candidates must make presentations applies to all levels.
(b) All teachers/teams that enter the NTA are allocated thirty-five (35) minutes for the interview and candidates entered in the Lifetime Achievement category are allocated forty-five (45) minutes for the Interview.
(c) Two methods will be used to choose a winner:
(d) The teacher/team’s presentation of the general and specific criteria; and
(e) The verification visits.



8.6.2 The teacher’s presentation:
All teachers that enter the NTA, will be expected to make a power point presentation in the following manner:

a) Teachers will be allocated five (5) minutes before the start to set up their presentation.
b) Teachers who prefer to use another method for presentations, e.g., use a poster will be allowed to do so within the stipulated thirty-five (35) minutes or forty-five minutes depending on the category;
c) The nominees are allowed to do code switching to a language they are more comfortable with during the presentation. Code switching is limited to a few words and/or phrases; and
d) Teachers are encouraged to present the specific criteria before the general criteria.

8.6.3 The use of learner photographs, teachers are: 

(a) Allowed to use learners’ photographs which show interaction in class, field excursions, singing in choirs, etc. No parental, guardians and other stakeholders consent is required in this sentence.
(b) Not allowed to show learners being bullied, learners in a compromised situation which show them in a vulnerable state, e.g. using drugs, showing pregnant learners, etc. 
(c) Encouraged to be sensitive and careful when intending to use images that feature learners and young people. 

8.6.4 Dress code:
(a) During interviews teachers are required to dress appropriately. 
(b) During Interviews are requested not to wear shorts, athletics shoes, jeans, T-shirts or similar clothing.
(c) Teachers should also not wear clothes that identify a particular organisation during the adjudication.

8.6.5    Verification visits:	
These will be conducted after the completion of the interview sessions. 



8.7	Disqualification rules
Please note the following disqualifying criteria will apply; failure to adhere will result in the nominee(s) being disqualified:

a) Incomplete forms;
b) Nominees signing their own nomination forms;
c) Corrections or alterations on forms 1 and 3;
d) Forms not received on time as determined by the Province;
e) Absence of evidence of SACE registration, whether it is the absence of proof in a salary advice or absence of proof of provisional registration; or certified copy of a SACE letter confirming registration or SACE registration number;
f) Certified copies qualification/s as evidence of being a teacher.
g) Copies that were certified more than six months before submission;
h) None submission of copy of certified ID submitted with nomination forms;
i) Entering more than one category at a time will lead to disqualification;
j) Absence of a school stamp on Form 3; False information; and
k) Not adhering to the requirements of 2 years of teaching for all categories except for the Lifetime Award which requires 30 years without a break in service.

9.     General matters:
· All material submitted for NTA must be in English;
· All the material that has been submitted for the NTA will not be returned to all the participants and will be used by the DBE for educational purposes;
· A separate form must be used for each category. 
· The category for each nominee must be clearly marked;
· The school must ensure that the Nomination Forms, Self/Team Portrait forms and the School Motivation Forms are clearly completed;
· These forms must be sent to the District Office by the date determined by the province; and
· Teachers are free to make photocopies of the Nomination Form or access forms via the website of the Department of Basic Education: www.education.gov.za and the Thutong Portal: www.thutong.org.za






10. The NTA checklist:

After filling in the forms, nominated teachers/teams must ensure that the following checklist is filled in and submitted.

NTA CHECKLIST TABLE

	Required document 
	Included?

	Form 1: Signed by the Principal and SGB Chairperson or Designated Person(s)  
	Yes/No

	Form 2: Signed by the nominee(s)                                                                                                 
	Yes/No

	Form 3: Signed by the Chairperson of the Nomination Team and provided a School Stamp   
	Yes/No

	Proof of SACE registration
	Yes/No

	ID Document (certified)
	Yes/No

	Certified copies qualification/s as evidence of being a teacher.
	Yes/No

	SCHOOL/CENTRE STAMP
	Yes/No

	
Initials and surname of the adjudicator:

Adjudicator’s signature: 






11.  The Dispute Resolution Mechanism

In resolving a dispute, the following steps should be followed at cluster, district, provincial and national levels.

	Step –by-step guide on what to do when dealing with disputes

First step:
 Before you lodge a complaint, it is advisable to:
· Familiarise yourself with the rules governing the NTA and identify the particular rule you feel has been handled in a manner that violate your rights. Speak to your colleagues, supervisor, or another manager whom you trust;
· Identify the specific issue that you are objecting to, when the decision was made, or when you were effectively notified of the decision. This is very important for the timelines, should you decide to proceed with contesting the decision through the internal dispute resolution process and
· If you consider that there has been an issue that violate your rights and you are unable to resolve the matter informally, you may then contest such a decision through the formal mechanism provided. 

Second step
 When lodging a dispute, ensure that you follow the following steps:
a. Send a detailed report to the chairperson of the adjudication panel quoting all relevant information such as the subject of dispute, reason/s, the date and time of the occurrence; 
b. In your report, explain clearly the decision you wish to contest, who made the decision and when, how it violates your rights and why you believe the decision was improper or unlawful;
c. Make copies of any correspondence so that it would be easy to produce proof should it be necessary;
d. When you send/deliver your report, make sure that you have the details of the person who received the report including the time of acceptance/delivery. You can also ask the person to attach his/her signature;        
e. When the chairperson of the adjudication panel receives the report, he/she needs to set up a review panel which should consist of people who were not members of the adjudication panel and are not affected by the outcome of the decision;
f. The review panel will examine the facts of the case, and will conduct, where necessary, oral proceedings and/or document analysis;
g. At the end of the review, the panel should have a written agreement/resolution;
h. Apart from it being enforceable, it gives the decision legitimacy, and serves as guidance if a similar problem arises in future;
i. The NTA manager should ensure that resolutions are in line with the rules of the NTA;
j. The manager should document the resolution taken by the review panel and record whether the aggrieved teacher agreed to the resolution;
k. If it is determined that an improper decision has been made, the NTA management team will ensure that the appropriate remedy is undertaken. 
l. The complaint should receive a response within seven (7) days of lodging the dispute. 

Third step:
(a) When no resolution through informal means can be arrived at, and when the result of the management evaluation is not to the satisfaction of the teacher, the teacher can file an application to the next level of the NTA;
(b) This has to occur no more than seven (7) days after the teacher received notification of the contested decision; and
(c) The same process that was followed in step 2 should be followed.

Fourth step
In cases where no agreement could be reached on a dispute, the matter should be brought to the attention of the Provincial Education Departments (PDEs) and DBE’s whose decision will be final;

General remarks;
(a)  Please ensure that the dispute resolution panel members were not part of the adjudication panel that led to a dispute; and         
(b) When selecting these members, ensure that they are comparable to the adjudication panel members in terms of position, experience, etc.










NOMINATION FORM 1 2021

To be completed by the Nomination Team. Note the eligibility and disqualification criteria in the NTA Information Guide. All forms must be handed in to the district on or before the date determined by the relevant Provincial Education Department.

Category of nomination (Please refer to the NTA Information Guide):



The Nomination Team wishes to nominate the following individual or team members for the above category. Attach copies of proof SACE registration, and ID document of each nominee to the nomination form:


	Title
	First Name
	Surname
	SACE Registration Number 
	Mobile Number

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



School/Centre Details:

	School Name
	
	EMIS No.
	

	Name of Principal
	

	Type of School
	Primary/Secondary/Combined/Full Service/LSEN/ECD Centre

	
School/Centre Physical Address
	

	Telephone No.
	(	)
	Fax No.
	(	)

	E-mail Address
	
	Cell No.
	

	District/Region
	
	
	



Endorsement:  By signing the nomination form, the Principal and SGB/CGB Chairperson endorse the nomination by the Nomination Team.

	Signature of Principal
	
	Date
	

	Signature of Chairperson of the SGB/CGB
	
	Date
	

	Special Notes:
•	If the Principal or SGB/CGB Chairperson cannot sign for whatever reason, please also provide the information in the table below.

•	If the Principal is the nominee, he/she must only sign in the space provided for the Nominee(s) on Form.

•	The SGB/CGB the Nomination Team must agree on a person who will sign on behalf of the Principal.

•	If a District/Regional Official is the nominator, the Principal must endorse the nomination.

	Name of person signing on behalf of the Principal or
Chairperson of the SGB/CGB
	

	Designation of Signatory
	

	Statement of Motivation for signing on behalf of the
Principal or Chairperson of the SGB/CGB
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SELF/TEAM PORTRAIT FORM 2021

Use the space below to provide relevant information that will serve as evidence of excellence in the category you are nominated for. Please be guided by the generic and specific criteria of the category you are nominated for. For the IT Category please make specific reference to the use of technology in the classroom with learners and/or with colleagues. Note the eligibility and disqualification criteria in the Information Guide. No CV is required.

Provide the following general information:
Level of teaching: Gr R/Foundation Phase/Intermediate Phase/Senior Phase/FET Phase/Special School Subject(s) responsible for: ……………………………………………………………...……………………………... 
Years of teaching experience in South Africa…………………………………….………………………………... 
Years of teaching experience at your current school/centre: ………………...…………………………………...... 
Leadership position (Leadership category): Deputy-Principal/Principal………...………….………...…………... 
Level (Leadership category): Primary School/Secondary School/Combined School/Full Service School/LSEN
& ECD School        ……………………………………………………………………...……...…….

Self/Team Portrait:




COMPLETE FORM 2 & TEAR OUT Page 2
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SELF/TEAM PORTRAIT FORM 2021
COMPLETE FORM 2 & TEAR OUT Page 3N TA
2021 



SELF/TEAM PORTRAIT FORM 2021






























































Declaration by nominee(s)













I/we declare that the information submitted in the Self/Team Portrait is true and correct.

	Title
	First Name
	Surname
	Signature
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MOTIVATION FORM 3: 2021

The Nomination Team from the school/centre must provide reasons for nominating the individual teacher/ team for entry into the NTA 2021. Use the following headings to provide evidence of excellence in the category the teacher/team is nominated for. Please note that some of the headings might not be applicable to all the categories:

•      Fulfil an excellent role in the classroom/school/centre/community (through the use of technology – 
       IT category);

· .An inspirational role model for teachers/learners/parents/community members/guardians and other stakeholders;

•    Significant contribution to the teaching profession

•   Inspires and leads learning in school/community
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The Nomination Team certifies that the above information is true and correct:






	Name of Chairperson of the Nomination Team/District
Official
	

	Signature
	

	Date
	



Checklist: Check your nomination package. Did you include all the required completed forms?

	
	Including?

	Form 1: Signed by the Principal and SGB Chairperson or Designated Person(s)
	Yes/No

	Form 2: Signed by the nominee(s)
	Yes/No

	Form 3: Signed by the Chairperson of the Nomination Team and provided a School Stamp
	Yes/No

	Proof of SACE registration (certified)
	Yes/No

	ID Document (certified)
	Yes/No




	SCHOOL/CENTRE STAMP
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