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Policy completion rubric

The completion rubric below contains specific instructions and requirements to update this template based on your school’s unique operational needs. 

	Policy section
	Completion instruction

	No.
	Detail
	

	Total policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) [bookmark: _heading=h.gjdgxs]Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

	Policy footer
	a) Update the version number. Proper version control is a vital tool to ensure that the correct policy is in use at the school.
b) Update the school name.

	7
	Purpose of the policy
	Update to reflect the school’s own purpose, if different from the information contained in this section.

	8
	Objectives of the policy
	Update to reflect the school’s own objectives, if different from the information contained in this section.

	9
	Operational LTSM goals 
	a) Update to reflect the school’s own goals, if different from the information contained in this section.
b) Remove the section if your school does not have specific operational goals.

	11
	Legislative framework
	a) Update this reference to reflect the specific provincial legislation that may apply.
b) Update this framework as soon as any laws and/or regulations change.

	12
	Relevant provincial policies and circulars
	Amend this section to reflect the applicable policies and circulars of the province in which your school is situated.

	15
	Classification of LTSM
	Update to reflect the correct classification of LTSM used by your school, if different from the information contained in this section.

	16.1
	Composition of School LTSM Committee
	Update this section to reflect the composition of your school’s committee.

	Annexure A – Educator requirements list
	Update the list according to your school’s operational needs.
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1. TITLE OF THE POLICY
The Learning and Teaching Support Material Policy of name of school

2. [bookmark: _Toc228800464]EFFECTIVE DATE
1 January 2024

3. [bookmark: _Toc228800465]DATE OF NEXT REVIEW 
1 April 2024

4. [bookmark: _Toc228800466]REVISION HISTORY
	Issue number
	Description of amendment
	Approved by 
	Date

	
1

	
New policy

	
SGB

	
December 2023



5. [bookmark: _Toc228800467]PREAMBLE
[bookmark: _heading=h.3dy6vkm]The school has developed this LTSM Policy to ensure that there are sufficient and appropriate resources to meet learners’ needs. Through this policy, the school further ensures that sound systems are in place to manage the resources of the school to optimally enhance the learners’ abilities through the provision of quality education. The policy also ensures that the activities of the school and of the SGB are underpinned by the principles of accountability and both relevance and appropriateness of the materials purchased.  

6. [bookmark: _Toc228800468]STRATEGIC PRINCIPLES
6.1. [bookmark: _heading=h.4d34og8]Providing a positive, supportive and proactive learning environment, committed to the holistic development of each learner
6.2. [bookmark: _heading=h.2s8eyo1]Following best practices for inclusion in the school’s learning and teaching strategies 
6.3. [bookmark: _heading=h.17dp8vu]Developing partnerships with parents, the community and other stakeholders involved in the education of our learners
6.4. [bookmark: _heading=h.3rdcrjn]Raising awareness about, and advocating for, people with intellectual disabilities

7. [bookmark: _Toc228800469]PURPOSE OF THE POLICY
The primary purpose of the policy is to:
a) provide guidelines for the management of LTSM at the school; and
b) provide guidelines for the control and monitoring of LTSM.

8. [bookmark: _Toc228800470]OBJECTIVES OF THE POLICY
8.1. To ensure that name of school has quality LTSM and resources, which are made accessible to the educators, therapists, teaching assistants and learners.
8.2. To provide guidelines and support for the implementation of LTSM processes at the school.
8.3. To ensure that LTSM and resources are ordered and delivered timeously so as to avoid any negative impact on learning and teaching at the school.
8.4. To ensure that the stock and LTSM inventories are managed and controlled effectively and efficiently.
8.5. To ensure that the budget and funds for LTSM are managed properly to facilitate learning and teaching.
8.6. To ensure that LTSM and resources that are issued or loaned to educators and other support staff, as well as to learners, are retrieved timeously and in a good condition.
8.7. To encourage the utilisation of all resources by all educators and learners.

9. [bookmark: _Toc228800471]OPERATIONAL LTSM GOALS 
(where applicable)
9.1. Maintaining 100% retention and retrieval
9.2. Achieving 100% universal coverage
9.3. A library equipped with resources and books, for use by the learners and educators
9.4. All educators and therapists to have a laptop 
9.5. Acquiring electronic/digitised materials (e-LTSM) that may facilitate learning, as the budget allows 
9.6. Interactive/smartboards in all classrooms
9.7. Digital projectors for all educators
9.8. Electronic books, where appropriate for learners’ needs 

10. [bookmark: _Toc228800472]DEFINITIONS AND ABBREVIATIONS
10.1. Definitions
	Term
	Definition

	assistive device
	Any device that assists a person in learning and teaching.

	activities of daily
living
	The activities that one needs to master to meet one’s basic, daily needs relating to dressing, eating, personal hygiene, etc. 

	classroom resources
	Materials used in the classroom by the educator and/or learners to aid learning and teaching. Examples include wall charts, alphabet friezes, flashcards, etc.

	consumable
materials

	Limited-lifespan materials used by learners and educators/therapists/other staff. Consumable materials are used up and need periodic replacing, such as glue, exercise books, etc.

	education
	Instruction, teaching or training provided to learners in terms of the South African Schools Act.

	educator
	Any person, excluding a person who is appointed to exclusively perform extracurricular duties, who teaches, educates or trains other persons or who provides professional educational services, including professional therapy and education psychological services, at school.

	graded readers
	Mainly group-guided readers in both Home and First Additional Language. Graded readers are differentiated to cater for a range of reading abilities, including emergent, beginner, developing, fluent and independent reading levels. They should be at a lower level than the texts used for shared reading.

	learners with
special educational
needs 
	Learners who are accommodated in a school for specialised education to meet their special educational needs.

	learning and
teaching support
material
	All the relevant resources (including print and electronic) used by educators and learners to enhance and support curriculum delivery.  

	non-consumable
materials
	Materials that are durable and have an indefinite lifespan. Non-consumables are generally a once-off purchase, such as a piano, microscope, etc.

	open system of procurement
	Procurement through any supplier of choice.

	open education resources
	Learning and teaching support material that is created by an external party and made available on an open licence, allowing it to be used for teaching, learning, research and other purposes at no cost.

	parent
	The biological or adoptive parent or legal guardian of a learner; or a person legally entitled to custody of a learner; or a person who undertakes to fulfil the obligations of a parent or guardian towards the learner’s education at school.

	principal
	An educator appointed or acting as the head of a school.

	supplementary learning and teaching support material
	Material that accompanies the core learning and teaching support material and is generally used to enhance a specific part of the curriculum. At name of school, this would refer to learning and teaching support material used for the DCAPS skills subjects, as well as items, software or equipment needed to supplement or enhance assistive devices required by learners.

	resources
	All relevant materials (including print and electronic) that are used to enhance and support curriculum delivery.

	school governing
body
	The governing body of the school, as elected and established under section 16           of the Schools Act.

	Schools Act
	The South African Schools Act 84 of 1996.

	supplier
	An external entity that supplies relatively common, off-the-shelf or standard goods or services.

	support staff
	Any member of staff who is involved in any learning and teaching with/of learners in support of tasks set by educators, such as teaching assistants, therapists, music teacher, volunteers, students, etc.




10.2. Abbreviations
	Abbreviation
	Explanation

	AAC
	augmentative and alternative communication

	DBE
	Department of Basic Education

	GDE
	Gauteng Department of Education

	LSEN
	learners with special educational needs

	LTSM
	learning and teaching support material

	MEC
	Member of the Executive Council

	SGB
	school governing body

	SLA
	service level agreement

	SLTSMC
	School Learning and Teaching Support Material Committee

	SMT
	school management team


[bookmark: _heading=h.44sinio]
11. [bookmark: _Toc228800473]LEGISLATIVE FRAMEWORK
11.1. The Constitution of the Republic of South Africa, 1996 
11.2. National Education Policy Act 27 of 1996      
11.3. South African Schools Act 84 of 1996     
11.4. National Archives and Record Service of South Africa Act 43 of 1996           
11.5. Preferential Procurement Policy Framework Act 5 of 2000     
11.6. National Norms and Standards for School Funding, as amended, 1998
11.7. Gauteng Schools Education Act 6 of 1995     
11.8. Copyright Act 98 of 1978
11.9. LTSM Budgeting and Procurement for Special Schools
11.10. Education White Paper 6: Building an Inclusive Education and Training System, 2001
11.11. National Guidelines for Resourcing an Inclusive Education System, 2018
11.12. Policy on Screening, Identification, Assessment and Support, 2014
11.13. GDE Learning and Teaching Support Material Policy, 2021

12. [bookmark: _Toc228800474]RELEVANT PROVINCIAL POLICIES AND CIRCULARS
12.1. Circular S12/2013: Retrieval and distribution – learners who have lost textbooks must not be given textbooks
12.2. Circular 33/2010: The implementation of the National Norms and Standards for the Funding of Grade R Sites for 2011/2012
12.3. Information on individual schools’ quintile ranking, free status and section 21 functions for 2011/2012 
12.4. GDE Learning and Teaching Support Material Policy, 2010
12.5. Circular S8/2020/2021: Retention and retrieval of textbooks to learners

13. [bookmark: _Toc228800475]SCOPE OF POLICY
This policy applies to the SGB, SMT, educators, therapists, other support staff, volunteers, learners and parents of name of school.
[bookmark: _heading=h.1y810tw]
14. [bookmark: _Toc228800476]PRINCIPLES GUIDING THE LTSM PROCESS 
14.1. Enhancement of quality education
a) The LTSM and resources that are selected and purchased by name of school must enable and facilitate the provision of quality education to learners.
b) All LTSM and resources procured by name of school must be relevant and appropriate to the needs of learners at the school.
c) All LTSM and resources purchased must support the adapted teaching and learning programme and curriculum implemented at name of school.

14.2. Equitable access for all learners and educators
a) All learners and educators at name of school must have access to the school’s available LTSM and resources required for teaching and learning.
b) No learner at name of school will be excluded from using/receiving any LTSM and resources for any reason.

14.3. Service delivery management
a) The relevant LTSM should be available to learners and educators on time.

14.4. Relationship and contract administration
a) Name of school shall develop positive relationships with service providers to ensure the timeous delivery of quality LTSM.
b) The SLTSMC needs to keep a record of all orders, purchases and distribution lists of LTSM for classes/educators.

15. [bookmark: _Toc228800477]CLASSIFICATION OF LTSM
At name of school, LTSM is classified as follows: 
15.1. Textbooks  
Since the school produces many of its own resources, while still adhering to curriculum requirements, textbooks would include the following material:
a) All printed texts, such as learner workbooks/activity books
b) Foundation Phase workbooks produced by the DBE (which are adapted for the different classes)
c) Reading book series printed by publishers, e.g. Ginn series
d) The school’s self-made individual reading books, which are laminated and bound, and include reading pages inserted into flip files or pasted into exercise books
e) Books, manuals and programmes used by educators for reference purposes
f) A-Z index books used for personal, self-made dictionaries

15.2. Stationery  
a) This refers to materials that learners use to write with and on for teaching and learning purposes, including exercise books, pens, pencils, crayons, drawing paper, tracing paper, erasers, rulers, scissors, chalkboards, glue, other sorts of adhesives, A5 hardcover books (used as communication books between home and school), etc. 

15.3. Consumables
a) These are materials that have to be replenished regularly because they wear out or are used up, including materials for practical subjects such as Food Production. 

15.4. Non-consumables
a) These are materials that are durable, have an indefinite lifespan and are normally a once-off purchase. The school budgets for the maintenance of these materials as well. 

15.5. Interactive boards/e-learning materials
a) E-learning materials are electronic learning support materials, tablets, laptops, smartboards, educational hardware and software, including the Eduboard interactive boards, Boardmaker, Writing with Symbols, and assistive devices such as SwitchIt. 
b) Interactive boards are installed in all classes and are used for teaching and learning.

15.6. Library materials and resources
These are materials in the library that can be used by learners and educators for the following purposes:
a) Resources and reference materials to plan lessons
b) Displays/interest tables
c) Visual and concrete aids to aid learning and understanding for learner projects
d) Leisure and enjoyment, such as borrowing library books

Library materials and resources include:
a) fiction and non-fiction books;
b) medical books and research articles relating to various special needs and syndromes;
c) posters and charts;
d) reference books; and
e) educational games.

15.7. Other materials
These include a wide range of materials and are used to assist learners to attain the intended learning outcomes.

15.8. Art and craft materials and resources
Teaching and learning in the context of name of school includes learning through art and craft activities, which, among others, develop fine motor skills (cutting, drawing, etc.) and perceptual skills.   
Art and craft resources and materials used at the school include the following:
a) Drawing/painting paper
b) Paint, pastels, food colouring, ink, stamps
c) Playdough
d) Pottery clay, clay tools, kiln, glaze, work boards
e) Coloured paper and cardboard, tissue paper, crepe paper
f) Collage materials – beads, beans, buttons, etc.


15.9. Augmentative and alternative communication (AAC) LTSM and resources 
a) AAC LTSM and resources are used to augment and/or provide an alternative means of communication for learners who are non-verbal, have little to no functional speech and/or experience difficulty communicating.   
b) AAC LTSM and resources include aids such as:
i. communication boards, books, lanyards, schedules;
ii. choice boards;
iii. daily class schedules and timetables; and
iv. visual aids – photographs, pictures, objects.
c) AAC LTSM and resources are generally, and for the most part, developed and produced by the educators and therapists, and may involve the assistance of parents and/or volunteers. 
d) The materials required to develop these aids include the following:
i. Photocopying paper
ii. Photocopier
iii. Ink
iv. Laminating pouches
v. Laminating machine
vi. Binding machine
vii. Binders
viii. Camera (to photograph actual/known and familiar objects)
ix. AAC software programs, such as Boardmaker and Writing with Symbols
x. Velcro
xi. Magnets

15.10. Assistive devices 
a) Assistive devices at name of school include the devices and equipment used personally by individual learners to facilitate and assist their learning and teaching and enhance their quality of life.
b) Assistive devices also include devices used by educators and support staff to support learners’ learning and teaching.
c) Assistive devices used include the following:
i. Wheelchairs, walking frames, etc.
ii. Computer-related devices, such as hardware (Big Keys keyboards, roller balls, mice, keyboard protectors) and software (SwitchIt)
iii. Miscellaneous assistive devices, such as pencil grips, loop scissors, etc.
iv. Weighted jackets and blankets
v. Posture pillows
vi. Work stations for learners with autism, if practicable
vii. Timer clocks
viii. Concrete 3D objects and teaching aids

15.11. Occupational therapy LTSM
The occupational therapist uses a variety of equipment and resources for therapy, including the following:
a) Equipment to facilitate gross skills: balls, swings, trampolines, etc.
b) Occupational therapy brushes
c) Posture cushions
d) Weighted vests and blankets
e) Equipment to facilitate fine motor skills: pegboard sets, playdough, clothes pegs, etc.
f) Materials for activities of daily living: dressing frames, hand creams, feeding utensils, etc.
g) Craft materials: paint, glue, etc.
h) Pre-writing and writing materials: pencils, crayons, scissors, loop scissors, assistive devices such as pencil grips, etc.

15.12. Speech therapy LTSM
The speech therapist uses a variety of LTSM and resources, including the following:
a) AAC devices: Boardmaker, PODD (Pragmatic Organisation Dynamic Display) communicator, laminating pouches, laminator machine, colour printer, cardboard, paper, binding machine and binders, communication boards/mats
b) TalkTools
c) Food items for feeding therapy and gustatory perception
d) Boardgames and educational toys and games
e) Language workbooks and worksheets
f) Audiometer and associated materials
g) CD player and CDs for listening activities
h) Toys

15.13. Senior Life Skills group/learners with severe to profound intellectual disabilities
LTSM is required to address the needs of the Senior Life Skills group, who focuses on addressing learners’ personal, social and physical development needs, as well as their needs in terms of activities of daily living and self-help. The LTSM and resources required include the following:
a) Personal hygiene products, such as toothpaste and brushes, nail brushes, combs, face clothes, sanitary pads, shaving supplies (foam and razors), deodorant, etc.
b) Basic foodstuffs to learn and teach basic skills such as making sandwiches and drinks in order to develop self-help skills and independence
c) Craft materials: paint, clay, beads, decoupage materials, etc.
d) AAC resources: pictures, photographs, Boardmaker packages, etc.
e) Sensory stimulation: textured materials, etc.
f) Auditory stimulation: CD player, CDs, etc. 
g) TalkTools

15.14. Personal Development groups
a) Senior learners follow a Personal Development/Sexuality programme, which requires LTSM and resources such as educator references, workshop attendance, in-service education and training on various topics, etc. 
b) The Personal Development programme for junior learners requires LTSM and resources relating to:
i. personal hygiene – toothbrushes and toothpaste, deodorant, sanitary pads, etc.;
ii. eating – bread for spreading, spreads, utensils, plates, etc.; and
iii. dressing – wooden shoes and shoelaces to tie.

15.15. Gross motor/physical education
Equipment for gross motor skills includes the following:
a) Balls – large and small
b) Hoops
c) Beanbags
d) Weights
e) Cones
f) Bats

15.16. Sport LTSM
The sport offered at name of school may vary from one year to the next, depending on learners’ interests and needs. Generally, name of school caters for the following sports, which require the resources as indicated:
a) Swimming – gala fees, annual swimming pool levy, goggles, kickboards, fins
b) Netball – balls, netball uniforms, whistles
c) Soccer – balls, cones, soccer kits, whistles
d) Water aerobics – water aerobics equipment
e) Adaptive sports – bocce balls, various equipment for gross motor skills
f) Lawn bowls – hats
g) Ice-skating – ice-skates
h) Floor hockey – balls and pucks
i) Water safety for junior learners – portable swimming pool

15.17. Performing arts LTSM
a) The performing arts offered at name of school include music and movement activities, percussion activities, a school choir, and school percussion and dance groups. 
b) Resources required include the following:
i. Percussion instruments – shakers, bells, sticks, triangles, cymbals
ii. Drums
iii. Choir and percussion group uniforms
iv. Piano tuning
v. Dance – gumboots, uniforms, make-up

15.18. Skills and School-to-Work programme LTSM
a) The Skills and School-to-Work programmes are designed to impart skills that learners can then use in various vocational opportunities that might be available to them once they have completed their schooling.
b) These programmes require certain LTSM and resources, including the following:
i. Art and Craft: Beading
Beads, string, hooks, sticks, toolkits, metal balls, elastic, etc.
ii. Cooking/Food Production
Foodstuffs, various kitchen utensils used for cooking such as egg beaters, graters, toasters, microwave, etc.
iii. Baking/Food Production
Baking ingredients, and kitchen utensils used for baking such as cake and muffin tins, mixing bowls, beaters, spatulas, measuring cups, measuring jugs and measuring spoons, etc.   
iv. Self-Care/Ancillary Health 
All goods used for the purpose of manicures and pedicures, facials, massages, etc., such as foot scrubs, foot spas, nail varnishes, bowls, towels, hand cream, exfoliating cream, buffers and cuticle sticks
v. Woodwork and Timber
Wood, screwdrivers, drills, ratchet sets, sanding machine, sandpaper, etc.
vi. Art and Craft: Handwork 
Sewing, weaving, knitting material, wool, felt, hessian, scissors, measuring tapes, knitting needles, etc.
vii. Gardening/vegetable garden/Agricultural Studies
· Ladies garden forks, spades, garden rakes, cutting and pruning shears
· Wheelbarrows
· Sieve for compost
· Watering cans
viii. Work placements/School-to-Work 
· In the senior school, learners are placed in work opportunities in the community for part of the day, one day a week. 
· Work placements may vary from one year to the next, depending on learners’ interests and the availability of work opportunities. 
· Some work placements have specific requirements that may necessitate LTSM and resources, including the following:
· Garden nursery – gloves, overalls, rubber boots
· Bakery – apron and cap
· Hairdressing – overalls

15.19. Recycling programme
The school has a recycling programme and designated areas aimed at teaching learners about sustainability. LTSM and resources required for the programme include:
· bins for separating perishables, paper, plastic and glass; and
· recycling bins for classrooms. 

15.20. Playground equipment
a) Learners’ level of development implies that a significant amount of learning and teaching takes place through play. 
b) Therefore, LTSM and resources include play equipment and educational and other toys, such as the following:
i. Water play equipment
ii. Sandpit play equipment
iii. Cones
iv. Bicycles
v. Scooters
vi. Various play apparatuses for imaginative play – dolls, cars, balls, tea sets
vii. Wendy house
viii. Dress-up clothes
ix. Educational games and toys, such as cause-and-effect toys

15.21. Perceptual development
a) At name of school, the development of perceptual skills is an important teaching and learning focus. 
b) The following LTSM and resources are required for the development of the various types of perceptual skills:
i. Visual perception – puzzles, perceptual workbooks, fine motor skills resources such as pegs, etc.
ii. Auditory perception – CD players, CDs with listening games and activities, noise-making objects such as bells, whistles, etc.
iii. Tactile perception – feely bags, textured objects, occupational therapy brushes, different-textured foodstuffs, etc.
iv. Olfactory (smell) perception – flavourings, foodstuffs, etc.
v. Gustatory (taste) perception – mostly foodstuffs

16. [bookmark: _Toc228800478]SCHOOL LTSM COMMITTEE (SLTSMC)
16.1 Composition
· Principal (ex officio)
· Deputy principal
· All SMT members
· Therapists
· Library coordinator and administrator
· E-learning representative
· SGB parent-member representative
· Financial administrator
· Administrator
· Coordinator of shared resources 

16.2 All members of the SLTSMC must sign a declaration of confidentiality and impartiality to ensure that:
a) the details of all orders and requisitions remain confidential;
b) all service providers and potential service providers are treated equally and without prejudice; and
c) each member discloses details of private or business interests that they or any close family members, partners or associates may have in any proposed procurement or disposal process, or in any award or contract, and that they would immediately recuse themselves from any activities relating to the transaction should this be the case.

16.3 Roles and responsibilities
a) Principal
i. Ensuring that the SLTSMC members are appointed and that the committee is functioning.
ii. Ensuring that all LTSM management systems are in place.
iii. Ensuring that all learners and educators receive the required LTSM on the first school day.
iv. Accounting to the SGB for all activities of the SLTSMC.
b) SLTSMC
i. Ensuring that the LTSM Policy is implemented at the school.
ii. Developing LTSM guidelines that are in line with the provincial policy and are clear, achievable and realistic in terms of the needs analysis of the school and the evaluation, selection, procurement, distribution and retrieval of LTSM.
iii. Facilitating the selection of LTSM for classroom teaching from the approved national and provincial catalogues, where applicable.
iv. Taking responsibility for conducting an audit and evaluating and selecting the LTSM required, as guided by the needs analysis and the allocated budget.
v. Compiling, validating and submitting the priority list of LTSM needs to the SGB for approval.
vi. Compiling and validating reports on all LTSM processes and submitting these to the district office, as required.
vii. Convening LTSM meetings at least twice a term and keeping minutes of such meetings for reference. 
viii. Monitoring the implementation of LTSM management plan activities.
ix. Maintaining and updating all LTSM inventories of the school.
x. If necessary, consulting with other educators/therapists/support staff/education specialists.
xi. Ensuring that proper records of, and reports on, LTSM processes and activities are compiled and maintained.
xii. Nominating a storeroom manager, where possible (preferably a member of the committee itself).
xiii. Ensuring proper control and record-keeping of LTSM inventories, retrievals and disposal.
xiv. Managing and monitoring the LTSM budget allocation as per the policy.
xv. Ensuring attendance of, and participation in, applicable LTSM exhibitions and workshops.
xvi. Attending, via one or more SLTSMC representatives and/or other educators, LTSM exhibitions applicable to the school, such as exhibitions of reading series, learner workbooks, resources and reference books for educators, etc. 
xvii. Being responsible for monitoring and controlling all procedures and processes relating to the delivery, receipt and verification of LTSM.
xviii. Ensuring that procured LTSM items are recorded in the asset register and that a stock code is allocated before distribution.

17. [bookmark: _Toc228800479]GENERAL ROLES AND RESPONSIBILITIES
17.1 SGB
The SGB is responsible for the following:
a) Ensuring that an SLTSMC is established and chaired by an SGB member in terms of section 30(b) of the Schools Act (principal or another SGB member appointed by the SGB) and functions properly as a subcommittee of the SGB.
b) Developing an LTSM Policy for the school that is in line with the provincial policy and stipulates clear, achievable and realistic processes for needs analysis as well as the selection, procurement, distribution and retrieval of both traditional and e-LTSM.
c) Approving and signing off on the list of LTSM needs in line with the allocated LTSM budget.
d) Receiving regular reports from the SLTSMC on the procurement and delivery of LTSM to ensure that the required materials arrive at the school in good time.
e) Monitoring the distribution of LTSM.
f) Monitoring the inventory records of all LTSM available at the school.
g) Ensuring that parents support learners in keeping all loaned LTSM in a good condition and returning it to the school on time as stipulated.
h) Sensitising parents to their liability in respect of lost and damaged LTSM.
i) Ensuring that where the school requires a diversion of funds, applications are made in writing to the district director prior to acquisition.
j) Ensuring that the entire LTSM budget is spent. 
k) Supplementing the LTSM budget allocation where necessary, as per section 36(1) of the Schools Act.
l) Including dates of LTSM meetings and the responsibilities of individual SLTSMC members as an addendum to the policy (see addendum).

17.2 Parents
Parents are responsible for the following:
a) Ensuring that loaned LTSM is kept in a good condition.
b) Ensuring that loaned material is returned to the school in a good condition and on time at the end of the year or at any other time as specified.

18. [bookmark: _Toc228800480]PROVISION AND PROCUREMENT OF TRADITIONAL AND E-LTSM
18.1. All public schools are funded using the resource targeting list provided as part of the National Norms and Standards for School Funding, in terms of which schools are targeted based on need.
18.2. The LTSM budget comprises 50% of the total school allocation.
18.3. All public schools shall procure all LTSM using 100% of the LTSM budget as indicated in the resource allocation certificate. A deviation of up to 15% is permitted. 
18.4. Once the school has procured and covered all their LTSM needs, any remaining funds must be utilised to procure LTSM and learner stationery in January the following year, when new learners are admitted to school.
18.5. The SGB must, where necessary, supplement the resources supplied by the state to procure the required LTSM.
18.6. Procurement of LTSM shall occur in accordance with paragraph 18 of the school’s Finance Policy.
18.7. Payment for LTSM procured shall occur in accordance with paragraph 19 of the school’s Finance Policy.

19. [bookmark: _Toc228800481]LTSM PROCUREMENT AND SUPPLY CHAIN MANAGEMENT
19.1. The school conducts a needs analysis for all learning areas, skills subjects, assistive devices and therapy equipment/resources. (See Annexure A for the checklist to be completed by educators.)
19.2. The school conducts stocktaking to check what it has in stock and determine what it needs.
19.3. The school compiles a prioritised list according to the LTSM budget allocation.
19.4. The school requests quotations from suppliers or the transversal contractors as per National Treasury.
19.5. The school submits the prioritised list to the district for approval.
19.6. Based on the quotations received, the SGB appoints a preferred supplier at a formal meeting, where all decisions are captured in the minutes.
19.7. The school enters into a service level agreement (SLA) with the appointed supplier.
19.8. Orders are placed with the appointed supplier, and proof of orders is submitted to the district.
19.9. The principal and the LTSM coordinator will be held responsible for any fruitless expenditure by the school.
19.10. Annually, an LTSM distribution plan is drawn up and shared with all staff.


20. [bookmark: _Toc228800482]RECEIPT OF LTSM
20.1 [bookmark: _heading=h.1pxezwc]Delivery of LTSM
a) The principal and/or SLTSMC or a delegated staff member will take delivery of LTSM and resources. Administrative staff in the office may be requested to assist with this. 
b) The LTSM and resources delivered are verified against the order that was placed, and the proof of delivery is signed both by the supplier/service provider and the school. 
c) The school shall only take delivery of LTSM that was ordered.
d) No LTSM will be accepted without an invoice, which must reflect the quantities of items ordered and delivered. 
e) The LTSM delivered should be in a good condition. The school shall return any damaged LTSM and resources, as well as LTSM and resources of an inferior quality.
f) The school shall not accept incorrect deliveries.

20.2 [bookmark: _heading=h.49x2ik5]Verification of LTSM before acceptance
[bookmark: _heading=h.2p2csry]The principal, LTSM coordinator or delegated staff member is responsible for monitoring and controlling all procedures relating to the delivery process and needs to make sure that:
a) [bookmark: _heading=h.147n2zr]deliveries are verified against the orders placed;
b) [bookmark: _heading=h.3o7alnk]deliveries are verified by a tick next to each item received; and
c) [bookmark: _heading=h.23ckvvd]incorrect quantities are indicated on the invoice/delivery note.

20.3 [bookmark: _heading=h.ihv636]Records and reports
a) [bookmark: _heading=h.32hioqz]All LTSM received will be recorded in the school’s stock register.
b) [bookmark: _heading=h.1hmsyys]The stock register must be regularly updated.
c) [bookmark: _heading=h.41mghml]All LTSM will be kept in a storeroom/safe place.

20.4 [bookmark: _heading=h.2grqrue]Stocktaking/inventory management
a) The school keeps an inventory record of all LTSM in stock. This mainly pertains to stationery and art and craft supplies. 
b) All books purchased will be entered into the library stock register.  
c) Stationery purchased is recorded in the stationery stock register and stored in the stationery storeroom.
d) LTSM ordered for specific classes is recorded in the relevant class LTSM asset registers. 
e) LTSM for other learning and teaching programmes is entered in the specific stock registers.
f) Assistive devices and educational toys and games purchased for use by all educators are recorded on the shared resources stock list and stored in the shared resources storeroom.  
g) The asset registers are kept up to date as purchases are made. Copies of invoices of LTSM purchases are handed to the stock register coordinator to allocate a stock code to the relevant items and add the items to the asset register before they are distributed to the relevant staff members. 
h) An annual stocktake is done for the various venues, staggered throughout the year, but all stocktaking must be done by 30 October each year.      
i) The principal and storeroom manager must ensure strict control measures for the safekeeping of all LTSM throughout the year.

20.5 Distribution and utilisation of LTSM  
a) The SLTSMC selects the preferred distribution model for the school.
b) The SLTSMC develops a distribution management plan.
c) The school ensures that loan forms are completed for all library resources, shared resources and assistive devices that are distributed (see Annexure B).

20.6 Payment for LTSM
a) The SGB is responsible for paying service providers for all LTSM delivered.
b) Payment, whether full or partial, may only be made once LTSM has been delivered and verified against delivery notes, orders placed, concomitant invoices and other relevant documents. 
c) The service provider is paid according to the SLA.

21. [bookmark: _Toc228800483]RETRIEVAL OF LTSM
21.1. Name of school’s SLTSMC aims for a 100% retrieval rate in terms of reading books, library books and any other LTSM that may have been issued to learners and/or staff, including reference materials and software used for developing LTSM. 
21.2. Educators keep an inventory of all books and other LTSM and resources that have been issued to learners. This includes the issuing of reading books. 
21.3. Educators/therapists complete the asset loan register, recording any LTSM and resources or reference materials that they take home to use after hours. 
21.4. Parents/guardians are requested to ensure that the LTSM loaned to learners is kept in a good condition and returned to the school as stipulated. 
21.5. Parents/guardians are liable for compensating the school for lost/damaged LTSM/assistive devices, at the replacement cost of the item. 
21.6. Class educators and the educators responsible for the different learning programmes must retrieve LTSM from learners at the end of the school year. The departmental heads are responsible for controlling and monitoring this process before the end of each school year.
21.7. The school’s tablets each have a stock code and will be distributed to classes on a daily basis according to a timetable. Educators need to complete the tablet register when signing out tablets for use in the classroom, and again when the tablets are returned after use. Preferably, learners should be allocated the same tablet each time. Educators need to make sure that the tablets are cleaned before returning them to the person responsible for tablet distribution and collection.

22. [bookmark: _Toc228800484]LOST, STOLEN AND/OR DAMAGED LTSM
22.1. Lost, stolen or damaged LTSM must be reported to the departmental head of the relevant phase, who, in turn, will inform the SLTSMC.
22.2. Lost or stolen laptops, tablets and smartboards must be reported immediately, and a case must be opened with the South African Police Service. The case number must be submitted to the district and head office. 
22.3. LTSM that is reported lost, stolen or damaged shall be replaced as soon as possible, funds permitting. 
22.4. In the event that the loss, theft or damage is classified as an act of negligence, penalty measures will be implemented to recoup or defray costs.

23. [bookmark: _Toc228800485]DONATED LTSM
23.1. LTSM that is donated to name of school is also recorded in the respective inventories/stock lists, where applicable. 
23.2. Only donated LTSM and resources that are in a good condition and fit to be used as LTSM will be added to the school’s inventories. Goods donated that are not considered LTSM or are not in a good condition are not added to any inventory. 
23.3. The SLTSMC/donations coordinator takes responsibility for sorting donated goods and LTSM, and arranges for the items to be included in the relevant inventory/stock list.
23.4. A donations register should be completed with the contact information of the person/company donating the items.

24. [bookmark: _Toc228800486]DISPOSAL
24.1 Obsolete materials procedure
a)       LTSM and resources are deemed obsolete if they become redundant or damaged beyond repair, if their content no longer complies with the curriculum content, if they are unserviceable and/or if they have passed their use-by date. This shall be determined by the SLTSMC and SMT after an evaluation.

24.2 [bookmark: _heading=h.2u6wntf]Disposal procedure
a) The SLTSMC compiles a record of all LTSM that has been recommended for disposal on account of being ‘unsuitable’.
The SLTSMC shall maintain this record in the LTSM file.








     

25. [bookmark: _Toc228800487]COPYRIGHT
25.1. It is the principal’s responsibility to ensure that the school complies with the Copyright Act 98 of 1978.
25.2. No books may be copied without prior written approval of the author.
25.3. No CDs and DVDs or other software may be reproduced without the prior permission of the author or distributor, or without the necessary licence, where applicable.
25.4. Educators and other staff, for example therapists, may use a copy such as a slide or photocopy for purposes of illustration/demonstration during lessons, but this should not comprise the entire lesson.

26. [bookmark: _Toc228800488]RECORDS AND REPORTING
26.1. [bookmark: _heading=h.28h4qwu]Records
a) All LTSM received shall immediately be stamped, numbered and recorded in the school’s stock register.
b) The stock register shall be regularly updated.
c) All LTSM shall be kept in a storeroom/safe place.
d) The school shall maintain the following LTSM management files (see Annexure C for detailed contents per file):
i. School LTSM management file 
ii. LTSM procurement file
iii. LTSM distribution, retention and retrieval file
iv. Supplier database/reference file

26.2. [bookmark: _heading=h.nmf14n]Reporting
a) Weekly LTSM procurement reports shall be compiled and submitted to the district.
b) Annual LTSM reports shall be compiled and submitted to the SGB and the district.

27. [bookmark: _Toc228800489]POLICY CONTROL AND MANAGEMENT
27.1. The Auditor-General will conduct periodic audits when deemed necessary, or as required from time to time by the office of the head of education, to ensure appropriate application and compliance with the policy (section 43(4) of the Schools Act).

27.2. Policy control and management: Amendments
No amendments may be made to any section of this policy without consultation with all relevant and recognised stakeholders in the education department and approval by the MEC responsible for education in the province. 
27.3. Policy control and management: Review
The review of this policy should coincide with the SGB’s term of office. 
27.4. Breach of policy
Any breach of this policy by persons to whom the policy applies shall result in appropriate action being taken. 

28. [bookmark: _Toc228800490]CONCLUSION
28.1. The school will at all times ensure that its systems cater for everything required to implement the policy.
28.2. LTSM will be continually budgeted for and acquired to meet the needs of the school and adhere to this policy.
28.3. The school will at all times appoint suitably qualified educators to implement this policy.



[bookmark: _heading=h.46r0co2]

29. [bookmark: _Toc228800491]APPROVAL
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	Signature:
	

	Date:
	

	Approved by:
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[bookmark: _Toc228800492]ANNEXURE A – EDUCATOR REQUIREMENTS LISTS

Educator: ______________________________________________


	ITEM 
	Unit
	Quantity to order

	Assorted

	BALLOONS ASSORTED (100)
	1
	

	BOARD DUSTER LARGE 150 mm
	1
	

	LIBRARY BOOK BAG PVC Croxley with zip 
(reading folder) 
	1
	

	Charcoal 10 assorted
	1
	

	Feathers assorted
	pkt
	

	PRESTIK Bostik 
	ea
	

	PUNCH: 2-hole punch 30 sht 
	ea
	

	RUBBER BANDS assorted sizes
	pkt
	

	RULERS shatterproof 30 cm
	ea
	

	Learner books & related materials

	Shorthand notebooks
	ea
	

	A4 72 p feint & margin books
	ea
	

	A4 72 p 17 mm books
	ea
	

	A4 72 p unruled books
	ea
	

	A4 Nature Study F/M
	ea
	

	A4 Nature Studies Irish
	ea
	

	A4 counter book F/M hardcover 96 p
	ea
	

	A4 music book 32 p 12-stave
	ea
	

	A4 counter book hardcover F/M 288 p
	ea
	

	A5 96 p manuscript book hardcover F/M
	ea
	

	A5 192 p manuscript book hardcover F/M
	ea
	

	A5 index book A-Z 128 p
	ea
	

	A5 notebook unruled 
	ea
	

	A5 notebook F/M 144 p
	ea
	

	A5 music book 6-stave
	ea
	

	A6 notebook unruled
	ea
	

	Book cover 130 mic clear (10)
	pkt
	

	Book cover A4 bright precut 10s
	pkt
	

	DC Fix
	 roll
	

	Plastic roll 2 m X 48 cm heavy-duty 100 mic
	roll
	

	Calculators

	Calculator large-key
	 
	

	Calculator small-key
	 
	

	Cardboard

	Carbon paper Pelikan blue (10)
	wal
	

	Card A4 bright assorted 100s 
	ea
	

	Card A4 pastel assorted 100s
	ea
	

	Card A4 white 160 gr 297 X 210 mm (100)
	ea
	

	Chalk

	Chalk 100 white 
	box
	

	Chalk 100 coloured
	box
	

	Chalk sidewalk coloured 6s jumbo
	tub
	

	Chalk sidewalk white 6s jumbo
	tub
	

	Crepe paper

	Crepe paper: Black 
	ea
	

	Crepe paper: Dark blue 
	ea
	

	Crepe paper: Gold 
	ea
	

	Crepe paper: Turquoise 
	ea
	

	Crepe paper: Purple 
	ea
	

	Crepe paper: Silver
	ea
	

	Crepe paper: Magenta 
	ea
	

	Crepe paper: Light blue 
	ea
	

	Crepe paper: Orange
	ea
	

	Crepe paper: Pink
	ea
	

	Crepe paper: Yellow
	ea
	

	Crepe paper: Red
	ea
	

	Crepe paper: Green
	ea
	

	Crepe paper: White
	ea
	

	Flic files

	Display book A4 10-pocket
	1
	

	Display book A4 20-pocket
	1
	

	Display book A4 30-pocket
	1
	

	Display book A4 50-pocket 
	1
	

	Display book A3 10-pocket
	1
	

	Display book 100 pages
	 1
	

	Document wallet with stud, plastic envelopes/folders
	1
	

	Felt

	Felt: Mixed 10 pc
	 
	

	Felt: Pink 10s
	 
	

	Felt: Rose 10s
	 
	

	Felt: Yellow 10s
	 
	

	Felt: Green 10s
	 
	

	Felt: Blue 10s
	 
	

	Index

	File dividers #1-5
	 
	

	File dividers: Index A4 #1-10
	 
	

	File dividers: Index A4 20 tabs (blank)
	 
	

	File dividers 5 blank
	 
	

	Stick’n filing tab repositionable hanging 30 sht (3 assorted frame)
	 
	

	File dividers: A-Z 
	 
	

	Adhesive 20 flip tabs file Butterfly 
	 
	

	Stick’n film index tabs 5 assorted colours
	 
	

	A6 148 x 105 mm 160 gsm bright index
	 
	

	Files A4 lever arch: (thick)

	Files A4 lever arch: Donau black B
	 
	

	Files A4 lever arch: Donau blue BL
	 
	

	Files A4 lever arch: Donau green G   
	 
	

	Files A4 lever arch: Donau lilac/violet L
	 
	

	Files A4 lever arch: Orange
	 
	

	Files A4 lever arch: Burgundy
	 
	

	Files A4 lever arch: Pale lilac
	 
	

	Files A4 lever arch: Donau red R    
	 
	

	Files A4 lever arch: Donau turquoise T
	 
	

	Files A4 lever arch: Donau yellow Y
	 
	

	Files A4 lever arch: 40 mm dark blue
	 
	

	FILING POCKETS A4 100S

	pkt
	

	File ring binder 25 mm PVC: Black
	
	

	File ring binder 25 mm PVC: Choose colour
	
	

	Food colouring (Teddy Liquid Dye)

	Black
	 
	

	Blue
	 
	

	Brown
	 
	

	Green
	 
	

	Yellow
	 
	

	Pink
	 
	

	Orange
	 
	

	Purple
	 
	

	Red 
	 
	

	Violet
	 
	

	Glitter 150 ml shaker/packet

	Glitter 150 ml shaker black  
	 
	

	Glitter 150 ml shaker blue  
	 
	

	Glitter 150 ml shaker cerise 
	 
	

	Glitter 150 ml shaker gold
	 
	

	Glitter 150 ml shaker green 
	 
	

	Glitter 150 ml shaker lilac
	 
	

	Glitter 150 ml shaker purple
	 
	

	Glitter 150 ml shaker silver  
	 
	

	Glitter 150 ml shaker red  
	 
	

	Glues

	Glue Bostik clear 25 ml
	1
	

	Glue stick 43 g Amos/Gloy/Bantex
	1
	

	Wallpaper glue/paste gr


	1


	

	Sticker labels

	Labels A4 divided 100s
	box
	

	Labels address 75 X 38 mm 250s
	1
	

	Labels address blue border 
	 
	

	Labels 13 mm round green
	 
	

	Labels 13 mm round blue
	 
	

	Labels 13 mm round brown
	 
	

	Labels 13 mm round silver
	 
	

	Labels 13 mm round gold
	 
	

	Labels 19 mm round brown
	 
	

	Labels 19 mm round blue
	 
	

	Labels 19 mm round black
	 
	

	Labels 19 mm round dark green
	 
	

	Labels 19 mm round gold
	 
	

	Labels 19 mm round orange
	 
	

	Labels 19 mm round red
	box
	

	Labels 19 mm round silver
	 
	

	Labels 19 mm round yellow
	 
	

	Labels 19 mm round white
	 
	

	Labels 19 mm round pink
	 
	

	Labels 19 mm lime green
	 
	

	Labels 19 mm purple
	 
	

	Labels 19 mm magenta
	 
	

	Labels 19 mm turquoise
	 
	

	Inkjet multipurpose labels

	 
	

	Stickers: Other (specify)
	
	

	Laminating

	Laminating pouches A4
	 
	

	Laminating pouches A3
	 
	

	Laminating pouches A5
	 
	

	Laminating pouches 6,5 cm x 9,5 cm
	 
	

	Magnets

	Magnet (round) (10’2) small
	1
	

	Magnet cut pieces (with adhesive on one side) 25 mm x 10 mm
	1
	

	Magnet set 4, 40 mm whiteboard
	1
	

	Magnet set 6, 20 mm whiteboard 
	1
	

	Magnet set of 5
	 
	

	Parrot magnetic flexible strips (non-adhesive)
	 
	

	Oil pastels

	Oil pastels 12 jumbo Giotto/Rolfes
	1
	

	Oil pastels (thin) Giotto 16s
	1
	

	Oil pastels 25s
	1
	

	Paint & related equipment

	Rolfes/Amadeo drawing pad A3 150 gr 35 sheets
	 
	

	Drawing ink 50 ml yellow
	 
	

	Drawing ink 50 ml blue
	 
	

	Drawing ink 50 ml red
	 
	

	Monami 24 water colour paint set
	 
	

	Water paint pallet
	 
	

	Paint: Tempera blocks 6 colours (poster)
	ea
	

	Plastic spreader/paint and sand scraper set of 4
	 
	

	Paint: Rollerball paint 3s (blue, yellow, red)
	set
	

	Paint: Fabric brown
	ea
	

	Paint: Fabric mauve/purple
	ea
	

	Paint: Fabric green
	ea
	

	Paint: Fabric red
	ea
	

	Paint: Fabric blue
	ea
	

	Paint: Fabric liner gold
	ea
	

	Paint: Fabric liner silver
	ea
	

	Paint: Poster paints 6 x 50 ml
	set
	

	Paint Redimix 1 L Giotto

	Paint Redimix 1 L Giotto yellow
	ea
	

	Paint Redimix 1 L Giotto red
	ea
	

	Paint Redimix 1 L Giotto dark blue
	ea
	

	Paint Redimix 1 L Giotto light blue
	ea
	

	Paint Redimix 1 L Giotto green
	ea
	

	Paint Redimix 1 L Giotto lime green
	ea
	

	Paint Redimix 1 L Giotto magenta
	ea
	

	Paint Redimix 1 L Giotto brown
	ea
	

	Paint Redimix 1 L Giotto black
	ea
	

	Paint Redimix 1 L Giotto cyan
	ea
	

	Paint Redimix 1 L Giotto orange
	ea
	

	Paint Redimix 1 L Giotto pink
	ea
	

	Paint Redimix 1 L Giotto purple
	ea
	

	Paint Redimix 1 L Giotto white
	ea
	

	Paint Redimix 500 ml Giotto

	Paint Redimix 500 ml Giotto yellow
	ea
	

	Paint Redimix 500 ml Giotto red
	ea
	

	Paint Redimix 500 ml Giotto blue
	ea
	

	Paint Redimix 500 ml Giotto green
	ea
	

	Paint Redimix 500 ml Giotto lime green/cinnabar
	ea
	

	Paint Redimix 500 ml Giotto magenta
	ea
	

	Paint Redimix 500 ml Giotto brown
	ea
	

	Paint Redimix 500 ml Giotto black
	ea
	

	Paint Redimix 500 ml Giotto cyan
	ea
	

	Paint Redimix 500 ml Giotto orange
	ea
	

	Paint Redimix 500 ml Giotto pink
	ea
	

	Paint Redimix 500 ml Giotto purple
	ea
	

	Paint Redimix 500 ml Giotto white
	ea
	

	Paintbrush - round (tip indicates size)

	Paintbrush - round tip #1
	 
	

	Paintbrush - round tip #2
	 
	

	Paintbrush - round tip #3
	 
	

	Paintbrush - round tip #4
	 
	

	Paintbrush - round tip #5
	 
	

	Paintbrush - round tip #6
	 
	

	Paintbrush - round tip #7
	 
	

	Paintbrush - round tip #8
	 
	

	Paintbrush - round tip #9
	 
	

	Paintbrush - round tip #10
	
	

	Paintbrush - round tip #11
	
	

	Paintbrush - round tip #12
	
	

	Paintbrush - flat (tip indicates size)

	Paintbrush - flat tip #0
	 
	

	Paintbrush - flat tip #1
	 
	

	Paintbrush - flat tip #2
	 
	

	Paintbrush - flat tip #3
	 
	

	Paintbrush - flat tip #4
	 
	

	Paintbrush - flat tip #5
	 
	

	Paintbrush - flat tip #6
	 
	

	Paintbrush - flat tip #7
	 
	

	Paintbrush - flat tip #8
	 
	

	Paintbrush - flat tip #9
	 
	

	Paintbrush - flat tip #10
	 
	

	Paintbrush - flat tip #11
	 
	

	Paintbrush - flat tip #12
	 
	

	Paint: Sponge applicator big (75 mm)
	 
	

	Paint: Sponge applicator small (25 mm)
	 
	

	Paint: Sponge applicator medium (45/50 mm)
	 
	

	Paint: Sponge applicator set of 3
	 
	

	Paper

	EXAM PAD A4 100-sheet punched
	1
	

	Gummed paper squares (20/pkt)
	pkt 
	

	Folio pads
	 1
	

	Paper 195:205 Reviva A3 new white 105 gr
	sheet
	

	Paper A4 bright assorted 100
	100
	

	Paper A4 pastel assorted 100
	100
	

	Paper brown
	roll
	

	Paper canvas pad A3 380 gms 10s
	ea
	

	Paper binders
	 
	

	Paper fasteners (split pins)
	 
	

	Tracing paper A4 60 g (100)
	 
	

	Tracing paper pad (30 sheets)
	 
	

	Pens/pencils/related 

	Eraser soft Rolfes
	1
	

	Highlighters set of 4
	wallet
	

	Pencil tri-grip lead Faber-Castell
	 1
	

	Pencil HB Goldfaber/Tradition   
	 1
	

	Pencils - colour 12s tri-grip
	box
	

	Pencils colour standard 12s 
	box
	

	Triangular pencil grips
	 1
	

	Pen Bic Clic black
	1
	

	Pen Bic Clic red
	1
	

	Pen Bic Clic blue
	 1
	

	Pen Bic Clic pink
	 1
	

	Pen Bic Clic green
	 1
	

	Pen Frixion 0,5 mm
	 1
	

	Fineliner Pilot black 0,2 mm
	1
	

	Fineliner Pilot red 0,2 mm 
	1
	

	Koki pens fibre-tip 12s jumbo Giotto 
	1
	

	Koki pens fibre-tip 12s thin Giotto 
	1
	

	Correction pen/Tippex Shake & Squeeze 18 ml
	ea
	

	Sharpener 2-hole metal Treeline
	ea
	

	Sharpener 1-hole metal
	ea
	

	Correction tape white-line Pilot 

	ea
	

	Perm-marker Artline 700 (thin)  

	Perm-marker Artline 700 (thin) black
	 
	

	Perm-marker Artline 700 (thin) red
	 
	

	Perm-marker Artline 700 (thin) blue
	 
	

	Perm-marker Artline 70 (thick)

	Perm-marker Artline 70 (thick) black
	 
	

	Perm-marker Artline 70 (thick) red
	 
	

	Perm-marker Artline 70 (thick) blue 
	 
	

	Perm-marker Artline 70 (thick) silver
	ea
	

	Perm-marker Artline 70 gold
	 
	

	Perm-marker Artline 725
	 
	

	Pipe cleaners

	Pipe cleaners assorted 20s
	
	

	Pipe cleaners assorted 48s
	 
	

	Pipe cleaners assorted 100s
	 
	

	Pipe cleaners blue 50s
	 
	

	Pipe cleaners red 50s
	 
	

	Scissors

	Scissors orange/black handle 210 mm 
	ea
	

	Scissors orange handle 165 mm
	ea
	

	Scissors Pluto 140 mm R/H (learner)
	ea
	

	Scissors 140 mm L/H (learner)
	ea
	

	Scissors 135 mm R/H (learner)
	ea
	

	Scissors Pluto 135 mm L/H OR 130 mm (learner)
	ea
	

	Scissors 130 mm L/H
	ea
	

	Scissors Pluto 130 mm R/H (learner)
	ea
	

	Scissors training Venus RH
	ea
	

	Scissors - loop (2-hole)
	ea
	

	Cellophane 

	ea
	

	Stars

	Stars assorted pack 175s/168s
	ea
	

	Stars gold 175s/168s
	ea
	

	Stars silver 175s/168s
	ea
	

	Sticky notes

	STICKY NOTES neon assorted cube
	ea
	

	Stick’n notes neon 12 in a pack (28 x 50)
	 
	

	Tape

	Cellotape Scotch dispensers
	 
	

	TAPE: Cellotape clear 12 X 33 mm (narrow)
	 
	

	TAPE: Cellotape clear 48 X 50 mm (broad)
	 
	

	TAPE: Duct tape black
	 
	

	TAPE: Duct tape silver
	 
	

	TAPE: Duct tape white
	 
	

	TAPE: Duct tape green
	 
	

	TAPE: Duct tape red
	 
	

	TAPE: Duct tape yellow
	 
	

	Masking tape narrow
	1
	

	Masking tape broad (48 mm x 40 m)
	1
	

	Tape: Packaging (brown)
	 
	

	Tape: Vinyl lining tape

	ea
	

	Tissue paper

	Tissue paper black
	 
	

	Tissue paper dark blue   
	 
	

	Tissue paper light blue  
	 
	

	Tissue paper gold  
	 
	

	Tissue paper green
	 
	

	Tissue paper lilac  
	 
	

	Tissue paper magenta
	 
	

	Tissue paper red  
	 
	

	Tissue paper yellow 
	 
	

	Tissue paper silver 
	 
	

	Tissue paper orange
	 
	

	Tissue paper purple
	 
	

	Tissue paper pink
	 
	

	Tissue paper white
	 
	

	Velcro

	Velcro – male coins (HOOK)
	 
	

	Velcro – female coins (LOOP)
	1
	

	Velcro – female strips (LOOP)
	 
	

	Velcro – male strips (HOOK)
	1
	

	Crayons

	Wax crayons tri-grip 10s/12s
	1
	

	Wax crayons medium 11 mm 8s
	1
	

	Wax crayons jumbo 9s 
	1
	

	Wax crayons 9s
	1
	

	Wax crayons 12s
	1
	

	Wax maxi-set 12s
	1
	

	Wax crayons 24s (thin)
	1
	

	Wax crayons C40s (Teddy bucket)
	1
	

	Wax twister crayon Monami 12
	1
	

	Wax jumbo crayons 10s
	 
	

	Whiteboard

	Whiteboard cleaning fluid 250 ml
	1
	

	Whiteboard marker wal 4
	1
	

	Whiteboard marker set 6
	1
	

	Whiteboard marker black
	1
	

	Whiteboard marker blue
	 
	

	Whiteboard marker red
	 
	

	Whiteboard marker green
	 
	

	Whiteboard eraser
	 
	

	Learner portfolio files

	Paper folder (file) flat (100) blue
	 
	

	Paper folder (file) flat (100) pink
	 
	

	Paper folder (file) flat (100) yellow
	 
	

	Paper folder (file) flat (100) green
	 
	

	Paper folder (file) flat (100) orange
	 
	

	Paper folder (file) flat (100) red
	 
	

	Portfolio files
	 
	

	Office

	Croxley A4 action case black
	 
	

	Envelopes A4 (box of 250)
	 
	

	ENVELOPES B5 250 X 176 white self-seal 500s
	box
	

	Drawing pins 11 mm silver 50s
	1
	

	Push pins (colourful)
	 
	

	Safety pins (large)
	ea
	

	Clips gem 33 mm silver
	1
	

	Stapler full strip metal M800
	ea
	

	Staples 26/6 #56 5000 Rapid
	ea
	

	Staple remover
	ea
	

	
	
	

	
	
	

	Additional items not mentioned above:
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	



	Educator signature: 	______________________________
	Date:			______________________________
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Dear parent/guardian
As part of the LTSM Policy, we have developed a loan form for all school assets that are issued to our learners and go home with them on a daily basis, such as their readers.
This loan form serves as a commitment to ensure the safekeeping and return of any such resources issued to your child.
Terms and conditions
· It is the responsibility of the learner and parents to take good care of the loaned school reader.
· The loaned reader must remain in the learner’s schoolbag at all times.
· Should a reader be lost, parents will be liable to pay a fee of R50.
· In case the learner leaves the school, the parents must return the reader to the school.
· Circular S8 of 2020 states the following: "Schools are therefore ordered to implement systems of enforcing responsibility on the part of learners and parents who do not return books which have been loaned to them. Furthermore, schools are instructed to enforce stringent measures to ensure that the textbooks issued to learners are either returned or replaced."

We, the undersigned, hereby certify that we understand and will abide by the terms and conditions stated above.

The following resource has been allocated to the learner: ____________________________



	
	Initials and surname
	Signature
	Date

	Learner
	
	
	

	Parent/guardian
	
	
	

	LTSM coordinator
	
	
	


									School stamp
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1. SCHOOL LTSM MANAGEMENT FILE 
a. LTSM policy 
b. LTSM handbook
c. LTSM memorandums and circulars 
d. Schools Act and related documents 
e. SLTSMC
i. Members’ names and responsibilities 
ii. Members’ appointment letters 
iii. Declarations of financial interests, confidentiality and impartiality
iv. Meeting notices and minutes
f. District support 
i. School and district management plans
ii. School visit reports from district
iii. LTSM presentations/documents 

2. LTSM PROCUREMENT FILE
a. Budget allocation certificates (indicative and final)
b. GDE procurement plan/memo
c. Needs analysis lists
d. Prioritised lists
e. Approved needs
f. LTSM orders
i. Proof of request for quotations (RFQ) – minimum of three quotations
ii. Minutes of the evaluation and selection of preferred suppliers
iii. SLAs 
iv. Proof of orders 
g. LTSM deliveries 
i. Proof of delivery/delivery notes
ii. Tax invoices
iii. Proof of payment
iv. Report on quantities of textbooks procured 
h. DBE workbooks 
i. Workbook requisition forms
ii. SASAMS learner enrolment printout  
iii. Proof of delivery/delivery notes

3. LTSM DISTRIBUTION, RETENTION AND RETRIEVAL FILE
a. Stock register 
b. Distribution plan
c. Distribution lists 
d. Signed loan forms (learners and educators)
e. Retention plan and records
f. Retrieval plan and records
g. PPM 216 records 
h. Obsolete materials  
i. List of obsolete materials 
ii. Disposal plans
iii. Other relevant documents, e.g. letters from district

4. SUPPLIER DATABASE/REFERENCE FILE 
· Selection and evaluation documents
· LTSM catalogues
· List of LTSM suppliers
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