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VISION 

At Mokopane English Combined School we strive to provide 

affordable, quality education to every learner. We commit ourselves 

to develop every learner’s full potential as a human being. 

All educators commit themselves to develop meaningful norms and 

values within every learner and to teach them to assume 

responsibility for their talents and rights. 

 

MISSION STATEMENT 

To accomplish our vision statement, we have the following mission 

statement for Mokopane English Combined School. 

It is important to parents, educators and learners that: 

1. High academic standards are maintained. 

2. Educators will be competent and well qualified. 

3. Learners develop physically. 

4. Learners develop as creatures of culture. 

5. Learners are motivated to achieve their full potential. 

6. Parents play an integral role as part of the educational team. 

7. We create a harmonious and stimulating educational climate. 

8. The highest level of effective school management is applied. 
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1. Welcome 

Welcome to the Mokopane English Combine School. As you read the pages of this document, you 

will learn about our wonderful learners, our schools, and get a feel for the vibrancy and strength 

of our wider school community. MECS nurtures, challenges and inspires our learners to 

become academically successful, life-long learners, creative and innovative thinkers, ethical, 

globally-minded contributors, and healthy, well-balanced individuals who will thrive and make a 

positive impact in a complex and changing world. 

We actively and purposefully promote knowledge and respect for all religions and cultural groups 

MECS is not just another independent school; it’s a school that harnesses focused expertise in 

delivering a well-rounded, academically sound IEB curriculum within a caring, innovative and 

healthy environment delivered by a dedicated and highly qualified staff. 

We are proud of our twenty years of success at cultivating academic achievement, physical and 

emotional well-being and the principled and social aptitudes necessary for students’ success and 

happiness in a rapidly changing world. 

At MECS you become part of a family that recognises social and cultural differences, respects 

diversity it by allowing learners to give expression to it and then celebrates it by knowing that the 

whole is made up of the sum of its parts.   

 MECS offers a learning setting in which children learn to appreciate the beauty and value of a 

nonracial, multi-cultural, diverse school. Yet, we instill in our children a strong work ethic, we 

uphold the social standards of punctuality, honesty, integrity, clear communication, and we 

nurture the individual and provide all that an independent school is expected to.   
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2. Background and History 

Mokopane English Combined School had its' humble origin with the establishing of the 

Potgietersrus Muslim School in 2001. The Muslim community saw the need for a school that 

would deliver quality education, while also accommodating their religious values and culture. The 

Madressa hall of the Muslim Mosque in Mokopane first housed the school and initially comprised 

of 52 students ranging from Grade R to Grade 7, a Principal and seven educators.  

 

The main funding of the school came from donations from the Muslim Community.  

The facilities were very limited with only 6 classrooms, a wooden Wendy House for the Grade R 

class and a small court yard which functioned as an assembly area and playground. The extra -

curricula activities that were offered was Hip-Hop dancing and annual athletics practice. Both 

took place across the road from the school at the old tennis courts.  

 

In 2006 the name of Potgietersrus Muslim School officially changed to Mokopane English Primary 

School, (MEPS), and the school acquired new premises and buildings. The school opened its doors 

to all religions, cultures and races and at this time the number of learners had increased to 125. 

There were 8 classrooms, a library, administrative offices, a tuck-shop, staffroom, fully equipped 

computer center and a hall. The staff was made up of the Principal, eight educators, a secretary 

and two cleaners.  

 

During the next three years Anglo Platinum Mine replaced the gravel playground with grass and 

trees were planted. It was most welcome! In 2008 Mokopane English Primary School was 

recognised as the school whose learners achieved the highest results in  

the Waterberg Region Math Olympiad competition, and went on to win the trophy for three 

consecutive years. MEPS further earned the title for 'Best School Over-All, in Limpopo Province, 

at the AMESA Math Olympiad Provincial Event.  

 

In 2010, under the leadership of Dr: A.J. Lubbe, the school entered a new phase. The existing hall 

was converted into four more classrooms and another wing was added, consisting of eight 

classrooms and a laboratory. The 'new' Mokopane English Combined School, (MACE) had become 

fully operational. The school now functioned as a primary and a high school, catering for Grade 

R to Grade 10 learners. To accommodate the ever increasing number of learners enrolled at the 

school, a double-stream phase was later incorporated. MACE prided itself on being a multi-

cultural, multi-religious and diverse racial population school.  

 

At this stage there was 213 primary school learners, 47 high school learners, 19 educators, 2 

administration ladies and 3 cleaning and gardening staff members. During 2011 the school joined 

IEB. The Mine donated containers to the school, which enabled the school to upgrade the 

administration block with its' offices, move the tuck-shop outside and utilize four containers as 

classrooms. The rest served as store rooms. Our first set of matriculates graduated from MACE 

with a 100% pass rate in 2012.  
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Learners from the school represented South Africa nationally and internationally in Horse Riding, 

Swimming and Golf. With the help of Mrs. Schroder, the Vise-Principal, the school received 

students from Germany, Switzerland and Canada through the Exchange Program and in addition 

MACE saw its first exchange student head for Spain.  

 

In 2013 the local municipality and MACE entered into an agreement which allowed the school to 

utilize the vacant ground adjacent to the school. This permitted MACE to turn an unused piece 

of land into a sport's field which would benefit both the school and the community. This area 

currently serves as a playground and sport's field where several soccer tournaments have been 

hosted, along with athletic gatherings and fun days. A cricket pitch and netball courts  

were completed in 2015.  

 

Since the school is constantly expanding and growing in numbers, space is limited. There is 

currently a shortage of classrooms and four teachers have to "travel", however, the new 

foundation phase premises are almost ready and thereafter there will be ample space.  

The total number of learners for 2015 was 413, and the total number of staff members was 34; 

this comprises of 34 educators as well as 2 administration staff and 6 ground staff members. 

Recently the school employed two assistant- teachers in the lower grades as well as two in the 

higher grades and introduced a Grade RR stream.  

  



6 

 

3. Teacher Roles, responsibilities and expectations 

 

Work Output Title: Classroom Management Requirements  

 

a. Key Task:  

• Maintain Discipline  

Sub Task:  

 Maintain an orderly learning environment, learners should be busy with 

constructive or creative learning at all times  

 Be well prepared for the lesson  

 Prepare enrichment exercises for children that complete their work early  

 Disrespectful behaviour must be dealt with immediately  

 Feedback may be given to parents if disruptive behaviour persists for a period of 

a week  

b. Key Task:  

• Maintain a Professional Relationship at all times  

Sub Task:  

 Maintain a professional relationship with learners at all times  

 Appropriate language to be used with learners at all times  

 Avoid personal and unrelated school conversations  

 Make use of proper procedure in case of any disagreement with learner/s  

c. Key Task  

• Tests  

Sub Task:  

 Test dates to be determined in advance in accordance with term plan  

 Test dates should not clash  

 Term tests must cover work completed in a certain unit/period of time  

 learners must know what they will be tested on - i.e. the unit or section of  

work to be tested  

 All tests to be submitted to HOD three days before due date for moderation 

 Maintain the highest reasonable standard for tests  

d. Key Task  

• Term Plans  

Sub Task:  

 Terms Plans to be submitted to the HOD within the first week of the new  

term  

 Preliminary test contents/units and dates to be submitted with plan  

 Maintain the highest reasonable standard for tests  
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e. Key Task:  

• Class Register  

Sub Task:  

 Record to be kept daily  

 Money collected for school purposes to be recorded in registers and given to 

secretary (collect a receipt)  

 Registers to be checked and signed every Friday by HOD  

f. Key Task:  

• Classwork  

Sub Task:  

 Must reflect the term plan  

 Must be marked as often as may be necessary to continue with subsequent  

work or at least once a week  

 Learners' books to be checked and signed every fortnight or earlier  

 A cross section of learners' books to be sent to HOD once a term - in the  

second half of the term 

 

 

4. Work Output Description  

 

Work Description:  

The Teacher should develop schemes of work and lesson plans in line with curriculum  

objectives. Facilitate learning by establishing a relationship with pupils and by their  

organisation of learning resources and the classroom-learning environment.  

 

The teacher is responsible to develop and foster the appropriate skills and social abilities to  

enable the optimum development of children, according to age, ability and aptitude. The  

teacher should assess and record progress of pupils.  

 

The teachers should demonstrate commitment to professional development through  

interest and attendance at appropriate in-service courses as recommended by the HOD or  

Principal.  

 

Maintaining standards of student care and discipline in and outside of the classroom,  

through support for and implementation of the School Discipline Policy and Procedures,  

compilation and attention to rostered duties, e.g. Play Ground supervision and examination 

supervision.  

 

Teachers are required to be at school 06h45 as staff meetings commences at 6h50 and  

school ends at 13h30. Teachers can be requested to do 2 or more hours extra-murals.  

Fridays, school ends at 12hOO  
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Technical work responsibilities:  

• Ensure sufficient time planned for all subjects to cover all learning in the Syllabus  

Core work outputs:  

• Teaching should be well researched and conveyed with enthusiasm  

• Taking part in school events and activities which may take place at weekends or in the 

evening  

• Assessment, recording and feedback of pupils' development  

• Working with others to plan and coordinate work  

• Classroom Management Requirements  
 

 

 

5. Responsibilities 

 

Work Output Title:  

Teaching should be well-researched and conveyed with enthusiasm  

Tasks 

• Ensure sufficient time planned for subjects and content complies with syllabi  

• All preparation including photocopying to be done a week prior  

• All preparation always up to date and available for security by Principal, HOD or Board 

of Directors  

• Motivate pupils with enthusiastic, imaginative presentation  

• Preparing and marking to facilitate positive pupil development stay up to date with 

changes and developments in the Syllabi and attend courses as recommended by the 

HOD or Principal  

 

Work Output Title:  

Taking part in school events and activities which may take place at weekends or in the 

evening 

Tasks 

• Arrange and organise visits/trips for the class (liaise with HOD)  

• Involvement with school plays and productions as and when required  

 

Work Output Title:  

Assessment, recording and feedback of pupils' development 

Tasks 

• Mark books daily, books should be made available to the Principal, HOD, Board of 

Directors or Parents as and when required  

• Books should be marked in red pen, dated by the staff member with constructive  

• feedback/remarks  

• Provide feedback to parents on a pupil's progress at parents' evenings and other  

• meetings  

• Class registers to be completed daily  
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• Support the program for safety and well-being of the School's students  

• Implement proper evaluation of student progress and systems for communicating  

• with parents  

• Work with HOD to develop and implement procedures for tracking student status and 

progress and for intervening early when concerns are identified  

• Meet with the HOD regularly to discuss student progress, and assure and facilitate 

contact and follow-up with families as needed  

Work Output Title:  

Working with others to plan and coordinate work  

Tasks 

• Develop a trusting and mutual respect relationship with colleagues and pupils  

• Teachers must avail themselves for all duties 

• Should a staff member be absent, teachers will be required to supervise the class  
 

6. Important information for teachers 

 

• Staff meetings – items for staff meeting agenda should be submitted a day before the 

meeting  

• School starts at 6.45. Please be punctual 

• School routines (assemble or class teacher periods start at 7.00 am  

• Students may wear plain clothes on their birthdays  

• Assembly. All teacher must be present during assembly.  

• Each  register teacher must monitor his/her group during the assembly. Please  

check the timetable to see when you are on duty. Main assembly on a  

Friday starts at 07:00  

• Register period. After assembly  

• An official warning- and punishment book will be kept at the office. Use  

the guidelines to determine the type of warning and punishment.  

• Break. Please note that the Primary and High School have break at the  

same time. Primary students move to the sport field and High School  

students stay in the school yard: Please ensure that each school stays in  

the respective boundaries during break. Each teacher and prefect on  

duty, inside the playground, must wear a neon jacket during break for  

easy identification. All incidents must be noted in the incident book.  

Serious matters must be reported to the Principal. When  

the first bell rings after break, the students can quickly visit the bathroom.  

When the second bell rings, all students should be in their respective  

classes.  

• A teacher will be on break-, gate and morning supervision duty. Please  

check the timetable to see when you are on duty.  

• House keeping - Please bring your own mug.  



10 

 

• You are expected to act in a professional manner at all times and to refrain from 

negative comments that belittle or offend any staff member or learner. The use of foul 

language is unacceptable. 

• Detention classes will sit on a Monday, from 13:30-17:00 (Note that detention must be 

given using discretion and common sense. When detention is given, it must be for the 

following Monday. Each teacher will have a turn to invigilate the detention class. Please 

check the timetable to see when you are on duty. Names of leaners in detention must 

be given to the Vice Principal.  

• Contact with any parent regarding school matters must be with the prior knowledge of   

the Principal    

• You will be handed a prep file .You will also be advised on how to do the prep. Make 

sure you have the following documentation:  

o Time table  

o Class lists  

o Text book control list  

o Quarter planner  

o Syllabus  

o Learning area from curriculum  

o Year planning  

o Weekly planning  

o Duty list  

o Acknowledgement document concerning school policies.  

• Please check that there is a room inventory and evacuation plan posted behind your 

classroom door.  

• An emergency evacuation plan must be visible in the classroom.  

• Please keep a separate file for your marks.  

• AII examination papers must be handed in to the allocated H.O.D. at least 7 days prior to 

the subject being written.  

• No subject master file may be removed from the Principals office without permission. 

All examination papers(100%) ,memorandums(100%) and answer sheets(10%) must be 

moderated as prescribed, with a moderation sheet, and filed in the master file These 

files must be updated by the Subject HOD and controlled by the Administrative HOD  

• No school property may be removed from the school grounds without the permission of 

the Principal and signing out of the borrowed article/s in the asset register.  

• You will be required to participate in a performance review process at least once a year 

• Leave is allocated according to the basic conditions of employment and as per the leave 

policy.  In the case of sudden illness or circumstance hindering a teacher from attending 

school, he/she must personally inform the Principal/Deputy Principal.  

• Teachers who need to go to town during official hours must sign the in/ out  

register at the admin after obtaining permission from the Principal.  
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• Students need to complete the time table leave request before being  

allowed to leave the premises.  

• Contractually official hours are until 15:00 In the event that sport or extra  

mural activities are scheduled for after school, weekends and during  

school holidays, each teacher should make him/her available. 

• lf injured on duty, and it deems necessary to claim for medical costs,  

make sure that the correct procedures are followed and that the medical  

doctor appointed by the compensation commissioner, is consulted. 

• All teachers must adhere to a professional dress code at all times.  

o No T-shirts without a collar. (Men&Ladies)  

o No tattered jeans. (Men&Ladies)  

o No half shaven (stubs) beards. (Men)  

o No shorts. (Men&Ladies)  

o No sandals (Men)  

o Shirts must be tucked in trousers.  

o No Tights(Ladies)  

• All orders for books, equipment, aids, consumables, and services rendered, petty cash 

payouts to a company, must be authorized by the Principal. Once authorization is 

obtained, a quote and an invoice must be handed to the bursar. The bursar will make 

the necessary arrangements for payment. 

• All fund raisers must be authorized by the Principal. Please note that funds raised will 

not be kept for a specific group or cause. The bursar will keep a debit sheet showing 

balances of specific fundraisers . AII funds are banked and will be used at the discretion 

of the Principal. Teachers are not allowed to safe keep any funds generated by means of 

a fundraiser. 

• Please ensure that text books are well kept and not damaged in any way.  

 

 

 
 


