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Rationale

Accurate and comprehensive assessment of student and school performance
aids in establishing open communication, helps to improve student learning,
assists in establishing future direction, and helps to identify areas of exemplary
performance, as well as those areas in need of support and assistance.

Purpose

This policy is formulated in line with the (CAPS) National Curriculum Statements
for Grade R - 12. This forms the basis for on-going curriculum development
delivery and assessments for Grades R - 12. This policy will govern the assessment
and evaluation of learners in EDUQUEST COLLEGE. All stakeholders are expected
to adhere to this policy.

1) The National Protocol for Assessment Grades R - 12 standardises the

recording and reporting processes for Grades R — 12 within the

framework of the National Curriculum Statement Grades R — 12, which
comprises the:

Curriculum and Assessment Policy Statements for all subjects listed in the
National Curriculum Statement Grades R — 12;

Policy document, National policy pertaining to the programme and
promotion requirements of the National Curriculum Statement Grades R —
12; and

Policy document, National Protocol for Assessment Grades R —12.

(2) The policy stipulated in this document applies to public ordinary and
special schools and those independent schools that offer the National
Curriculum Statement Grades R — 12, which comprises:

Curriculum and Assessment Policy Statements for all approved subjects
listed in this document;

The policy document, National policy pertaining to the programme and
promotion requirements of the National Curriculum Statement Grades R —
12; and

The policy document, National Protocol for Assessment Grades R — 12.

(3) The document also provides a policy framework for the management of
school assessment, school assessment records and basic requirements for
learner profiles, teacher files, report cards, record sheets and schedules for
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Grades 1 - 12. The requirements for, as well as examples of the design of learner
profiles, teacher files, report cards, record sheets and schedules are provided.

(4) This policy document focuses on assessment policy for both internal
assessment comprising School-Based Assessment and Practical Assessment Tasks
where applicable, and the end-of-year examinations.

Aims

This policy document is aimed at quality assurance and must be read in
conjunction with the following policy documents:

(a) National policy pertaining to the programme and promotion

requirements of the National Curriculum Statement Grades R — 12;

(b) The Curriculum and Assessment Policy Statements for all subjects listed in the
National Curriculum Statement Grades R — 12;

(c) The Language-in-Education Policy, 1997; and

(d) National policy on the conduct, administration and management

of the National Senior Certificate: A qualification at Level 4 on

the National Qualifications Framework (NQF).

(2) National policy on assessment is also contained in the following policy
documents and all assessment bodies must comply with the prescriptions as setf
out in these documents:

(a) Education White Paper 6 on Special Needs Education: Building an Inclusive
Education and Training System that provides a policy framework for the
transformation of practices related to assessment and examinations in general
with a view to achieving enabling mechanisms to support learners who
experience barriers to learning;

(b) Regulations under the General and Further Education and

Training Quality Assurance Act, 2001 (Act No. 58 of 2001) and

(c) Directives issued by Umalusi.

Acronyms And Abbreviations

GET General Education and Training

FET Further Education and Training

LoLT Language of Learning and Teaching
NCS National Curriculum Statement

NQF National Qualifications Framework

Proposed amendments to this policy will be discussed with student representative groups, including Student Representative Council and School govermning board
Assessment System Policy | *'...Together We Can Achieve the Extraordinary..."!



NSC National Senior Certificate

SAQA South African Qualifications Authority
HL Home Language

FAL First Additional Language

SAL Second Addifional Language

Definitions

“assessment body” — means an assessment body as defined in the General and
Further Education and Training Quality Assurance Act, 2001 (Act No. 58 of 2001);
“candidate” - means a learner who has enrolled in his or her Grade 12-year of
the National Senior Certificate programme and who has registered for the
National Senior Certificate final examinations;

“certification” — means the formal recognition of a qualification or part
qualifications awarded to a successful learner;

“condonation” — means the relaxation of promotion requirements as
contemplated in paragraph 29(1)(b) of the policy document, National policy
pertaining to the programme and promotion requirements of the National
Curriculum Statement Grades R - 12;

“Curriculum and Assessment Policy Statements” - means the policy documents
stipulating the aim, scope, content and assessment for each subject listed in the
National Curriculum Statement Grades R — 12;

“Department of Basic Education”- means the national department responsible
for basic education which include general and further education and training;
“evidence of learner performance” - means the collection of the learner’s work
that is used to compile his or her internal assessment mark;

“examination” — means the conduct of an end-of-term and/or once-off end-of-
year assessment;

“external assessment” — means any assessment activity, instrument or
programme where the design, development and implementation has been
initiated, directed and, coordinated by Provincial Education Departments and
the Department of Basic Education either collectively or individually;

“First Additional Language level” - means the language proficiency level that
reflects the basic intercultural and interpersonal communication skills needed in
social situations and the cognitive academic skills essential for learning across
the curriculum. The First Additional Language level can be used as the language
of teaching and learning from the Intermediate Phase onwards;
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“Formal Assessment Task (assessment of learning)” — means a systematic way of
assessment used by teachers to determine how well learners are progressing in a
grade and in a particular subject;

“full-time candidate” - means a candidate who has enrolled for tuition in a full
time capacity at a public orindependent school or any other registered
institution and who presents the required number of subjects as stipulated in the
policy document, National policy pertaining to the programme and promotion
requirements of the National Curriculum Statement Grades R — 12;

“grade” - means a grade as defined in the South African Schools Act, 1996 (Act
No. 84 of 1996);

“Head of Department” - as defined in the South African Schools Act, 1996 (Act
No. 84 of 1996);

“Head of the institution” - as defined in the South African Schools Act, 1996 (Act
No. 84 of 1996);

“Home Language level” - means the language proficiency level that reflects the
mastery of interpersonal communication skills required in social situations and
the cognitive academic skills essential for learning across the curriculum. This
level also provides learners with a literary, aesthetic and imaginative ability that
will provide them with the ability to create, imagine, and empower their
understandings of the world they live in;

“immediate family” - means father, mother, brother, sister, grandparents,
husband, wife, legal partner, children, guardians and foster parents;

“immigrant candidate” - means a learner as contemplated in paragraph 4(1)(a)
of the policy document, National policy pertaining to the programme and
promotion requirements of the National Curriculum Statement Grades R — 12;
“independent school” - means a school registered or deemed to be registered
in terms of section 46 of the South African Schools Act, 1996 (Act No. 84 of 1996);
“Informal Assessment Task ((assessment for learning)” — means the building
towards formal assessment;

“internal assessment” - means an assessment, contemplated in section 1 of the
General and Further Education and Training Quality Assurance (Act No. 58 of
2000);

“language levels” — means the proficiency levels at which all official and non-
official languages are offered at school, i.e. Home Language, First Additional
Language and Second Additional Language levels;

“learner” - as defined in the South African Schools Act, 1996 (Act No. 84 of 1996);
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“learner who experiences barriers to learning” — means any learner who has
difficulties in accessing the curriculum due to several factors that serve as
barriers;

“Language of Learning and Teaching (LolLT)” — means the language chosen by a
school’s governing body in consultation with parents. It is the language teachers
use to instruct and to assess. It is also the language of the textbooks provided in
the school;

“MEC” - means a Member of the Executive Council, as contemplated in section
I of the South African Schools Act, 1996 (Act. No. 84 of 1996);

“National Quadlifications Framework (NQF)” — means the ten-level framework to
provide for the registration of national standards and qualifications as
contemplated in the National Qualifications Framework Act, 2008 (Act No. 67 of
2008);

“National Senior Certificate” — means a qualification at Level 4 on the National
Qualifications Framework (NQF) which is awarded to Grade 12 candidates who
comply with the national policy requirements set out in the policy document,
National policy pertaining to the programme and promotion requirements of
the National Curriculum Statement Grades R — 12;

“part-time candidate” means a Grade 12 learner who has registered at an
examination centre for part-time studies and may register for any number of
subjects in one examination sitting;

“progression” — means the movement of a learner from one grade to the next,
excluding Grade R, in spite of the learner not having complied with all the
promotion requirements. Progression can be used to prevent a learner from
being retained in a phase for a period exceeding four years as stipulated in the
Admission policy for ordinary public schools as published as Government Nofice
2432 in the Government Gazette, Vol. 400, No. 19377 of 19 October 1998,
provided that the underperformance of the learner in the previous grade be
addressed in the grade to which the learner has been promoted. For the
purpose of progression through the Foundation Phase the Grade R year is not
included for the retention period of four (4) years;

“promotion” — means the movement of a learner from one grade to the next
when that learner meets the minimum required level of achievement per
subject in a particular grade, as well as complying with the promotion
requirements of that grade as contemplated in the policy document; National
policy pertaining to the programme and promotion requirements of the NCS
Grades R-12;
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“qualification” — means a registered qualification as contemplated in the
National Qualifications Framework Act, 2008 (Act No. 67 of 2008);

“repeat candidate” - means a candidate who has failed the Grade 12-year of
the National Senior Certificate examination and/or the supplementary
examination, or who wants to improve his or her National Senior Certificate
examination results, and who wants to repeat the Grade 12-year or a subject, as
a full-time learner or part-time candidate respectively;

“Second Additional Language level” - means the language proficiency level
that focuses on the basic interpersonal communication skills needed in social
situations and include intercultural communication. It is intended to further
multilingualism. Although reading and writing will be developed, at this level the
emphasis will be on developing listening and speaking skills;

“school” — means a school as defined in the South African Schools Act, 1996
(Act No.84 of 1996);

“school-based assessment” -means assessment as defined in the policy
document, National Protocol for Assessment Grades R-12, Government Gazette
No. 34600 of 12 September 2011;

“supplementary examination” - means an examination granted under special
conditions to full-time, repeat and part-time candidates in the year following the
National Senior Certificate examination but not the end-of-year examination;
“teacher file” - means the recording and planning documents used by the
teacher, namely the formal programme of assessment, evidence of learner
assessment/performance, all formal assessment tasks and marking guidelines,
annual feaching plan/work schedule, textbook used and other resources;
“Umalusi” — means Umalusi, the Council for Quality Assurance in General and
Further Education and Training established in terms of the General and Further
Education and Training Quality Assurance Act, 2001 (Act No. 58 of 2001).

The Importance of Assessment

e Assessmentis a process of collecting, analysing and interpreting
information to assist feachers, parents and other stakeholders in making
decisions about the progress of learners at EDUQUEST COLLEGE. The
National Curriculum Statement Grades R — 12 is the formal curriculum in
South African schools.

e Classroom assessment should provide an indication of learner
achievement in the most effective and efficient manner by ensuring that
adequate evidence of achievement is collected using various forms of
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assessment. The intention of this document is to regulate how evidence of
learner performance of students at EDUQUEST COLLEGE is recorded and
reported.

Types Of Assessment

Classroom assessment should be both informal and formal. In both cases it is
important that learners know what knowledge and skills are being assessed and
feedback should be provided to learners after assessment to enhance the
learning experience.

e Informal (assessment for learning) or daily assessment is the monitoring
and enhancing of learners’ progress. This is done through teacher observation
and teacher-learner interactions, which may be initiated by either teachers or
learners. Informal or daily assessment may be as simple as stopping during the
lesson to observe learners or to discuss with the learners how learning is
progressing. It should be used to provide feedback to the learners and teachers,
close the gaps in learners’ knowledge and skills and improve teaching. Informal
assessment builds fowards formal assessment and teachers should not only focus
on the formal assessment.

e Formal assessment (assessment of learning) provides teachers with a
systematic way of evaluating how well learners are progressing in a particular
subject and in a grade. Teachers must ensure that assessment criteria are very
clear to the learners before the assessment process. This involves explaining to
the learners which knowledge and skills are being assessed and the required
length of responses.

NB!!! Feedback should be provided to the learners after assessment and could
take the form of whole-class discussion or teacher-learner interaction.
Examples of formal assessments include projects, oral presentations, demonstrations,
performances, tests, examinations, practical demonstrations, etc.

e The forms of assessment used should be appropriate to the age and the
developmental level of the learners in the phase. The assessment tasks should
be carefully designed to cover the content of the subject. The design of these
tasks should therefore ensure that a variety of skills are assessed as
contemplated in the Curriculum and Assessment Policy Statements.

e Therecorded formal assessment tasks should be included in the final
School-Based Assessment mark for progression (Grades 1-8) and
promotion (Grades 9-12) purposes. This means that those tasks that are
used for formal assessment are recorded and should be used to decide
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whether a learner should progress or be promoted to the next grade.

e Teachers are required to record learner performance in all formal
assessment tasks. They are not required to record performance in informal
or daily assessment tasks. Teachers may however, choose to record
performance in informal or daily assessment tasks in some cases to support the
teaching and learning process.

e The teacher must submit the annual formal programme of assessment to
the School Management Team (SMT) before the start of the school year.
This will be used to draw up a school assessment plan in each grade. The
school assessment plan should be provided to learners and parents in the
first week of the first term.

The Composition of Formal Assessment

(1) Assessment in the National Curriculum Statement Grades R - 12

comprises School-Based Assessment and Practical Assessment Tasks for

certain subjects offered in the Further Education and Training Phase and a

final end-of-year examination.

(2) School-Based Assessment, Practical Assessment Tasks and end-of-year
examinations are designed to address the content competencies, skills,

values and attitudes of the subject, and to provide learners, parents and
teachers with results that are meaningful indications of what the learners

know, understand and can do at the time of the assessment.

(3) School-Based Assessment and Practical Assessment Tasks allow for

learners to be assessed on a regular basis during the school year and also allow
for the assessment of skills that cannot be assessed in a written format, e.g. test
or examination. School-Based Assessment and Practical Assessment Tasks
include a variety of assessment methods as contemplated in the Curriculum
and Assessment Policy Statements.

(4) The purpose of an end-of-year examination is to provide reliable, valid and
fair measures of the achievements of learners in the subjects offered from Grade
4 onwards.
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School-Based Assessment

e School-Based Assessment is a compulsory component for progression and
promotion in all the different school phases:

e The School-Based Assessment component is as follows in the different
school phases:

%

Phase School-Based Assessment End-of-year
Component (%) examination

(%)

Foundation Phase 100 0

Intermediate Phase 75 25

Senior Phase 40 60

Further Education and Training 25 75

Phase

e The composition of the School-Based Assessment of all subjects is outlined
in the Curriculum and Assessment Policy Statements.

e Moderation should ensure that the quality and standard of the School-
Based Assessment, as contemplated in Chapter 4 of the Curriculum and
Assessment Policy Statements, have been met from Grade 4 onwards.

e In Grade 12, School-Based Assessment must be moderated by the
Department of Basic Education, the accredited assessment body, and
Umalusi.

Practical Assessment Tasks

e A Practical Assessment Task mark is a compulsory component of the final
promotion mark for all candidates registered for the following National
Senior Cerfificate subjects.

(a) Agricultural Management Practices and Agricultural Technology;

(b) Dance Studies, Design, Dramatic Arts, Music and Visual Arts;

(c) Languages: Oral mark;

(d) Technology: Civil Technology, Electrical Technology, Mechanical

Technology and Engineering Graphics and Design;

(e) Life Orientation;
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(f) Computer Sciences: Computer Applications Technology and Information

Technology; and

(g) Consumer Studies, Hospitality Studies and Tourism.

e The Practical Assessment Tasks mark must count 25% of the end-of year
examination mark.

e The composition of the Practical Assessment Tasks of all subjects listed in
subparagraph (1) is outlined in the Curriculum and Assessment Policy
Statements.

e Moderation should ensure that the quality and standard of the Practical
Assessment Tasks, as contemplated in Chapter 4 of the Curriculum and
Assessment Policy Statements have been met.

e In Grade 12, Practical Assessment Tasks must be moderated by experts in
each subject and quality assured by Umalusi.

Compilation Of the School-Based Assessment and Practical Assessment Mark

e Both School-Based Assessment and the Practical Assessment Task
components must:

(a) comprise assessment tasks that constitute the learners’ School-Based

Assessment and Practical Assessment mark as contemplated in Chapter 4 of

the Curriculum and Assessment Policy Statements;

(b) include a mark awarded for each assessment task and a consolidated

mark;

(c) be guided by assessment components as specified for each subject in

Chapter 4 of the Curriculum and Assessment Policy Statements as

contemplated in Chapter 4 of the Curriculum and

Assessment Policy Statements;

e be available for monitoring and moderation; and

e be evaluated, checked and authenticated by the teacher before being
presented as the learner’s evidence of performance.

e The teacher file with assessment tasks must —

(a) be a complete record of assessment in that particular subject;

(b) be maintained by the teacher for every subject taught in respect of the

National Curriculum Statement Grades R - 12; and

(c) be available for monitoring and moderation purposes at every level.

e Failure by the teacher to maintain a file with assessment tasks constitutes
an act of misconduct and will be dealt with in terms of paragraph 5(3) of
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the policy document, National policy on the conduct, administration and
management of the National Senior Certificate: A qualification at Level 4
on the National Qualifications Framework (NQF), or other appropriate
measures.

e The absence of a School-Based Assessment and/or a Practical/Oral
Assessment Task mark in any subject in Grades 10- 12, without a valid
reason, will result in the learner, registered for that particular subject. The
learner will be given three weeks before the commencement of the final
end-of-year examination of the relevant grade to submit outstanding
work or present himself or herself for School-Based Assessment and/or a
Practical/Oral Assessment Task mark. Should the learner fail to fulfil the
outstanding School-Based Assessment and/or a Practical/Oral Assessment
Task requirement, such a learner will be awarded a zero (“0") for the
School-Based Assessment and/or a Practical/Oral Assessment Task
component for that subject.

e Inthe event of alearner not complying with the requirements of School-
Based Assessment and/or Practical Assessment Task in any subject in
Grades R-12, but where a valid reason is provided:

(a) He or she may be granted another opportunity to be assessed in the
assigned tasks, based on a decision by the Head of the assessment body.
(b) The learner must, within three weeks before the commencement of
the final end-of-year examination of the relevant grade submits
outstanding work or present himself or herself for School-Based Assessment
and/or Practical Assessment Task. Should the learner fail to fulfil the
outstanding School-Based Assessment and/or Practical Assessment
Task/Oral assessment requirements, the marks for these components will
be omitted and the final mark for the relevant subject will be adjusted for
promotion purposes in terms of the completed tasks.

e “Valid reason” in this context includes the following:

(a) iliness, supported by a valid medical certificate, issued by a registered

medical practitioner;

(b) humanitarian reasons, which includes the death of an immediate family

member, supported by a death certificate;

(c) the learner appearing in a court hearing, which must be supported by

written evidence; or

(d) any other reason as may be accepted as valid by the Head of the

assessment body or his or her representative.
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e Inthe event of alearner failing to comply with the School-Based
Assessment and/or Practical Assessment Task requirements of a particular
subject, and where valid reasons are provided, the evidence of such valid
reasons must be included with the evidence of learner performance.

e Where the subject teacher fails to give learners the minimum tasks for
School-Based Assessment and/or Practical Assessment Task/Oral in the
subject for which he or she is responsible, marks will be adjusted
accordingly as stipulated in Chapter 4 of the Curriculum and Assessment
Policy Statements, after an investigation by the Department of Basic
Education.

e Alearner who is not able to offer the Physical Education Task (PET) as a
fifth component in Life Orientation may be exempted by the Head of the
assessment body or his or her representative, provided a valid medical
reason is submitted. If the learner’s request for exemption is successful, his
or her marks for Life Orientation will be recalculated in terms of four tasks.

Requirements For the Grades 4 To 11 End-Of-Year Examination

e Inthe Intermediate Phase (Grades 4-6), Senior Phase (Grades 7-9)
and the Further Education and Training Phase (Grades 10-11) learners
must be examined in the end-of-year examination in the required
number of subjects as stipulated in paragraphs 14(2), 21(1) and 29(1)
in the policy document, National policy pertaining to the programme
and promotion requirements of the National Curriculum Statement
Grades R - 12.

e EDUQUEST COLLEGE shall ensure that learners have complied with the
School-Based Assessment, Practical Assessment Tasks, and Oral
assessment requirements as stipulated in Chapter 4 of the Curriculum and
Assessment Policy Statements.

Registration of Additional Subjects

Learners in Grades 10 and 11 may register for additional subjects for the end of
year examination, subject to the following conditions:
e The learner has obtained written permission from the Head of the relevant
Regional/District Office or his or her nominee;
e The learner has offered and passed the additional subject in Grade 10;
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The learner will meet the requirements for School-Based Assessment and
Practical Assessment Task components, where applicable, for the specific
subject;

If the additional subject that the learner wishes to choose is not presented
at the school of attendance, the learner must obtain the approval of the
Principal where the learner has registered, as well as the permission of the
Principal of the school or accredited assessment body where the
additional subject will be offered.

The school offering the additional subject must forward the School-Based
Assessment and Practical Assessment Task components marks to the
school of attendance prior to commencement of the end-of-year
examination;

The school where the learner is registered must capture all School-Based
Assessment and Practical Assessment Task components marks of the
learner correctly and the relevant forms on which these marks are
captured must be signed by the Principal to confirm the correctness
thereof; and

A learner registered for an additional subject must sit for the final end of-
year examination at the school of registration. Where this is not possible,
special permission must be obtained from the Head of the relevant
District/Region.

Language Medium Related to The Examination Question Paper

Examination question papers must be set in the Languages of Learning and
Teaching (LoLT). Unless otherwise directed in the examination question paper,
learners must answer all questions in the Language of Learning and Teaching
(LoLT) applicable to the learner.

Absentees

In the case of iliness or any other circumstances beyond the control of the
learner, medical certificates, affidavits or acceptable proof are to be
provided by the candidate and countersigned by the Principal of the
school of attendance before submission to the Provincial Department of
Education. Where the authenticity of a candidate's claim is in doubt, the
Principal of the school of attendance is to advise the Head ofDepartment
in writing, and then investigate the matter further.
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e Alearner who, due to iliness or any other circumstances beyond the
control of the learner, is unable to write the end-of-year final examination
for Grades 4-11, will be exempted from the examination. A mark based on
the School-Based Assessment and Practical Assessment mark obtained by
the learner prior to his or her iliness, will be calculated and awarded to the
learner affected.

e Learners who absent themselves from the end-of-year final examinations
or scheduled School-Based Assessment tasks, or Practical Assessment
Tasks, for no valid reason, must not be permitted to write the final end-of-
year examination.

e |f alearneris unable to write (or complete) one or more of the Grades 4-
11 examination question papers for reasons other than illness or injury, a
written report in which the circumstances are set out, must be submitted
by the Principal of the school of attendance.

Internal Examinations

e Tests and examinations should be written under confrolled conditions at a
specific time. In setting of the tests and exams, teachers should use
Bloom's taxonomy to ensure that the performance is at different cognitive
levels. This is shown using a weighting grid.

e Formal examinations are written at the end of Term 2 for Grades 7 to 12.
The work is based on the work done for the first half of the year: the CAPS
document must be referred to in order to ensure that minimum
requirements are met.

e Formal Preliminary examinations for Grade 12 are written in
August/September according to the requirements stipulated in the
relevant CAPS documents.

e Internal Formal examinations are written in November for Grades 7 to 11.

e The examination is based on work completed during the course of the
year.

e The examinations must be in accordance with the requirements of the
relevant CAPS document and examination guidelines.

e All examination question papers are pre-moderated by a co-teacher or
subject head or HOP. Internal moderation documentation is filled out.

e Examinations scripts are filled in learner portfolios and kept in a secure
room for 5 years.
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External Examinations

Senior Phase: The Grade 7-9 students participate in the ISASA shared
assessments towards the end of the year.

FET Phase: In the FET phase examination may be externally set by the
Department of Education.

Irregularities

Grades 10 and 11 examination irregularities must be dealt with in terms of
paragraphs, 47, 48 and 49 of the policy document, National policy on the
conduct, administration and management of the National Senior Certificate: A
qualification at Level 4 on the National Qualifications Framework (NQF).

Recording

Recording is a process in which the teacher documents the level of a
learner’s performance. In South African schools, this should indicate the
progress towards the achievement as stipulated in the Curriculum and
Assessment Policy Statements of all subjects listed in the National
Curriculum Statement Grades R - 12. Records of learner performance
should provide evidence of the learner’s conceptual progression within a
grade and his or her readiness to progress/promoted to the next grade.
Records of learner performance should also be used to verify the progress
made by teachers and learners in the teaching and learning process.
Records should be used to monitor learning and to plan ahead.

Reporting

Reporting is a process of communicating learner performance to learners,
parents, schools and the other stakeholders such as the employers, tertiary
institutions, etc. Learner performance can be reported in a number of
ways. These include report cards, parents’ meetings, school visitation
days, parent-teacher conferences, phone calls, letters, class or school
newsleftters, etc.

The main purpose of reporting is to:

(a) provide learners with regular feedback, this feedback should be
developmental;
(b) inform parents/guardians on the progress of the individual learner; and
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(c) give information to schools and districts or regional offices on the current

level of performance of learners.

e Recorded information should:

(a) inform teachers and others about the performance of learners;

(b) be used to provide constructive feedback to learners about their

progress;

(c) be used to provide feedback about the performance of learners to

parents, and other role-players;

(d) inform the planning of feaching and learning activities; and

(e) inform intervention strategies.

e The language in which recording and reporting is done should be in
accordance with the Language of Learning and Teaching (LoLT) as
informed by the Language-in-Education Policy of 1997.In the case of dual
medium schools, one of the languages used as LoLT should be utilised for
reporting purposes, while the language of recording should be any of the
languages used for learning and teaching.

Principles for Recording and Reporting

The following principles underpin the approach to both recording and
reporting:

e Recording of learner performance is against the assessment task and
reporting is against the total mark obtained in all tasks completed in a
term. The promotion of a learner is based on the composite marks
obtained in all four terms.

e Teachers should show in their files that they have covered all the formal
tasks set.

e Achievement rating on a report card should be indicated by a
combination of national codes, percentages and comments.

e The following is applicable to recording and reporting per phase:

(a) Foundation Phase (Grades R — 3): Record and report in national codes

and their achievement descriptions.

(b) Intermediate Phase (Grades 4 — 6): Record and report in national codes

and their achievement descriptions and percentages.

(c) Senior Phase (Grades 7 — 9): Record and report in national codes and

their achievement descriptions and percentages.

(d) Grades 10 — 12: Record in marks and report in percentages.
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The schedule and the report card should indicate the overall level of
performance of a learner.

In the case of Languages, each language that the learner offers should
be recorded and reported on separately according to the different levels
on which they are offered. For example, Home Language — English, First
Additional Language - IsiXhosa, Second Additional Language — Afrikaans
Second Additional Language.

The number of formal assessment tasks to be recorded in each phase is
provided in Chapter 4 of the Curriculum and Assessment Policy statement
The recorded pieces of evidence should reflect a variety of forms of
assessment. More information on this is provided in Chapter 4 of the
Curriculum and Assessment Policy Statements.

Teachers must report regularly to learners and parents on the progress of
learners. Schools are required to provide feedback to parents on the
programme of assessment using a formal reporting tool such as a report
card. In addition to the report cards, other reporting mechanisms such as
parents’ meetings, school visitation days, parent-teacher conferences,
phone calls, letters, class or school newsletters, etc. may be used. The
school will determine the format of these reporting strategies.

Assessment Records

The assessment records that should be developed and kept at school are
record sheets, schedules, teacher files, learner profiles, report cards and
schedules.

The management, maintenance and the safety of the learner profiles,
schedules and report cards is the responsibility of the school
management.

The management and maintenance of the record sheets and the
teacher file is the responsibility of every teacher.

Record Sheets

Teachers are expected to keep efficient current mark sheets of the
learners’ progress. It is expected that carefully compiled records and/or
evidence of learner performance be maintained to justify the final rating
a learner receives at the end of the year.
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e Teachers are expected to keep current records of learners’ progress
electronically/in files/books/folders or any other form the school has
agreed on.

e Record sheets must at least have the following information

(a) Subject;

(b) Grade and class;

(c) Learners’ names;

(d) Dates of assessment;

(e) Names of the formal assessment tasks;

(f) The results of formal assessment tasks; and

(g) Comments for support purposes when and where appropriate.

e The record sheets should be used to compile a schedule that will in turn
be used to compile reports once a term. Schools should therefore
develop Record Sheets using the criteria specified in subparagraph 3.

Report Cards

e Avreport cardis an official document that is used to give feedback to
parents on the achievement of learners.

e Formal report cards should be sent to parents once a term. The report
cards must provide a clear holistic picture of the learner’'s achievements
in different subjects.

e Schools should ensure that there are no errors, erasures or corrections that
will compromise the legal status of the report cards. The school
management tfeam is responsible to ensure that reports issued to learners
do not contain any errors.

e Learner performance for a term should be reflected on the report card
for that term.

¢ The end-of-year report card should indicate cumulative learner
performance for the year.

e The achievement rating in a report card should be indicated by a
combination of national codes, percentages and comments. The
national codes and percentages should be in accordance with the
stipulations in paragraph 17(4).

¢ Comments should provide more information on the strengths and
developmental needs of the learners.

e Report cards should include information in the following essential
components
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(a) Personal details: Name of the learner, grade and class of the learners, date
of birth, school attendance profile.

(b) Official school details: Year and term, name of the school, date, signature
and comment of parent or guardian, teacher and principal, dates of closing
and opening of school, school stamp, explanation of the codes of the national
coding system.

(c) Performance details: A national code and /or a percentage indicating the
level of performance per subject and a description of the strengths and
developmental needs of the learner.

(d) Constructive feedback: The feedback should contain comments about the
learner’s performance in relation to his or her previous performance.

e Areport card may be produced electronically or manually using different
styles preferred by the school but should contain all the information
mentioned in subparagraph 8.

e Schools should not accept report cards with errors from other schools.
Once a fraudulent report has been identified, the matter should be
reported to the principal of the affected school and to the District and/or
Provincial Department of Education offices.

e In cases where a fraudulent report card is discovered the Head of the
Provincial Department of Education should institute an internal
investigation of the matter and may take legal steps where necessary.

e The parents or guardians have the right of access to report cards of their
children.

e Schools may not withhold report cards from learners for any reason
whatsoever.

Schedules

(1) Schedules should be completed four times a year.

(2) The schedule is a quarterly record which provides a summary about
the progress of all learners in the grade in a school.

(3) The school may store this information manually or electronically.

(4) The end-of-year schedule is a compilation of learner performance
across all four school terms.

(5) Copies of the end-of-year schedules should be kept at the district
office.

(6) Schedules should be completed four times a year.

(7) A schedule should include the following information
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(a) Name of the school and school stamp;

(b) Date;

(c) List of names and surnames of learners in each grade or class;

(d) Admission number of each learner;

(e) Date of birth of each learner;

(f) Gender of each learner;

(9) Age of each learner;

(h) Number of years in a phase (This information is required for

the end-of-the-year schedule only);

(i) National codes and percentages that indicate the performance of learners in
each subject;

(j) Signature of teacher, principal and departmental official (Required for the
end-of-the-year schedule only);

(k) At the end of the year, a schedule for Grades R - 8 should indicate whether
the learners are ready to progress to the next grade or not;

(I) Schools should use (RP) to indicate that a learner is ready to progress to the
next grade or (NRP) to indicate that the learner is not ready to progress;

(m) For Grades 9, 10 and 11 the end-of-year schedule should indicate whether
the leaner is promoted to the next grade or not by using (P) for promoted and
(NP) for not promoted; and

(n) The-end-of-year schedules for Grade 12 will be externally generated.

(8) The-end-of-year schedule must be signed by the principal and a
departmental official. This then constitutes a legal document.

(?) The-end-of-year schedule should be kept at school in a file or box or
electronically as part of the school archives for at least 5 years.

(10) A schedule should be used for drawing up reports and for reporting to
parents and the education system on the overall progress of learners in each
grade. This means that a schedule should be completed for each grade.

(11) The Department of Basic Education will develop the schedule forms.

(12) The Provincial Departments of Education are responsible for providing
each school with the schedule formes.

(13) Schedules for each grade should be submitted to the district in hard copy.
(14) A school stamp and signatures of a departmental official and school
Principal are required to authenticate the schedule.

Proposed amendments to this policy will be discussed with student representative groups, including Student Representative Council and School govermning board
Assessment System Policy | *'...Together We Can Achieve the Extraordinary..."!



Requirements For Teachers’ Files

e All teachers are expected to keep a file containing evidence of their
teaching and assessment, Annual teaching plan, Assessment plan, Formal
assessment tasks and memoranda, Indication of Textbook(s) and any
resources used, Record sheet containing learners’ marks for each formal
assessment task and informal notes or any intervention that is planned by
the teacher to assist learners who require additional support (where they
exist). It is the teachers’ responsibility to ensure that the information in their
assessment files is kept up to date.

e A feacher assessment file may be a file, a folder, a box, or any other
suitable storage system.

e The formally recorded assessment tasks should be clearly marked or
indicated in the teacher’s file. Stickers, coloured paper, etc. may be used
for this purpose.

e Teachers’ files should be available on request at all fimes for moderation
and accountability purposes.

Learner Profile File (The Black File)

A Learner Profile is a continuous record of information that gives a holistic
impression of a learner and a learner’s progress and performance. It assists the
teacher in the next grade or school to understand the learner better and
therefore to respond appropriately to the learner.

Administration

(1) A Learner’s Profile should be kept at school and will be moved from one
school to the next when the learner moves to a new school.

(2) The principal of the new/next school must request the Learner’s Profile from
the previous school within three months of the learner’s admittance.

(3) The Learner Profile for every learner must be safeguarded and should
accompany learners throughout their schooling career. The security of the
Learner Profiles and the updating of required information rest with the school
management.

(4) The parents and other stakeholders have a right to access and view the
Learner Profile on request. However, this should be done in the presence of the
school management.
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(5) The Learner Profile is a confidential document and should be treated as
such. Under no circumstances should sensitive information such as the health
status of the learner be divulged to anyone without the written permission of the
parents or guardians.

(6) Under no circumstances should the profile be moved from the school unless
it is for reasons mentioned in subparagraph 1.

(7) The Provincial Departments of Education are responsible for providing pre-
printed files /folders for the Profiles.

(8) The pre-printed files/folders should be designed such that a Learner Profile
includes the following information

(a) personal information;

(b) medical history;

(c) schools attended and record of attendance;

(d) participation and achievements in extra-curricular activities;

(e) areas needing additional support; and

(f) learner performance.

(?) In cases where the files/folders need repair, the school principal concerned
should make a request to the district office for a replacement.

(10) The compilation of Learner Profiles should be started at Grade R and
should continue until the learner completes Grade 12.

(11) Once the learner has passed Grade 12 or exited the schooling system

for any reason whatsoever, the learner profile should be stored in the last school
attended for a period of three years whereafter it should be destroyed. If the
learner within this specified period re-enters the schooling system to further his or
her studies, the provisos stated in subparagraphs 1 and 3 will apply.

(12) The Learner Profile replaces all previous continuous record documents that
have been used by schools, such as record cards, tutor cards, Edlab cards, etc.

Transfer of profiles between schools

This is done by arrangement with other schools, and is managed by the
administrative staff.

Updating of Student Profiles

The subject and register teachers ensure that all information is given to the
administration staff who then add documents to the student files.
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Assessment, Progression and Recognition of Competence of Learners Who
Experience Barriers to Learning

e The minimum requirements for achieving grades, as spelt out in the
National Curriculum Statement (Grades R — 12), may not be
compromised. However, within a flexible learner-based and learner
paced approach to the curriculum, all learners could be enabled to
achieve their full potential irrespective of whether or not the end result will
be a final certificate.

e There needs to be consistent representation of inclusive assessment
practice across all grades. This needs to be dealt with in assessment,
recording, reporting and promotion.

e Learners who experience barriers to learning in both ordinary and special
schools need to be able to exit school with a recognition of competence.

e The following range of alternate assessments provide a mechanism for
learners with the most significant cognitive disabilities, and for other
learners who experience barriers to learning who may need alternate
ways in which to demonstrate whether they have attained knowledge,
concepts and skills. It also provides a mechanism that ensures that these
learners are included in an educational accountability system.

The three types of alternate assessments are as follows:

Alternate Assessments Based on Alternate Altainment of Knowledge (content,
concepts and skills) for learners with a significant cognitive disability. These
assessments are based on the grade-level content covered by the general
assessment, but at reduced depth, breadth, and complexity. These assessments
describe achievement based on what is determined as a high expectation for
these learners. Target learners can include learners with intellectual disability
who are currently enrolled in special and ordinary schools.

Alternate Assessment Based on Modified Attainment of Knowledge (content,
concepts and skills) for learners with disabilities who are working on grade-level
content that is covered in the general assessment. However, because of their
disability they may require more time to master the content. These assessments
measure a learner's mastery of the grade level. Target learners can include
learners with moderate intellectual disability, who are deaf, some learners on
skills programmes, etc.
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Alternate Assessments Based on Grade-level Aftainment of Knowledge (content,
concepts and skills) for learners with disabilities or learning difficulties who need
testing formats or procedures that provide them with equal opportunities to
demonstrate their attainment of content which is at the same grade-level as the
general assessment. Target learners can include learners who are blind, have
communication, physical disabilities, dyslexia or hearing loss.

e All three types of assessment should, where possible be available in
ordinary and special schools.

e Everylearner should have access to the standard of assessment that is
suited for his or her needs. No learner should be disadvantaged by the
system in as far as that there will be a lowering of expectations or he or
she is not assessed at all. All learners will also have the opportunity to
receive a school leaving statement.

School Assessment Team:

The School Assessment Team (SAT) is the internal monitoring body within the
school.

Composition of SAT:

e Assistant/Deputy Principal (SAT Coordinator)
e Al HOPs
e 1,2 or 3 Educator Representatives from each phase

SAT Meetings:

A scheduled SAT Meeting must be held at least once a month as per the
Monitoring and Moderation Plan. Agenda and minutes must be filed.

Agenda Assessment ltems:

¢ Monitoring and Moderation Plan (commonly referred to as *'the important
dates’’) to be developed for each term — Refer to Annexure C, or any
similar format

Monthly progress on:

e HOP Feedback

e SBA completion

e PAT completion

e PET

e Oral tasks
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Learner performance in administered formal tasks.
e Progress and effectiveness of implemented subject intervention strategies
- feedback to SBST
e Departmental Documentation (Exams, assessment related information,
important dates, e.g. moderation)
e |dentify and verify compliance with policy regarding subject changes
e Examination timetables, concessions and venue allocations
SBST

A School Based Support Team (SBST) has been established to provide
intervention for students who require support.

Composition of SBST:

e Head of Therapies (SBST Coordinator)
e All academic support staffs
e Educational psychologist (emotional support)

Students at risk

e |dentfification of students needing support

e School support provided

¢ Communication to parents, round tables and parent meetings
¢ Monitoring the implementation of student support programmes
o Completion of flagging forms by educators

e Application for concessions

Completion of SBA and PAT

e Subject Heads to ensure that each teacher adheres to programme of
assessment

School Assessment Plan

e Subject teachers submit their assessment dates per term to the HOPs at
the beginning of each term.

e The HOPs compile assessment programmes with dates assigned, per
subject. This is done in the form of a letter per Grade OR per Phase.
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e SAP must be issued to parents within the first two weeks of the beginning
of the school term.

e The SAP should be a working document and must be monitored monthly
for compliance by SAT.

Communication

This policy will be communicated to our school community in the following ways:
* Available publicly on our school’s website www.eduquestcollege.co.za

* Discussed at staff briefings/meetings as required

* Hard copy available from school administration upon request
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