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ASSESSMENT AND REPORTING POLICY 

1. AIMS 

 

The philosophy of the ORIENT ISLAMIC SCHOOL assessment policy is to: 

 

1.1 Improve the quality of life of all individuals, regardless of their ability, through    

education and to free the potential of each individual. 

1.2 Encourage all students by actively regarding "response" as being as important as 

"attainment" and to reward such personal qualities as perseverance, initiative and 

independence. 

 

2. PRINCIPLES 

 

The process of assessment should help students to learn more effectively. It should: 

 

2.1   evaluate each student's progress in the most effective and efficient manner. 

2.2   help learners make judgments about their own performance. 

2.3   enable strengths and weaknesses to be identified 

2.4   set goals for progress and provoke further learning. 

 

      The process of assessment should provide information for teachers. It should: 

 

2.5    measure the effectiveness of teaching and indicate the strengths and   

            weaknesses in the learning program. 

2.6    evaluate the strengths and weaknesses in the teaching style 

2.7    indicate the planning needs for further learning and differentiation 

2.8    identify students that need support and students that need extension. 

 

The process of assessment should provide information for others. It should: 

 

2.9    provide feedback to parents / guardians 

2.10  provide information for guidance and / or referral. 



 

           To cover these principles, the assessment policy is organised to include: 

i) Planning 

ii) Marking 

iii) Recording 

iv) Reporting 

v) Management of assessment 

 

3.        PLANNING 

 

3.1   As part of the planning process, it is essential all statutory requirements for  

        assessment in respect of  each learning area being met. 

3.2   Assessment standards should be clearly identified in the scheme of work.  They  

        should arise naturally from the learning program, and should help the teacher  

        to ensure that assessment standards are being met. 

3.3  There should be a range of assessment methods .  Testing is one such method, but  

        it should not be the only one used. 

3.4  It is important that all learners have the same range of assessment opportunities  

       irrespective of the teacher taking the class. 

3.5  Consistency of marking and assessment should be a central aspect of  planning  

        within departments. 

3.6  All assessments should be judged against clear criteria.   

3.7  Learners should be involved as much as possible in their own assessment.  They  

       should be aware of how and when they are going to be assessed in advance. 

3.8  Assessment  should be used for future planning. 

              

4.           MARKING 

 

There is a considerable diversity between and even within, departments on marking policy.  

This has led to difficulties for educators in monitoring the progress of individual learners. 

Marking can be incomprehensible to learners who may have to contend with a different style 

in each subject.  It is not possible to introduce a completely standardised marking policy, but 

the following guidelines should lead to far greater consistency.  Although the notes below 

tend to refer to written comments, oral feedback is equally valid and should be encouraged. 



 

4.1  The marking policy for each department must be known by and explained to all   

        learners. 

4.2  Work should be marked regularly and frequently.  

4.3  Work should be marked against clear criteria. 

4.4  Comments should be positive and understandable to the individual learners.  They  

       should give some indication of what has been achieved and should be used to set   

       targets for the future. 

4.5  The level of attainment and the degree to which the learner is fulfilling his / her  

        potential should be the main concern when assessing learner's work.  However,  

        the two must not be confused when awarding marks to a piece of work. Two   

        marks could be awarded for one piece of work, one for attainment (set against  

        criteria) and one for effort. Whatever system of marking is used  

       (numbers, grades, etc), it must be explained to learners and  must be consistent  

        across the department. 

4.6  Learners should be encouraged to assess their own work whenever possible. 

4.7  Improving literacy and numeracy should be a feature of the educator’s marking. 

4.8  The educator should insist on the highest quality in terms of presentation.  Written  

        work should show evidence of a learner’s progress. 

 

5.        RECORDING 

 

5.1  Each educator should keep a record of individual learner attainment based upon  

        specific criteria, and in line with statutory requirements.  It will be for individual   

        departments to decide on the most appropriate method of recording, but  

        whatever system is used must be manageable. 

5.2  Educator records will provide the basis for meaningful reports of attainment and  

       progress to parents. 

5.3  Records of learner attainment should be accurate and up to date.  They should  

        influence lesson preparation and the planning of the teaching programmes. 

5.4  Such records should assist continuity and progression.  It is for departments to  

       decide the best means of passing on information between individual educators  

       within a phase and between phases. 

5.5  Departments should keep a central record that is updated periodically.  This  



       record will only seek to record key assignments  / tests or core tasks.  Such a record  

        may well be a focus for discussion at departmental meetings following analysis,  

        and, where appropriate, be used to evaluate and monitor the teaching  

        program. 

5.6  A summative record will be maintained centrally by the Principal  via the reporting  

        system. 

 

6.        REPORTING 

 

6.1  Reports to parents should fulfil all statutory requirements and be  easy to  

        understand by both parents and learners. 

6.2  Annual reports should inform parents of their child's attainment.   This will be guided  

       by the requirements as laid down in the R.N.C.S policy grades R – 9 and the  

       Qualifications and Assessment Policy Framework Grades 10 – 12.  

6.3  Annual reports should contain comments which identify current attainments,   

       responses and, where appropriate, targets for future learning. 

6.4  Judgments should be based upon clear evidence. 

6.5  Subject portfolios should provide a snapshot of progress across all subjects. 

6.6  The reporting process should seek to have a positive impact on learners’ attitudes,   

        motivation and self  esteem. 

 

7.         MANAGEMENT OF ASSESSMENT 

 

Effective assessment requires careful management at all levels: 

 

7.1 Educators should  have the responsibility to monitor their own marking, recording and  

            assessment. 

7.2  Heads of Department should: 

A. have a written assessment policy based on the guidelines provided by R.N.C.S.   

     policy. 

B. take responsibility for the implementation of that policy 

C. analyse assessment results in order to evaluate effectiveness of teaching and   

     learning.  

D. evaluate performance within the School. 



 

7.3 The Management (Principal and Deputy Principals) of the School should: 

 

A. monitor the effectiveness and consistency of the assessment policy. 

B. check regularly that the national policy requirements are being followed. 

C. keep the school assessment policy under constant review 

D. check regularly that the assessment policy is being followed 

E. oversee the revision of reports to parents annually 

 

8.        A SUMMARY OF ASSESSMENT METHODS 

 

8.1   Classroom observation:   Educator listens, discusses, questions and makes notes    

             with individuals or groups. 

8.2   Oral assessment: These are planned discussion work and / or planned  

            “presentation” by learners. This type of assessment is mainly used to generate  

             evidence of a learner’s ability to listen , interpret, communicate ideas and sustain a  

             conversation in the language of assessment. 

 Possible uses:  Interpretation of ideas , Expression of ideas, Completion questions / short 

– answer questions. 

8.3   Objective tests these usually consists of a range of questions. Learners are required to  

respond to questions within a specified time. 

Possible uses: recall of information, Cognitive skills such as problem – solving or analysis 

Summative or formative purposes, True/false tests;  Completion tests; Multiple choice tests; 

Matching tests; Short answer tests. 

 

8.4   Personal Interviews:  A personal interview is probably the oldest and best – known    

            means of eliciting information directly from learners. It combines two assessment methods,  

            namely, observation and questioning. An interview is a dialogue between the educator and  

            the learner, creating opportunities for learner questions. 

Possible uses:  A range of applications, using different forms of questions, particularly open – 

ended  questions. 

 

8.5   Structured questions:  Stimulus response questions involving  descriptions, transformation  

and analysis of data. 



 

8.6   Investigations/enquires: Possible uses:   Using secondary sources; Using primary sources 

 

8.7   Essays: Possible uses:Timed; Resource-based; Extended writing for a specific audience 

 

8.8   Self-assessment – Questionnaires:   A questionnaire is a structured written interview consisting  

of a set of questions that relate to  particular  areas of performance. Unlike a personal 

interview, it is administered and judged under standardised conditions. 

Possible uses: Assessment of outcomes particularly concerned with attitudes, feelings, interests 

and experiences. Checklists; Evaluation sheets against targets through group or individual  

review. 

 

8.9   Assignments:  An assignment is a problem – solving exercise with clear guidelines and a  

specified length. Assignments are more structured and less open – ended than projects, but 

they do not necessarily involve strict adherence to a prescribed procedure and they are not 

concerned exclusively with manual skills. 

Possible uses:  problem – solving around a particular topic. 

 

8.10   Role – plays : Learners are presented with a situation, often  a problem or an incident, to  

which they have to respond by assuming a particular role. The enactment may be 

unrehearsed, or the learner may be briefed in the particular role to be played. Such 

assessments are open – ended and are person – centred. 

Possible uses: Assessment of a wide range of behavioural and inter – personal skills. 

 

8.11   Simulations:  Simulations mirror actual activities or conditions. They are suitable for  

assessment where demonstrations and observations will provide reliable and valid results, but 

where, for a number of reasons, it is difficult or not practicable to assess under actual 

conditions. 

Possible uses: Assessment of actions under “ safe” conditions. 

 

8.12   Practical exercises / demonstrations: These are activities that allow learners to demonstrate 

manual and / or behavioural skills. The assessment may be based on the end – result of the 

activity ( the product), or the carrying – out of the activity ( the products ), or a combination 

of both. 



Possible uses: Demonstrating a skill. 

 

8.13   Projects: A  project is any exercise or investigation in which the time constraints are more  

relaxed than in exercise such as assignments. 

 Projects are: Practical, comprehensive and open – ended , tackled without close supervision,  

but with  teacher guidance and support. Projects can involve individuals or a group of 

learners. The choice of the project is directed by the teacher, usually by providing the learner 

with a topic or a brief for the investigation.  

Possible uses:  A comprehensive range of skills can be assessed. Integration of activities can  

be achieved. 

  

9.   A CHECKLIST AGAINST WHICH TO EVALUATE ASSESSMENT TASKS 

 

9.1   Will the task supply evidence of attainment related to selected assessment standards.? 

 

9.2   Will the task provide evidence across a range of "levels" suitable for the group for which it is  

        intended ? 

 

9.3   How will differentiation be achieved ?  

 by outcome - using the same task for all ? 

   - using a task of increasing difficulty ? 

   - by using tasks of varied difficulty 

 

9.4   Is the task contributing to the balance of assessment modes over a period of time?  e.g. 

written, oral, pictorial, observation by  educator ? 

 

9.5   Does the task, as far as possible, give equal opportunities for all students to perform, 

regardless of gender, cultural, linguistic or ethnic background? 

 

9.6   Is the task interesting, relevant, motivating and worthwhile? 

 

 

 

 



10.    EFFECTIVE REPORT WRITING:  

 

Reports should :  

 

10.1   be written in language that is clear and straight forward.  Avoid jargon words and  

        long sentences. 

 

10.2   mention ways in which the learner would be able to improve the standard of work,  

        using specific examples wherever possible. 

 

10.3   be based on and refer to the evidence in the learner's work. 

 

10.4    refer to the subject skills in the written report, explaining the features of the learner’s work    

            which indicate strengths and weaknesses in these skills. 

 

10.5   It is helpful to refer to specific pieces when complimenting a learner on the good standard of 

his/her work. 

 

10.6  When comments refer to end of term tests, it is helpful to the parents to see the student’s 

result compared with either the range of marks or the average mark for the class. 

 

10.7   Any written judgments about cross-curricular skills should match accurately the descriptions  

which are ticked on the grid. Specific examples of good/poor performance in any of the 

cross- curricular skills will help the learners to understand the educators’ comments, and 

provide a focus for parent- child discussion 

 

10.8   Critical comments about performance in any cross-curricular skill should mention constructive  

        techniques that could help the learner do better in future  

 

10.9   It is preferable to refer to behaviour rather than attitude.  Learners can be helped to change 

behaviour more easily than attitude. 

 

 

 



 

11.   ASSESSMENT PRINCIPLES USED IN OUTCOMES-BASED EDUCATION 

 

11.1   Definition 

 

Assessment in the Revised National Curriculum Statement Grades R-9  is a continuous, 

planned  process of gathering information about the performance of learners measured 

against the Assessment Standards of the Learning Outcomes. It requires clearly - defined 

criteria and a variety of appropriate strategies to enable teachers to give constructive 

feedback to learners and to report to parents and other interested people. 

 

11.2   Key Elements 

 

Outcomes-based education is a way of teaching and learning which makes it clear what 

learners are expected to achieve. The principle by which it works is that the educator states 

beforehand what the learners are expected to achieve. The educator’s task is to teach in 

order to help learners to satisfy the requirements of the Assessment Standards in the 

curriculum; the learners’ task is to learn or do what the Assessment Standards expect. 

Assessment is essential to outcomes-based education because it must be possible to assess 

when a learner has achieved what is required in each grade. 

 

11.3  Purposes of Assessment 

 

The main purpose of assessing learners should be to enhance individual growth and 

development, to monitor the progress of learners and to facilitate their learning. 

 

11.4   Other uses of assessment include: 

 

 11.4.1 Baseline assessment of prior learning:  

 

Baseline assessment usually takes place at the beginning of a grade or phase to establish 

what learners already know. It assists educators to plan learning programmes and learning 

activities. It can also be used before a new section is introduced i.e. Prior Knowledge.   

 

 



11.4.2  Diagnostic assessment: 

 

Diagnostic assessment is used to find out about the nature and cause of barriers to learning 

experienced by specific learners. It is followed by guidance, appropriate support and 

intervention strategies. 

 

11.4.3  Formative assessment: 

 

Formative assessment monitors and supports the process of learning and teaching, and is 

used to inform learners and educators about learners’ progress so as to improve learning. 

Constructive feedback is given to enable learners to grow. E.g.  classwork, assignments, 

investigative work. 

 

11.4.4 Summative assessment: 

 

Summative assessment gives an overall picture of learners’ progress at a given time, for 

example, at the end of a term or year, or on transfer to another school. E.g. Class tests, Office 

tests, Controlled tests, Examinations. 

 

11.4.5  Systemic assessment: 

 

Systemic assessment is a way of monitoring the performance of the education system. One 

component of this is the assessment of learner performance in relation to national indicators. 

Systemic assessment is conducted at the end of each phase of the General Education and 

Training Band. A representative sample of schools and learners is selected provincially or 

nationally for systemic assessment. 

 

12. CONTINUOUS ASSESSMENT: 

 

12.1  Characteristics of Continuous Assessment: 

 

Continuous assessment is the chief method by which assessment takes place in the Revised 

National Curriculum Statement. It covers all the outcomes-based education assessment 

principles and ensures that assessment: 



 

12.1.1  It takes place over a period of time and is ongoing: Learning is assessed regularly and 

the records of learners’ progress are updated throughout the year. 

 

12.1.2   Supports the growth and development of learners: Learners become active  

             participants in learning and assessment, understand the criteria that are used for  

             assessment activities, are involved in self-evaluation, set individual targets for  

             themselves, reflect on their learning, and thereby experience raised self-esteem. 

 

12.1.3  Provides feedback from learning and teaching: Feedback is a crucial element in  

formative assessment. Methods of feedback include appropriate questioning, focusing 

the teacher’s oral and written comments on what was intended to be achieved by an 

assessment activity, and encouragement to a learner. 

 

12.1.4  Allows for the integrated assessment: This may include assessing a number of related  

            Learning Outcomes within a single activity, and combining a number of different  

            assessment methods. Competence in particular Learning Outcomes can be  

            demonstrated in many different ways, and thus a variety of assessment methods and  

            opportunities must be provided through which learners can demonstrate their ability. 

 

12.1.5  Uses strategies that cater for a variety of learner needs (language, physical,  

            psychological, emotional and cultural):  Continuous assessment allows teachers to be   

            sensitive to learners with special education needs and to overcome barriers to learning  

            through flexible approaches. In any group of learners, there are different rates and  

            styles of learning. All learners do not need to be assessed at the same time and in the  

            same way. 

 

12.1.6  Allows for summative assessment: The accumulation of the results of continuous  

assessment activities provides an overall picture of a learner’s progress at a given time. 

Summative assessment needs to be planned carefully from the beginning of the year, 

to include a variety of assessment strategies - for example, exercises, tasks, projects, 

school and class tests - which will provide learners with a range of opportunities to 

show what they have learned. 

 



 

12.2  Assessment Strategies:  

 

12.2.1 The choice of what assessment strategies to use is a subjective one, unique to each 

teacher, grade and school, and dependent on the teacher’s professional judgement. 

The availability of space and resources influences this decision. 

12.2.2 The methods chosen for assessment activities must be appropriate to the Assessment  

            Standards to be assessed, and the purpose of the assessment must be clearly  

             understood by all the learners and teachers involved. Competence can be  

             demonstrated in a number of ways.  

 

12.3 Common Tasks for Assessment: 

Common Tasks for Assessment may be set at national, provincial, district or cluster 

level, are conducted at school level, and are moderated externally 

 

The purpose of Common Tasks for Assessment is to: 

a.  ensure consistency in teacher judgments; 

b.  promote common standard setting; 

c.  strengthen the capacity for school-based continuous assessment; 

d.  increase the accuracy of the assessment process and tools; 

e.  ensure that the school-based assessment tasks properly assess competencies and  

      achievements;  and 

f.  ensure expanded opportunities for learners. 

 

12.4  MANAGING ASSESSMENT:  People Involved in Assessment 

 

12.4.1  The school and the educators have overall responsibility for the assessment of learners.  

            Educators are expected to create a valid, reliable and credible assessment process.  

 

12.4.2  Each school must develop an assessment programme based on provincial and  

            national assessment guidelines. It needs to have a School Assessment Plan and a team  

            to facilitate the implementation of this programme. The team should have 

            representatives from each Phase and learning area.  

 



12.4.3 To ensure a professional approach to assessment, the school assessment programme  

             must outline clearly: 

a.     the way continuous assessment is planned and implemented; 

b.    how record books are to be kept, their accessibility and security; 

c.    the assessment codes determined by the province; 

d.    internal verification of assessment; 

e.    how moderation takes place in the school; 

f.    the frequency and method of reporting; 

g.    the monitoring of all assessment processes; and 

h.    the training of staff in areas of assessment.  

 

12.4.4  Areas where in-school training needs to take place include: 

 

a.  how to use criteria/rubrics to assess; 

b.  finding agreement between teachers in the same grade about what is considered  

      necessary to satisfy the Learning Outcomes; 

c.  how to write comments for assessment results and reports; and 

d.  achieving a common understanding of the school’s assessment programme. 

 

13. OFFICE TESTS AND EXAMINATIONS  

 

13.1      The formal tests and examinations at the school will consist of the following: 

 

13.1.1 Bi-Weekly Grade tests on Monday and Thursday mornings. These will be  

conducted  

            immediately after assembly. The duration of the tests will be between 30-45  

            minutes.  

 

13.1.2 March and September Tests will be held at the end of the first and third terms  

respectively.  The duration of the papers will be 30 –45 minutes in grades 6 –9  and 60  

minutes in grades 10-11. 

 

13.1.2 June and November exams will be conducted at the end of the 2nd and 4th  

 



                         term respectively. The duration of the papers will be 60 minutes in grades 6 – 9 and 90    

                          – 120 minutes in grades 10 – 11.  

 

13.2 The following procedures will be adopted for office tests and  examinations: 

 

13.2.1 Bi weekly test dates will be given to the learners and educators at the beginning of  

            each term. 

 

13.2.2   Learners and educators will be presented with an exam timetable at least four weeks  

             before the commencement of the March, June, September and November  

             examinations. 

 

13.2.3 Examiners and moderators for all tests will be determined at the Subject Committee 

meetings, at the beginning of the year.  

 

13.2.4 All  tests and  examinations question papers will be subject to moderation by  

                        appointed moderators.  

 

13.2.5 Question papers/ writing material are to be handed in as follows to the deputy  

Principal for safe keeping and distribution. 

 

 Monday Test  - Wednesday before 

 Thursday Test  - Monday before 

Major Exam  - A week before commencement of Exam 

 

13.2.6 A pupil distribution / seating plan and an invigilation roster will be drawn up and    

presented to the teachers a week in advance of the commencement of the 

examinations. 

 

13.2.7   All exam scripts will be collected from and return to the office of the deputy principal.  

 

13.2.7 Marking must be done timeously and moderation must be done simultaneously with  

the marking.  

 



13.2.9   Finalized marks must be checked and entered accurately in Annexure A, B and C. 

 

13.2.10  Form teachers and subject teachers will assist the computer department to produce  

              the   first set of draft schedules – these will be checked before final schedules and  

               reports are processed. 

 

13.2.11 With respect to the final examinations a panel comprising of Principal, Deputy  

Principals and HOD’s  will scrutinize each schedule carefully to determine progression  

or retardation of learners. 

 

13.2.12 The exam scripts of the June and November exams will be sent to the 

administrator for  safe keeping for a period of 6 months. 

 

13.2.13    Departmental schedules will be drawn up at the end of the year only. 

 

13.2.13 Form teachers will present their class schedules and Annexure A, B and C to the  

   Deputy Principal at the end of the year. 

 

13.2.15     The results of the tests will be analyzed by the educators  in the department 

and  remedial measures and forward planning of the curriculum will depend on the  

performance of the learners. 

 

14.  FORMAL EXAMINATIONS: 

 

14.1  PUPIL DISTRIBUTION 

 

14.1.1  For all formal examinations in Grade 10, 11 and 12 the Hall, Dining Room and  

            classroom  are to be utilized as exam centres. 

 

14.1.2  The maximum number of learners in each classroom  must be 24. 

 

14.1.3  The School Hall can accommodate  160 learners and the Dining Room has a  

            capacity of   100 learners. 

 



14.1.4  For the bi-weekly class tests only the classrooms, lecture theatre and dining room are  

            to be used. 

 

14.2 INVILIGATION 

 

14.2.1 Educators will invigilate as per the personal timetables. They will report to the  

            classrooms in which they teach and in the case of “splits” an additional “splits”  

            invigilation timetables will be drawn up. 

 

 14.2.2 When the Hall and Dining Rooms are utilized as exam centres, the teachers will be  

                        provided with a special invigilation timetable. 

 

14.2.3 Each educator will be provided with a guideline on how to conduct the examination  

            and to deal with any problems that may arise. 

 

14.3 MARKING AND ENTRY OF MARKS IN SCHEDULES 

 

14.3.1 Marking will be done timeously as per schedule. 

 

14.3.2 Moderation should be done simultaneously with the marking. 

 

14.3.3 Script marks will be checked by a panel before educators enter marks into term mark 

sheets. 

 

14.3.4 First the marks will be entered into the term mark sheet (Schedule A) 

 

14.3.5  Next the marks will be entered into the report mark sheet (Schedule B). Comment  

            ratings must also be entered in this mark sheet. 

            14.3.6  At the end of each term the schedule mark sheet ( schedule C) must also be  

                        completed. At the end of the 4th  term the four marks reflected on Schedule C must be  

                        added to calculate the final mark for the year. This mark is used to draw up the final  

                        schedule and learner report. 

 

 



 

15.    ASSESSMENT AND MODERATION SCHEDULE 

 

Management, together with heads of departments and senior teachers will carry out 

moderation of assessment.  They will adopt the following procedures: 

 

15.1 Check draft question papers, expected answers and marking memorandum to   

     determine standards, levels and relevance to the curriculum and distribution of  

     marks. 

15.2 Check the final question papers to determine requested changes have been  

      implemented. 

15.3 10% of the marked scripts will be moderated in detail. 

15.4 Teachers will be paired to verify transference of marks from scripts to mark book. 

 

16.     ASSESSMENT REVIEW PLAN 

 

The following procedures will be adopted with regards to the assessment review plan: 

 

16.1   Diagnostic and statistical analysis will be prepared by the examiner for each  

   test/examination. 

16.2 This will be presented to the respective subject heads of department who will  

      then enter  the results in his HOD’s record of tests schedule. 

16.3 The HOD and subject educator will together analyse the results and take  

      appropriate remedial measures if necessary. 

16.4   Remedial measures will be in the form of : 

a. re-teaching the sections tested 

b. remedial exercises 

c. selecting only the weak pupils to do additional work after school. 

 

17 . Progression and Retention 

17.1     A committee comprising of Principal, Deputy Principal and two Heads of  

            Department will review all promotion and retardation schedules before the final  

            submission to the District Office. 

17.2 Condonations will only be made after consulting the respective subject  



    teachers. 

17.3 Parents of learners who have performed poorly will also be consulted before a  

    final decision is taken on condoning or retarding learners. 

17.4      Condonation and promotions will be done in strict accordance with he 

requirements asset out in official departmental circulars on promotion and 

retardations ( e.g. KZN circular no. 81 of 2004). 

 

18. REPORTS and SCHEDULES  

 

18.1 The Computer Department with the help of educators will assist in the production of the 

schedules and reports. 

 

18.2     The format of the report must be in compliance with departmental requirements. 

 

18.3      Each report and class schedule must be thoroughly checked by class teachers and  

             panels before presentation  to parents and education officials respectively. 

 

18.4      Teachers to check schedules for accuracy and ensure that they are complete in  

      every detail ( school stamp ,report, ringing or underlining marks – Grades 10, 11 & 12). 

 

18.5 The reports are sealed only after finalization of schedules by Departmental 

     officials. 

 

18.6    The reports are handed out to learners on specified days as per newsletter.  

 

18.7     Only uncollected end of year reports are posted to parents on the last school day of the  

            4th term. 

 

19.       CRITERIA FOR AWARDS AND AWARDS FUNCTIONS 

 

19.1 Grade 0 – 4: 

        Certificates for outstanding progress will be presented to five learners in each class unit.  

          Certificates for   

         “full attendance”; “best progress made”; “excellent behaviour” etc. will also be awarded  



         to the learners. Tokens and certificates will be awarded to Grade 3 learners for completion  

         of Quraan at the Quraan Award ceremony. 

 

19.2 Grade 5 – 7:  

          Certificates and tokens for outstanding progress made will be awarded to 10 learners in  

           each grade. Certificates and tokens will be awarded to the best 3 learners in Islamiat in  

           each grade. 

 

19.3    Grade 8 – 9: 

  

19.3.1  An award will be made for the highest mark obtained in each of the 8 learning areaS as  

             well as in Afrikaans, Islamiat and Arabic. (Min. mark 90% per learning area) 

 

19.3.2 Certificates will be presented to 10 learners who have the highest aggregate in the grade 

(Min aggregate 80%) 

 

19.4    Grade 10 – 11 

 

19.4.1  An award will be made for the highest mark obtained in each   Subject   (Min. mark 80%)  

            and  the highest aggregate  

 

19.4.2 Certificates will be presented to 10 learners who have the highest aggregate in the  

            grade (Min aggregate 80%) 

 

19.5     Grade 12: Two award functions will be held for the grade 12 pupils. The first function will 

be held after the trial examination. Tokens will be presented for achieving the highest mark 

obtained in each subject as well as the aggregate. 

 

The second function will be held – late January / early February to honour the students who 

had achieved outstanding results and distinctions in the matric examination. 

 

19.5.1 Each candidate who has obtained an A symbol in a subject or aggregate will receive a 

certificate as well as a cash award. (Presently R100 is awarded for an A symbol in a 

subject and R200 for a distinction aggregate) 



 

19.5.2  The candidate who obtained the highest mark in a subject will be awarded a token. 

 

19.5.2 The candidate who obtained the highest aggregate will be declared the Dux and will  

also receive a floating trophy. 

 

19.5.4 The candidate with the next highest aggregate will be declared the Dux Proxime Accessit 

and will also receive a token. 

 

19.5.5 At the  Matric Awards function the following presentations (Floating trophies) will also be  

                  made 

 

a. A.K. Adam Award             Best  Maths learner 

 

b. Hassim Family Award  Best Arabic learner 

 

c. Easy Computers Award  Best Computer Science learner 

 

d. NRB Award                Best Commerce Student 

 

19.5.6 All awards for the second function will be based strictly on the marks released by the 

Department of Education in December of that year. The marks obtained in rechecking or 

re-marking of scripts and supplementary examinations will not be considered for these 

awards. 

 

 

20. APPEALS PROCEDURE – ASSESSMENT 

 

The purpose of the following procedures is to set out the standards for informally and formally 

resolving appeals against assessment. 

 

20.1  These procedures apply to all forms of assessment carried out in schools. 

 

20.2   Assessment is the method(s) and procedures by which a learner's academic progress and  



         performance is measured in each learning area or subject. 

 

20.3  The school approaches learner grievance resolution, and devises learner grievance  

          Resolution processes, according to the following guiding principles: 

 

* the resolution of learner grievances will be handled informally where possible; 

* learner grievances will be addressed as close as possible to the source of learner  

                   dissatisfaction; 

 

20.4    Grievances will be resolved expeditiously and with due regard for confidentiality as  

               endorsed in the School's Management Policy.  

 

20.5     Learners should feel secure in the knowledge that they will not suffer any form of  

               disadvantage as a result of making a complaint;  

 

20.6     Learner grievance processes will promote the principles of natural justice and 

learners will be treated equitably; 

 

20.7 Effective, reciprocal communication and feedback will underpin the relationship  

              between learners and the school; 

 

     20.8   Grievances will be regarded by staff as valuable input to the continuous improvement of  

              programs, policies, procedures and services, and monitored and acted upon accordingly. 

 

21      Detailed Steps, Procedures and Actions 

 

21.1  Informal Resolution:  Disputes can frequently be resolved, without going to a formal appeal.  

Before using a formal appeal procedure, learners should discuss any disputed assessment 

with the appropriate academic staff or subject / learning area co-ordinator. Learners may 

be accompanied by another person from within the School during these discussions. 

 

21.2     Learner Assistance:  A learner may seek assistance and advice from the School 

Counsellor and / or learner representative council, in preparing an appeal. 

 



21.3    Time Restrictions for Appeals 

 

21.3.1   Ongoing Assessment:  A learner may appeal against a mark awarded for an  

 assessment, in writing to the Head of Department responsible for the subject or  

 learning area, no later than ten (10) working days after notification of the mark. 

21.3.2 Final Assessment:  A learner may appeal a final assessment or result in writing to the  

                         Head of Department responsible for the subject or learning area, no later than ten      

                         working days after the official publication of final results. 

 

21.4 Grounds for Appeal:  A learner may appeal provided that he / she can clearly 

demonstrate the following: 

 

a) all the essential requirements of the subject / learning area  were completed by  the date 

of  submission of the work under dispute, 

 

b) submission of documentation confirming a medical condition or illness that has affected 

performance, 

 

c)    that the work has not been assessed in a fair and equitable manner,  

 

a) that the work was carried out according to the subject / learning area outline and by the 

due date(s). 

 

e)   that the mark  was not determined by the  assessment method specified 

 

f)   the work was handed in on time but was not marked 

 

g)  Alleged disadvantage through lack of feedback 

 

h)  Alleged bias affecting the assessment 

 

i)   Alleged incorrect advice from educator teaching the unit in question 

 

j)   Personal or medical problems (only valid for appeals against examinations) 



 

k)   Any other grounds accepted for appeal and review 

 

21.5   Invalid grounds for an appeal include: 

 

a)    Objectives in the unit in question 

 

b)    Assessment methods approved for unit 

 

c)    Standards required to achieve particular grades 

 

d)    Personal or medical problems (invalid for appeals against unit results) 

 

e)    Financial implications of not passing the unit 

 

f)    Grades received by student in other units 

 

g)   Amount of work done 

 

21.6   Formal Appeal Proceedings 

 

21.6.1       An appeal shall be made in writing to the Head of Department, clearly stating  

                 the grounds for the appeal with any original documentation attached. 

 

21.6.2      On receipt of a formal appeal, the Head of Department shall: 

 

a) inform the subject / learning area educator that an appeal has been 

lodged, and the grounds for the appeal. 

 

    b)  advise the grade coordinator of the appeal and the subsequent outcome. 

 

c)   request the subject / learning area educator to supply any assessed work 

that is the subject of the  appeal and which has not been returned to the 

learner. 



 

d) request the subject / learning area educator to supply criteria used to assess 

the learner's work. 

 

e)  notify the Principal and educator concerned for appropriate action, if after 

re- assessment of the work this results in a change to the final mark for the 

subject / learning area. 

 

f)  notify the learner, in writing, of the outcome, within ten working (10) days of  

  receipt of the  appeal. 

 

21.6.3  If the Head of Department is the subject / learning area educator responsible 

for the original assessment, then the Deputy Principal will undertake the role 

herein assigned to the HOD. 

        

21.6.4  Any learner aggrieved by the decision of the Head of Department because 

there are no reasonable grounds stated for the rejection, has the right to 

appeal to the Deputy Principal. 

 

21.6.5   The Deputy Principal shall: 

 

21.6.5.1   Supply, where necessary, the learner with a list of staff members who are   

                knowledgeable in the field and who have not been involved with the  

                learner's work during the progress of the subject / learning area, and  

    assessor(s) will be chosen from this list. If, within the School, there is no    

    available staff member who is knowledgeable in the field and who   

    has not been involved with the learner's work during the progress of the  

    subject/learning area, then the learner and / or  the subject/learning area  

    educator may nominate an assessor from outside the School subject to Head   

    of Department approval. 

 

21.6.5.2 direct the subject/learning area educator and the learner to  each 

nominate a staff  member to  reassess the learner's work. 

 



21.6.5.3   Where the assessment method of a subject / learning area is given a 

result as a  percentage: 

 

a) request the two assessor(s) to provide, within ten (10) working days, independent 

written statements giving an appropriate grade / mark and the reason(s) for 

awarding that grade / mark. 

 

b) where two assessors have assessed the work, the average shall be used as the result. 

 

21.6.5.4    Notify the learner and subject/learning area controller, in writing, within five  

(5) working days of the decision and invite the learner to discuss the decision if the  

 learner wishes to do so. The written report(s) of the assessor(s) will be made available   

 to the learner and subject/learning area educator on request. 

 

           21.6.5.5  The decision of the Deputy Principal will be final. 

 

21.7   Grievance Resolution Policy:  

 

If a learner considers that he/she has been unfairly or improperly treated in the  

appeals process, he/she  has the right to lodge a grievance with the Principal of the 

school. 

 

 

 22.       EXAMINATION SECURITY:  

 

 

22,1 COPYING:   If a pupil is caught copying: 

 

22.1.1  Confiscate incriminating material, if any. 

 

22.1.2 Remove the answer booklet used up to that point and write on the first page, “caught  

copying…at (time)”   and sign. 

 

 



 

22.1.3  Supply the candidate with a fresh answer booklet and on the first page indicate the  

            time and sign. 

 

22.1.4 At the end of the invigilation session report the incident to the Principal and / or  

           examination officer for disciplinary measure/s. 

 

 

23.  PLANNING  A  WELL  BALANCED  EXAMINATION  PAPER:  

 

23.1   The planning of a well-balanced examination paper is associated with at least the following 

three issues: 

a.  The syllabus to be covered. 

b.  The purpose of the test. 

c.  The length of the test. 

 

23.2 Examiners must submit the following to H.O.D 

 

a.  Original question papers with expected answers. 

b.  Diagnostic analysis and examiner’s report. 

c.  Two copies of cyclostyled question papers. 

 

22.3 LEVELS OF QUESTIONS 

 

22.3.1    KNOWLEDGE: At this level it is merely expected of the pupil to recall information  

                       previously learned, simple remembering is called for here. 

 

Key Words:   State, define, list, name, describe, label, draw, illustrate, and gather 

data, record data,  give.       

 

22.3.2   COMPREHENSION: At this level, the pupils must not only recall knowledge but  

                        must understand what he has learned. The question to address here is whether  

                        the pupil can use the knowledge when he /she is called upon to  do so. 

 



    Key Words:    Tabulate, differences, compare and contrast, explain, why,  

            classify, identify, differentiate. 

 

22.3.3  APPLICATION: At this level the pupil is expected to demonstrate his/her ability to use  

                                     abstraction correctly. 

               

        Key Words:    Interpret, Select, Discriminate, Apply, Discuss. 

 

22.3.4.    ANALYSIS:  This level for pupils above grade 7. 

 

23.  STEPS INVOLVED IN DRAWING UP THE PAPER: 

 

a. Write down the topics to be tested one below the other. 

 

b. Indicate the number of marks to be allocated for each topic. 

 

c. Ensure that the percentage of marks allocated for each topic is in keeping with the  

     percentage of teaching time spent on that topic. 

 

d. Decide the level at which each topic is to be tested. 

 

e. Word the questions carefully, using, if necessary the key words indicated above. 

 

24.   SECURITY OF EXAMINATION QUESTION PAPERS 

 

The safekeeping of all examination material is of utmost importance. 

 

24.1  Preparation of examination questions: 

 

All draft question papers and final question papers must be kept safely - out of reach of pupils. 

 

24.2  Typing of examination questions: 

 

In the process of preparing masters, care must be taken to see that spoilt papers, carbon  



papers, and proof copies are destroyed. 

 

24.3  Duplicating:  This must only be done after it has approved by the H.O.D. All duplicating of 

examination question papers will be done by the admin. staff. Trial - run copies will be kept safely in 

the duplicating room. 

 

24.4 Parcelling and storage:   All question papers and answer sheets must be parcelled for storage 

and safe keeping.  Extra copies, original question papers and expected answers be clearly labelled 

and included in the parcel for storage before the examination. 

 

24.5 Marking of scripts: Teachers are reminded to exercise extra care during the marking of 

examination scripts. The loss of any examination scripts will have serious repercussions on the whole 

examination. The co-operation of all teachers in respect of examination security will be 

appreciated. 

 

24.5 Desk Tops 

 

Pupils are not be allowed to have pencil cases, scrap paper, calculators, text books and note  

books on their table once examination commences. 

 

24.6 Invigilation during Examination Sessions 

 

Teachers are urged to refrain from talking to pupils, clarifying questions or sitting during  invigilation. 

Vigilance is of utmost importance.  

  

 

 

 

 

 

 

 

 

 



 

                                                                                                   ANNEXURE A 

Promotion Requirements 
1. Foundation Phase (Grades 1 – 3) 

– ENGLISH (Home Language)   4   (50% - 59%) 

– AFRIKAANS (First Add Language    3   (40% - 49%) 

– MATHEMATICS                 3  (40% - 49%) 

– LIFE SKILLS                                                3 (40% - 49%) 

   

2. Intermediate Phase (Grades 4 – 6) 

– ENGLISH (Home Language)    4 (50% - 59%) 

– AFRIKAANS (First Add Lang)  3 (40% - 49%) 

– MATHEMATICS    3 (40% - 49%) 

– Any other two subjects   3 (40% - 49%) 

 

3. Senior Phase (Grades 7 – 9) 

– ENGLISH (Home Language)   4 (50% - 59%) 

– AFRIKAANS (First Add Lang  3           (40% - 49%) 

– MATHEMATICS    3 (40% - 49%) 

– Any other three subjects   3 (40% - 49%) 

– Any other two subjects   2 (30% - 39%) 

 

 

4. Promotion Requirements Grades 10, 11 and 12 

In order to qualify for a National Senior Certificate at the conclusion of Grade 12 [a qualification at Level 4 on 

the National Qualifications Framework (NQF)] a student should have  

 Obtained at least 40% in the required official language at Home Language level, which is English. 

  Obtained at least 30% in the other required language on at least First Additional Language level 
(Afrikaans) 

 Obtained at least 30% in Mathematical Literacy or Mathematics 



 Obtained at least 40% in Life Orientation 

 Obtained at least 40% in one of the remaining three subjects and at least 30% in two subjects 

5. SCHOOL-BASED ASSESSMENT 

School-Based assessment is a compulsory component for progression and promotion in all the different school phases. 

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

Phase 

 

Grades 

School-Based 

Assessment 

Component % 

End-of-Year 

Examination % 

SBA + Exam 

Foundation Phase Gr 1 ,2, 3 100 0 100 

Intermediate Phase Gr 4,5, 6 75 25 100 

Senior Phase Gr 7,8,9  40 60 100 

Further Education and 

Training Phase 

Gr 10,11,12 
25 75 

100 

 

5. ISLAMIA PASS REQUIREMENTS 

Pass requirement for Quraan =  50% 

 

Pass requirements in all other Islamia subject  = 40% 

  

NOTE: The internal pass requirements for all subjects (Secular and Islamia) for March, June and 

September is 50%. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
                                                                                        ANNEXURE B 

 
STUDENT AGREEMENT  
 
I have read the  Assessment Policy Handbook, and understand that I am required to meet all assessment 
deadlines as stipulated in the assessment schedules for each of my subjects and follow the guidelines in the 
Handbook.  
 
I understand that failure to meet any obligations as a student at ORIENT Islamic School may compromise my 
progression into the following year. 
 
I understand that I may need to submit assessment tasks electronically and that I must keep a copy of my 
tasks.  
 
I understand that my obligations to the school include regular attendance, wearing full school uniform, 
academic application, appropriate behaviour at all times and following school rules.  
 
This handbook and assessment tasks are also available on the School website’s.  


Please return this tear off slip which acknowledges that you and your parent/guardian have received the 
Assessment Policy Handbook and Assessment Schedules for your subjects for 2016.  
 
By signing this document you are also agreeing to the conditions and guidelines set out in the Orient Islamic 
School’s Student Assessment Policy Handbook.  
 
 
 
Student name: _________________________________        Year: ________  

Student signature: _________________________________ Date: ___________________  

Parent name: _________________________________  

Parent Signature: _________________________________    Date: ___________________  

 
 
 
 
 
 
 
 
 
 



 
                                                                         ANNEXURE C 

 
EXTENSION OF TIME FOR AN ASSESSMENT TASK  

 
This form is to be completed and signed by a PARENT/GUARDIAN.  
 
This form is used when a student has a satisfactory reason to request an extension of time for an 
ASSESSMENT TASK.  
 
Extension of time can only be granted if application is made to the Subject Head Teacher at least three (3) 
days prior to the task deadline. The Head Teacher will decide if the reason stated is satisfactory. 
  
DETAILS OF ASSESSMENT TASK  
NAME OF STUDENT: _____________________________CLASS TEACHER: __________________  

SUBJECT: ____________________________ DATE OF TASK: _____________________________  

TASK NAME: ____________________________________________________________________  

REASON FOR EXTENSION OF TIME: 

________________________________________________________________________________  

_________________________________________________________________________________  

_________________________________________________________________________________  

_________________________________________________________________________________  

SIGNATURE OF PARENT/GUARDIAN: _________________________________ DATE:__________  

Documents Attached:  
 
Medical Certificate/Other Certificate attached: YES / NO  

Statement from a Parent/Guardian or witness may be attached to support your application.  

Other document: ______________________________   

New Date for Task Submission: ________________________________  

PRINCIPAL’S   SIGNATURE: _______________________________ DATE: ______________ 

                      
 
                                               
 



 
      ANNEXURE D 

 
ASSESSMENT TASK ILLNESS FORM 

 
Submit this form to the HEAD TEACHER on the FIRST DAY OF YOUR RETURN TO SCHOOL  
 

Name of Student: ______________________________________ Date: ____________________  

TASK: ____________________________________ Course: _________________________  

DUE DATE: ____________________  

Reason for missing the task:  

____________________________________________________________________________________  

____________________________________________________________________________________  

____________________________________________________________________________________  

Doctor’s Certificate attached: YES / NO  

(Doctor’s Certificate MUST be attached to this form if your reason is ILLNESS)  

If you were sick DURING an assessment, did you notify the teacher immediately? YES / NO  

Do you have a statement from a parent/guardian or witness to support your application? YES / NO  

Parent/Guardian Signature: ___________________ Student Signature: ______________________  

Date: __________________  

Head Teacher decision (indicate if this application needs to go to Deputy Principal): YES / NO  

Student name: _________________________________        Year: ________  

Student signature: _________________________________ Date: ________  

Parent name: _________________________________  

Parent signature: _________________________________  Date: ________  

PRINCIPAL’S   SIGNATURE: __________________________ 


