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Policy completion rubric

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

	Policy section
	Completion instruction

	No.
	Detail
	

	Entire policy
	a) All information reflected in grey italics may/will require updating.
b) Add any policy information applicable to your school that is not already included in this policy.
c) Remove information that does not apply to your school.

	Cover page
	Insert your school logo.

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

	4
	Revision history
	It is critical to update this section, as it ensures that all users apply the correct version of the policy. Any amendments made to the policy must be reflected in this section.

	10.1
	Composition (School Assessment Team)
	Amend this section to reflect the composition of the team at your school. Use job titles rather than names to eliminate the need for frequent changes to the policy.

	10.3
	Frequency of meetings (School Assessment Team)
	Amend this section to reflect the applicable meeting frequency for the School Assessment Team.

	12
	Types of assessment
	Update this section to reflect the assessment types used for the various phases/departments at your school.

	22
	Protection of personal information
	a) If this information is dealt with in another policy, update the reference.
b) If this information does not appear in any other policy, expand it to include the requirements of the POPI Act.

	Annexure A – Support form
	Include the consent form used by your school. This may be the applicable provincial form, or form DBE 121 where no provincial form exists.
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1. [bookmark: _Toc208000959][bookmark: _Toc226534195]TITLE OF POLICY 
Assessment Policy of name of school

2. [bookmark: _Toc208000960][bookmark: _Toc226534196]EFFECTIVE DATE 
1 January 2024

3. [bookmark: _Toc208000961][bookmark: _Toc226534197]DATE OF NEXT REVIEW 
31 December 2024
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	Issue number
	Description of amendment
	Approved by 
	Date

	
1

	
New policy

	
SGB
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5. [bookmark: _Toc208000963][bookmark: _Toc226534199]PREAMBLE
This policy aligns with the Differentiated Curriculum and Assessment Policy Statement (DCAPS). It aims to ensure the ongoing gathering of valid and reliable information about learners’ performance against clearly identified criteria, using a variety of methods, tools and techniques in different contexts. The staff of the school will work towards implementing the school’s assessment principles as listed below. 

6. [bookmark: _Toc208000964][bookmark: _Toc226534200]PURPOSE OF POLICY
The purpose of this policy is to outline assessment systems, strategies and procedures to be implemented by the school to ensure the correct application of national and provincial assessment policies.

7. [bookmark: _Toc208000965][bookmark: _Toc226534201]SCOPE OF POLICY
This policy applies to all educators, therapists and learners at name of school.

8. [bookmark: _Toc208000966][bookmark: _Toc208000967][bookmark: _Toc208000968][bookmark: _Toc226534202]DEFINITIONS AND ABBREVIATIONS
6. 
7. 
8. 
8.1. DEFINITIONS
	No.
	Term
	Definition

	1. 
	Act
	The South African Schools Act 84 of 1996, as amended.

	2. 
	school
	Refers to name of school.

	3. 
	learner
	Any person registered or applying to receive education at the school. 

	4. 
	staff
	Any person employed at the school, including temporary appointments.

	5. 
	Department
	The Gauteng Department of Education.

	6. 
	parent
	Means:
(a)  the biological or adoptive parent or legal guardian of a learner;
(b)  the person legally entitled to custody of a learner; or 
(c) the person who undertakes to fulfil the obligations of a person referred to in paragraphs (a) and (b) towards the learner’s education at school. 

	7. 
	autism spectrum disorder
	A range of pervasive developmental disorders that adversely affect a learner’s functioning and result in the need for specially designed instruction and related services.

	8. 
	departmental head
	Head of a particular section of the school, including of academic, modified and therapy departments.



8.2. ABBREVIATIONS
	No.
	Abbreviation
	Explanation

	1.
	SBST
	school-based support team

	2.
	SGB
	school governing body

	3.
	CAPS
	Curriculum and Assessment Policy Statement

	4.
	CASS
	continuous assessment

	5.
	SAT
	School Assessment Team

	6.
	GDE
	Gauteng Department of Education

	7.
	DBE
	Department of Basic Education

	8.
	DBST
	district-based support team

	9.
	DCAPS
	Differentiated Curriculum and Assessment Policy Statement

	10.
	ASD
	autism spectrum disorder

	11.
	CP
	cerebral palsy

	12.
	ICT
	information and communication technology

	13.
	ISS
	Inclusion and Special School Unit of Gauteng Department of Education

	14.
	ISP
	individual support plan



9. [bookmark: _Toc208000969][bookmark: _Toc226534203]LEGISLATIVE FRAMEWORK
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
9.1. The Constitution of the Republic of South Africa, 1996
9.2. National Education Policy Act 27 of 1996
9.3. South African Schools Act 84 of 1996
9.4. National Protocol for Assessment Grades R–12, 2011
9.5. National Policy pertaining to the Programme and Promotion Requirements of the National Curriculum Statement Grades R–12, 2011
9.6. Regulations pertaining to the National Curriculum Statement Grades R–12, 2012
9.7. Guidelines for the Formation and Management of School Assessment Irregularities Committees, 2008
9.8. Differentiated Curriculum and Assessment Policy Statements (DCAPS) for all approved subjects
9.9. Education White Paper 6 – Inclusive Education and Training, 2001
9.10. Education White Paper 7 – White Paper on e-Education: Transforming Learning and Teaching through Information and Communication Technologies (ICTs), 2004
9.11. Establishment, Supporting and Monitoring Provincial Assessment Quality Assurance Structures, Gauteng Circular 41 of 2001
9.12. Implementation of Curriculum and Assessment for Schools in the GET Band (Grades R–9), Gauteng Circular 1 of 2014
9.13. Gauteng Assessment Guideline 3 of 2014 – Moderation Guidelines
9.14. Policy on Screening, Identification, Assessment and Support (SIAS), 2014
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10.1 Composition
· Deputy principal
· Heads of teaching departments
· Heads of therapy departments

11. 
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12.1. 
10.2 Responsibilities
12.2. 
a) Drafting the school’s Assessment Policy
b) Drafting the school’s Assessment Management Plan
c) Ensuring that assessment plans are implemented in all phases offered at the school
d) Making national policies available to staff and parents
e) Attending district meetings (departmental heads), and keeping staff of the school informed
f) Identifying learners at risk in conjunction with the school-based support team (SBST) (using the assessment and support system), and managing ongoing support
g) Following up on learners’ progress at the end of each term
h) Deciding on learners’ progression together with the SBST
i) Controlling the completion and use of learner profiles
j) Ensuring that each learner who needs support has an individual support plan (ISP)

10.3 Frequency of meetings
a) The SAT meets at least once a term.
b) The members elect a chair and a secretary.
c) Comprehensive minutes shall be taken of each SAT meeting as well as of every learner discussion.	Comment by Hendrien Swanepoel: Not SAT meeting?
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14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
11.1. Assessment must:
11.1.1. be a continuous, planned process;
11.1.2. consider learners’ diverse needs;
11.1.3. be objective, accurate, valid, fair, manageable and time-efficient;
11.1.4. be sensitive to gender, race, culture and ability;
11.1.5. be transparent, and both learners and educators should have a clear understanding of the expectations for every task; 
11.1.6. be criterion-referenced; and
11.1.7. help educators and learners respectively to adjust their teaching and learning strategies.
11.2. Individual learners’ learning needs must be identified to enable the school to intervene through constructive support processes. 
11.3. The assessment principles in this policy must be read in conjunction with the subject policies of the school.

12. [bookmark: _Toc208001004][bookmark: _Toc226534238]TYPES OF ASSESSMENT
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
12.1. General
12.1.1. Assessment types
a) Continuous assessment (CASS)
b) Authentic assessment: Assessing the learner while (s)he is performing activities of daily life.
c) Formative assessment: Assessing the learner during the learning process.
d) Performance-based assessment: Assessing how well the learner can apply and use the skills and knowledge (s)he has, including how well (s)he can solve problems. 
e) Informal assessment: Observing the learner while (s)he is performing a task. The educator perceives informally how well the learner seems to be progressing and what additional assistance the learner may need.
f) Formal assessment: Assessing the learner’s proficiency level through any kind of formal test.
12.1.2. Assessment methods
a) Oral questions and answers
b) Observation 	  
c) Performance assessment
d) Group assessment
12.1.3. Assessment tools
a) Common tasks
b) Work sheets
c) Observation sheets
d) Activities of daily life
12.1.4. Assessment techniques
a) Demonstration
b) Roleplay
c) Drawings

12.2. Autism Spectrum Disorder (ASD) Department
12.2.1. Assessment areas
a) Learning: Prerequisite skills
b) Functional literacy
c) Functional numeracy
d) Motor skills
e) Communication
f) Personal skills
g) Social and play skills
12.2.2. Assessment types
a) CASS
b) Authentic assessment: Assessing the learner while (s)he is performing activities of daily life.
c) Formative assessment: Assessing the learner during the learning process.
d) Informal assessment: Observing the learner while performing a task. The educator perceives informally how well the learner seems to be progressing and what additional assistance the learner may need.
12.2.3. Assessment methods
a) Observation
b) Performance assessment
12.2.4.  Assessment tools
a) Common tasks
b) Observation sheets
c) Activities of daily life
12.2.5. Assessment techniques
a) Treatment and education of autistic and related communication handicapped children (TEACCH)
b) Makaton
c) Tiny Handz
d) Picture exchange communication system (PECS)
e) Social stories
f) Floortime
g) Structure, positive, empathy, low arousal, links (SPELL)
12.3. The forms of assessment used should be appropriate to the age and developmental level of the learners in the phase. The assessment tasks should be carefully designed to cover the content of the subject. Therefore, the design of these tasks should ensure that a variety of skills are assessed, as contemplated in the various Curriculum and Assessment Policy Statement (CAPS) documents.
12.4. The minimum requirements for promotion in each learning area are set out in CAPS and DCAPS.
13. [bookmark: _Toc208001005][bookmark: _Toc226534239]MODERATION
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
13.1. School-based assessments
Departmental heads have the following responsibilities:
a) Moderate quality and standards to ensure that national curriculum statement requirements have been met.
b) Check educators’ preparation and assessment files once per term.
c) Ensure that there is evidence of learners’ performance so that marking guidelines could be applied consistently.
d) Verify and quality-assure all assessment tasks to ensure that the level of questioning is appropriate. 
e) Ensure that assessment tasks are within the scope of the critical knowledge and skills being assessed. 
f) Ensure that assessment tasks are free from bias. 
g) Ensure that the marking guidelines will help educators arrive at valid and reliable assessment decisions regarding learners’ performance. 
h) Ensure consistency regarding standards in the internal moderation processes of the school. 
i) Provide educators with feedback on the moderation findings with a view to improving the quality of assessment tasks. 
j) Efficiently manage appeals relating to assessment decisions.
13.2. Moderation of assessment instruments/tasks 
a) All formal assessment tasks for all subjects must be moderated by the departmental/subject head or specialist educator deemed to be competent in the subject at the school before such tasks are administered.
b) Moderation of assessment tasks should particularly ensure that: 
(i) the assessment tasks are aligned with the assessment criteria for each subject; 
(ii) assessment tasks and marking guidelines are valid, fair and practicable; 
(iii) the instructions relating to the assessment tasks are clearly stated; 
(iv) the content adheres to the relevant subject policy and learner grade; 
(v) the assessment task is free of bias; 
(vi) the language of the assessment task considers the language level of the learners for whom it is designed; and
(vii) the cognitive levels at which the assessment tasks are pitched are consistent with learners’ developmental level. 
c) For subjects with a practical or an oral component, moderation of such work will be conducted in accordance with the criteria outlined in the relevant policy documents. 
d) The moderator must also ensure that every assessment task is accompanied by a detailed marking guideline, which is accurately formulated and provides for alternatives to the specific task. 
e) The recommendations for improvement flowing from the moderation process must be incorporated into the assessment task instrument before it is administered, and this should be verified by the departmental head or the educator deemed to be competent in the subject. 

14. [bookmark: _Toc208001006][bookmark: _Toc226534240]ASSESSMENT RESULTS
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
14.1. Analysis
a) Educators analyse assessment results at least once per term.
b) Educators must devise learner-specific intervention strategies, as required.
c) Where support is required, educators will liaise with the SBST to determine the most appropriate form of assistance.

15. [bookmark: _Toc71016170][bookmark: _Toc208001007][bookmark: _Toc226534241]INTERVENTION
15.1 Educators shall give individual learners feedback, either in writing (e.g. on the learner’s work sheet) or verbally. This feedback must also be shared with parents/guardians.
15.2 Learners in need of support are referred to the SBST.
15.3 The SBST shall compile an intervention plan in conjunction with the educator.
15.4 Parents/guardians shall be notified to assist the school with the intervention for the learner.
15.5 Either a provincial support form or the Department of Basic Education’s support form (see Annexure A) is completed to record all interventions made. This is discussed with parents once per term.
15.6 Where necessary, the SBST shall consult with the district-based support team (DBST) for support.
15.7 Problems shall be communicated to parents on a regular basis via:
· parent–educator meetings;
· special meetings with parents or a specific grade; or
· a letter of concern, requesting specific parents/guardians to meet with the relevant educators.
15.8 Parents/guardians are encouraged to express their concerns regarding their child’s progress to educators whenever needed.

16. [bookmark: _Toc55379864][bookmark: _Toc208001008][bookmark: _Toc226534242]RECORDING
14. 
15. 
16. 
16.1. General
a) Educators complete observation sheets on a continuous basis to record learners’ performance, conduct, skills achieved, etc.
b) Educators complete assessment sheets at the end of each term to assess learners’ level of achievement on the term’s curriculum completion.
c) Each learner has an ISP, containing their support needs assessment.
d) Four summative (formal) records are generated per annum, in March, June, September and December.
e) Formal records display the following codes:
	7
	Outstanding achievement
	Learner has excelled by producing work of a consistently outstanding quality at a level that always exceeds the requirements. 

	6  
	Meritorious achievement
	Learner has excelled by producing work of outstanding quality at a level that mostly exceeds the requirements.

	5  
	Substantial achievement
	Learner has excelled by producing work of outstanding quality at a level that sometimes exceeds the requirements.

	4  
	Adequate achievement
	Learner has produced work at a level that always meets the requirements.

	3  
	Moderate achievement
	Learner has produced work at a level that mostly meets the requirements.

	2  
	Elementary achievement
	Learner has produced work at a level that sometimes does not meet the requirements.

	1  
	Not achieved
	Learner has produced work at a level that does not meet the requirements.



16.2. ASD and Cerebral Palsy (CP) Department
a) Educators use observation books to record learners’ performance, conduct, skills achieved, etc. on a daily basis.
b) Each learner has an ISP. 
c) Four summative (formal) records are generated per annum – in March, June, September and December.
d) Formal records display the following codes:
E – Emerged
A – Achieved
M – Mastered

17. [bookmark: _Toc55379865][bookmark: _Toc208001009][bookmark: _Toc226534243]REPORTING
15. 
16. 
17. 
17.1. Learners are measured against DCAPS for each subject in the Foundation Phase. The ASD and CP Department measures learners against their own spectrum disorder.
17.2. A written report (four reports per annum) is issued to parents/guardians on learners’ progress.
17.3. Interviews are conducted with parents when necessary.
17.4. Copies of all reports and minutes of meetings with parents shall be kept safe in the learner profiles.

18. [bookmark: _Toc55379867][bookmark: _Toc208001010][bookmark: _Toc226534244]LEARNER PROFILES
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
18.1. Purpose of the learner profile
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
19.1. 
a) A learner profile is a continuous record of information that gives a holistic impression of a learner and the learner’s progress and performance.
b) The central purpose of the learner profile is to give the school access to a variety of information with a view to assisting the learner as best they can.
c) The learner profile is a support tool. It helps educators plan the teaching and learning process, and respond to learners’ needs and areas for development.

18.2. Learner profile as an assessment tool
19.2. 
The learner profile should:
a) be used as an assessment tool to identify barriers to learning and development;
b) support all educators in the school to understand learners and provide them with appropriate support; and
c) ensure transferability between schools and provinces.
18.3. Access to learner profiles
19.3. 
a) All learners have an up-to-date profile, which contains copies of all reports and other relevant documents. All information contained in the learner profile is confidential.
b) All learner profiles shall be filed alphabetically as well as according to phase and register class, and safeguarded in lockable filing cabinets.
c) Educators need to sign out learner profiles they need to work on, yet no profiles may be removed from the school.

18.4. Management of learner profiles
19.4. 
a) Learner profiles shall be completed in print, and the use of correction fluid is prohibited.
b) Learner profiles shall be kept up to date.
c) A learner profile is a legal document, and no information may be removed from it.
d) Departmental heads control profile completion and use.
e) The school office requests new learners’ profiles from their previous schools.
f) When a learner leaves the school, the profile shall be mailed or personally handed to the receiving school. It shall not be given to the learner’s parents/guardians.

19. [bookmark: _Toc208001011][bookmark: _Toc226534245]STAFF DEVELOPMENT
19. 
19.1. The school shall ensure that all staff are continuously trained to apply the latest and best assessment methods suitable for learners at the school.
19.2. Staff shall communicate their training needs to the Staff Development Team, who is responsible for the annual Educator Development Plan.
19.3. Training may comprise of one or a combination of the following:
a) Training sessions with the whole staff
b) Interest groups at the school
c) Coaching sessions with the respective departmental heads
d) Department of Basic Education (DBE) or provincial training courses
e) External training on assessment

20. [bookmark: _Toc55379869][bookmark: _Toc208001012][bookmark: _Toc226534246]EDUCATOR ASSESSMENT FILES
20. 
Each educator compiles a file that consists of the following information:
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
20.1. The school’s Assessment Policy
20.2. Relevant circulars
20.3. Parent interview forms and parent interview feedback
20.4. ISPs for learners

21. [bookmark: _Toc55379871][bookmark: _Toc208001013][bookmark: _Toc226534247]APPEALS
21. 
Parents who disagree with the findings or referral of the multidisciplinary team at name of school may lodge an appeal. The following appeal procedures shall be followed:
21.1. Reassessment of the learner by the multidisciplinary team
21.2. Discussion of the learner’s barriers, development and needs by the SBST and SAT
21.3. Interview with parents/guardians
21.4. Referral to an appropriate school/care centre
21.5. Referral of parent to the relevant district office’s Inclusion and Special School Unit if not satisfied

22. [bookmark: _Toc208001014][bookmark: _Toc55378538][bookmark: _Toc55379868][bookmark: _Toc226534248]PROTECTION OF PERSONAL INFORMATION
Refer to the policy that deals with the protection of personal information as defined in the Protection of Personal Information (POPI) Act.
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