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CHAPTER 1: INTRODUCING THE NATIONAL PROTOCOL FOR
RECORDING AND REPORTING

1. The National Protocol for Recording and Reporting standardises the recording
and reporting processes for schools (Grades R — 12) within the framework of
the National Curriculum Statements for Grades R — 9 & 10 — 12. It also
provides a regulatory framework for the management of school assessment
records and basic requirements for learner profiles, teacher portfolios, report

cards, record sheets and schedules.

2. This protocol should be read with the following national regulatory frameworks
and guidelines: the National Curriculum Statement Grades R — 9 (2002) and
Grades 10 — 12 (2004), Education White Paper 6 (Special Needs Education,
2001), Language-in-Education Policy (1997), South African Schools Act
(1996) and Assessment Guidelines. Assessment Guidelines provide
information and direction on the implementation of this protocol. These
guidelines also provide exemplars that focus on practical implications of this

protocol for teachers and schools.

3. This protocol provides requirements and examples for the design of learner
profiles, teacher portfolios, report cards, record sheets and schedules. The
Department of Education, the Provincial Departments of Education and schools
are responsible for developing a recording and reporting system that is aligned

with the requirements specified.

4. The Department of Education will design all learner profiles and schedules and
determine the criteria for record sheets and report cards. The Provincial
Departments of Education will provide schools with pre-printed learner profiles
and schedules. Schools will develop record sheets and report cards using the
specified criteria. The security of the learner profiles and the updating of

required information in the learner profiles rest with the school management.



CHAPTER 2: ASSESSMENT IN THE NATIONAL CURRICULUM
STATEMENT

5. Assessment is a process of collecting, analysing and interpreting information to
assist teachers, parents and other stakeholders in making decisions about the
progress of learners. The National Curriculum Statement is the formal
curriculum in South African schools. As such the National Curriculum
Statement provides a framework for assessment in Grades R — 12 which is

based on the principles of outcomes-based education.

6. 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 assessment. The intention of
this protocol is to regulate how evidence of learner performance is recorded

and reported.

7. Classroom assessment should be both informal and formal. In both cases
regular feedback should be provided to learners to enhance the learning

experience.

Q) Informal or daily assessment is the monitoring of learners’ progress.
This is done through observations, discussions, learner-teacher
conferences, informal classroom interactions, etc. Informal assessment
may be as simple as stopping during the lesson to observe learners or to
discuss with the learners how learning is progressing. Informal or daily
assessment should be used to provide feedback to the learners and to

improve teaching.

2) Formal assessment provides teachers with a systematic way of
evaluating how well learners are progressing in a grade and in a

particular Learning Programme/ Learning Area/ Subject. Examples of



10.

11.

formal assessments include projects, oral presentations, demonstrations,

performances, tests, examinations, practical demonstrations, etc.

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 Learning Outcomes and Assessment
Standards of the Learning Programme/ Learning Area / Subject. The design of
these tasks should therefore ensure that a variety of skills are assessed. Refer to

the Assessment Guidelines for examples of tasks.

Progression (Grades R-8) and promotion (Grades 9-12) of learners to the next
grade should be based on recorded evidence in formal assessment tasks. This
means that those tasks that are used for formal assessment are recorded and
should be used to decide whether a learner should progress or be promoted to
the next grade. These requirements are indicated in paragraphs 18(2)(a),

19(3)(a), 20(2)(a), 20(3)(b), 21(2)(a) and 21(3)(a).

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.

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.



CHAPTER 3: RECORDING AND REPORTING LEARNER PERFORMANCE
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13.

14.

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 of outcomes set in the National Curriculum
Statement. Records of learner performance should provide evidence of the
learner’s conceptual progression within a grade and her/ his readiness to
progress 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 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 newsletters, etc.

The main purpose of reporting is to:

@) provide learners with regular feedback — this feedback should be
developmental in purpose.

2) inform parent(s)/guardian(s) on the progress of the individual learner.

3) give information to schools and districts or regional offices on the

current level of performance of learners.
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Information recorded should:
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“
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inform teachers and others about the performance of learners;

be used to provide constructive feedback to learners about their
progress;

be used to provide feedback about the performance of learners to
parents, and other role-players;

inform the planning of teaching and learning activities; and

inform intervention strategies.

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. 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:

(a) Learning Outcomes (LOs) and Assessment Standards (ASs)
should be used to inform the planning and development of
assessment tasks. However, recording and reporting of learner
performance is against the assessment task and not the Learning
Outcomes.

(b) Teachers should show in their portfolios that they have covered
all Learning Outcomes in the formal tasks set.

(©) National codes and/or marks, percentages and comments can be
used for recording and reporting purposes.

(d) The following is applicable to recording and reporting per

phase:
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@) Foundation Phase (Grades R — 3): Record and report in
national codes and their descriptors.

(i1) Intermediate Phase (Grades 4 — 6): Record and report in
national codes and their descriptors and percentages.

(i1ii))  Senior Phase (Grades 7 — 9): Record and report in
national codes and their descriptors or percentages.

(iv)  Grades 10 — 12: Record in marks and report in
percentages.

The schedule and the report card should indicate the overall

level of performance of a learner.

In the case of Languages or the Literacy Learning Programme,

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.

The number of formal assessment tasks to be recorded in each

phase is provided in paragraphs 18(2)(a), 19(3)(a), 20(2)(a),

20(3)(b), 21(2)(a) and 21(3)(a).

The recorded pieces of evidence should reflect a variety of

forms of assessment. More information on this is provided in the

Assessment Guidelines.

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 newsletter, etc. may be used. The school

will determine the format of these reporting strategies.
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Foundation Phase (Grades R — 3)

@)
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Recording and reporting in Grades R - 3

()

The national codes and their descriptors provided in Table 1
should be used for recording and reporting learner performance
in the Foundation Phase (Grades R — 3). Comments should be

used to describe learner performance.

Table 1: Codes and descriptors for recording and reporting in

GradesR -3
RATING DESCRIPTION OF COMPETENCE
CODE
4 Outstanding/Excellent Achievement
3 Satisfactory Achievement
2 Partial Achievement
1 Not Achieved
(b) In the Foundation Phase, the recording and reporting of learner

(a)

performance should be against the three Learning Programmes
offered, that is Literacy, Numeracy and Life Skills. In the main,
assessment tasks for the three Learning Programmes in the
Foundation Phase will be developed against the Learning
Outcomes and the Assessment Standards defined in the
Languages, Mathematics and Life Orientation Learning Areas
respectively. The Learning Outcomes of the other five Learning
Areas should be planned for, taught and assessed in an
integrated manner within the three Learning Programmes and

should not be recorded separately.

Recorded formal assessment tasks for Grades R -3

The requirements for formal recorded assessment for Grades R

— 3 are set out in Table 2 below. This also gives the number of
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assessment tasks per Learning Programme required in the

Foundation Phase.

Table 2: Number of Formal Recorded Assessment Tasks for

GradesR -3
LEARNING TERM | TERM | TERM | TERM | TOTAL
PROGRAMME 1 2 3 4
Literacy 4 4 4 4 16
(Languages)
Numeracy 3 3 3 3 12
(Mathematics)
Life Skills 1 1 1 1 4
(Life Orientation)

Intermediate Phase (Grades 4 — 6)

€]

2

The national codes together with either percentages or descriptors

provided in Table 3 should be used for recording and reporting learner

performance in the Intermediate Phase (Grades 4 — 6). Comments

should be used to describe learner performance.

Table 3: Codes and percentages for recording and reporting in

Grades 4 -6
RATING DESCRIPTION OF PERCENTAGES
CODE COMPETENCE

4 Outstanding/Excellent 70 — 100
Achievement

3 Satisfactory Achievement 50 - 69
Partial Achievement 35-49

1 Not Achieved 1-34

In the Intermediate Phase (Grades 4 — 6), the recording and reporting of

learner performance in the formal assessment tasks should be against

the eight Learning Areas prescribed in the National Curriculum

Statement for Grades R — 9.
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Recorded formal assessment tasks for Grades 4 — 6

(a) The requirements for formal recorded assessment for Grades 4 —

6 are set out in Table 4. This also gives the number of

recordings per Learning Area required in the Intermediate

Phase. Teachers should note that the Programme of Assessment

should be integrated in the development of the Learning

Programme, Work Schedule and the Lesson Plan.

Table 4: Number of Formal Recorded Assessment Tasks for
Grades 4 -6

LEARNING | TERM | TERM | TERM | TERM | TOTAL

AREA 1 2 3 4

Language 1 2 2 2 2 8
Language 2 2 2 2 2 8
Language 3 1 1 1 1 4
(optional)

Mathematics 2 2 2 2 8
Natural 1 2 1 2 6
Sciences

Social 1 2 1 2 6
Sciences

Technology 1 1 4
Economic and 1 1 4
Management

Sciences

Life 1 1 1 1 4
Orientation

Arts and 1 1 1 1 4
Culture




20. Senior Phase (Grades 7 - 9)
4} Recording and Reporting in Grades 7 — 9
(a) The national codes together with either the descriptors or
percentages provided in Table 5 should be used for recording
and reporting learner performance in Grades 7 — 9. Comments

should be used to qualify learner performance.

Table 5: Codes and percentages for recording and reporting in

Grades 7-9
RATING DESCRIPTION OF PERCENTAGE
CODE COMPETENCE
7 Outstanding achievement 80— 100
6 Meritorious achievement 70 =79
5 Substantial achievement 60 — 69
4 Adequate achievement 50 -59
3 Moderate achievement 40 - 49
2 Elementary achievement 30 -39
1 Not achieved 0-29

2) Recorded formal assessment tasks for Grades 7 and 8

(a) The requirements for formal recorded assessment for Grades 7
and 8 are set out in Table 6 below which gives the number of
recordings per Learning Area required in the two grades.
Teachers should note that the Programme of Assessment should
be integrated in the development of the Learning Programme,

Work Schedule and the Lesson Plan.

10



Table 6: Number of Formal Recorded Assessment Tasks for

Grades 7 - 8

LEARNING | TERM | TERM | TERM | TERM | TOTAL
AREA 1 2 3 4

Language 1 3 2 3 2 10
Language 2 2 2 2 2 8
Language 3 2 1 2 1 6
(optional)
Mathematics 3 3 3 3 12
Natural 2 2 2 2 8
Sciences
Social 2 2 2 2 8
Sciences
Technology 1 1 1 1 4
Economic and 1 1 1 1 4
Management
Sciences
Life 1 1 1 1 4
Orientation
Arts and 1 1 1 1 4
Culture

3 Recorded formal assessment tasks for Grade 9

(a) In Grade 9 the internal Programme of Assessment constitutes
75% of the final result of the learners and evidence of learners’
work in these tasks should be easily located for moderation
purposes. The external Common Tasks for Assessment (CTA)
in Grade 9 count 25% of the final assessment and make up the
assessment tasks for term 4.

(b) The requirements for formal recorded assessment for Grade 9
are set out in Table 7 below which gives the number of

recordings per Learning Area required in the grade.

11



Table 7: Number of Formal Recorded Assessment Tasks for Grade

9

LEARNING | TERM | TERM | TERM | TERM | TOTAL
AREA 1 2 3 4

Language 1 3 2 3 8
Language 2 2 2 2 6
Language 3 2 1 2 5
(optional)
Mathematics 3 3 3 9
Natural 2 2 2 6
Sciences
Social 2 2 2 6
Sciences
Technology 1 1 1 3
Economic and 1 1 1 3
Management
Sciences
Life 1 1 1 3
Orientation
Arts and 1 1 1 3
Culture

© In Grades 7 — 9 the recording and reporting of learner
performance in the formal assessment tasks should be against
the Learning Areas prescribed in the National Curriculum

Statement for Grades R — 9.

21. Grades 10 - 12

a1 Recording and Reporting in Grades 10 — 12

(a) The national codes and related percentages to be used for

recording and reporting learner performance in Grades 10 — 12

are provided in Table 8 below. Comments should be used to

describe learner performance.

12



Table 8: Codes and percentages for recording and reporting in

Grades 10-12

RATING DESCRIPTION OF PERCENTAGE
CODE COMPETENCE
7 Outstanding achievement 80— 100
6 Meritorious achievement 70 =79
5 Substantial achievement 60 — 69
4 Adequate achievement 50 - 59
3 Moderate achievement 40 -49
2 Elementary achievement 30 -39
1 Not achieved 0-29

(b) In Grades 10 — 12 the recording and reporting of learner

performance in the formal assessment tasks should be against

the Subjects prescribed in the National Curriculum Statement

for Grades 10 — 12.

2) Recorded formal assessment tasks for Grades 10 - 11

(a) The requirements for formal recorded assessment for Grades 10

and 11 are summarised in Table 9. The total number of

assessment tasks makes up the Programme of Assessment by

subject in Grades 10 and 11.

13



Table 9: Number of Formal Recorded Assessment Tasks for Grade

10-11
SUBJECTS TE? M TE;{ M TE;{ M TEfM TOTAL

Language 1: 4 4* 4 4* 16
Home Language
Language | HL 4 4* 4 4% 16
2: Choice | FAL 4 4* 4 4% 16
of HL or
FAL
Life Orientation 1 1* 1 2% 5
Mathematics or 2 2% 2 2% 8
Mathematical
Literacy
Subject choice 1 2 2% 2 1* 7
Subject choice 2 2 2% 2 1* 7
Subject choice 3 2 2% 2 1* 7

* One of these tasks must be an examination

(b)

If one or two of the subjects chosen for subject choices 1, 2 or 3
include a Language, the number of tasks indicated for
Languages 1 and 2 at Home Language (HL) and First Additional
Language (FAL) are still applicable. Learners who opt for a
Second Additional Language are required to complete 13 tasks

in total: 4 tasks in term 1 and 3 tasks in each of terms 2, 3 and 4.

3 Recorded formal assessment tasks for Grade 12

()

In Grade 12 all subjects include an internal assessment
component, which counts 25% of the final assessment mark.
This excludes Life Orientation where the internal assessment
component counts 100% of the final assessment mark. The
requirements of the internal Programme of Assessment for

Grades 12 are summarised in Table 10 below.

14




Table 10: Number of Formal Recorded Assessment Tasks for

Grade 12

SUBJECTS TE;‘ M TE;{ M TE?M TE}EM TOTAL
Language 1: 5 5% 4% 14
Home Language

Language | HL 5 5* 4% 14
2: Choice | FAL 5 5% 4% 14
of HL or

FAL

Life Orientation 1 2% 2% 5
Mathematics or 3 2% 2% 7
Mathematical

Literacy

Subject choice 1 2 2% (2%) 3% 6" 7
Subject choice 2 2 2% (2%) 3* 6" 7
Subject choice 3 2 2% (2%) 3* 6" 7

* One of these tasks in Term 2 and/or Term 3 must be an examination
* The number of internal tasks per subject differs from 6 to 7 as specified
in Section 3 of the Subject Assessment Guidelines.

(b) If one or two of the subjects chosen for subject choices 1, 2 or 3
include a Language, the number of tasks indicated for
Languages 1 and 2 at Home Language (HL) and First Additional
Language (FAL) are still applicable. Learners who opt for a
Second Additional Language are required to complete 12 tasks

in total: 5 tasks in term 1, 4 tasks in term 2 and 3 tasks in term 3.

(©) The external assessment component for Grade 12 counts 75% of
the final assessment. In certain subjects a practical assessment
component may contribute 25% to the external component.
Guidelines for the external examinations are provided in Section

3 of the Subject Assessment Guidelines.
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CHAPTER 4: TEACHERS’ PORTFOLIOS

22.

23.

24.

25.

26.

27.

All teachers are expected to keep a portfolio containing all documents related
to assessment. It is teachers’ responsibility to ensure that the information in

their assessment portfolios is kept up to date.

A teacher assessment portfolio may be a file, a folder, a box, or any other

suitable storage system.

Teachers’ portfolios should contain the tasks for assessment as well as the
planning that informs the development of these tasks and the records of

assessment of the formal tasks.

Teachers should as part of their planning provide an indication of the Learning
Outcomes and Assessment Standards assessed in each task. Examples of how

this should be undertaken are provided in the Assessment Guidelines.

The formally recorded assessment tasks should be clearly marked or indicated

in the teacher’s portfolio. Stickers, coloured paper, etc. may be used for this

purpose.

Teachers’ portfolios should be available on request at all times for moderation

and accountability purposes.

16



CHAPTER 5: MANAGEMENT OF SCHOOL ASSESSMENT RECORDS

28.

29.

The assessment records that should be developed and kept at school are record
sheets, schedules, teacher portfolios, 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 portfolio is

the responsibility of every teacher.

Record Sheets

@) Teachers are expected to keep an efficient and current record 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. Teachers are expected to keep
current records of learners’ progress electronically/in files/books/folders
or any other form the school has agreed on. These record sheets must at
least have the following information (See an example of a record sheet

in Annexure A):

(a) Learning Programme/ Learning Area / Subject
(b) Grade and class

(c) Learners’ names

(d) Dates of assessment

(e) Names of the formal assessment tasks

® The results of formal assessment tasks

(2) Comments for support purposes when and where appropriate.
2) 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 paragraph 29(1).

17



30.

Report Cards
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The National Curriculum Statement (Grade R — 12) states that 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 Learning Programmes/ Learning Areas/ Subjects.

A report card is an official document that is used to give feedback to
parents on the achievement of learners. Schools should ensure that there
are no errors, erasures or corrections that will compromise the legal
status of the report cards. The school management team is responsible

to ensure that reports issued to learners do not contain any errors.

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.

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
mentioned in paragraph 17(1)(d). The comments should provide more

information on the strengths and developmental needs of the learners.

Report cards should include information in the following essential

components (See an example of a report card in Annexure B):

(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.

18
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(6)

(7

®)

(€))

(10)

(©) Performance details: A national code and /or a percentage
indicating the level of performance per Learning Programme
/Learning Area / 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/her

previous performance.

A report card may be produced electronically or manually using
different styles preferred by the school but should contain all the

information mentioned in paragraph 30(5)(a-d).

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.

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.

The parent(s) or guardian(s) has the right of access to report cards of

their children.

Schools may not withhold report cards from learners for any reason

whatsoever.

Schedules

ey

The schedule is a quarterly record which provides a summary about the
progress of all learners in the grade in a school. The school may store

this information manually or electronically. The end-of-year schedule is

19
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a compilation of learner performance across all four school terms.

Copies of the end-of-year schedules should also be kept at the district

office.

Schedules should be completed four times a year.

A schedule should include the following information (See an example

of a schedule in Annexure C):

(a)
(b)
()
(d)
(e)
®
(8)
(h)

(@)

W)

&)

Name of the school and school stamp

Date

List of names and surnames of learners in each grade or class
Admission number of each learner

Date of birth of each learner

Gender of each learner

Age of each learner

Number of years in a phase (This information is required for
the end-of-the-year schedule only)

National codes and percentages that indicate the performance of
learners in each Learning Programme /Leaning Area/ Subject
Signature of teacher, principal and departmental official
(required for the end-of-the-year schedule only)

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. 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. 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. The-end-of-year schedules for Grade 12

will be externally generated.

20
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The-end-of-year schedule must be signed by the principal and a
departmental official. This then constitutes a legal document which
should be kept at school in a file or box or electronically as part of the

school archives for at least 5 years.

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.

The Department of Education will develop the schedule forms and the
Provincial Departments of Education are responsible for providing each
school with the schedule forms. Schedules for each grade should be
submitted to the district in hard copy. A school stamp and signatures of
a departmental official and school principal are required to authenticate

the schedule.

21



CHAPTER 6: LEARNER PROFILE

32.

33.

34.

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.

Learner Profiles should be kept at school and will be moved from one school to
the next on the request of the principal of the next school. The school
management of the receiving school has an obligation to request the Learner’s
Profile from the previous school within three months of the learner’s
admittance. 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.

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. 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 parent(s) or guardian(s). Under no circumstances should the
profile be moved from the school unless it is for reasons mentioned in

paragraph 33.
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36.

37.

38.

39.

The Provincial Departments of Education are responsible for providing pre-
printed files /folders for the Profiles. These pre-printed files/folders should be
designed such that a Learner Profile includes the following information (See an

example of a profile in Annexure D).

(D) personal information;

) medical history;

3) schools attended and record of attendance;

@ participation and achievements in extra-curricular activities;
5) areas needing additional support; and

(6) 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.

The compilation of Learner Profiles should be started at Grade R and should

continue until the learner completes Grade 12.

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

her/his studies, the provisos stated in paragraphs 33 and 34 will apply.

The Learner Profile replaces all previous continuous record documents that

have been used by schools, such as record cards, tutor cards, Edlab cards, etc.
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Assessment Standard

Assessment Task

External Assessment

Moderation

Programme of Assessment

Record Sheet

Schedule

GLOSSARY

Describes the minimum level at which learners should
demonstrate the achievement of a Learning Outcome
and the ways or range (breadth and depth) of
demonstrating the achievement. It is grade-specific.

This is an assessment activity that is designed to
assess a range of skills and competencies. For
example, 1 task is:

® an assignment

® atest

¢ an exam which may include 1, 2 or 3 papers

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 Education either collectively or
individually.

The process of verifying results of the formal
Programme of Assessment and the External
Assessment. Internal moderation of the formal
Programme of Assessment tasks must be undertaken
by the Heads of Department at a school.

A yearlong grade-specific formal plan of assessment
for a Learning Programme/ Learning Area/ Subject.

Record of learner performance in formally assessed
tasks expressed as national codes, marks and/or
percentages. May or may not include comments. The
use of comments is essential in the Foundation Phase.

Quarterly record of learner performance which is kept
at the school. The end-of-year schedule is submitted
to the district at the end of the year.
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School Assessment Plan

Teacher Portfolio

A plan of assessment which includes the formal tasks
for all Learning Programmes/ Learning Areas/
Subjects to be undertaken during the school year.

Collection of all planning for assessment, including
the assessment tasks and assessment tools for both
formal and informal assessment. It should include the
record sheet(s).
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SUBJECT:

EXAMPLE OF A RECORD SHEET FOR GRADES 10-12

ANNEXURE A

GRADE: ___ CLASS: _

TERM 1

TERM 2

TERM 3

TERM 4

NAME OF TASK

DATE OF ASSESSMENT

Total

Total

Total

Total

Final
Mark

LEARNERS’ NAMES

| MARK

400

ON OB |WIN|—

©

10

11

12

13

14

15

16

17

18

19

20

21

22

23

2

25

NOTE: Subjects which include a Practical or Performance Assessment Task (PAT) can include an extra column to record learner performance in such tasks.

Language teachers would need to add 2-3 columns per term.
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ANNEXURE B

EXAMPLE OF A REPORT CARD FOR GRADES 10-12
NAME OF SCHOOL

YEAR
TERM

Name of learner: Grade: Class:

Date of birth:

SUBJECT TERM 1 TERM 2 TERM 3 TERM 4

% % % %

Language 1: Home Language — State
Language

Language 2: State level — State Language

Life Orientation

Mathematics / Mathematical Literacy

Subject 1

Subject 2

Subject 3

Days absent

Comments:

School closes on and re-opens on

Signatures: Date: Comments:

Principal-

Teacher-

Parent-

RATING | DESCRIPTION OF COMPETENCE PERCENTAGE
CODE

7 Outstanding achievement 80-100
6 Meritorious achievement 70-79 SCHOOL
5 Substantial achievement 60 - 69 STAMP
4 Adequate achievement 50-59
3 Moderate achievement 40-49
2 Elementary achievement 30-39
1 Not achieved 0-29
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ANNEXURE C

EXAMPLE OF A PROMOTION SCHEDULE FOR GRADES 10-12

Name of school: District:
2 Learner's Performance
o ©
[} ) oy
Q . o ®
5| § |Surname and first names = g = S S 9 3 5
gl & 2 sl s | 2|5 |2 ||z 9|2 3
§ o2 (Learners in alphabetical order per N 8 % S & = .S kS _§ .Eli _§ g Remarks
= 7] [} = - | [ = Q Q Q B
2 |grade) © T N ° — £ © o} S ) S | ge¢g
S = o 9] I 9] © € o %] 7] %] Sea
S kel 5 < = @ L 55%
< E| 2|53 5| - s2¢
4 = aaz
Number placed in next grade:
Certified correct: Teacher: Date:
Principal: Date:
Approved: School Management Developer: Date:
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NAME AND SURNAME:

ANNEXURE D

EXAMPLE OF A LEARNER’S PROFILE

LEARNER’S PROFILE
DoE Logo GR.R-12
CONFIDENTIAL

V8 74P NP SN (S [N

LP

ADMISSION NUMBER

Please complete

in PENCIL

Learner’s Profile should be completed annually (in print) by the register teacher. Tippex may

not be used.
FOUNDATION INTERMEDIATE SENIOR PHASE FET
PHASE PHASE
Photo to be pasted | | Photo to be pasted | | Photo to be pasted | | Photo to be pasted
at beginning of at beginning of at beginning of at beginning of
phase phase phase phase
PERSONAL INFORMATION
(Please use a BLACK PEN and update when there is change.)
SURNAME:
NAMES:

NAME BY WHICH LEARNER IS CALLED:

GENDER:

[.D. NUMBER (BIRTH CERTIFICATE):

HOME LANGUAGE:

POSITION IN FAMILY: [ ONLY ORFIRST| SECOND CHILD | THIRD CHILD FOURTH CHILD | MORE THAN FIVE

CHILDREN

(Indicate with X) CHILD

RELIGION:

MEDICAL HISTORY
(Please use a PENCIL and update when there is change.)

FAMILY PRACTITIONER / CLINIC

CONTACT NUMBER

ALLERGIES (Please use a RED pen)

CHRONIC ILLNESSES

MEDICAL AID

MEDICAL AID NUMBER

NAME OF CARD HOLDER (Main member)

CONTACT PERSON (OTHER THAN PARENT/S OR
GUARDIAN) IN THE CASE OF AN EMERGENCY
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| CONTACT NUMBER OF ABOVE-MENTIONED PERSON |

SCHOOLS (Grade R included) ATTENDED
(Please use a BLACK PEN and update when there is change.)

ADMIS- [ NAME OF SCHOOL | EMIS|  LoLT DATE OF DATE OF
S ONBER No. |(Misreferstothe |  ADMISSION | DEPARTURE
And Teaching | DATE | GRADE | DATE | GRADE
INFORMATION REGARDING PARENT/S OR GUARDIAN/S
(Please use a PENCIL and update when there is change.)
FATHER MOTHER GUARDIAN
(where applicable)
SURNAME AND
INITIALS
OCCUPATION
MARITAL STATUS
PHYSICAL ADDRESS
POSTAL ADDRESS

TELEPHONE (HOME)

TELEPHONE (WORK)

CELLPHONE

Email Address

AREAS NEEDING SPECIAL SUPPORT AND NATURE OF SUPPORT
PROVIDED- (including emotional and behavioural problems)

(Please use a BLACK PEN.)

YEAR | GR.

AREA OF NEED

NATURE OF

SUPPORT PROVIDED

TEACHER’S
NAME

SIGNATURE
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PARTICIPATION IN CO-CURRICULAR ACTIVITIES - school as well as

not school related.

(Please use a BLACK PEN and complete annually.)
YEAR | GR. REMARKS TEACHER’S SIGNATURE

NAME

OUTSTANDING ACHIEVEMENTS - e.g. academic, sport, culture, etc.

(Please use a BLACK PEN and complete annually.)
YEAR | GR. REMARKS TEACHER'’S SIGNATURE

NAME

This is a legal document and information may not be removed. This document must be made available by the
principal of the school at which the learner was previously enrolled, once the transfer card has also been issued,
to the principal of the school to which the learner moves. It should be posted or personally and officially handed
to the receiving school principal and not given to the parent/s or guardian of the learner.
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CUMULATIVE RECORD CARD

% LEVEL INDICATORS CODE
70-100% | OUTSTANDING 4
50-69% | ACHIEVED 3
35-49% | PARTIALLY ACHIEVED 2
1-34% | NOT ACHIEVED 1
FOUNDATION PHASE (Please use BLACK pen and indicate level codes.)
COMMENT ABSENTEEISM
GRADE e | — - LITERACY | NUMERACY| LIFE (See areas needing support- emotional | (INDICATE DAYS ABSENT)
12 |2 SKILLS | and social behaviour.) TERM1 | TERM2 | TERM3 | TERM4 | PROGRESSION | TEACHER’S
i (YIN) SIGNATURE
INTERMEDIATE PHASE (Please use BLACK pen and indicate level codes.)
1.LANGUAGES | , N COMMENT ABSENTEEISM
3 HL / FAL/ SAL ‘;’ (5} 3 (See areas needing (INDICATE DAYS ABSENT)
2 <29 3 @ w  H support) TEACHER'S
@ g2 |22 s % g PROGRESSION | SIGNATURE
w ‘S I o T = » H = -~ o~ ™ <
[a) & | — = EFH G ouw «n Ed wi = = = = (Y/N)
= |83 SIZS3E 385 | %3 5¢ & o o o
o > | A ~N| o < 77} o ~ =) (= = = -




% DESCRIPTION CODE
80-100% | OUTSTANDING ACHIEVEMENT 7
70-79% | MERITORIOUS ACHIEVEMENT 6
60-69% | SUBSTANTIAL ACHIEVEMENT 5
50-59% | ADEQUATE ACHIEVEMENT 4
40-49% | MODERATE ACHIEVEMENT 3
30-39% | ELEMENTARY ACHIEVEMENT 2
0-29 % NOT ACHIEVED 1
SENIOR PHASE (Please use BLACK pen and indicate level codes.)
1.LANGUAGES | , S COMMENT ABSENTEEISM
oS | HL/FAL/ SAL o o = (See areas needing support.) (INDICATE DAYS ABSENT)
o = o o
< <E: 28 3 @ w = TEACHER’S
® =g 2 |28 s X F PROGRESSION | SIGNATURE
w ‘S | D S = =5 » - = -~ o~ ™ < YIN
S |zl= S 552 |85g |E3 2 =g (g ™
& |¥3 % =°% 898 |I°3° N
GRADES 10-12 (Please use BLACK pen and indicate percentages.)
LANGUAGES - COMMENT ABSENTEEISM
= (See areas needing support.) (INDICATE DAYS ABSENT)
s5 3 PROMOTED | TEACHER’S
835 (Y/N) SIGNATURE
= =
B Mz« |& | &
.. = - :—:J '5 c'__) c'__) <
~ o~N o
a x| W S| E2(o |9 |9 |4 = |= | = =
= =3 Eolz=| 23 |8 |3 ® | | & o
(G > | T o Yl ==| 35 n n n "'|_J "'|_J "'|_J "'|_J
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PLACE THE FOLLOWING

INFORMATION IN THIS PROFILE

APPLICATION FORM

COPY OF BIRTH CERTIFICATE
IMMUNIZATION CARD
INDEMNITY FORMS

TRANSFER CARDS

LETTERS FROM PARENTS
ABSENTEEISM LETTERS
DOCTOR'S REPORTS
SUPPORT SERVICES REPORTS
INTERVENTION RECORDS

RECORD OF DOCUMENTATION INCLUDED IN THIS PROFILE

GR.

DATE

DOCUMENT

SUBMITTED BY

GR.

DATE

DOCUMENT

SUBMITTED BY
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