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INSTRUMENT FOR COLLEGE SECTOR: 
REPORT 190/1 AND NATIONAL CERTIFICATE (VOCATIONAL) NATIONAL EXAMINATIONS

PROVINCE:
______________________________________________

SECTOR: Colleges

COLLEGE:

______________________________________________
Please complete the forms attached as ANNEXURE A (Contact details and enrolments), ANNEXURE B (NC (V) programme offerings per campus) and ANNEXURE C (REPORT 190/1 offerings per campus), and then respond to the questions which follow below:
1.  REGISTRATION
	Success Indicators
· All candidates are timeously registered on the DHET examination computer system.

· Preliminary Schedules are updated and signed off.


1.1
	2010 registrations
a) Are all the candidates registered according to the final preliminary schedule for the 2010 examinations?   ……
b)  If not, why not?

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

c) What is the college doing to get all candidates registered on time?

....................................................................................................................................................................................

....................................................................................................................................................................................
……………………………………………………………………………………………………………………………………


	2010 Entries

a) Are there any late entries for the 2010 examinations?   ……………………………..

b)  If yes, submit an original entry form of the candidate with an explanation:
....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

……………………………………………………………………………………………………………………………………


2.
SECURITY AND CONTROL OF EXAM DOCUMENTATION
	Success Indicators

· Adequate security and access measures are in place to ensure the integrity of national exams.

· Appropriate control measures are in place to track the movement of all exam-related documentation     during the conduct of an examination, e.g. question papers, mark sheets, etc.


2.1                                       
	What security measures are in place at each campus to ensure the safe storage of question papers?
....................................................................................................................................................................................

....................................................................................................................................................................................

................................................................................................................................................................................... 


2.2
	Do all staff who have access to question papers and other staff involved in the examination process (including invigilators, exam assistants, markers and moderators) sign a declaration of confidentiality? Provide evidence. 
....................................................................................................................................................................................

....................................................................................................................................................................................                                           


2.3
	Explain the control measures and processes used to:

a) distribute question papers from the campus storage area to the exam room. Provide evidence.
....................................................................................................................................................................................

....................................................................................................................................................................................

b) return examination scripts from the exam room to the campus storage area. Provide evidence.
....................................................................................................................................................................................

....................................................................................................................................................................................


2.4

	Explain the process exam centre/s use to control and track the movement of all NATED and/or NC(V) scripts and mark sheets during marking. Provide documentary evidence.

..................................................................................................................................................................................  

 ..................................................................................................................................................................................

 ..................................................................................................................................................................................


3. 
CONDUCT OF EXAMINATIONS AND ASSESSMENT
	Success Indicators

· All examination venues are adequately resourced to conduct the examination.

· Competent exam officials are appointed and trained.
· Lecturers are supported in assessment practice.
· Examination sittings are managed and conducted in an orderly and credible manner: All examination and assessment processes are monitored and moderated at all campuses.


APPOINTMENT AND TRAINING OF EXAM OFFICIALS
3.1
	Does the college/campus provide any training and/or guidelines for the following exam officials? If yes, explain the process and persons involved and provide evidence.

a) invigilators: …………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

b) exam assistants: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
c) marking managers: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
d) markers: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
e) marking moderators: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
f) exam monitors: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
g) marking monitors: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
h) site-based assessment monitors: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
i) site-based assessment moderators: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………


MONITORING AND MODERATION OF EXAMINATION AND ASSESSMENT PROCESSES
3.2
	Does the college have a management plan for the monitoring and moderation of site-based assessment (tasks making up the term / year mark for Report 190/1 and/or NC(V) ICASS and ISAT) at campus and college level respectively? If yes, provide the plan and the instruments used. 
...................................................................................................................................................................................         

............................................................................................................................................................................…...

...................................................................................................................................................................................


3.3
	Explain the process used by the college to monitor the implementation of examination and assessment processes. Indicate the frequency and persons involved in the process and provide evidence.
a) Exam centres during writing sessions: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
b) Marking centres during marking process: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
c) Implementation of site-based assessment (tasks making up the term or year mark for Report 190/1 and/or NC(V) ICASS and ISAT) during academic terms: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………



3.4

	What systems are in place to ensure comparable standards in site-based assessment across the campuses of the college?

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...


TRAINING OF LECTURERS IN SITE-BASED ASSESSMENT
3.5
	Has the college provided lecturers at the college with any training and/or support in the implementation of the NC(V) curriculum or site-based assessment (tasks making up the year mark for Report 190/1 / NC(V) ICASS and ISAT) during the past 12 months? If yes, provide details of the training and/or support provided, including the number of lecturers, nature of training and/or support, frequency and duration of training and/or support, etc.

…………………………………………………………………………………………………………………………………...
...................................................................................................................................................................................         

............................................................................................................................................................................…....

...................................................................................................................................................................................


4.
MARKING OF SCRIPTS AT COLLEGE / CAMPUS SITES
	Success Indicators

· Effective marking model is used to facilitate credible resulting process.


4.1
	Explain the marking model used by the college for the marking of scripts. Is a centralised and/or a decentralised marking model used? Explain and provide evidence.
....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................

....................................................................................................................................................................................                                                


4.2
	If use is made of a centralised marking model, how are markers recruited? 
....................................................................................................................................................................................

....................................................................................................................................................................


5.
IRREGULARITIES
	Success Indicators

· All irregularities that arise during the conduct of examinations and marking of scripts are reported and efficiently dealt with to ensure the credibility of the examinations.


5.1

	Describe the structure and the process used by the college to report examination irregularities to the DHET. Provide evidence.

....................................................................................................................................................................................

....................................................................................................................................................................................

.................................................................................................................................................................... 


5.2
	List the exam irregularities that are prevalent at the college.
....................................................................................................................................................................................

....................................................................................................................................................................................

.................................................................................................................................................................................... 


5.3
	What is the college doing to eliminate exam irregularities?

....................................................................................................................................................................................

....................................................................................................................................................................................


6.
COMPLETION AND SUBMISSION OF MARK SHEETS
	Success Indicators

· Marks are correctly converted and captured.

· Complete mark sheets are submitted without gaps.
· All mark sheets are timeously submitted to facilitate the resulting process.


6.1

	Explain the process used by the college to ensure that complete mark sheets are submitted without gaps to the DHET. Provide evidence.
………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...


6.2

	Explain the process used by the college to ensure that all mark sheets are submitted within the stipulated timeframes. Provide evidence. 
………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...


6.3

	Explain how the college ensures that all marks are converted to percentages and correctly recorded on mark sheets at each campus before submission to the DHET. Provide evidence.

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...


6.4
	Explain the control and tracking system used by the college to ensure that mark sheets have been submitted to the DHET for all components of a subject. Provide evidence of the system.

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………...


ANNEXURE A: CONTACT DETAILS AND ENROLMENTS

Province:
________________________________________________

College: 
____________________________________________________________ 


Number of campuses:   
____________


Exam Officer for the College:
Name:  ____________________________________________________________





Tel:      _________________________ Fax:   ______________________________





Email: ____________________________________________________________

	
	Name of Campus / Exam Centre
	Exam Centre Number
	Telephone number
	Fax number
	Email address
	Physical Address of the Exam Centre
	Exam Officer
	Total candidate enrolments for 2010

	
	
	
	
	
	
	
	
	Report 190/1 – specify level
	NC(V)

Level 2
	NC(V)

Level 3
	NC(V)

Level 4

	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	


ANNEXURE B: NC (V) OFFERINGS
Province:
________________________________________________

College: 
____________________________________________________________ 

	
	Name of Campus
	NC(V) Programmes currently offered at the campus
	Does the campus possess the facilities and resources required to offer the particular NC(V) programmes? 

If YES, list the facilities and resources available to offer the programme.

If NO, explain what the college / campus is doing to rectify the situation.

	
	
	
	

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	


ANNEXURE C: REPORT 190/1 OFFERINGS
Province:
________________________________________________

College: 
____________________________________________________________ 

	
	Name of Campus
	REPORT 190/1 Programmes currently offered at the campus
	Does the campus possess the facilities and resources required to offer the particular 
REPORT 190/1 programmes? 

If YES, list the facilities and resources available to offer the programme.

If NO, explain what the college / campus is doing to rectify the situation.

	
	
	
	

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
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