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CASS COMPUTERISED MARK SHEETS

1. The teachers are expected to keep a correct record of the learners progress
throughout the year. This record is the evidence of the learner’s performance. It
should be carefully compiled and maintained so that the final rating a learner
receives at the end of the year is justified. It is through this record that the
learner area teacher will be able to correctly transfer marks from the school
mark schedule onto the computerised mark sheet/s.

2. The computerised mark sheet should be completed as follows:

2.1
2.2
23

2.5
2.6

2.7

Teachers must transfer the marks from the school mark schedule onto
the computerized mark sheets in black pen only.

A tick (\) should be used for all present learners followed by allocated
marks in the mark column.

“Mark” column is for all marks before moderation.

“Moderated mark” column is for all marks after moderation

The teacher must allocate a mark to every learner on the mark sheet and
ensure that the following is adhered to:

Every block in each column should be completed i.e. for 28 marks it
should read as follows:

[0 [2 [8 ]
‘O’ is a mark
NO ‘999’ nor ‘777" should be filled in a mark sheet
Hash total should be completed — hash total is the end result of added
marks
The Teacher, the Principal and appointed Moderator must write their
names and sign the mark sheets.
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28 The stamp of the school or institution must appear at the back of the
mark sheet.

2.9 No corrections/amendments must be made on the official mark sheets for
example, no names, |D numbers and/or Examination numbers will be
added in each mark sheets. No mistake will be entertained.

210 No tippex or any other form of correction is allowed. No scratching out
and Jor erasing will be accepted.

211 The Principal must submit the completed computerised mark sheet
together with the copy of the school mark schedule to the District
Examinations Office.

< The deadlines for the submission of both the computerised mark
sheet/s and a copy of the school mark schedule to the District
Coordination Unit at the Provincial Office are as follows:

=  Orals: 24 October 2008
= CASS: 24 October 2008
= Practicals : 14 November 2008
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