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ASSESSMENT INSTRUCTION 410F 2016

TO: DEPUTY DIRECTORS GENERAL
CHIEF DIRECTORS
HEAD OFFICE DIRECTORS AND DISTRICT DIRECTORS
CHIEF EDUCATION SPECIALISTS
EDUCATION DEVELOPMENT OFFICERS
DEPUTYCHIEF/SENIOR EDUCATION SPECIALISTS
PRINCIPALS OF PUBLIC AND INDEPENDENT SCHOOLS FET
TEACHER UNIONS/TEACHER ORGANISATIONS
SCHOOL GOVERNING BODIES

DATE: 10 OCTOBER 2016

PROCEDURES FOR CAPTURING OF THE GRADE 10 AND 11 COMMON
EXAMINATION USING SA-SAMS

1. The Department of Education received Circulars E27 of 2016 from the Department
of Basic Education.

2. Your attention is drawn to the procedures that should be followed in the capture of
the 2016 Grade 10 and 11 Common Examinations data using SA-SAMS.

3. The Grade 10 papers are nationally set while the Grade 11 papers are provincially
set.

4. Schools need to capture the learner raw scores on SA-SAMS using Module 12:
Curriculum. The current SA-SAMS patch allows schools to capture the Common
Examination marks for 2016. Schools using SA-SAMS (Third Party systems) must
ensure that their respective systems are able to capture the Common Examination
mark and upload them to LURITS.

5. In case where marks cannot be captured electronically, marks must be captured
manually on the provided Common Examination mark sheet. (ANNEXURE A).
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6. The Head of Department at schools and Principals must verify the correctness of
‘ the data, captured on SA-SAMS. These processes are explained in detail in the
USERGUIDE: COMMON TASKS FOR 2016 (ANNEXURE B).

7. A management Plan for the capture process of the Common Examination data is
attached (ANNEXURE C).

8. All schools are requested to submit print-out of the completed mark schedules for
Grade 10 & 11 as well as the SA-SAMS analysis schedule per subject, from their
respective system. The mark schedules need to be date stamped by the school,
verified by the Head of Department, and signed by the principal and submitted as
proof of the data provided for upload to LURITS.

9. The implementation plan is as follows:

ITEM | ACTIVITY DATE

(a) Schools to complete the entry of marks into SASAMS, | 30 November 2016
HOD and Principal Verification,LURITS module
approval, signed and cleared Error and Omission
Module

(b) Schools submit verified Marks for District validation 2 December 2016

(c) Districts submit and validate CDs to PED for LURITS | 9 December 2016

upload
(d) PED upload data to LURITS 12 January 2017
(e) LURITS extract prepared and data available for 20 January 2017
analysis
() Report for data analyzed to be released 10 February 2017

10. All heads of Education Institutions should ensure that this Assessment Instruction is
distributed to all schools offering Grade 10 and 11.
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ANNEXURE A: MARK SHEET FOR COMMON EXAMINATION 2016

basic education

Department:
Basic Education
REPUBLIC OF SOUTH AFRICA

Please complete both the Mathematics and Physical Science mark on this mark sheet,

NATEMIS:

SCHOOL NAME:

PROVINCE:

Math’s Max Mark:

, Physical Science Max Mark

NO Name Sumame

IDNO

Math’s Mark

Physical
Science Mark

1.

2,

»

o ol

)

10.

1.

12.

13.

14,

15,

16.

17.

18.

19.

20.

21.

22.




NO Name

Sumame

IDNO

Math's Mark | Physical
Science Mark

23.

[ 2a.

25,

26.

27.

28.

31.

32.

36.

37.

38.

39,

41.

42,

I certify that the information provided on this form is to the best of my knowledge and belief correct and complete.

Name

Signature

Date

Teacher

Principal

HOD

Principal to place school stamp
here




ANNEXURE B:USER GUIDE to CAPTURE and REPORT on COMMON
TASKS FOR 2016

SA-SAMS is designed as a standard application to assist schools with the capturing and reporting of all the learner’s
performances in the SBAs, including the DBE commonly set examination papers,

This document serves to guide schools with setting up SA-SAMS for capturing and reporting of the learner
performances and to inform schools on the procedure thereof.

Background:

Module 12: Curriculum is aligned to the various subjects’ requirements as stated in the various CAPS documents and
amendments. The module generates a Programme of Assessment for each subject per grade, mark schedules and
quartely schedules with automated promotion results. Various analysis reports can be generated and printed as
required by the examination section. Class lists can also be generated that identifies learners at risk, top achievers as

well as progressed and retained learners.

To comply with quality assurance requirements from the Examination section, the marks capturing process is
upgraded to include a built-in HOD and Principal validation that authorises the mark schedules. The approved marks
can thereafter only be changed with approval by the HOD and Principal.

Instructions to set up the system and capture marks:

SA-SAMS requires 7 steps to complete the process from setting up the system correctly to printing of mark schedules
and analysis reports. The steps that are listed below are discussed in detail in this document:

e Step 1: Set up access for the different users and acticate HOD & Principal verification on 16.13 Maintain

Marks Capturing Security.
e Step 2: Activate the common tasks for capturing on 12.3.11 School Based Programme of Assessment.

® Step 3: Check that all learners appear on subject schedules and capture learner’s marks on 12.3.12.11 SBA

Results - capture
* Step 4: HOD validation of captured marks per grade on 12.3.12.12 SBA Results - HOD verification

® Step 5: Print completed mark schedules after principal validation of captured marks per grade on 12.3,12.13

SBA Results - Principal verification
¢ Step 6: Approve and Print Quarterly / promotion schedule on 12.7.18: Maintain learner promotion

decisions
® Step 7: Print mark schedules for prelims on 12.9.15.9: Common Test Schedule
¢ Step 8: Print analysis schedule per subject for common assessment on 12.3.11: Final Marks distribution

Security settings are found on Module 16 and marks administration on Module 12: Curriculum Related Data.

SA-SAMS User guide on Common Tasks 53; SAL Page 1



SA-SAMS : School Administration and Management System

MAIN MENU

1. General School Infomestion

11. Financial Asristant

Z Human Aesowce Information

12, Cumriculun Related Date

3. Leaner and Parent Information

13 Timetabling Assitlant

4. Leamer Listing

i
‘ -
J 14. Phesical Resources

5. Govemance Information.

15. Library Module

B Standard Letters and Forma

l 16 Security and Database Funclions

7. Export Data

l
|
J . 17. Luritz Approval Moduls =
|

8. Annual National Asserement

Step 1: Set up access for different users and activate HOD and Principal verification
(This step is done by the school administrator)
Module 16 manages access of the individual users to specific data on SA-SAMS and includes:
e 16.12: Manage “username” and “passwords” for Individual users (educators and staff) in order to log onto
the database.
® 16.11: To maintain user access to specific modules / screens
® 16.13: To assign access of the individual teachers, HOD and principal to specific classes

SA-SAMS : School Administration and Management System
16. SECURITY AND DATABASE FUNCTIONS

161, Maintain ITMS Dalsbate I 1E.71. Maintsin User Profies

1812 Mantsin Usen

163, Export Data helds to MS Eecel glf 1613 Mainisin Marks Cepturing S ecurity
16.4. Compact tha D atahaze i
165 Microsoh §ackup Utiity J 16.15. Spstem: Logt Setup

1696, Spstem: Lop: Yiew

16.7. Databaser Funclions J

1618 Spetem: Wha's Connecied

169 Maintain SASANS Updates URL | 1613, Sysien: Emors and Omirsions

e

16.10. Chech for SASANS Updates Ordinc} Il

1. Click on 16.12 to set up/ verify the login names and reset passwords.
* To populate the user names select “All” in the User Profile Filter
e Check that all user names appear in the box.

© Toadd aname: lick on “Add” at the bottom and then select the user type in the “linked to” field.
This will populate the names of the educator or staff members. Select and click on the name of the
person.

o The individual login name is populated in the “login name” field. (The login name will also be used
as a password when the user log onto SA-SAMS for the firstime. A pop up screen will then prompt
the user to change the password)

© On “User profile” select the correct option from the dropdown list.

€« MAIN MENU
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2. Click on 16.13 to activate the HOD & Principal verification and assign classes to the relevant teacher.

® Select “Grade/subject” then choose the “Grade” and “Subject”from the dropdown list and click on “GO”

® To assign the principal click on “Role Principal approval” -> On select user profile select from the dropdown
list the option “principal/management” and then select the user, Click on “ADD”

To assign the HOD click on “Role HOD verification-> On select user profile select from the dropdown list the
option “HOD” and then select the user, Click on “ADD”

SA-SAMS User guide on Common Tasks :; sA S Page 2
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* Below HOD verification are all the grades and classes listed. To assign teachers to their relevant classes, find
the class and then the subject and click on “Role marks capturing” -> On select user profile select from the
dropdown list “Educator” and then select the user, Click on “ADD”
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¢ To save the settings, Click on “Save”.
* To activate the security settings scroll to the top and click on the robot to change it to GREEN. Click on
“Save” and then “Done” to exit the screen.

Step 2: Activate tasks for capturing on 12.3.11 School Based Programme of Assessment.
(This step is done by the HOD or adminstrator)

Click on 12.3. 11, select the grade and subject and verify the Programme of Assesment for every subject.
e Confirm that the raw scores are correct and that the “Weights /Validation” are saved.

® Select and click on the task in term 4, now click on the button “ Change task status” (on the right hand side).
e After all the tasks are set as open click on “Done” to exit screen.
e W
[.Gfﬂﬁilﬁmdem ] Subject: [Mathematcs (G 10) =] MaxView
f I i AddNew Tasks |
e Common |, 2 Rew Tem ' Inchude 5BA 7 —_—
Tantk Description Acimity T Planned : SBA \S°
l""" n’um-ramafrgvnﬁ] Stah 1{:‘: Cout | o Date ;;‘: w?n‘ 'i:; w;"‘ I Edt Task
1
Termt [1 (bvestgaten) - Formai [ Chsed] We_ | 0 ] 7 [soienasE] 5 5 Delete Task. |
Tem! |2 (Standardned teat) - Formal Cesed| ves | 6 | 1 201602016 ] 50 Yes f
i Term 4 Totals:| 100 IR | waighee /Vaidetion Jik
[Termz |3 (Assignment’ - Formel [Cosee] Ne | o | 1 Jzotemsnt| 5o | Yes J1000} | —m—————
H‘E'n—:nrnlmmn)-Fﬂ Cosed| Ves | 0 | 1 [2018m821] 100 Changs Task Status
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1:""‘1[5(5"!!&!'0!!:!!:!!‘»-anicmedl ves | 6 | 1 |zo1ememe] s !
Term J Totsls:
Termd |7 (Standardised test) - Formal Open | He | 0 [ 1 Tzorerim _-i"f:ff'._f
Termd |8 (End-ot-year examinaton; -| Open | ves | 2 1 [zcvemim:
SBA Year Mark - Convert Marks using Weight: 26% I Common Teets/T anks ’
| Term 4 Yotsls: |

Step 3:12.3.12.11 Marks Capturing
(This step is completed by the subject teacher)
With the verification setting activated the marks are captured on 12.3.12.11.
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SA-SAMS : School Administration and Management System
12.3.12. MATNTAIN SBA RESULTS
%

123121 Adwinr Export SBA Hadslc!:dwm_] h_ 1231211 SBA Results - Captwre

123122 Adsir Import SRA Resubts from Excel J 1233212, SBA Results - HOD VerFicatian

1239213, SBA Resulls - Principal Veriication

1233275 SBA Results - Print

12.3.12.95. SBA Retuls - Hislory

<¢ Mainlain School Baved Assossmont Menu

e To capture marks click on 12.3.12.11 SBA Results — capture. Mark schedules can only be generated by
persons with rights/access assigned (in 16.13) to them.
® Select the grade, class (or select “All” for the whole grade) and the term and then enter “Go” .
© Check that all learners appear on the subject schedule.
Enter the learner raw scores in the correct columns.
Enter “-1” if a learner is absent with a valid reason.
Click on “Save” after the marks are captured. The year mark will then change to blue.
Click on “Done” to exit the screen.

O 0 0o

(SBA Results - Capture (12312 1)
e : jects/Classes seleclion restricted as pet your administrator. | 1 5‘8’_\“’_
Grade: [Grade 10 v] Subjsct: [Mathematics (61 10) ~]
{ Class: [104 ~] OR Subject Group: [ *] Go |
Term: [Temd : 2016710110 2016712707 _+] Sorting: [Aphsbelical _~ ]

m ™ Show SBA Tasks Subject Totat | 650 Leamers [37
Mlthemﬂ"c:;l;;::n_p - TASK 7 TASK 8 SBA Year ol
Class : 10A TASKS Mark
Termd : 20161010 - 2016112007
l?bm Status Open : Open :=p Open Open
S Activities aper 1 : aper 2 —

‘ Weighting 0 50 : &0 75 F3

| | Marks: -1 = Absent, -2 = Not Captured [Totstmerk| 50 100§ 300 200 400

Include in SBA Year Mark Yes i Yes TOTAL (o
SBA Year Mark Weight 10 i Weighted b4

[ Term | Ternd i Toed oo sue] Mak

- /Date | 2016/11/21) 2016/11/23: 2016/11/23 | 201611723
No | Ace Ro [Learner Gend T T2:A1 : T2A2 T2 |SBAYEAR 100

1 |130062 [BOTHA, Des Male 85 i 78 141

12 |14146  |DANDLA, Akhona Male 23 B8 : 71 138 SEeTE Tl 644 64,44

= daarA  Irvevsinsrs seen.r. LT g P

AvetageX| 46 | 67 P74 | 70 ]| a8 | | 64.
Totall 23 [ 133 147 | 280 [ 187 | |

} v

e | ’
Weghinginio|  Levels | Exportto Excel | Ptiﬂaridlmmkmﬂ Prt with masks | Save | Done |

* The total marks for the year will only appear if all the marks are entered for terms 1to 4.
® Toview all the marks, tick on “Show SBA marks".
¢ The average per class or group is available at the bottom of the columns.
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Step 4: HOD validation of captured marks on 12.3.12.12 SBA Results - HOD verification
(This step is completed by the HOD)

¢ The HOD access SA-SAMS with his/her own username and password (set up in 16.13). This is to ensure that
the same person does not capture and validate the learner assessements.
e Select and click 12.3.12.12 SBA Results - HOD verification.
o Select the grade , class (or select “All” for the whole grade) and the term and then enter “Go” .
Check that all learners appear on the subject schedule.
Click on “verify“after all scores are checked. Moderation includes checking marks against original scripts.
The marks will turn orange and cannot be changed by the capturer.
Marks can be changed by the capturer after the “Remove HOD verification” was selected. Repeat
verification process.
Click on “Done” to exit the screen.

O 000
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! : - [Maks Secuily, On_Grades/S ubiecie K insses rrlecton rerincied o1 per jour sdmimisvaior ] |- Mei Ve
| Grade: [Grace 10 _+] Subiect: [Mothemalis (G110 -

Class: !IM leH Subject Group: | 7‘3 Go
i Term. [Termd - 2016/10/10 - 20161 207 = Sorting: [aphabical  + |
A S Soved I~ Show SBA Tasks Sublect Tetat [ 650 Lesnene &t [ 57
F".",' =y e T 28K 7 TagK 8 Yeer .
| | Claas:d0a TASKS Mark
Termd : 20164040 . 2016/12/07
P Status Open Dpen  *  Open Open
ey Activities Paper 1 :Pm!?
Weighting [ 50 50 3 F-3
| Marke: -1 = Abuent, 2 = Not Captured [Tetatmarx] 50 100 100 200 400
| taclude in SBA Year Mark Yes Yeu TOTAL [ ¢
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fDate | 2016711721 | 2016711723} 2016711/23| 201611723 |
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2 14148 |DANDLA, Alhens ' 1223 P R RIS I 187 84 44 (XX
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Jorsll 23 | 133 ;a7 | zeo | 97
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Weighting Ino | _Levei | EvoortioExcel | Pink i formark semy | Priv with marks | fdmeveHi0D , Veidy | Dome

Step 5 : Final marks approval and printing: 12.3.12.13 SBA Results - Principal verification
(This step must be completed by the Principal/ Deputy Principal)

® Mark schedules, learner reports and analysis can only be printed after the principal have verified every grade
® The principal access SA-SAMS with his/her own username and password (set up in 16.13). This is to ensure
that the submitted schedules contain the final marks that was approved by the pincipal.

e Selectand click 12.3.12.13 SBA Results - Principal verification.
O Select the grade, class (or select “All” for the whole grade) and the term and then enter “Go” .

Confirm that all learners appear on the subject schedule.

o

o Click on “verify“after all scores are confirmed.

© The verified marks will turn green and cannot be changed by the capturer or HOD.

© Marks can be changed only after the “Remove Principal verification” and then “Remove HOD
verification” was selected. Repeat verification process.

o Click on Print completed mark schedules after principal validation of captured marks. Schedules

must be signed / paragraphed by the teacher, HOD and principal.
o Click on “Done” to exit the screen.

e e
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Step 6: Approve and Print Quarterly mark schedules

To activate the the electronic transfer of marks, the final marks need to be system validated on 12.7.16.3 and

12.7.18

Click on 12.7.16.3 to send the subjects’ validated marks for consolidation on the quarterly schedules.

o This system validation needs to be repeated every time that marks were adjusted to ensure that the

quarterly schedules are updated.
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To generate the quarterly / promotion schedule open 12.7.18: Maintain learner promotion decisions.
o Check if the promotion decision is correct.

If the learner has to progress change the “NP” decission

to “P” and select the correct reason from the dropdown list.

o Click on “ Save” to activate all the analysis

schedules and click on “done” to exit the screen.

Internul Cycle Mark Schedule (127.18)
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Step 7: Print mark schedules for Common Exams

e To generate the schedule select grade, class, year,

on 12.9.15.9: Common Test Schedule

Prelim exam marks can be viewed and printed on screen 12.9.15.9,

the term and subject according to the print screen below:
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o Click on “Go” and then “Print”
© This schedule must be signed, stamped and submitted to the exam officials.

o Click on “Done” to exit screen.
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Step 7: Print analysis schedule for common assessment on 12.3.11: Final Marks distribution

* Togenerate and print the analysis schedule open 12.3. 11.
® Click on the “Common Tests/Tasks” button on the righthand side.

School Based Assesiment for 2016 (1231 =
i Mﬁ?—nf—(ﬁ&ﬂim__ it N Aﬂ_..i:_a; e 4 o |
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?r“'" [ekom s Famal Towk) 5208 }’: Cosx Cout  Date ,Tsw';" z:; w‘.‘*lij Eot Tawk ]
| |

rned teati - Forme Cones| ves | |+ Jeoiemzoe] 50 | 7500 Yes fi0za]
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* To generate the analysis schedule select the term and then select the subject as follows:
© Select “Other Subjects” from the drop down list under Subject group and then “Mathematics”.
o Clickon “Go” and then “Print”
© This schedule must be signed and stamped and submitted to the exam officials.
© Click on “Done” to exit screen.

Term:  Subject Group: [Oiher Subects ~| Gender: a0 | P |
]T 4 -} = ' < :I iA" "‘:,I I” 3.6.9
&im Subject: |Mathematics 3 Only [ MauView  Exportio Excel I Done
Results wit only display correctly if CAPS Subjects Codes are used and i only one Comman Test/T ask exists per Subject per

[School Name: CLEVER KIDS COMBINED EMIS Number 711611611 A
[ District: Tswane C Province Gauteng
Learning Area: Mathematics, Gender: All Tem 4
% Average [Number of leatners in each achievement rating
makp® fevell T Levei2 T Level3 ] Levald | Tovaib | Lovel | Towi7 ] ,"o0 Totw rumbes
grade 0-2999 | 30-33.99]40-4993]50-53.99 | 60- 69.99)70-79.99] 80-100

Grade 10 3661 10 4 3 4 2 0 23

Grade 11 48.67 2 1 4 3 2 1 0 13
|_Grade 12 0 0
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ANNEXURE C: COMMON EXAMINATION IMPLEMENTATION PLAN

1. The following aspects comprise the implementation plan for the writing of the Common

Examination for Mathematics and Physical Sciences examinations in Grade 10 and 11

% THE grade 10 & 11 Common Examination will be written in November 2016.

3. A common national time table for the examination has been sent to PED's: (Circular E19 of
2016).
4, PED’s are requested to collect raw subject marks for Mathematics & Physical Science

Common Examination for grades 10 & 11.
5. SASAMS will be the platform used for data collection.
6. Third Party Schools are to submit directly to LURITS following the SASAMS submission dates
T To align to a Common Examination collection strategy the following dates are proposed for the

data collection process

Monitoring of the common examination

Item Activity Time lines 2
Distribution of Grade 10 - 11 Approved examination guidelines distributed 20 May 2016
examination guidelines to PEDs
Common Test Circular Released o Common Test Circular Released 7 June 2016
(Circular E19 of 2016)

Establishment of examination panels e Panels for Grade 10 and 11 10 June 2016
consisting of suitable qualified appointed
examiners for both Mathematics and e Orientation of panels
Physical Science who are Grade 10 e Setting commences
and 11 practitioners
Approved question papers to provinces Externally moderated and approved question | 5 September 2016

papers for Grade 10 and 11 disseminated to

provinces
SASAMS Patch Released e SASAMS Patch Released to Schools | 5 August 2016
National Standardisation of marking e DBE hosts the 2016 Marking November 2016
meetings Standardisation meeting for

Mathematics and Physical Sciences
* Approved marking guidelines
disseminated to provinces

Marking of the scripts Marking of scripts administered at schools in November 2016

provinces

DBE monitors visit provinces to monitor the November 2016

writing and marking of the Common
Examination

]




| November 2016

Standardisation DBE facilitates the standardisation of the
results
Schools Capture Marks onto SASAMS e School Capture Marks 30 November
e 3level Verification completed at
schools
Schools Submit verified Marks for e Schools submit CD to District 02 December 2016
District Validation Offices
e Schools submit signed Mark
Schedule to District Offices
e Third Party Schools Upload data
directly into LURITS
e Non System Schools submit a Hard-
copy Mark Schedule to district
offices.
District SASAMS Submission Validation e District Official Validate SASAMS 9 Dec 2016
Submissions
Districts Submit CDs to PED For o Districts Submit Validated CD’s to 9 Dec 2016
LURITS Upload PED EMIS
PED Upload DATA to LURITS o PED EMIS Uploads SASAMS data | 12 Jan 2017
to LURITS
LURITS Extract Prepared e LURITS EXTRACT Prepared 20 Jan 2017
Data Available for Analysis o DBE Receives LURITS EXTRACT | 20 Jan 2017
Analysis Report Released Analysis Report Completed 10 Feb 2017
2. Dates for the national standardisation marking meetings to be hosted at the DBE
Grade 10
Date Subject Time
4 November 2016 Mathematics P1 09:00 - 11:00
7 November 2016 Mathematics P2 09:00 - 11:00
11 November 2016 Physical Science P1 09:00 - 11:00
14 November 2016 Physical Science P2 09:00 - 11:00
Grade 11
Date Subject Time
4 November 2016 Physical Science P1 09:00 - 12:00
7 November 2016 Physical Science P2 09:00 - 12:00
11 November 2016 Mathematics P1 09:00 - 12:00
14 November 2016 Mathematics P2 09:00-12:00 |
|




