
EXAMINATIONS and TEST POLICY 

The school takes part in the Free State Education Department grade 10, 11 and 12 
examinations. It also participates in the moderation procedures of the Free State Education 
Department.  The school also writes the Annual National Assessments (ANA) set by the 
National Department of Education. 

If a learner misses an Examination the following policy will apply: 

▪ The learner will receive no marks (0%) unless: 
▪ A certificate from a registered medical practitioner is received. The certificate 

must clearly state that the learner was unable to sit for the examination on that 
day. 

▪ A letter from a registered sporting organisation stating that the learner is 
representing South Africa in an international competition is received. 

▪ A letter from the parents of the learner stating that the learner was attending the 
funeral of a close family member is received. The school reserves the right to ask 
for proof of the death of the family member. 

▪ If a medical certificate is submitted the learner will receive a mark based on his 
performance in the subject for that year. 
▪ If there is no consistent assessment history for the learner in that subject then the 

learner will have a hearing. 

The following procedure will apply when an examination is to be written: 

▪ All learners must line up outside the classroom and have all the equipment necessary 
for the writing of that examination ready before they enter the examination venue. 

▪ All learners must enter the examination venue in silence and must sit in the desk to 
which they have been allocated by the invigilator. 

▪ The invigilator must then give all learners the following information. 
▪ No learner may go to the cloakroom while an examination is being written. If 

there is an emergency a member of staff must accompany them to the cloakroom 
and the door must be left open. 

▪ No learner is allowed to have any material on or near them which could assist 
them in the writing of the examination. 

▪ No learner may be in possession of a cellphone or any other electronic device 
while they are writing an examination. 

▪ No learner may eat or drink while an examination is in progress. 
▪ No learner may borrow anything from or lend anything to another learner while 

an examination is in progress. 
▪ No learner may communicate with another learner in any way while an 

examination is in progress. 
▪ All learners must obey the instructions of the invigilator at all times. 
▪ Failure to comply with any of the rules will result in the learner being reported to the 

Head of Academics who in most cases will instruct the relevant subject teacher to give 
the guilty learner 0% for the relevant examination. 



If a learner is caught or suspected of cheating during the writing of an examination the 
following procedure must apply: 

▪ The invigilator must initial the examination answer script after the last word that the 
learner has written. 

▪ Under the initial the invigilator must write the date and the time at which he/she 
initialed. 

▪ All suspicious material must be removed from the learner. 
▪ The learner must be handed a clean sheet of paper and allowed to continue with the 

examination. 
▪ The invigilator must write a detailed statement of the incident clearly detailing the 

accusation against the learner. 
▪ The examination script with the initials, the rest of the examination script and the 

statement must be handed to the Head of the Irregularities Committee. 
▪ The examination script must be marked. 
▪ The Head of the Irregularities Committee will investigate the incident, call a meeting of 

the Irregularities Committee and they will apply sanctions according to the code of 
conduct. 

▪ The parents of the learner must be informed once the matter has been fully 
investigated. 

 


