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SECONDARY SCHOOLS

CURRICULUMRoles and responsibilities of a Departmental Head

1. DH’s are “specialist” subject teachers

2. Planning:

    Regular Subject Meetings

• At least twice per term

• Include:

o Invitation

o Agenda

o Minutes

o Attendance register

• The DH and subject teachers must agree on internal monitoring and control and pre- and 

post-moderation dates. These dates should be captured in the minutes of the meeting. 
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SECONDARY SCHOOLS 

CURRICULUM  Roles and responsibilities of a Departmental Head

3. Profiling of subject teachers
• The DH must know the exact SKILLS SET and developmental needs of the teachers in his/her

     department.

4. Allocation of subjects / grades:
• The DH is part of the SMT who is responsible for subject allocations at the start of each new 

school year.

• Teacher profiles and the needs of the school are key criteria that should be considered during 

this process.

5.  Induction of Novice Teachers / New to the Subject
• All new-in-the-system and new-to-the-subject teachers are considered as novice teachers and 

should receive induction by the DH and, if needed, assisted by the Subject Head.

“A skills set is the knowledge, abilities, and experience needed to perform a specific task.”
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SECONDARY SCHOOLS 

CURRICULUM  

6. Allocation and delegation of responsibilities

     6.1 Subject Heads: 

           The DH can delegate certain responsibilities to a Subject Head, however the DH still remains

           accountable for the subject.

    6.2 Subject Mentors:

          The DH should allocate a senior teacher as a mentor to a novice teacher for at least one year.

    6.3  Internal examiners and moderators:

➢ The DH must nominate all internal (school level) examiners in the subject(s) that the DH is 

managing. 

➢ The duty of moderator can be delegated to a Subject Head or Senior Teacher with 

specialised subject knowledge and experience, especially in the lower grades where DH’s 
are responsible for many subjects OR where the DH lacks the required subject 

knowledge.
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SECONDARY SCHOOLS 

CURRICULUM  Internal Monitoring and  Control

Monitoring of informal and moderation of formal activities

• Control of Teachers’ files and learners’ informal activities: at least twice per term.

• Pre- and post-moderation of all formal assessment tasks:

➢ Pre-moderation: DH ensures that tasks are set according to the Free State Assessment 

Guidelines.

➢ Post-moderation: 

     For less than 30 learners in the grade, moderate at least 3 scripts (low, medium, high);

     For more than 30 learners in a grade, moderate 10% of scripts, to a maximum 

     of 10 scripts.  

• Evidence of detailed pre-and post-moderation reports must be kept in the 

     teacher’s file. 

Downloaded from eduresourcza.com

Downloaded from eduresourcza.com



Term 1 and 3

Term 2 and 4

Formal 

Assessment 

2 x Formal practical 

assessment tasks (50 marks 

convert to 25) for both grade 8 

and 9.

TIMELINE OF DH DUTIES ( Assessment)

Curriculum 

control

Minimum 1 x Informal activity  

per week covering ALL the 

content for the week specified 

on ATP.

Formal 

Assessment 
2 x Formal practical 

assessment tasks (50 marks 

convert to 25)

2 x Formal written tests/exams 

(50 marks convert to 25 Art 1) 

(50 marks convert to 25 Art 2) 

Paper 2 hours (1 hour Art1, 1 

hour Art 2).

Curriculum 

control

Minimum 1 x Informal activity  per 

week covering ALL the content for the 

week specified on ATP.
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PROGRAMME OF ASSESSMENT: GRADE 8 – 9 

PROGRAMME OF ASSESSMENT: CREATIVE ART

Formal assessments

(SBA during the year)

End-of-year examination

60% 40%

Assessment per term

Term 1

Practical assessment

Art form 1: 25 marks 

Art form 2: 25 marks

Total 50

Term 2

Written assignment or test

Art form 1: 25marks 

Art form 2: 25 marks 

Practical assignment

Art form 1: 25 marks 

Art form 2: 25 marks 

Total 100

Term 3

Practical assessment

Art form 1: 25 marks 

Art form 2: 25 marks 

Total 50

Term 4

Practical examination

Art form 1: 25 marks

Art form 2: 25 marks

Written examination

Art form 1: 25 marks

Art form 2: 25 marks 

Total 100

Practical class work throughout the year should lead up to the final practical examinations in the two art forms.

SET ALL TASKS OUT OF 50 MARKS AND CONVERT TO 25
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LINK TO 

RESOURCES

LINK TO 

LESSON 

PLANS & 

INFORMAL 

ACTIVITIES

INFORMAL 

ACTIVITIES TO DO 

IN WORKBOOK 

PER WEEK.

CONTENT TO 

COVER PER 

WEEK. (evidence 

in workbooks).

FORMAL ASSESSMENT 

TASK CRITERIA. 

(evidence in learner 

portfolio).

2023/2024 ATPS
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Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Week 9, 10

Subject 

meeting 

Agenda, Minutes,

Attendance register, etc.

Communicate all academic info, 

including:

All subject admin contained in the 

Subject Guide;

Internal moderation dates, etc.

Internal Monitoring & 

Control

CONTROL:

Curriculum coverage according to 

the Pacesetter / ATP;

Quality of tasks;

Quantity of tasks. 

Pre- and post-moderation 

of formal assessment 

task(s) (WRITTEN EXAM)

Analysis of results / Error 

and item analysis (Appx E)

Informs the SIP & 

Intervention strategies 

(Appx F)

TIMELINE OF DH DUTIES (Internal Moderation + Control)

Internal Monitoring & 

Control

Pre- and post-moderation 

of formal PRACTICAL 

assessment task(s) 
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SECONDARY SCHOOLS 

CURRICULUM  Teacher File Administration Downloaded from eduresourcza.com
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SECONDARY SCHOOLS 
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SECONDARY SCHOOLS 

CURRICULUM  Master File

DH must ensure that the Creative Art 

Subject Guide, all subject policies, 

guidelines, circulars (LTA’s), etc. received 
from DoE and DBE are up to date and 

kept in the subject master file.
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SECONDARY SCHOOLS 

CURRICULUM  Effective communication

The DH must ensure timely 

communication of all letters and 

information received from DBE, DoE 

(province & district), including the 

school visit program of the Subject 

Advisor, moderation plans, invitations 

to training sessions, and other subject 

related information.
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SECONDARY SCHOOLS 

CURRICULUM  Curriculum coverage

❑Curriculum Coverage must be reported on 

twice per term as per LTA 25 of 2023.

❑DHs are responsible for making sure that 

reports are accurate and submitted to the 

Department of Education on the agreed upon 

dates.
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SECONDARY SCHOOLS 
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SECONDARY SCHOOLS 

CURRICULUM  LTA 1 OF 2023 (CURRICULUM COVERAGE)
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SECONDARY SCHOOLS 

CURRICULUM  Annexure A of LTA 1/2023: Curriculum coverage Downloaded from eduresourcza.com
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SECONDARY SCHOOLS 

CURRICULUM  Provincial SBA Moderation Report

➢ Provincial SBA moderation takes place bi-annually during July & October.

➢ Between 15 to 30 schools per district are sampled per session. 

Challenges highlighted in previous report:

• Poor quality pre- and post-moderation of formal assessment tasks;

• Clustering of marks on SA SAMS;

• Capturing of (1) on SA SAMS with no evidence of the assessment.
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CURRICULUM  
Downloaded from eduresourcza.com

Downloaded from eduresourcza.com



SECONDARY SCHOOLS 

CURRICULUM  

Thank you for attending!
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