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POLICY ON CURRICULUM MATTERS j
AIMS AND OBJECTIVES
The aim of this policy is to:-

Create opportunities for every learner to excel

Promote professional in the teaching staff

Ensure adequate curriculum delivery.

Promote transparency and accountability by the staff.

Create ample time for teachers to complete the syllabi and learners to master the
content.

« Enable the school to produce high quality results in each subject.

1. SUBJECT COMMITEE
- Each HOD must formulate a subject committee which shall be responsibly for the
drafting of subject policies.
- The policy must address all curriculum matters related to subjects including informal
assessment.
- All policies must be submitted to the principal on or before 31 January.
- Subject committees must hold meetings as per year plan.

2. LESSON PLANS

- Every subject educator must submit weekly lesson plans to the HOD every Monday
before 10 O’clock.

- Weekly lesson plans must be done in line with the applicable pace setters.

- Each HOD must give a report regarding lessons plans during each SMT meeting.

- The curriculum committee shall design common lesson plan template for all learning
areas/subjects.

- Each educator must keep a copy of lessons plans in their educator portfolios.

3. PERIOD ATTENDANCE
Period attendance is compulsory to all educators according to EEA (Employment of
Educators Act).

- All educators must be punctual to their respective classes.

- The SMT shall keep a period attendance register in each class.

- No educator shall leave the class before the end of the period or anytime during the
period/lesson.

- Educators are not allowed to answer cellphones during lessons.

- In cases where the educators are on leave or absent due to known reasons the SMT
shall assign any free educator to look after that class.

- All subject teachers must maintain maximum discipline during the lesson i.e. no
noise, no movement/loitering.
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4. ASSESSMENT

Subject teachers must give informal assessment task (classwork/homework) as per
subject policies.

In each subject, the subject teachers shall offer a pre-test (informal test) once per
term except for the third term as per year plan

All pre-test must be moderated by HOD's /subjects heads were applicable.
Educators must compile mark sheet in respect of all the assessment task including
analysis of performance.

Formal assessment must be done according to the applicable departmental policies
and pace setters.

MODERATION

All assessment tasks, bar classworks and homeworks must be moderated by the
HOD’s or subject head were applicable, at least 5 working days before they can be
written.

6. RECORDING

ud

Educators must compile mark sheets for all assessment tasks including informal
assessment.

All record sheets must be kept in the portfolio’s as per CASS requirements.

All learners’ tasks must be kept in their portfolios.

Analysis of learner performance must be included in the Educator’s portfolio.

REPORTING

Quarterly reports shall be issued to the parents during the last day of closing day.

8. CLASS VISITS

Class visits shall be conducted as per IQMS.
The SDT must draw a programme for class visits as per IQMS and make it available
to the SMT and Staff.
All DSG seniors must be the HOD's or Senior teachers.

9. MONITORING

HOD’s must monitor the following activities:-

e Lesson plan

e Teaching and learning

e Pace setters

e Assessment

e Learner progress and performance

The Curriculum Committee shall design a common monitoring tool for all the HOD’s.
HOD’s shall conduct monitoring on monthly basis and submit copies to the
Principal/Deputy Principal.

Detailed reports on monitoring shall be discussed in every SMT meetings.

10. EXTRA LESSONS

Extra lessons shall be offered in Grade 10 to 12 from the first week of February until
determined otherwise by the SMT and Curriculum Committee.

These extra lessons shall be offered on Mondays, Tuesdays and Thursdays.
Preference shall be given to all content subjects except LO.

The Curriculum Committee shall draw a time table in this regard.

11. SATURDAY LESSONS

Saturday lessons shall be offered for grade 12 only in all the subject, except LO.
The Saturday lessons shall commence during the first Saturday of February.
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- A programme in this regard shall be drawn by the Curriculum Committee.

12. ENRICHMENT CLASSES

- Enrichment classes shall be conducted for grade 12 only during Easter, Winter and
Spring vacations.

B - The curriculum Committee shall draw a programme in this regard.

13. STUDY
- Study sessions shall be conducted for Grade 8 and 9 on Mondays, Tuesdays
and Thursdays.

- This study sessions shall be conducted for a period of not les than one hour 30
minutes.

- Study sessions on Wednesdays shall be conducted for all learners (Grade 8 —
12) who are not taking part in any sports or cultural activities.
The Cyyriculum Committee shall draw a supervision problem in this regard.

i Rafdmutla T.E
(Principal)





