


School Subject Policy ; Life Skills
Name of district: Tshwane West 
Phase: Intermediate Phase – Grade 4 – 6.

1. PREAMBLE
Life Skills deals with the holistic development of the learner throughout his / her childhood and puberty.  The central focus is on the development of self-in society. The study areas i.e. Personal and Social Well-being (PSW), Physical Education (PE) and Creative Arts (CAT) are integral parts of life, embracing the spiritual, material intellectual and emotional aspects of human endeavor within the society.  Life Skills equips learners with skills, knowledge and values to make informed decision.

2. SPECIFIC AIMS
2.1. To guide learners to achieve their full physical, intellectual, personal, emotional and social potential;
2.2. To teach learners to exercise their constitutional rights and responsibilities and to respect the rights of others;
2.3. To guide learners to make informed and responsible decisions about their health and environment;
2.4. To develop creative, expressive and innovative individuals;
2.5. To develop skills such as self-awareness, problem-solving, interpersonal relations, leadership, decision-making and effective communication
2.6. To provide learners with exposure to experiences and basic skills in drama, music and visual arts including arts literacy and appreciation; 
2.7. To allow learners to enjoy the health benefits of exercise and develop social skills through participation in Physical Education;
2.8. To develop learners’ knowledge, skills and moral values;
2.9. To close the gap between classroom and the outside life;
2.10. To enable individual growth and development of the learner so as to be able to make well informed decision in the real world;
2.11. To strive towards creating a balance between developing generic knowledge about Life Skills and developing specific knowledge and skills in each of the Study Areas 


3. PLANNING
3.1. Time allocation for Life Skills as stipulated in the Curriculum and Assessment Policy Statement is as follows:

	
Study Area
	
Time allocation per week
		Time Allocation Per Year

	
	
	Grade 4
	Grade 5
	Grade 6

	Personal & Social wee-being
	1½ hours
	60 hours
	60 hours
	60 hours

	Physical Education
	1 hour
	40 hours
	40 hours
	40 hours

	Creative Arts
	1½ hours
	60 hours
	60 hours
	60 hours

	Total
	4 hours
	160 hours
	160 hours
	160 hours

	Weeks
	40
	40
	40



4. NOTIONAL TIME (TIME TABLE)
4.1. Time allocation for Life Skills is 4 hours per week.
4.2. 1 hour 30 minutes for PSW, 1 hour for PE and 1 hour 30 min for CA
4.3. Study areas should be indicated on the time table.
4.4. All study should be allocated a double period or 6a block period of 60 min each.

5. ANNUAL TEACHING PLAN
The Pacesetters provided by district must be adhered to. Include all four terms of the academic year.in educators file. The following aspects must be clearly indicated on the Pacesetters
· Time frames
· Topic
· Content
· Assessment
· Resources
· Grade
· Year
6. LESSON PLAN 
6.1. Individual educator will develop his / her lesson plan from a year-long Annual Teaching Plan.
6.2. It is a complete and coherent series of teaching, learning and assessment activities.
6.3. It can consist of a single activity or several activities spread over a few days or number of weeks.
6.4. A clear sense of barriers to learning that exist in the classroom should be taken into cognizance when developing a lesson plan.  It needs to be overcome in the way that activities are structured and also through the activities that are selected.
6.5. Tasks and activities must be in line with the content specified for, for each week.  The duration of the lesson plan can be daily or weekly.  This duration must be supported by the tasks and activities to be performed by both the educator and learners.  The lesson plan must provide for the following aspects:
· Grade
· Duration
· Content
· Topic
· Resources
· Learning activities (learner and educator activities)
· Relevancy of activities
· Correlation between educator and learner activities.
7. Lesson preparations
· All study areas should be prepared for
· Adapt lesson plans to suit the current issues
· The educators must use lesson plans for formal and informal activities.  Please refrain from using the checklist and the daily planning.
· Lesson plans must be completed in the following way per term:    Minimum requirements
· PSW 3 informal according to topics and 1 Formal (see CAPS topics)
· PE 2 Informal (Week 1-3 and 6-8) and 2 Formal (Week 4-5 and Week 9-10)
· CA 3 informal and 1 Formal.  Depending to Art strands – PA and VA
· Visual Arts have 4 weeks of work and Performing Arts have 6 weeks of work.
8. ASSESSMENT
8.1. The main purpose is to enhance individual growth and development, and also to monitor the progress on each learner so as to facilitate their learning.
8.2. Competence can be demonstrated in a number of ways using different forms of assessment so as to give learners an opportunity to demonstrate their abilities more fully.
8.3. The nature of assessment is therefore of a safe, supportive and non-judgmental environment where life skills acquired are to encourage learners to grow in confidence and build a positive image.
8.4. Involves generating and collecting evidence of achievement, then followed by evaluating this evidence against the outcomes and later be recorded.
8.5. Both Formal and Informal Assessments form part of continuous assessment, in the following ways;
8.5.1. Continuous Assessment  
8.5.1.1. Continuous assessment will always be applied in this subject.
8.5.1.2. Should take place over a period of time and also ongoing.
8.5.1.3. Should support the growth and development of the learner.
8.5.1.4. Should provide constant feedback to learners while gathering evidence of their achievement in the assessment standards of the learning outcomes.
8.5.1.5. Allows integrated as well as summative assessments. 
8.5.2. Informal Assessment Activities
8.5.2.1. Learners’ progress is been monitored daily, and needs to be marked because it provides feedback to the learners and enhances teaching.
8.5.2.2. A minimum of one activity in each study area per week shall be recommended.
8.5.3. Formal Assessment Activities
8.5.3.1. These provide the educator with the systematic way of evaluating how well learners are progressing in Life Skills as a subject.
8.5.3.2. For all terms three different assessment opportunities shall take place-it is in line with the CAPS document.
8.5.3.3. All formal activities together with their memoranda are to be moderated (Pre-Moderation) by the Head of Department (the Deputy Principal in case where the subject teacher is the HOD) before they could be given to learners so as to verify the quality, reliability as well as the level of difficulty.
8.5.3.4. These activities shall be marked, signed and recorded.
8.5.3.5. All assessment pieces must be included in the learner’s formal assessment records in sequence to form part of the term mark.
8.5.3.6. The total mark of all activities per term shall be equal to 100.
8.5.3.7. Recording sheets are to be submitted to the Head of Department for Post – moderation purposes.
	

Term
	
Tasks

	
	
Grade 4
	
Grade 5
	
Grade 6
	Marks per Term

	
	
	
	
	For Recording
	For Reporting

	


1
	
PSW (Assignment / Design & Make)
	
PSW (Assignment / Case Study / Design & Make)
	
PSW (Assignment / Case Study)
	
30
	


100

	
	
PET
	
PET
	
PET
	
30
	

	
	
CAT
	
CAT
	
CAT
	
40
	

	

2
	
PSW – Test
	
PSW – Test
	
PSW – Test
	
30
	


100

	
	
PET
	
PET
	
PET
	
30
	

	
	
CAT
	
CAT
	
CAT
	
40
	

	

3
	
PSW – Project
	
PSW – Project
	
PSW – Project
	
30
	


100

	
	
PET
	
PET
	
PET
	
30
	

	
	
CAT
	
CAT
	
CAT
	
40
	

	

4
	
PSW – Examination
	
PSW – Examination
	
PSW – Examination
	
30
	


100

	
	
PET
	
PET
	
PET
	
30
	

	
	
CAT- Examination
	
CAT- Examination
	
CAT - Examination
	
40
	

	
Total
	
400
	
400


8.5.3.8. The number of recorded formal assessment task for the year in Grade 4 – 6 is as follows;

8.5.3.9. Respective class educators shall compile a Class Schedule based on the work done by the learners, write and hand out progress reports to parents.

9. MODERATIONS
6.1	To ensure that effective teaching and learning takes place, all educators and learners books must be moderated internally and externally.
6.2	All moderations must be done according to policy  i.e. relevant moderation tools  e.g. pre-moderation and post moderation tools must be used.
6.3	All activities written as formal and not moderated will not be legible to be entered as learner performance and used for progression or promotion.
6.4 	All educators are required as per policy to go for moderations or submit as requested.
6.5	In the event where the Hod is challenged with regard to subject competency pertaining to moderation, the responsibility shall be delegated to an educator equal to the task.
10. ABSENCE DURING A TEST OR EXAMINATION
10.1. A learner who is absent during a test or examination, may at her/ his return to school only write the test if the learner’s absence has been confirmed by a parent by means of a letter stating the reason for the absence.
10.2. The subject educator shall arrange for the learner to write the test or examination in a separate room or the very classroom, with the necessary writing material(s).
10.3. If possible the help of an Admin Assistant could be obtained to supervise the individual test situation.
10.4. After the learner has written the test, the one supervising shall hand the test to the respective educator.

11. RECORDING
11.1. National Codes for Grade 4 – 6 as stipulated in the Life Skills CAPS document (pg58), have to be written together with either percentages or descriptors and to be used for recording and reporting learner performance in the formal assessment task as follows;

	
RATING CODE

	
PERCENTAGE
	
DESCRIPTION

	7
	80 – 100
	Outstanding Achievement

	6
	70 – 79
	Meritorious Achievement

	5
	60 – 69
	Substantial Achievement

	4
	50 – 59
	Adequate Achievement

	3
	40 – 49
	Moderate Achievement

	2
	30 – 39
	Elementary Achievement

	1
	0 – 29
	Not Achieved


11.2. MARK SHEETS
· A mark sheet wherein learners’ performance marks are recorded must be available at all times.
· Before the end of each term (before reporting on learner’s performance) a minimum of 5 learners books per class and a recording sheet must be submitted to the HOD for control, monitoring and support purposes.
· A submission register shall be signed by the educator as proof.
· A full report on challenges, areas of good practice and recommendations must be made available to the educator by the HOD.
· An educator portfolio must accompany all submissions of learner’s work.
12. CLASSROOM ATTENDANCE 
12.1. Every educator is expected to attend his / her class promptly.
12.2. Failure to attend any class without genuine reason is highly discouraged.
12.3. If not present inform or notify the Head of Department to make necessary arrangements so as to ensure that learners are kept busy during contact times.
13. WORKSHOPS 
13.1. Internal as well as departmental workshops are meant to empower educators.
13.2. They need to be attended by respective and relevant educators unless otherwise.
13.3. The Head of Department if he / or she is not teaching this particular subject shall attend the workshops for the purpose of support and empowerment.
14. CONTROL 
14.1. All works shall be marked at all times and remedial work be done where applicable with immediate effect.
14.2. Learners’ work shall be controlled and evaluated on monthly basis by the Head of Department, Deputy Site Manager or the Site Manager.
14.3. Learners’ Formal Activities file shall consist of all recorded assessment activities in accordance with the National Policy.
14.4. The learners’ Formal Activity files shall be kept by the respective subject teacher
15. REPORTING.
15.1. Learner performance must be reported formally once every term on a report card.
15.2. Learner’s progress must be reported to parents.
15.3. In addition to report cards other mechanisms such as parents’ meetings, open days, letters, phone calls, newsletters etc. may be used.
15.4. Report cards should reflect all subjects offered by the school.
15.5. Learner performance rating must be against a rating code and a percentage.
15.6. Term reporting must reflect learner’s performance for a particular term.
15.7.  The final report card must reflect learner’s performance for the full academic year i.e. all terms 1-4
15.8. A comment on learner’s overall performance in each subject must also be provided on the report card.  Comments should be based on the learner’s weaknesses and strengths in relation to focus areas in content.
15.9. Feedback contained in learner’s reports must be constructive.
15.10. A key must be provided on the learner’s report card to explain the rating codes.
16. LEANER-TEACHER SUPPORT MATERIAL CONTROL
16.1. Respective educators are to distribute the LTSM to all learners.
16.2. Each learner shall be given a numbered textbook for control purposes.  All learners are expected to cover the borrowed book with plastic to elongate the life span
16.3. Names shall be written on the list bearing the number of book that the learner is allotted.
16.4. The said list shall remain the property of the educator for the entire year so as to be used again on retrieval of those borrowed books.
16.5. Any stolen textbook shall be retrieved upon discovery.
16.6. Any lost or damaged textbooks shall be replaced bythe parent.

17. DEPARTMENTAL MEETINGS 
17.1. It is necessary for all educators to attend the departmental meetings to discuss issues that are pertinent to the department e.g. performance, assessment, teaching strategies, analysis of results and to discuss on improvement where necessary.
17.2. Departmental meetings shall be held according to the Departmental Management Plan where the attendance register shall also be circulated in all meetings.
17.3. Some issues may be highlighted and be discussed in the briefing sessions.
17.4. It is the responsibility of all subject heads to convene meetings of their subjects; record minutes on activities taking place and file these as evidence.
17.5. These shall take place monthly.
17.6. Emergency meetings will be held after each and every workshop attended and a record of proceedings shall be kept.
17.7. It is also in such meetings that a register of all resources used and needed shall bae done and made available to the Hod for stock taking and phase budgeting.
17.8. Subject heads must ensure that all learners are provide with text books and a comprehensive record of issue and retrieval must be kept.
17.9. Minimum and maximum quotes of informal activities shall be discussed and agreed to in subject meetings in consultation with the Hod.

18. INTERVENTION
18.1. Learners that are struggling to  achieve the Specific Aims. These learners  need to be helped by means of intervention or by expanded opportunities and activities.
18.2. Educators must ensure that intervention is done as early as the first term. Records of all attempts made to include parents in the process and activities thereof must be placed in a safe place. 
18.3. No learner will be retained without proof of support.
18.4. A learner will be tried by be given less demanding activities by the subject educator.
18.5. If the learner does not show any progress and still cannot cope, will be referred to one or two educators either teaching that particular subject or understanding it better, and later the parent will be engaged.
18.6. The school based support team will have a final say at school level of the learner’s continued support with regard to the outcome of all interventions before submission to the District.
18.7. All records of intervention must be submitted to the HOD and the SAT as and when requested.
18.8. The district support team will review all evidence provided. Based on sufficient evidence a decision will be taken to either approve or not approve the proposed retention.
19. CELL PHONE
19.1. It is not permissible for learners to have cell phones in their possession even if the cell phones are switched off.
19.2. Cell phones may never interfere with or interrupt any class activity.
19.3. No cell phone games may be played during any of the contact times.
19.4. All emergencies must be reported to the office and no learner shall be allowed to contact his / her parents in case of any emergency.  
19.5. When any of the above rules are contravened the related cell phone shall be confiscated and held under receipt by the office until the end of term.
19.6. Cell phones that are confiscated shall be kept in the school’s strong room until the end of the respective term and in case of fire or theft, the school shall not be held responsible for any cell phone in its possession furthermore no claim will be entertained or considered by the school management for any lost cell phone

20. CONCLUSION
20.1. It shall not be competent to disregard or amend any aspect of the policy unless in a properly constituted meeting of the phase called and attended by a majority of the educators within the phase.
20.2. Changes may only be done to the policy as when any of the legislations informing the policy are amended or modified by the department.




EDUCATORS

1. ________________________

2. ________________________

3. ________________________

4. ________________________

5. ________________________


	School Stamp



____________________ 
                                         (Head of Department)


