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Mission

At the Saba Comprehensive School, we promote an exceptional level of education within the
(Dutch) Caribbean in an effort to shape young professionals who demonstrate high moral values
and are proud to be SCS students.

Vision

At the Saba Comprehensive School, we develop our young people holistically, so that they will
make a meaningful contribution to the global society.

We establish a clean, safe, and healthy learning environment, in cooperation with all
stakeholders

We bring our students to a level of readiness by equipping all with the necessary knowledge
and skills. We provide inclusive Quality Secondary education & care.
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Introduction

At the Saba Comprehensive School all kinds of assessments are given. This document justifies
the role and responsibility of the examination committee within the school, for all departments.

For the assessments in the Academic department, the exam regulations are applicable as
drafted by the Caribbean Examination Council (CXC)'. For Dutch, the exams as stipulated? in
the law.® The SCS uses Certificaat Nederlands als Vreemde Taal (CNAVT). For the Vocational
department the exam regulations are applicable as drafted by the SCS* in addition to the CVQ
Assessment procedures. If the Vocational students sit CSEC-exams or the CNAVT, the exam
regulations are applicable as drafted by CXC / CNAVT.

SCS Examination Committee

o Teacher languages - member mrs. Nicole Williams Wynter
e Teacher sciences - member mr. Colis Dundas

e Teacher humanities - member ms. Michelle Marti

e Teacher math - member mr. Floyd Price

e Exam coordinator - permanent member mr. Delroy Sinclair

o Local Registrar - advisory member  ms. Sharon Hassell

The Quality system within the Saba Comprehensive School has been improving steadily since
January 2014 when the SCS Curriculum was introduced. Up to that moment most subjects of the
curriculum were ad hoc, individual based, and void of systematic documentation and/or policies.
Since then, the school has implemented the curriculum. This document is meant to increase the
consistent operational processes and sense of objectivity and transparency within the
organization.

The SEC (SCS Examination Committee) is guided by manuals from CXC and the NTA, such as
(but not limited to)

- SBA handbook for Teachers

- SBA Manual for Principals CSEC
- SBA Manual for Principals CAPE
- Procedures Manual CVQ

- Guidelines for Students

- CVQ handbook

- ORS Manual

The CXC manuals are provided to the SCS by the Local Registrar.

! Manual for Supervisors and invigilators
2 Besluit Saba Comprehensive School en Gwendoline van Puttenschool BES

3 Bspecially https://zoek.officielebekendmakingen.nl/stcrt-2021-33842.html

4 See Annex 1 :Examination Regulation CVQ Saba Comprehensive School
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Chapter 1 Tasks and responsibilities

1.1 Competent Authority

The school board is the competent authority of the Saba Comprehensive School and is
responsible for making sure that the SCS Examination Committee operates independently and
professionally. It is the board’s responsibility to make sure that the SCS Examination Committee
represents all departments.

1.2. SCS Examination Committee (SEC)

The role and responsibility of the SEC is to ensure that students know what is needed to
graduate and which assessments contribute to that. The SEC also plans the end of year
assessments, monitors, and evaluates the outcome of all assessments®, sets standards and
guidelines for assessments, and determines where improvements should be made. The SEC
also discusses the SCS Curriculum and the assessments that will be given based on it. The
SEC advises the school management in case of any irregularities and proposes a penalty. The
school management decides on penalties, graduation en promotion.

The SEC meets every six weeks. The task description for the Exam Committee provides the
way of working and goals to achieve.

1.3. Schedule

Before the start of the external examinations, a generic timetable will be handed to the student
by the department leader, which is received from the Local Registrar, indicating when each
examination is scheduled. The students can also go online and print their individual schedule.

1.4 Exam Costs

All costs for the examinations are paid by the school and funded from the lump sum. If a student
decides to not sit/take an exam, he/she will have to pay a fine. The fine is based upon the
registration cost and administrational fee.®

This is applicable for CCSLC, CSEC, and CAPE, as well as CVQ and CNAVT Examination
fees.

If the student is unable to take part in an exam due to external conditions, there will be no fine
imposed. This includes absences related to COVID.

> By using Presentis
¢ Per school year 2016-2017
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Chapter 2 Regular testing / Exams

2.1 Framework

Per term per subject there should be at least 3-4 assessments, but not exceeding 8 grades. A
combined grade for classwork/skills/professional conduct and a homework grade are allowed.
Grades should be entered in Presentis two weeks after administrating the assessment. There
should be no blank grades in Presentis for any subject.

Comments on the report card should be made each term. At the end of the comment, the
teacher's capitalized initials should be typed between brackets. (INITIALS)

Grades that are given in a different term than when they were administered should be entered in
the term that the assessment was administered. This means a new Term Grade for the
student(s).

The teacher should note an abbreviation of the assessment and select the weighting. Below the
grade sheet more information should be typed pertaining to the test if needed.

Codes
Result of an assignment/ assessment: between 10-100
Maximum score on any assignment/ assessment: 100
A student did not do the assignment/ assessment: 0,1
A student cheated: student must re-sit the exam.
The grade for the re-sit exam must
be divided by 2 > Final Grade
Term 1 Formative and summative assessments
End of term assessments can be given during class time
Term 2 Continuous assessments, which should include
Project grade (called PrGr)
Term assessments
Term 3 Formative and summative assessments

End of term assessment
End of Year Exam

The final grade of a student for a subject is:
Term 1 Grade + Term 2 Grade + Term 3 Grade + End of Year Exam Grade/4 = Final Grade

All mock exams and end of year exams should be sent to the examination committee for
proofreading.

All grades must be entered at the start of the new term before Monday midnight.
Report Card Comments should be entered the day before the report card distribution at noon

(teacher, homeroom teacher).
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All mock exams and end of year exams must have the same layout and there must be an
adapted version for students with special needs;

- Cover Page

- Font (Verdana 12)

- Line spacing 1,5

- Rubric

- If needed the exam can be printed on A3-paper

Exams for dyslexic students should be printed on light green paper, Font Verdana 12 and 25%
extra time is allowed.

A copy of the end of year exams must be sent to the secretary of the SEC at least 2 weeks prior
to the assessment date. The rubric must be sent together with the test.

The SEC will proofread the exams to ensure that quality testing is adhered to for each individual
test and that:

- avariety of questions/tests (formative vs. summative) is used

- the examination is structured to last for the time allotted

- not all questions are only recall questions, but there are also application, critical thinking,
and higher order thinking skills questions

- the correct grammar and spelling / layout are used

- the recommendations by the committee have been made in time’ prior to the
examination to ensure that the teacher makes the necessary changes

The SEC gives feedback to the subject teacher within two weeks to ensure that the teachers
have time to adjust the test and to make the necessary changes. The subject teachers send in
the definitive version of the test within one week to the SEC.

Once the major tests have been conducted (mock exams / end of year), the teacher analyses
the test results and discusses the analysis with the department leader.

The analysis should contain the following components:

- How many students were administered the test?

- Pass / fail rate and reflection on the pass / fail rate

- Did the students do well or not? Which questions were difficult, too easy etc.?

- Did all students reach their full potential?

- Did the students have enough time for the test?

- Which strategies can you put in place to improve the learning results of the students?
- How can you improve the test?

The department leaders will discuss in their first or second department meeting of a new school
year the results of the end of year examinations and bring the results/evaluation to the exam
committee.

7 See time path below
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10.

11.

2.2. Guidelines for mock exams / end of year exams

Where applicable, students must come to the examinations with all necessary materials, such
as pens, pencils, whiteout, erasers, rulers, calculators, geometry sets, etc., and must be
informed of such by their subject teachers prior to the examination.

Students are not allowed to share materials such as indicated in guideline 1.

Students must wear the correct uniform to the examinations. Failure to do so will result in the
student being sent home to change and missing part of their examination.

Students are not allowed to leave the examination room to go to the bathroom or for water
during the first half hour. Students allowed to use the bathroom must report to the security
officer in the Gazebo who will monitor/observe the student.

Students are not allowed to leave the examination room until that exam is over. Students must
therefore bring other subjects to study or a book to read if they finish their examination before
the allotted time.

Students are expected to be quiet during the examination period. Failure to adhere to this rule
will result in points being deducted from the students’ examination. If the student continues to
disrupt the examination, he or she will be sent out of the examination room to the principal’s
office and parents will be notified.

If a student is caught cheating on an examination, he or she will have to resit the exam. The
final grade is the exam grade divided by 2.

All examinations should be properly sealed and stored and only picked up by the examiner on
the day of the examination. The envelope should be opened at the beginning of the examination
by the teacher with the students present.

Guidelines must be discussed with the students by the homeroom teachers before the
examination period.

Examination papers may be reviewed with students but may not be given to students to take
home prior to the final report card distribution.

All 8examination papers must be stored up to 6 months after the student’s graduation date® or if
the student has left the SCS.

8 All meaning the tests, SBAs, portfolio from form 3 +4 + 5

% Storage will be done by the secretary. Storage is done centrally.
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Chapter 3 Report Cards

Report Card

All grades must be entered at the start of the new term before Monday midnight. Report Card
Comments should be entered the day before the report card distribution at noon (teacher,
homeroom teacher).

Each term grade must consist of (see page 8) Each term weighs 25%. The end of year exam
weighs 25%. The end of year grade is average term 1 + average term 2 + average term 3 + end
of year exam / 4.

- The comment on the report card should reflect the grade.
- Every teacher should put his initials behind the comment on the Report Card in brackets.

The end of year exam makes up 25% of the school year’s results.

During the Report Card meeting the Homeroom Teacher guides the other teachers through the
results and chairs the meeting. The comments will be noted by a secretary and sent to all
teachers as soon as possible after the meeting.

Regular classes stop at 12:00pm when report cards are handed out. Students should pick up
the report card with their parent/guardian the day of the handing out. Report cards cannot be
given to the students without consulting the parent/guardian. Parents/guardians can reschedule
if they are not able to attend. Students can leave the premises with their parents after the
distribution.
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Chapter 4 LOWER FORMS: CCSLC

Introduction

The Lower Forms Department started administering the CCSLC examinations again in June
2018.

The CCSLC curriculum is intended to provide certifications for all students who complete
secondary school. As such, a common core of subjects, comprising English Language,
Mathematics, Integrated Science, Modern Languages, Social Studies, and Digital Literacy, was
developed to provide the learner with the competencies that will serve as a foundation for more
advanced studies, the world of work and life as a citizen of the region.

The Caribbean Examinations Council (CXC) first offered the Caribbean Certificate of Secondary
Level Competence (CCSLC) in June 2007. The CCSLC responds to the changing demands of
education, and is designed to certify the knowledge, generic competencies, and attitudes and
values that all secondary school leavers should have attained.

In 2020, digital literacy was added as a CCSLC subiject.

4.1 Eligibility for CCSLC
A candidate will be awarded the CCSLC Level 2 Certificate if he/she, over a period of up to five
years, successfully completes a minimum of five subjects selected as follows:

A. Two compulsory subjects

Syllabus developed by CXC specifically for this program:
e English Language
e Mathematics

B. Three subjects from any group or combination of groups listed below:
i. Other subjects developed by CXC specifically for CCSLC:

Integrated Science

French

Spanish

Social Studies

Digital Literacy

Even though the SCS focuses on the subjects above, a different combination of subjects can
also result in obtaining the CCSLC Cettificate:

i. CSEC TVET and Business Studies Programs — Grades |, II, llI, IV:
¢ Home Economics: Management

Principles of Business

Clothing and Textiles

Principles of Accounts

Food and Nutrition

Electronic Document Preparation and Management

Building Technology

Electrical and Electronic Technology

page -10- van 31



Office Administration

Mechanical Engineering Technology
Economics

Information Technology (Technical)
Technical Drawing

Agricultural Science

iii. CSEC Creative and Expressive Arts — Grades I, II, 1lI, IV:
e Music
e Theatre Arts
¢ Visual Arts
e Physical Education and Sport

4.2 Reporting CCSLC results

- A Result slip is sent to each student after every sitting of subjects developed by CXC

- The CCSLC Level 2 Certificate will be awarded after a candidate achieves a minimum of
‘Competent’ in five subjects within a five-year period.

Composite Score  Grade

75-100 Master
0-74 Competent
0-49 Developing Competence

4.3 Certification

Candidates who satisfy the requirements as outlined for the CCSLC will be awarded a
Certificate conferred by CXC.

4.4 Modules

Each subject comprises five modules. Modules 1 and 2 for each subject should be covered in
Form 1, modules 3 and 4 in Form 2 and module 5 in Form 3. After each module is completed, a
school-based assessment (SBA) is given, and all grades must be recorded. Additionally, for
each student, the subject teacher must also submit to CXC the scores for each of the five
modules, as well as the total mark, no later than May 31 of the examination year. Subject
teachers must also submit the estimated grade and rank of each student.

After successful completion of all school-based assessments, students can be registered to
write the CCSLC external assessment, which consists of 50 multiple-choice questions to be
completed in 1 hour and 15 minutes. Students may be exposed to specimen papers in class
beforehand to prepare them for the external assessment.
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The school-based assessments comprise 50% of the composite score, while the external
assessment comprises the remaining 50%.

The Lower Forms Department Leader drafts an overall report based upon the information
received from the teachers and CXC and will submit it to the SEC. This report must contain
lessons learnt as well as measures/strategies the department will implement to enhance
students’ performance in specific subject areas of concern. It will also specify goals and targets
set for teachers and school within that specific/current school year. These goals and targets are
discussed in the department meeting and shared with the Management and SEC .

10 A uniform format for reflecting has yet to be developed.
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Chapter 5 VOCATIONAL: CVQ

The CVQ Assessments are drafted by the SCS Vocational Teachers and need to be approved
by the NTA / External Verifier prior to assessment. Prior to assessment, standardization
meetings are held to ensure that the assessments are accurate, up to date and to confirm that
the students are ready for assessment. The CYQ/NVQ Coordinator will ensure that
standardization meetings are scheduled and recorded.

5.1 CVQ Assessment Process

Assessments are guided by the CXC- Assessment OR the NTA Policy. The Certification Policy
also outlines the institution's procedure for ensuring students are certified within established
guidelines. These policies are available on our website. The assessment process is based on
the gathering of evidence and the making of decisions about the outcomes of learning and
competence. Assessment methods include simulation, practical demonstration, oral
questioning, written test, testimonial, projects, and portfolio of work. The assessment process
can be described as a basic three-step process as outlined below:

Step 1 — Planning the Assessment

In this step the assessor meets with the candidate to:

« discuss the context and purpose of the assessment

* explain the competency standards to be assessed and evidence to be collected
» complete self-assessment

* outline the assessment procedures and preparation you should undertake

* assess your needs and & seek feedback regarding your readiness

» Advise them candidates of their rights to appeal

» Complete the relevant planning documents

Step 2 — Conducting the Assessment

This step also involves the candidate and the assessor. In this step the assessor meets with the
candidate to:

* ensure you sign an assessment register

* the assessor will collect evidence and assess this against the competency standards

* oversee the evidence gathering process

* record details of evidence collected

» make judgment about your competence based on the evidence collected

Step 3 — Providing Feedback on the Assessment

At this point, the assessor provides feedback to candidates on the outcomes of the process.
This involves:

» clear feedback on the decision e.g., why you were deemed Not Yet Competent

+ information on gaps in competence and ways to overcome these
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5.2 Determining which awarding body

Students can be registered for CVQ assessments either via the NTA or via CXC. Traditionally,
students who are in school are registered via CXC. Students who are following the working and
learning program (traditionally adults) are registered via the NTA.

Depending on the group size and age of the students, we have opted to register all
working/learning students via the NTA, full-time students within CVQ via CXC.
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Chapter 6 ACADEMIC: CSEC

The CXC CSEC and CAPE are not released until mid-August. CNAVT will release their results
early August. Once all results are in, the Academic department leader sits down with the local
registrar and checks all preliminary results. The Academic department leader will also consult
the Dutch teacher about the Dutch results and checks the results with the teacher.

The Academic department leader prepares the overview for all students who took part in the
CSEC/CAPE examinations and presents her findings to the SEC. The SEC decides if a student
has met the graduation requirements.

The Academic department leader uses the feedback given by CXC on the SBAs (School Based
Assessment) as an instrument to discuss the marking of the SBAs with the subject teachers.
The subject teachers reflect on the feedback and submit a written report about his/her views
based on the moderator’s feedback/analysis of his/her grading/marking within the specific
subject areas, to the department leader. The department leader analyses all results'" and
submits an annual report for the Academic Department to the SEC. This includes graphs for the
subjects over the past 3 years. The students’ performance will be discussed with the subject
teachers as part of their review.

Evaluation of Academic results

In September of each year the feedback forms from CXC about the SBA’s are sent to the
school. The Academic Department leader receives a copy, and the original form goes in the
teacher’s file. The feedback is discussed by the Academic Department leader with each
teacher, and they are asked to submit a written report about the feedback given for the SBAs
before the end of September of that current school year. The teachers will reflect on the overall
performance of students as it pertains to their specific subject areas as well as the student’s
overall performance (CSEC/CAPE results) as submitted by CXC in August of that current school
year. The school director will request a Center Performance Review via the local registrar by the
end of September, and the document will be discussed within the Academic Department in the
October Department Meeting.

The Academic Department Leader drafts an overall report based upon the information received
from the teachers and CXC and will submit it to the SEC. This report must contain lessons
learnt as well as measures/strategies the department will implement to enhance students’
performance in specific subject areas of concern. It will also specify goals and targets set for
teachers and school within that specific/current school year. These goals and targets are
discussed in the department meeting and shared with the Management and SEC 2.

The goals and targets must be established for all teachers at the start of each school year by
the department leaders. These goals and targets include feedback from teachers’ annual
appraisals and should not be done in isolation.

' The reflection of the teachers on SBAs, the CSEC results and their own year reflection

12 A uniform format for reflecting has yet to be developed
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Chapter 7 Diploma / Certification

In normal circumstances, all school diplomas will be issued before the 15t of September.

7.1 The CSEC students will receive

- a CCSLC Level 1 or 2 Certificate

- a Grade list with school logo

- CNAVT and/or CSEC Certificates

- a school diploma if the requirements are met as stated in the law

7.2 The CVQ students will receive

- a CCSLC Level 1 or 2 Certificate™

- a certificate with school logo on which the grades are stated

- CNAVT/CSEC Certificates if applicable

- a school diploma if the requirements are met as stated in the law '°

7.3 PrO students will receive
-a CCSLC Level 1 or 2 Certificate
- a school praktijk diploma if the requirements are met as stated in the law

7.4 The CAPE stream students will receive

- the award of a certificate showing each CAPE Unit completed.
- the CAPE diploma, awarded to candidates who have satisfactorily completed at least
six Units, including Caribbean Studies.

- the CAPE associate degree'®, awarded for the satisfactory completion of a
prescribed cluster of seven CAPE Units including Caribbean Studies, Integrated
Math and Communication Studies.

- a school diploma if the requirements are met as stated in the law

For the CAPE diploma and the CAPE Associate Degree, candidates must complete the cluster
of required Units within a maximum period of five years.

All CCSLC, CSEC, CAPE and CVQ via CXC certificates and/or diplomas are issued by CXC.
All CVQ certificates and/or diplomas via the NTA are issued by the NTA.

If the students meet the requirements to qualify for a school diploma as stipulated in the law, the
SCS will issue the school diploma in the format as regulated by law.

13 Will be presented at the end of Form 3
14 See note 15
15 See note 16

16 At the SCS we pursue associate in science, General Science
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Chapter 8 School diploma

School Diploma

CAPE

Six passes, grades |, Il, lll, IV, as well as Verdiepend Nederlands (at least a grade 6,0 on Level
B2)

CSEC

Five passes, grades |, Il, lll as well as Verdiepend Nederlands (at least a grade 6,0 on Level B2)

Or
School-Leaving Diploma

CSEC
Five passes, grades |, Il, lll, as well as Verdiepend Nederlands (at least grade 6,0 on Level
A2/B1)

CSEC
Six passes, grades |, II, 1l

cvQ
Deemed compentent for CVQ 2 as well as verdiepend Nederlands (at least a grade 6,0 on Level
A2)

PRO
Meeting the requirements as determined in the law, including a portfolio.

Students who do not meet the requirements/conditions as mentioned in the law will not receive
a School Diploma.

The SCS School Diploma will be issued in Dutch.
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Chapter 9 Graduation Criteria

The SEC makes sure that the graduation is sound and meets the requirements'” and that the
issued diplomas and certificates meet the requirements. The SEC is accountable for the results
and does so by sending a report to the competent authority.

Exam regulations

- CCSLC, CSEC, and CAPE examinations are scheduled according to the timetable of
CXC. The Local Registrar is responsible for the full organization of the examinations and
the number of sittings, as well as the duration of the examinations. The SCS is
responsible for the internal organization of the examinations.

- CVQ assessments are scheduled according to the timetable of the SCS in close
collaboration with the internal verifier as well as the NTA, who appoints the external
verifier. The CVQ/NVQ Coordinator is responsible for the full organization of the CVQ
Assessments, the number of sittings as well as the duration of the examinations in close
collaboration with the assessors and NTA.

- The external verifier checks the student’s portfolio and deems a candidate competent or
not competent.

- For the CVQ assessments (please see Examination Regulations). For all CCSLC, CSEC
and CAPE examinations, please see handbook CXC.

- CVQ assessors as well as internal verifiers are appointed by the Board based upon the
recommendation of the head of the center.

CCSLC, CSEC, and CAPE certificates and/or diplomas are issued by CXC and handed out via
the principal of the SCS.

A CSEC student will be eligible for graduation based upon the following conditions:

- 5 CSEC grades I, Il, lll and Dutch (School exam or CNAVT)

- 6 CSEC grades |, I, 1lI

A CAPE student will be eligible for graduation based upon the following conditions according to
CXC:

- the CAPE diploma (six Units, including Caribbean Studies)

- the CAPE Associate Degree'® (a combination of prescribed clusters of seven CAPE Units
including Caribbean Studies, Integrated, Mathematics and Communication Studies.

- a school diploma if the requirements are met as stated in the law

A PRO student will be eligible for graduation based upon the following conditions according to
CXC:

- by completing 5 or 6 years of Praktijkonderwijs education and is deemed ready for the job
market and/or tertiary education.

17 Based upon CXC standards, TVET criteria, besluit Saba Comprehensive School en Gwendoline van Putten
School, Examenbesluit en/of het kwalificatiedossier, Toezichtskader van de Inspectie

18 At the SCS we pursue Associate in Science, General Science
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ANNEX 1 COVER PAGE SAMPLE for any Test

EXAM DATE

SUBJECT

CONTENT

FORM

DURATION

TOTAL NUMBER OF MARKS
PASS/FAIL RATE

STUDENT’S NAME (FIRST AND LAST)

STUDENT NUMBER

REQUIRED MATERIALS:

INSTRUCTIONS TO CANDIDATES:

GOOD LUCK
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ANNEX 2 Promotion Policy

In general, it can be stated that a student needs a good attendance’® record to be promoted.
Other key factors are the teacher’s recommendation and the learning attitude of the student.

Conditions for Form 1 to Form 2 and Form 2 to Form 3.
A 60% overall average and sufficient (60%) in two core subjects (English, Math, Dutch).

Conditions for Form 3 to Form 4

Academic

70% overall average and sufficient (70%) in two core subjects (English, Math, Dutch) as well as
the Stream (Science, Business or Social Economics).

Conditions for from Form 4 Academic to Form 5

70% overall average and sufficient (70%) in two Core Subjects (English, Math, Dutch).

No more than 2 insufficient grades of 50%, which can include maximally 1 core subject and 1
package subiject.

For all students: In special circumstances, such as sickness, a death in the family or other
mitigating circumstances, the student may be allowed a re-sit, an extra assignment or may be
promoted under probation, meaning that the student must meet the terms of a strict contract,
signed by parent(s), student and homeroom teacher by the end of term 1.

Conditions from Form 3 to Form 4 Vocational and from Form 4 Vocational to Form 5
Vocational.

70% average package subjects* and sufficient (60%) in two core subjects (English, Math,
Dutch).

No more than 2 insufficient grades of 50%.

*Package subjects are General Construction and Community Hosting Services.
Conditions for PrO to Form 4 Vocational.

Students must achieve the required level for entrance to Form 4 Vocational (see above).
Conditions for Form 5 CSEC to CAPE

Students should have a grade | or Il for the following subjects:

English, Math, IT, Stream Subjects, Choice Subject (Eng B, Span, TD, VA)

1 Good meaning above 90%
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ANNEX 3 Vocational (CVQ) REGULATIONS

Xoa

COMPREHENSIVE
SCHOOL

Examination Regulation
Comprehensive school

Cohort 2024-26 and 2025-2027

This document is a part of the education and examination regulation (EER)

This examination regulation is applicable to the examination of students who started as of
August 2020.

See annex 1 of the education and examination regulation (EER) for an explanation. This

document is written in the HE form. He also entails SHE.

Article 1 General

1.1 The Skills Demonstration comprises an inquiry into the core tasks, the work processes,
and skills that the student must have made him familiar with when rounding off the
course.

1.2 Qualifying exams comprise skills and knowledge that the student must make himself
familiar with when completing the course.

1.3 By participating in an examination, the student indicates to be abreast of the tenor of this
regulation.

Article 2 Examination board
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2.1 The competent authority institutes an examination board for the purpose of holding
examinations. The examination board consists of the school director, the
examination secretary and the internship coordinator.

2.2 The tasks, responsibilities and competences of this board are described in the
’Examination handbook.’

Article 3 Examiners
The examination board appoints the examiners.

Article 4 Admission and registration

4.1 Student
The student has, after correctly registering himself, access to all components of the
examination of the course for which he has signed an educational agreement with the
CVQ SCS. The following criteria have been set for admission to an examination;

e The student is in possession of a valid educational agreement;

The student has complied with conditions to participate in qualifying exams and
aptitude exams as described in the EER.

4.2 Participant in the examinations

He who only wishes to be admitted to the examination provisions, can be registered

as participant in the examinations.

Registration of the participant in the examinations can be done under the following

conditions:

e The participant in the examinations complies with the conditions set for participation
in the examinations, as described in the EER.

e The participant in the examinations pays the examination fee approved by the
institution, as mentioned in the EER.

Article 5 Examination program
5.1 The general information regarding the planning, content, and organization of the
examinations are described in part 1 and part 2 of the EER.

5.2 Data regarding the program and the implementation of the examinations for the academic
year in question shall be made known to students in a timely manner via examination planning.

Article 6 Participation
6.1 Students participate in the examinations of the course for which they are registered.

6.2 Students who have registered for an examination, are compelled to be present on the
set date, time, and place.

Article 7 Deviating tests

71 With regards to specific target groups and handicapped persons the EER may allow a
Skills Demonstration or a qualifying exam to be examined in a variant manner. As general
criteria for the deviating from applies that it must comply with exam-related technical criteria of
validity and trustworthiness and that the level and the objective of the deviating exam does not
differ from the regular objective and level of the regular exam.
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7.2

7.3

The request for a deviating examination form must be submitted in writing to the
examining board on production of a declaration of a physician or another specialist, from
which it appears that deviating examinations, if necessary, ought to exist.

The deviating form of examining is no longer valid when the situation ceases to exist or
when the declaration expires.

Article 8 Exemptions

A student or career coach may submit a request to the examination board for exemption of a
Skills Demonstration or qualification exam. This is possible based on a diploma or certificate
achieved earlier in senior secondary vocational education or higher professional education. The
criteria for exemption differ per course and per student. The Examination Board will decide on
the request for exemption.

Article 9 Procedures during the examination

9.1

9.2

9.3

9.4

9.5

9.6

9.7

9.8

9.9

A student can be asked to identify himself prior to or during the examination.

During the distribution and writing of an examination there should be complete silence in
the examination room.

A student must always follow the instructions of the examiner and/or overseer while
writing an examination or doing an aptitude test.

Participating in a Skills Demonstration or qualifying exam implies that work once written
keeps its validity. In exceptional cases the Examination Board can decide otherwise.

A student who during the examination or the Skills Demonstration falls ill or becomes
unwell can leave the examination location with the permission of the examiner/overseer.
The examination board will determine the continuation of the examination in question.
(see Article 9.13 up to and including 9.16)

The student shall remain in the examination location until the end of the examination.
Only with the examiner/overseer's permission may a student leave the location during
the examination.

The student may only have with him during the examination, objects, tools, apparatus,
and aids which have been prescribed or admitted for that examination.

Thus, candidates are not allowed to take into the examination room any of the following:
books, notes, boxes of instruments bearing data or any other article bearing data and
paper for rough work. Electronic calculators are forbidden unless stated in advance.
Mobile phones and other electronic devices are forbidden.

The student is compelled to take along with him objects, tools, apparatus, and aids listed
on the invitation form of the aptitude test.

A student who arrives tardy for a Skills Demonstration (expected), shall contact the first

assessor. The first assessor shall determine whether the assessment of the Skills
Demonstration will continue.
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9.10

9.11

9.12

9.13

9.14

A student who arrives tardy for a written or digitally qualifying test, reports at the
examination office and may be admitted no later than 30 minutes after the start of the
qualifying test.

Students are not allowed to leave the examination room during the first 30 minutes
unless in exceptional circumstances.

Students who arrive late will not be allowed extra time to make up for the lost time.

At a centrally developed examination the student may be admitted no later than 30
minutes after the start of the examination. The student, however, hands in the completed
work at the time for it.

At an oral examination the examiner determines whether a student can still participate in
the examination. If the student can no longer participate in the examination, he/she will
be considered absent. (see Article 10.7)

Falling ill at a centrally developed examination

9.15

9.16

9.17

9.18

9.19

If a student falls ill during the examination, a member of the examination board shall
consult in first instance with the student regarding the question whether the examination
can be continued. If the student is unable to complete the examination, the examination
board will ascertain whether the student may continue with the examination later the
same day. The examination board shall report this in the written report.

If the student is allowed to continue the examination that same day, the student shall be
kept in quarantine until such time.

If the student cannot continue with the examination that same day, the examining board
shall declare the examination work done during the examination as invalid. The reason
shall be mentioned in the written report. A student can leave the examination any time
after the first 30 minutes, surrendering his/her question paper and/or answer book/paper.
No re-admittance of the student is allowed.

Where a student can leave the room, they are accompanied by a staff member or an
attendant.

Examination material must not be removed from the examination room by the student.
The examination board shall inform the student or- in the case of a minor-his/her

parents/guardians in writing regarding the method in which the examination shall be
completed.

Other rules for the Skills Demonstration

9.20

Further rules regarding the course of events during the Skills Demonstration are
included in the EER.

Article 10 Irregularities
Student

10.1

Certain conduct and actions of a student before or during the examination may be
considered by the examiner/overseer as an irregularity.

This applies in any case for:

e Making use of information of non-authorized sources;
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¢ Committing plagiarism and/or using falsified documents;

¢ Not following (correctly) indications and instructions by an examiner or overseer;

o Not showing up for or participating in an examination set for a certain date, time, and
place, with mentioning any valid reason.

Conduct, actions, and so on, can be considered as an irregularity in the spirit of this
article based on a founded decision of the examining board.

10.2 The examiner/overseer is entitled to bar a student who commits an irregularity from
entering the examination location or to have him removed.

10.3 If an examiner or overseer detects an irregularity during a test, he shall report it on the
official reports and gives, if necessary, a verbal elucidation. The examination board shall
determine, based on this, if there is indeed any question of an irregularity in the spirit of
this article. The examination board may impose a sanction afterwards.

10.4 The sanctions referred to in this article are:
e Exclusion from the next (regular) examination opportunity;
e Declaring the result of the Skills Demonstration in question or qualifying exams
invalid;
o Exclusion from (further) participation in the examination of the component in
question;
o Complete exclusion from further participation in examinations.

10.5 Before the sanction is imposed by the examination board, the student shall be heard.
The student can be assisted by an older person; in the case of a minor, this person will
be his legal representative.

10.6 In the case of being absent during an examination the student shall submit a written
declaration, within 5 schooldays, after the planned examination to the employee at the
examination office, containing the reason for his absence.

10.7 The examination board shall take a decision within 10 days (about 1 and a half weeks)
after having heard from the student or having received the written explanation for his
absence. The examination board may decide that the absence was legitimate or
illegitimate.

External causes

10.8 External causes may also lead to irregularities. In the case of irregularities caused by
unexpected external causes the examiner or overseer shall act in accordance with his
findings and reports it in the official reports.

10.9 In case the irregularity was caused by the conduct of personnel of the institution or by
helpers hired by the institution, either by action or neglect, or by giving incorrect
information, sanctions referred to in paragraph 5, shall not be imposed.

10.10 Anyone involved with the examination and suspects that there is mention of
irregularities is compelled to report same to the examination board.

Article 11  Determining of the results
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Examination file

Pieces of evidence are kept in the student’s examination record by means of which the
student can demonstrate of having completed the examination successfully. It concerns
in this case:

e the results of the Skills Demonstration;

o the results of qualifying exams among which the language and arithmetic
examinations;

having achieved applicable legal professional criteria;

the assessment of professional practical formation;

the assessment of career and citizenship;

the assessment of activities of the optional part

Skills Demonstration

A Skills Demonstration shall be evaluated by more assessors. The result of the Skills
Demonstration may be: ‘passed,’ ‘passed with excellent results’ or ‘failed.” When one
does not pass the exam, the student will receive a summary of the assessment
containing the insufficient aspects.

Qualifying exams

Qualifying exams are about knowledge and skills that form a necessary part of the
qualification but are not assessed in the Skills Demonstration. The caesura of an exam
can be found on the participant’s information.

Professional Practical Training
The examination board shall determine whether the Professional Practical Training has
the required scope, expressed in days. The assessment of each Professional Practical
Training ought to be sufficient.

Career and citizenship and unspecified teaching time

Both Career and Citizenship will be judged satisfactory if the obligation is fulfilled. If one
or both are evaluated insufficiently, the student will receive a summary of the
assessment containing at any rate the aspects that were insufficient

Determining results
The examining board determines the results of each component/examination.

Article 12 Announcement of the results

121

12.2

12.3

The preliminary results of the Skills Demonstration shall be made known directly after
the exam by the first assessor. The definitive results of a Skills Demonstration shall be
announced in writing to the student by or on behalf of the examining board within 15
school days thereafter.

The results of a qualifying exam shall be made known to the student in writing within 15
days (about 2 weeks) thereafter.

The results of the Professional Practical Training shall be made known to the student
within 15 school days.
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12.4

12.5

The results of Citizenship and career planning shall be made known to the student in
writing within 15 school days

In very exceptional cases may one deviate from the terms mentioned above, if one
deviates from it, a written declaration shall be sent.

Article 13  Perusal right and storage terms

13.1

13.2

13.3

13.4

13.5

During 10 school days after the results of an examination the interested parties have the
right to discuss and if possible, peruse the examination work.

A request to discuss and/or peruse the examination work can be submitted to the
examining board.

Perusal of examination work with reference to qualifying exam is only possible in the
school building supervised by or on behalf of the examining board.

Pieces of evidence regarding examinations are kept after writing the Skills
Demonstration or qualifying exams up to and including one year after the certificates
have been handed out.

After the storage period has expired, the pieces may be destroyed.

Article 14 Resit

141

14.2

14.3

The student has the right to resit a Skills Demonstration or qualifying exam for which an
insufficient mark was achieved at the first sitting. The examination board may attach
conditions to a resit, and informs the student of this in writing.

The examining board determines whether an extra session will be held or whether the
resit can be done by participating in (components of) examinations during the next
regular session and informs the students regarding it. The right to resit by students is
described in the EER.

The right to a resit for the component Professional Practical Training consists of a one-
time extension. The examining board determines its scope.

Article 15 Request for reconsideration / complaint

15.1

15.2

If a student files a complaint, then the student will address himself to the examiner
concerned or career coach to find a solution in consultation with each other.

If this has not led to a satisfactory solution for the student, the student can then file a
written complaint with the examining board.

A complaint about an examination can be aimed at:

o Arequest to reconsider an assessment of a (component) an examination;

e Other complaints about an examination.

When it concerns a request to reconsider, the student must submit the request in writing

within five school days after the announcement of the assessment to the chairperson of
the examining board.
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15.3

15.4

When it is about other complaints regarding the examination, the student must submit
the complaint in writing within five school days after sitting for an (component thereof)
examination to the chairperson of the examining board.
A request/complaint shall comprise of at least:
- Name and address of the student;
- Date when the complaint was sent;
- Description of the complaint;
- Signature of student (if a minor signature by legal representative)
- Depending on the nature of the request/ complaint, mentioned under paragraph 1
e date of examination (component) of the complaint in question;
o date when the result was announced.

The examining board shall hear the parties concerned and take a decision within ten
days regarding the dispute and inform the student in writing about it. In the written
announcement the possibility of entering an objection shall be indicated. A copy of the
written announcement shall also be sent to the examination’s office.

Article 16  Objection

16.1

16.2

16.3

The student may enter a written objection at the examination’s bureau within five days of
the date of the decision taken by the examining board. The petition shall at least contain:

@,

+ Name and address of the student;
+» Date of dispatch;
+ The decision against which the petition in question;

« Explanation of the content of the objection

The examination office examines the petition including the request/complaint and takes
a decision within ten school days and informs the student in writing of this. The
possibility of entering an appeal shall be indicated in the written announcement.

A copy of the written announcement shall also be sent to the examining board.

Article 17  Appeal

17.1

The student may enter within five days of the date of the decision by the examination’s
office on the petition, a written appeal with Commission of Appeal.

The commission of appeal is instituted by the school board of the SCS with external
members not employed by the SCS.

The commission shall consist of:

v" The name and address of the student;

v' The date of dispatch;

v" The decision against the appeal in question;
v Explanation of the content of the appeal

The commission of appeal investigates and takes a decision within four weeks after

receipt of the appeal unless it has extended this term by no more than two weeks by
motivating it.
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17.2 If the commission of appeal deems that the appeal is well-founded, it shall destroy the
decision of the examination’s office either partially or completely and may order the
examination’s office to take a new decision. The commission of appeal may set a term in
its pronouncement for this.

17.3 In addition, the commission of appeal may charge the examination’s office to administer
anew the examination or any component thereof.
The commission of appeal my set conditions for this.

17.4 The commission shall announce its decision in writing to the student and to the
examination office.

Article 18 Complaints and appeal at the centrally developed examination

18.1  The student shall follow the route of the CVQ SCS as described starting with Article 15
in this regulation if there are complaints regarding the conduct of a centrally developed
examination.

18.2 The student may start a civil suit procedure pertaining to complaints about (realization
of) the mark for the centrally developed examination.

Article 19 Overview of achieved results

Students are responsible for keeping track of their examination results. Minimally twice a year,
the student shall receive a summary of the results.

Article 20 Qualified for the course
20.1 A student is qualified for a course if he/she has complied with the diploma criteria.

20.2 If the diploma criteria have been complied with and have been approval by the
examining board has taken place, this will be communicated to the student within five
school days.

Article 21 Pieces of evidence

Students who have passed (parts of) the examination shall receive, when leaving the course,
the pieces of evidence in question.
¢ Adiploma accompanies a qualification with an overview of the Skills Demonstrations,
the qualifying exams, and the professional practical training.
e Part of a course shall be accompanied by one or more proofs of Skills Demonstrations
achieved, the qualifying exams and the Professional Practical Training.
o If the student has completed the supplemental modules successfully, he/she shall
receive a certificate/proof of participation.

Article 22  Secrecy

Anyone involved with the conduct of the examination and in doing so gets hold of data has to
treat this confidentially and is sworn to secrecy.

page -29- van 31



Unless a legal stipulation obliges him to make such public or while conducting the examination
the necessity to make it public ensues from his task.

Artikel 23  Conflicting provisions

If any provision of the OER conflicts with the provisions of these exam regulations, the
provisions of these regulations take presendence.

Article 24 Unforeseen circumstances
In case of circumstances for there are no provisions in this regulation of the EER (part 1

and 2), the competent authority, in consultation with the examination’s office, shall
decide.
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ANNEX 4 CVQ ASSESSMENT PROCESS

Assessments are guided by the CXC- Assessment Policy. The Certification Policy also outlines
the institution's procedure for ensuring students are certified within established guidelines.
These policies are available on our website. The assessment process is based on the gathering
of evidence and the making of decisions about the outcomes of learning and competence.
Assessment methods include simulation, practical demonstration, oral questioning, written test,
testimonial, projects, and portfolio of work. The assessment process can be described as a
basic three-step process as outlined below:

Step 1 — Planning the Assessment
In this step the assessor meets with the candidate to:

» discuss the context and purpose of the assessment
* explain the competency standards to be assessed and evidence to be collected

» complete self-assessment

* outline the assessment procedures and preparation you should undertake
* assess your needs and & seek feedback regarding your readiness

+ Advise them candidates of their rights to appeal

» Complete the relevant planning documents

Step 2 — Conducting the Assessment

This step also involves the candidate and the assessor. In this step the assessor meets with the
candidate to:

* ensure you sign an assessment register

* the assessor will collect evidence and assess this against the competency standards

* oversee the evidence gathering process

* record details of evidence collected

» make judgment about your competence based on the evidence collected

Step 3 — Providing Feedback on the Assessment
At this point, the assessor provides feedback to the candidates on the outcomes of the process.
This involves:

» clear feedback on the decision e.g., why you were deemed Not Yet Competent
« information on gaps in competence and ways to overcome these
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