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1 INTRODUCTION

Oshikwanyama subject/phase teachers should reguaanisult this document to ensure that they
teach within the guidelines of the Ministry.

The success of a teaching programme to a largatedépends on effective subject management.
The purpose of this subject policy document isuag subject management in the school, but it
simultaneously strives to leave scope for eachviddal teacher to take initiative, especially in
presenting subject content and facilitating leagnin

This subject policy guide is applicable to Oshiky@ma in the Upper Primary, Junior Secondary
and Senior Secondary phases in all government &chwdNamibia. It is essential for subject
teachers to consult the National Curriculum for iBdsducation constantly to ensure that they
teach within the guidelines of the Ministry.

Apart from the guidelines in this document, there eertain issues which will be dealt with in
each school's own internal subject policy, e.g.dglines concerning the submission of
examination and test papers, moderation and tygipgpers, etc.

2 AIMS OF THE NATIONAL SUBJECT POLICY GUIDE

This document is the official subject policy guifte Oshikwanyama. It makes provision for a

well-organised and practically orientated programméhe teaching and management of African

Languages in the school and aims to:

e provide guidelines for subject managers in contrglteaching and learning activities

* guide teachers in organising their administratiuéie$ and in planning teaching and learning
to meet the expectations of the national standandsperformance indicators

3 SUBJECT-SPECIFIC ISSUES
3.1 The Composition of Phases and Appropriate Grades

The time allocation for Oshikwanyama is as follows:

Grades 5-7: 6 periods per 5-day cycle
Grades 8-10: 4 periods per 5-day cycle and 5 gener 7-day cycle
Grades 11-12: 6 periods per 5-day cycle and bgsper 7-day cycle

3.2 Time—tabling

The available number of periods for the languagrikthbe spread across the week/cycle.

3.3 Syllabuses

A syllabus is a course description for a subje¢hivithe curriculum. It is a concise and general

statement of intended learning which describegdtewing:

. the purpose of the subject - these are the rationale and ahish give the reason for and
direction of the course

. the content of the subject - this is described in terms ofntke and topics. In language
syllabuses the language skills are the themesagoicist

. objectives, defined in terms of what learning is intendethappen at the level of a subject
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. competencies are the significant cognitive operations, skilititudes and values which all
learners should be able to demonstrate, and wiaiclbe assessed

. assessment describes how learner achievement willassessed and how the course will be
evaluated

[Please note: The ternmGeneral Objectives (for Objectives) andecific Objectives (for Basic
Competencies) are being used in Senior Secondiaypsges.]

Teachers should be well-acquainted with the sylBabantent and teach the syllabus, not the
textbook. All syllabuses of a subject/phase shdwddin the Subject File. However, only the
syllabuses of the grades the teacher teaches sheudthe teacher’s Preparation File.

3.4 Schemes of Work

A scheme of work is used by the subject teach@itdn teaching and learning for the year and is
divided into terms. The scheme of work must be bgexl from the syllabus and not from the
textbook. If the syllabus changes, the scheme okwuaust be adapted. Schemes of work must be
developed at the beginning of the year and eactlegshould have an own scheme of work for
Oshikwanyama.

The scheme of work should be kept in the Prepardite and a copy for reference in the Subject
File. Provision should be made in the scheme okwormark off subject matter completed, and
this should be done on a weekly basis. Managenmentid monitor progress on a regular basis.

See Annexure B for an example of the scheme of work

3.5 Written Lesson Preparation

Written lesson preparation is compulsory for eviagcher, irrespective of experience. Daily or
weekly written preparation should be done on tingplate provided by the school, well in advance
of delivery in the classroom. Subject/phase teacban do lesson planning together.

A successful lesson plan should include the dateg,ttheme and topic, teaching and learning
materials, lesson objectives and basic competetxies achieved. For the presentation part of the
lesson the following should be planned: a shogr@priate introduction, monitoring of homework
done, presentation of the subject content and tatdeai conclusion. Compensatory teaching and
continuous assessment should be part of the Igason It could include differentiated written
work, tasks, assignments, exercises and homewadikti@s. Provision should be made in every
activity to improve learners’ reading, writing aspkelling skills in Oshikwanyama.

After lesson delivery the teacher should write icait reflections on the lesson, noting how
teaching strategies could be changed to meet $isereobjectives. The lesson should then be filed
for future adaptation.

See Annexure 1 for an example of the lesson praparformat.
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3.6 Homework

Quality homework is a very important tool for acade success. It strengthens the teacher’s
efforts in class and enhances the learning prodédss.principal, in collaboration with the hostel
superintendent concerned, must arrange study geidodhostel learners. Learners should get well-
planned homework every day.

3.7 Maximum time on task

Success in the Oshikwanyama class depends on maxime on task and it is expected that:
. the teacher and learners attend every class asmtedion the timetable

. the teacher and learners arrive punctually in tbenmg for school and for every class

. lessons are planned so that there is as much tinteesk as possible

. the principal and management set the example asfquality time on task is concerned.

3.8 Teaching and Learning Materials

Teachers in Oshikwanyama should be creative anavative to produce their own teaching and
learning materials linked to practice.

3.8.1 Teachers’ Manuals/Guides

This very important official document guides teachand learning in the classroom and should be
fully utilised. A copy/copies of the available mah(s) for Oshikwanyama should be in the Subject
File and every language teacher should have a copy.

3.8.2 Other Resources (including ICTSs)

The school should develop policy procedures foressing, returning and storing resources
(apparatus, equipment, etc.) provided by governmeptirchased through the school development
fund. Teachers should use these to enhance leaamichignake teaching fun. A list of available
items should be part of the school policy and updaggularly.

3.8.3 Classroom Displays

Wall displays are pictures, wall charts and/orfades displayed on the walls of the classroom that
make learning interesting. Learners will learn é&etiecause they can see the same thing over a
period of time, which makes it easier to rememiner @anderstand. Ideas for wall displays:

. pictures should be selected to stimulate learmesask questions or begin working
. learners should make some displays themselves

. you can display learners’ class or homework

. displays should be changed regularly

Wall displays can be combined with displays ondabdf books or items of interest from the
environment. When learners spend time reading asclisking ideas in an interesting display,
learning is better and more fun. Encourage leartersdd to the display, and change displays
regularly.
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3.8.4 Textbooks

The ideal situation is that every learner has dbtek for Oshikwanyama. This applies for
grammar and prescribed literature textbooks. Whezadeal situation of one textbook per learner
is not achievable, there should be at least séiboks so that each learner can have access to a
textbook in the classroom. Provision should alsartagle for the availability of dictionaries and
orthographies, and any other language material. Stigect teacher takes full responsibility for
control over the textbooks. Learners should be &iduacto look after their textbooks and respect
them as very important resources. Textbooks shoeldovered with plastic. A list of textbooks in
use and other equipment is available in the Sulbjiget

3.8.5 Exercise Books

Schools will make their own arrangements regardileg/exercise books for notes and tests.
Exercise books should be covered with brown papath (name, grade and title) and plastic
(optional).

3.9 Assessment

A record of learners’ marks and test should be kephe teacher's Administration File. Proof of

assignments for project purposes should alwaysviadahle in the resource file. The following

documents should guide assessmeRshikwanyama:

. the subject syllabus

. National Curriculum for Basic Education

. Towards improving Continuous Assessment in schools: a Policy and Information Guide (a
NIED document)

. guidelines in the Teachers’ Manual (where applieabl

. DNEA directives

. Formal Education circulars on assessment and promot

. Guidelines for Teachers on Setting and Marking Assessments, January 2005.

3.10 Marking and Moderation

Guidelines on the marking and moderation of testamination scripts, projects and assignments:
. marking should be done by the teacher in red

. consolidation tests and test/examination scriptaulshbe marked and handed back to the
learners as soon as possible

. learners should see their marked test/examinatiopts before the marks are finalised

. the HOD/subject head will moderate a sample oéastl 5% of the marked scripts in green

. marking of projects and assignments should be tgrihe teacher and handed back to the
learners as soon as possible

3.11 Learner-Centred Education (LCE)

Learner-centred education sometimes requires ¢aanérs have space to move around or work in
small groups. This might be challenging in overdyge classes, and teachers will need to be
creative to ensure that teaching and learning asnkx-centred. Principles for learner-centred
education can be found in the following publication
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. the subject syllabus

. Learner-Centred Education: A Conceptual Framework

. How Learner-Centred are you?

These documents are available for downloading fiteerNIED websitevww.nied.edu.na

3.12 Continuous Professional Development

The school should partner and share the respangsifol in-service training of staff members.
Workshop materials and handouts must be kept ilRédsource File and remain the property of the
school. Applicable parts should be kept in the Adstration File of the subject teacher. Teachers
should share information, experiences and stragebiey were equipped with during training. In
the Subject File a record sheet will indicate théed, venues and names of teachers who attended
workshops in Oshikwanyama

4 SUBJECT MANAGEMENT ISSUES

4.1 Line Management

4.1.1 The Principal

The principal is accountable for the effective ngeraent of every subject in the school and the
attainment of satisfactory results. The principaymby way of delegation, assign managerial
responsibilities for the subject to the Subject dHddOD/phase head/senior teacher).

4.1.2 Head of Department
The HOD, to whom the Oshikwanyama teacher(s) valréporting, does not need to be a teacher
of Oshikwanyama. The HOD (s) form part of the mamagnt team of the school, which should
continuously monitor teaching and learning by:
* Motivating teachers and learners,
* Monitoring learners’ progress by analyzing writterork, assignments and assessment
results.

4.1.3 Subject Head

The subject head ia member of staff who is responsible for instruzdioleadership, mainly
through co-ordinating the curriculum implementatimina subject or a group of related subjects,
and by facilitating and creating opportunities figam building and continuous professional
development in order to improve the teaching coemet of the teachers involved. The position of
subject head is not an official appointment. The d the subject head can be performed by the
principal, vice-principal, head of department onise teacher. Specific responsibilities of the
subject head may include the following:

Planning

* promote a conducive teaching and learning envirarinmeevery classroom

* ensure that all the latest subject/phase-relatedirdents and textbooks are available at the
school

* develop and implement an assessment policy acaprtbn guidelines in the teachers’
manual/guide

* review internal test/examination results and pletioas to improve on weaknesses

* implement Key Areas 2 and 3 of the National Stadsland Performance Indicators
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be involved in planning and implementing the PldnAation for Academic Improvement
(PAAI) for the school

allocate teachers according to their specialisation

identify needs for support from Advisory Teachand arrange with Regional Office for input
study Advisory Teacher and examination reportsiamplement the recommendations

identify the subject/phase’s financial needs anohstithese to the budget committee of the
School Board

Organising

expect full accountability for academic performafcen subject/phase teachers and learners
influence, enhance and sustain the academic peafarenof Oshikwanyama teachers
establish effective communication within Oshikwarmyga

ensure that the latest subject-related documeatawailable and in use

establish and maintain proper subject administnatio

v Preparation File

Administration File

Resource File

Subject File

Question Paper Bank

conduct regular subject meetings

ensure that sufficient textbooks, teachers’ ressiend learning materials are available
establish and monitor a practical textbook-corggstem

create a positive working environment for the Oslaikyama teachers

establish and maintain good discipline

v
v
v
v

Leading and Guidance

discuss the outcome of the Teacher Self-Evalugfi®&E) with individual teachers and give
support, guidance and assistance to Oshikwanyaachdes

assist new and beginner teachers in all respects

guide teachers to set academic targets for theesalvd for learners

assist teachers to achieve improved academic sarget

defuse internal conflicts between subject teachers

ensure full implementation of the internal schaddjsct policies and procedures

encourage teamwork and recognise good work

provide for specialist assistance to the subjeathers, e.g. by advisory teachers, cluster
subject groups, etc.

promote the image and status of the subject

allocate mentor teachers to beginner teachers anduct an effective induction programme
for new teachers

provide school-based staff development programméset subject teachers

Monitoring

establish and implement continuous monitoring amttrol of prescribed files

moderate tests, examination papers, marking gmdsk schemes and answer scripts
coordinate the setting of question papers of diffeteachers of the same grade

monitor the quantity and quality of continuous asseent marks, written work, tests and tasks
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* monitor record-keeping and ensure their accuracy

e conduct classroom observation visits, write repand provide follow-up support
» control compensatory teaching

» establish a disciplined teaching and learning emvirent

4.1.4 The Subject Teacher

The Oshikwanyama teacher as the classroom manager imter alia, the following

responsibilities:

. strive towards the achievement of the objectivestained in the National Standards for
Schools and Performance Indicators

. create a conducive environment in the classroomdatity teaching and learning

. establish a disciplined teaching and learning emvirent in the Oshikwanyama class

. meet the requirements of the curriculum and thel®sinyama syllabus

. facilitate teaching and learning both inside antiole the classroom in order for the learners
to acquire the necessary knowledge, skills, vadunekattitudes

. develop an effective and efficient scheme of work

. establish positive attitudes among learners tow@stgkwanyama

. promote the establishment of project work in Oslikyama

. be creative and innovative in daily/weekly lessorparation and the production of own
teaching and learning materials

. consult the nearest resource centre in connectitntraining opportunities and sources of
information, and teaching and learning materials

. liaise with the subject head with regard to the stimounning of the subject

. control and mark learners’ written work and givedback

. plan special activities to improve the reading twg and spelling skills of learners

. communicate with parents

4.2 Monitoring Learners’ Written Work/Homework

The HOD/subject head/phase head/senior teachetdshmanitor learners’ written work at least

once per term. The African Languages teacher should

. control the written work of learners on a regulasils, paying special attention to grammar
(e.g. using full sentences), spelling, neatnessdband display

. mark at least 70-80% of all written assignmentgreises, tasks and worksheefeedback
from the teacher is immediate, praising, encouggipositive and
informative

4.3 Subject Meetings

Subject meetings for African Languages will be heddularly, at least once per term. An agenda
will be followed; minutes will be kept and storedthe Administration File. The purpose of the

meetings will not only be administrative, but maylude activities such as planning, guest
speakers, sharing of ideas, lesson presentatior®lelmlessons), improvement of results,

improvement of methodology, feedback on workshefs,

4.4 Managing Subject/Phase Materials
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Procedures should be developed for the orderingextbooks, materials, control of materials,
storage, distribution, collecting and annual stakktg. A textbook-control system will be put in
place. One person should be identified by managetodre responsible for this task.

Detailed procedures should be developed for thgestuin terms of setting, typing, duplicating,
marking and moderation of worksheets, tests anthawaion scripts, storing of the same, etc.
4.5 The Advisory Teachers

Advisory TeacherqgATs) have extensive knowledge of the relevant subject areas their
responsibilities are, amongst others, to ensurditgua education through rendering of liaison
services and subject guidance. The school sholiidutilise the expertise provided by ATs.

4.6 Cluster Subject Groups

The purpose of cluster subject group meetings isntprove efficiency, build capacity and
empower teachers. Attending and participating ustelr subject activities can play a positive role
in collaborative development and improving qualégiching and learning.

4.7 Teachers’ Resource Centre (TRC) and School Libry

Teachers are encouraged to utilise the resourckfaaiiities offered at TRCs. If a certain item is
not available at the local/regional TRC, it is pbksto make inter-library or inter-TRC loans with
the help of the TRC manager. Procedures for theotifxcilities and the lending of resources can
be obtained from the TRC manager. A list of TRCtaohpersons and an annual time-table of
training programmes should be kept by the HOD.

If the school has a school library, a list of reses and books available for lending should be
provided to staff members, as well as the rules@ondedures for class visits to the library. It is
advisable to have procedures for project work avs$ible use of the Internet.

4.8 School-Based Studies

During school-based studies, the class teaches @ayrucial role in assisting the student teacher
and modelling good practice. Student teacherseayeined to analyse and reflect critically on their
teaching experiences, and evaluate their own le@rmiith a view to improving their teaching
ability. In this way they will develop appropriagabject knowledge and concepts.
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5 OPERATIONAL FILES

5.1 Preparation File
(Responsibility: Every Subject/Phase Teacher)

Written lesson preparation is compulsory for abbjeat teachers in Namibia. This file contains the
written preparation done by a teacher, and incladleglevant information. It is the responsibility
of management to monitor these files once a week.

Content of the Preparation File

. control sheet

. table of contents

. the teacher’s personal time-table

. syllabus for all the subjects taught this yeare (Hiest editions)

. schemes of work for all the subjects taught ther yaeatly typed)
. up-to-date daily/weekly written lesson preparation

. teacher's commitment to PAAI

5.2 Administration File
(Responsibility: Every Subject Teacher)

The Administration File is the file that every setij teacher keeps with important subject
information and any other school-related informatig?lease use the word Administration File. A
personal file (according to the Act) is a persdil@lwith the teacher’s ID, appointment letter,.etc
that is being held in the office of the principal).

Content of the Administration File
. control sheet
. table of contents
. organisation:
v' personal time-table
v' the register class’s time-table
v' time tables for tests/examinations
v' official school calendar of the MoE
. register class list
. mark sheets with continuous assessment, test aamdieation marks
. planning: PAAIL. In this document management sheeldacademic targets to be achieved by
every subject teacher
. policies:
the Code of Conduct for Teachers
the school’s internal Subject Policy for the sul{@ctaught by the teacher
teacher’'s Manual/Guide for the subject (If applieadind practical)
copies of the National Standards and Performaraiedtors
the Teacher’s Self-Evaluation Instrument
the Classroom Observation Instrument
. meetings: minutes of staff, departmental, subjedt@duster meetings
. circulars and reports from the MoE, Regional Offacel Advisory Teachers

AN NN NN
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. textbook control
v'list of numbered textbooks in learners’ posses€ién
v' textbook inventory of register class

5.3 Resource File
(Responsibility: Every subject teacher)

. control sheet

. table of contents

. worksheets

. projects, assignments, topic tasks, practical inyaons, artefacts, including marking
criteria

. course material and workshop handouts

. information on compensatory teaching in the subject

5.4 Subject File
(Responsibility: Subject Head)

For any subject to be taught and administered ssbaly it is essential to be well organised. A

functional Subject File should be put in place. Tileeshould be used regularly and kept up to date
continually, and accessible to all subject teachafisen there is uniformity in a subject it does not
only simplify the administration thereof, but al®akes control by the school management easier.

The Subject File serves as a source file for thgesti teachers of a specific subject, and is the
property of the school. It is aimed at promotindeefive organisation and management of the
subject at school. A separate Subject File shoeldrbated for each of the Upper Primary, Junior
Secondary and Senior Secondary phase.

Requirements of the Subject File

. it should be planned systematically

. it should be at the school at all times as pathefschool’s filing system
. it should be accessible to all subject teacheadl sitnes

. it should be kept up to date on a continual basis

Contents of the Subject File
. control sheet (explain purpose)
. table of contents
. the National Curriculum for Basic Education
. subject Policies:
v' the National Subject Policy Guide for the subjecN(ED document)
v' the school’s internal Subject Policy
. a copy of the completed Plan for Academic ImproveniEAAIl) document
. subject teachers’ information:
v' names and the grades they teach
v' timetables of teachers teaching the subject
v' personal information: qualifications and experi&nc
. latest syllabus(es) applicable to the subject/phase
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schemes of work for all the grades (clean copy)

minutes of subject/departmental meetings

minutes of cluster meetings

Advisory Teacher reports

Subject-related circulars and correspondence

textbooks

v' list of textbook titles available in the schooledsby learners; available to the teachers
as resource material

v' copy of relevant pages from Textbook Catalogue

inventory of other teaching and learning materdgiplicable to the subject

promotion marks for the last three years and atuatian thereof

teacher’'s Manual/Guide for the subject (if applieadind practical)

record sheet with dates, venues and names of tsawhe attended workshops

Question Paper File
(Responsibility: Subject Head)

control sheet

table of contents

specimen papers and mark schemes (where applicable)

guestion papers and mark schemes per grade/testfeatson

marking grids/test specification grids (where aqgbile)

JSC/NSSC Examiners’ Reports and monitoring redort&rade 7 (until phased out) for the
past three years, for subjects where applicable

National Subject Policy Guide for Oshikwanyama, Grades 5-12, 2009 11



Annexe 1: Example of Lesson Preparation Format

Teacher: Grade:

Date:

Subject:

Time:

Theme and Topic:

Teaching Materials and Resources to be used:

Lesson Objectives: Learners will:

Basic Competencies (Refer to Syllabus): Learners&isuld be able to:

Presentation of the lesson:
1. Monitoring of homework done:

2. An appropriate short introduction:

3. Presentation of subject matter and learning divities:

4. Consolidation:
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5. Assessment / Homework / Tasks / Exercises

Oshikwanyama across the Curriculum
Reading activities:

Writing activities:

Compensatory teaching:

Reflections:
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Annexe 2: Example of a Year Planner

YEAR : 20 GRADE : SUBJECT : SUBJECT TEACHER:
(Teaching Time= 22-30 weeks)
—
= Week 1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7
ﬁ Jan......... Jan.......... Jan........... Feb........... Feb......... Feb.......... Feb........
|_
Schools Reopen.......
Week 8 Week 9 Week Week Week 12: Week 13: Week 14:
March........ March ....... 10:March....... 11:March....... April ........ April ........ April .........
Schools
Close..........
(Q\]
= Week 15: Week16: Week 17: Week 18: Week 19: Week 20: Week 21
5 May......... May........ June........ June....... June....... June........ July.........
|_
Schools Reopen.......
Week 22: Week 23: Week 24: Week 25: Week 26: Week 27: Week 28:
July......... July........ July........ July......... Aug......... Aug......... Aug.........
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Schools
Close..........
(0]
> Week 29 Week 30 Week 31 Week 32 Week 33 Week 34 Week 35
E Sept....... Sept....... Sept........ Sept........ Oct....... Oct......... Oct.........
Schools Reopen.......
Week 35: Week 36: Week 37: Week 38: Week 39: Week 40: Week 41:
Oct......... Oct.......... Nov......... Nov......... Nov....... Nov........ Dec.........
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