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SECTION I 

 

INTRODUCTION 

 

Assessment, in general, is an ongoing process aimed at understanding and improving student 

learning. CCE, a system of school-based assessment, was put in place by the Board to cover all 

aspects of student's development, with the objective of continuity in evaluation and assessment of 

broad-based learning. To support this initiative, many steps have been undertaken, such as 

introduction of grading, issuing uniform certificates to all the students appearing in Class X March 

Examination irrespective of the fact whether they are assessed by the Board or by the School in 

Summative Assessment‐II (SA‐II), conduct of Capacity building workshops, introduction of Values 

Education, Problem Solving Assessment, Assessment of Speaking and Listening skills and Open Text 

based assessment. 

 

The Board, besides collecting marks/grades assigned at the school-level through specially designed 

software, has in the last few years initiated random collection, verification and analysis of the 

‘Evidences of Assessment (EOA)’ conducted at school level under Formative and Summative 

assessments. In addition to scholastic assessment, the schools have also been asked to submit the 

evidences of co-scholastic assessment. 

 

NEED FOR VERIFICATION AND ANALYSIS OF EVIDENCES OF ASSESSMENTS 
 

i) To assess and ensure validity and reliability of different forms of assessment. 

ii) To determine the effectiveness of teaching learning process and its internalization by the 

learners. 

iii) To standardize the assessment procedures across all schools. 

iv) To identify strong areas of assessment in each school for reinforcement. 

v) To identify weak areas of assessment in each school and support and guide them through 

interaction. 

vi) To modify the teaching and learning activities on the basis of the feedback on the assessment 

practices. 

vii) To take up the identified issues in future training programmes 

viii) To guide the schools by incorporating more information in the Teachers’ manuals on 

assessments 

 

  



SECTION II 

 

PROCESS OF EVIDENCE OF ASSESSMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1) ISSUE OF CIRCULAR: 

A circular is issued to the schools informing them of the commencement of the process of 

Verification of Evidences of Assessments of Class IX/X students for the respective Academic 

session. The Circular includes detailed information and checklist on how to select and send 

the evidences of assessments. 

 

Selection of samples:  

a. All students of Class IX/X (all sections) are arranged in decreasing order of marks 

calculated for FA and divided in three groups  

i. Top one‐third students, 

ii. Middle one‐third students, and 

iii. Bottom one‐third students. 

b. Top five students from Group (i), any five students of group (ii), and bottom five 

students of Group (iii) will form the set of fifteen students for whom EA’s are 

collected. 

 

Formative Assessment 

The school is required to send details about all the FA tasks in the assigned subject which 

should include the break‐up of marks as well as the parameters for assessment. If the nature 

of the Evidences of Assessment (EOA) is such that it cannot be posted or transported such as 

oral testing, seminars, group discussion, models, charts etc. a brief write‐up may be prepared 

by the teacher on the assignment and sent along with marks awarded as per the following 

format: 

 

TYPE OF 

ASSESSMENT 

 

 

FORMATIVE ASSESSMENT: 

 

 

FA-1                    FA-2  

 

CO-SCHOLASTIC ASSESSMENT: Life Skills 

Work Education 

Visual and Performing Arts 

Attitudes and Values 

Co- Curricular Activities 

Health & Physical Activities   

ACTIVITY 

CONDUCTED 
 

DESCRIPTION OF 

THE ACTIVITY 
 

PARAMETERS/ 

INDICATORS OF 

ASSESSMENT 

 

 

MODE OF 

ASSESSMENT 

(Individual Teacher/ 

Group of Teachers) 

 



STUDENTS’ 

PERFORMANCE 

 

Sl. No. of the Student 

( As per Table 10) 

Marks/Grade Awarded Remarks about 

Achievement 

1.   

2.   

3.   

4.   

5.   

6.   

7.   

8.   

9.   

10.   

11.   

12.   

13.   

14.   

15.   
 

NATURE OF 

EVIDENCE 

ENCLOSED 

(Photographs, CD’s, 

etc.) 

 

 

The schools should send only such tasks that have been taken into account for arriving at the 

grades for FA1 and FA2.   

 

 

Summative Assessment 

For Summative assessment, the schools are not required to send any evidences. However 

only such schools which are assigned the subject of English of class IX will be required to send 

ASL evidences in the form of audio recordings/CD/ write ups of the speaking assessment, 

worksheets of the listening tasks and the assessment rubrics used for ASL. 

 

Co-Scholastic Assessment 

In case of Co-scholastic assessment, schools are required to send write-ups, photographs, 

anecdotal records, Charts, poems, CDs of the performance of students selected in formative 

assessment. A mention may be made about the Activities being used for imparting Life Skills, 

assessment parameters, etc. 

 

2) APPOINTMENT OF CITY COORDINATORS 

CBSE has decentralized the process of collection and verification of EA’s through the 

establishment of nodal centres and appointment of City Coordinators in various cities under 

the jurisdiction of regional offices. These City Coordinators are appointed by the Academic 

Branch in consultation with the Regional Officers. City Coordinators are the mentors and 

principals of the CBSE affiliated schools who are willing to lend their infrastructure and 

wholesome support in this challenging endeavour. 

 

 

3) ISSUE OF LETTERS TO THE SELECTED SCHOOLS  

The Circular issued at the end of each term is followed by a letter from the Regional Officers 

to about 50% shortlisted schools under their jurisdiction asking them to send the required 



evidences in the subject and Class assigned to them to the specified City-Coordinators by the 

term end. 

 

4) ORIENTATION PROGRAMME FOR THE CITY COORDINATORS  

The Coordinators will be invited by the Academic Unit for an Orientation Programme, either a 

face to face interaction or through A-View facility to familiarize them with the requisite 

arrangements to be made, the procedure of analysis of evidences to be followed, use of the 

Handouts, modified online updation system, their roles and responsibilities as a City 

Coordinator and other details. (Information regarding   Orientation Programme will be given 

separately)  

 

5) APPOINTMENT OF SUBJECT EVALUATORS(Moderators)  

The subject evaluators are the experienced Trained Graduate Teachers trained in CCE who 

are appointed by the Regional Officer in consultation with the concerned Coordinator. These 

subject evaluators are located in the same city where the Coordinators are located.  

 

6) ORIENTATION AND TRAINING OF THE SUBJECT EVALUATORS  

Once the subject evaluators are appointed, they will be oriented and trained at the 

respective Coordinators’ place by the Coordinators themselves or at the Regional Office by 

the Regional Officer and the CCE head. The Orientation Programme may also include sample 

checking by each moderator under close supervision of the Coordinator 

 

7) MAKING ARRANGEMENTS AT THE SCHOOL 

The Coordinator is requested to make available the following for carrying out collection and 

analysis of evidences: 

 A big room/ hall with 5-6 big tables and ten chairs around each. 

 One or two almirahs for safe storage of evidences. 

 Deputation of Clerical staff and Assistants for documentation and other purpose. 

 Purchase of Stationery items  

 

8) RECEIPT OF MATERIAL AT THE NODAL CENTRES 

The documents sent by schools will be received by Nodal Centres and verified with respect to 

the Subject and Class assigned to the school with the detailed list of schools assigned to 

them. Acknowledgement receipt will be issued to the schools.  As soon as the evidences are 

received from the schools, the Nodal Centres will update the status of the schools in the 

newly developed Online Updation System. Follow-up letters will also be issued to non-

compliers after specified date.  

 

9) VERIFICATION AND ANALYSIS OF EVIDENCES BY THE SUBJETC EVALUATORS 

The documents and other material with respect to each school will be verified and analysed 

by the subject evaluators in accordance with the guidelines given in the Handouts and under 

supervision of the Coordinators or the Regional Office. Necessary entries will be made in the 

Handouts.  

 



At the end of the analysis, the subject evaluators will fill in the feedback report for each 

school listing out the shortcomings and the strengths of the evidences received. The feedback 

will be very objective. This Feedback Report is very important as it guides the schools to take 

necessary remediation measures during the next term.  

 

Each subject evaluators will also be asked to fill in a detailed Report on different aspects of 

Evaluation procedure adopted by the Schools. The detailed Report will also contain 

suggestions to the schools and to the CBSE/ Regional Officer. This Report is very important 

for CBSE as the feedback and suggestions contained therein will determine the areas of 

further training of the teachers and also help the Board in revising the Teachers’ Manual on 

CCE.  

 

10) UPLOADING OF FEEDBACK REPORTS, COMPLIANCE REPORTS AND BEST PRACTICES 

IN THE ONLINE UPDATION SYSTEM 

An online status updation system has been developed in order to provide schools with 

updated information on the status of their evidences sent such as their receipt, analysis, etc. 

The schools are also provided the facility to download their feedback reports so that they are 

in a position to undertake required remedial measures for bringing uniformity and 

improvement in their assessment practices. The City Coordinators will scan and upload the 

Feedback Report of the assigned schools. In addition, the system also enables their schools to 

send their queries/complaints/observation which should be addressed by City Coordinators 

by sending prompt replies. It also facilitates uploading of Compliance Reports and Best 

Practices on the online updation system 

 

11) DISPATCH OF HANDOUTS, FEEDBACK REPORTS AND OTHER DOCUMENTS TO THE 

REGIONAL OFFICER 

The duly filled in Handouts, check lists and the Feedback reports (signed by the respective 

Coordinator) must be sent to the Regional officer for necessary further action. 

 

12) ONLINE PUNCHING OF HANDOUTS 

The Regional Office/Nodal Centres will submit the Handouts online to the Academic branch 
for further analysis.  
 

13) DISPATCH OF FEEDBACK REPORTS TO THE SCHOOLS 

The Regional Office will send hard copies of the feedback reports to all the schools giving a 
clear picture of their assessment practices, highlighting their strengths and weaknesses.  
 

14) SAFEKEEPING OF THE EVIDENCES AT THE NODAL CENTRE 

The Coordinator will make necessary arrangements for the safekeeping of the evidences 
received from the schools. The material must be preserved at least for three months after 
declaration of class X results. The Material will be destroyed as per guidelines issued by the 
Regional Officer after stipulated time under intimation of the Regional Officer.  
 

15) RECEIPT OF COMPLIANCE REPORTS FROM THE SCHOOLS  
The Academic Unit will compile the Best Practices/Compliance Reports from the schools for 
further enrichment of the Assessment procedures followed in schools. 



 

16) ANALYSIS OF THE DATA BY THE ACADEMIC UNIT 

The online information in the Handouts and the Feedback Reports are analysed by the 

Academic Branch and a complete Status Report is prepared highlighting the various aspects 

such as: 

 Findings from the analysis of Evidences of Assessment  

 Detailed analysis report (Comparison with the previous terms): 

 Graphs of the analysis  

 Performance of schools which scored low marks during the previous term analysis of EAs 

 List of schools which scored low marks for both the terms in an academic session 

 List of schools which have not submitted their evidences for both the terms 

 Status of the Compliance reports received from the schools including list of the schools 

which have expressed their need for CCE training or a mentor to be assigned to them. 

 

17) IMPROVEMENT IN ASSESSMENT PRACTICES by schools through training programmes 

and improvements in the CCE documents.  

 

18) PLANNING FOR THE NEXT TERM 

  



SECTION III 

HANDOUTS/TOOLS FOR ANALYSIS OF EVIDENCES OF ASSESSMENT 

 

The Board has issued directive to randomly selected schools to send the Evidences of assessments 

done by the schools during a particular term as part of Formative/ Summative Assessment in a 

particular subject and class and Co- Scholastic Assessments. Various Handouts have been prepared by 

the Board which will be used by the Subject Evaluators (moderators) as tools for verification and 

analysis of the evidences submitted by the schools. 

It is very essential for the Coordinators to get themselves familiarized with these Handouts used for 

analyzing the various aspects of Formative/ Summative and Co- Scholastic Assessments. A brief 

explanation of each is given below: 

HANDOUT 1 : Checklist – Record Sheet IX/X:  

 

 The Record Sheet has been designed to record information from the Checklist about the 

formative assessment records submitted such as number of tasks assigned, types of 

Formative assessments being carried out, range of marks awarded, Tools of assessments 

used, etc.  

 This handout also gives important information regarding comparability between Formative 

and Summative assessments being implemented in the school. 

 

HANDOUT 2:  ANALYSIS OF FORMATIVE ASSESSMENT 

 This handout gives important information on different tasks used for grading Formative 

Assessments (FA1/FA2) such as Class Test/ Unit Test and Projects. 

 Under Projects, this Handout gives important information regarding the kind of project given 

in the subject under study and whether the projects assigned were relevant. Whether the 

projects assigned were Group projects or individual projects and whether these projects 

were of multi-disciplinary nature. 

 If it were Group project, then how was individual contribution of Group members evaluated? 

From the topics of the project the Subject evaluators will be able to identify whether the 

topic is relevant, encourages in depth study of the subject, promotes inter disciplinary 

studies.  

 

HANDOUT 3: SCIENCE PRACTICAL/MATHEMATICS LAB/LANGUAGES LAB/ SOCIAL SCIENCE LAB 

 

 This Handout records the different parameters/ indicators used in assessment of practical 

work in different subjects. 

 

 

 

 



HANDOUT 4: ASSESSMENT OF SPEAKING AND LISTENING SKILLS 

 

 This handout records the assessment of speaking and listening skills for English, Class IX.  

 The Subject Evaluator is required to listen to the audio recordings, consider the worksheets 

of the listening tasks and the assessment rubrics sent by the schools as evidences.  S/he 

should assess whether the ASL has been done as per the rubrics prescribed by the Board and 

whether the schools have adhered to the specified time limits. For this, the subject 

evaluators should be equipped with the Board’s guidelines relating to ASL. 

 

HANDOUT 5: CO- SCHOLASTIC ASSESSMENT 

 

 In this, the subject evaluators are required to assess the write ups, tools of assessing, 

indicators and records of assessment of Life Skills, Work Education, Co- curricular activities, 

etc. sent by the schools. 

 

HANDOUT 6: FEEDBACK REPORT 

 

 In this the, subject evaluators is required to give an objective feedback on the following: 

 Number of formative assessment tasks assigned. 

 Level and variety of formative assessment tasks 

 Integration of Values and Problem Solving in FA activities 

 Lab Activites/Practicals 

 Quality of projects 

  



SECTION IV 

 

DUTIES AND RESPONSIBILITIES  

 

A. CITY COORDINATOR 

 

 
 To participate in the Orientation Programme organized by the Academic Unit from time to time.
 To make arrangements for the safekeeping of the material received.
 To make available a Hall with Tables and Chairs for collection and analysis of different materials 

received in different subjects.


 To keep a detailed list of the subject evaluators of different subjects teaching at secondary level 

and those who are trained in CCE in schools located in their city.


 To ensure that the subject assigned to the school for the assessment of which it is required to 

send evidences is different from the subject of its teacher appointed for evaluation purpose.


 To make arrangements for the Training of subject evaluators as and when desired by the Board.


 To provide enough copies of the Handouts to each subject evaluator. S/he must ensure that the 

number of packets to be analyzed by each subject evaluator should not exceed six per day with 

the working duration of at least 4 hours.


 To make available all the evidences and documents for supervision of the Team deputed by the 

CBSE.


 To keep attendance records of the subject evaluators with Time in and Time out for each day 

attended.


 To supervise their work, do sample checking of their filled in ‐ Handouts and guide them 

accordingly. The Subject Evaluators may be asked to open all the packets of a school at one place 

only so that the evidences can easily be traced and the verification of all the documents can be 

completed.


 To particularly ensure that complete and correct feedback report, in all aspects, is uploaded on 

the microsite:
o All pages of the Feedback Report are to be uploaded
o All aspects should be evaluated and marked in the feedback 

report

o There is no mistake in totalling

o Report should be verified and signed by the city coordinator.


 To guide and inspire them towards proper analysis of the documents.
 To provide local hospitality to the subject evaluators as per stated norms.


 To do status updation on online updation system and upload feedback reports.
 To reply to schools queries/ complaints and guide and support their efforts in assessment.
 To be in constant touch with the Regional Officer/Academic Unit and update him/her of the 

progress.


 To comply with the issued instructions and strictly follow the time schedule.



 
 
 

 To disburse payments as per the Board’s norms and submit bills, attendance Sheets and balance 

of advance back to the Regional Officer/Academic Unit for adjustment.


 To provide objective feedback to the Regional Officer from time to time.


 To maintain confidentiality of work.


 To submit all the Handouts, Feedback Forms and other documents to the Regional Officer at the 

scheduled time.

 
Note:  

i. The city coordinator must try and complete the process of analysis and verification in 1‐2 days 

only as there are not more than 30 schools assigned to a particular city coordinator.  
ii. The city coordinator may keep evidences of some good schools and after completion of the 

work, scanned documents or photocopies may be sent to the Academic unit for uploading.  
iii. The city coordinators may click some photographs while the analysis work is going on in their 

Nodal Centre for uploading on the microsite. 

 
 
 

 
B. SUBJECT EVALUATORS 

 

 To report to the concerned Coordinator at the stated time.  

 To attend the Orientation session for the entire day and participate enthusiastically in the 
Session proceedings. 

 To come to the Centre regularly for analysis purpose. 

 To read all instructions, guidelines, handouts and documents carefully and follow them at the 
time of analysis and filling up of the documents. 

 To receive the material and verify the contents with the detailed list of Schools with respect 
to the class and subjects assigned to them. 

 To ensure that at least 30 minutes are spent on analysis of material received from each 
school. 

 To simultaneously fill in all the documents and detailed Feedback Report for the Schools 

 To maintain discipline and confidentiality of the work assigned.  

 To strictly follow the time schedule. 
 
 

Note for the Subject Evaluator:  
1. The subject evaluator should carefully consider all evidences/documents received while verifying 

the evidences. 

2. The report should be prepared comprehensively and objectively based on evidences submitted by 

the schools and entries made in the Handouts. The evaluation of evidences and the report 

submitted should not be biased. 

3. The main objective is to help the schools in improving their assessment practices. 



 
 
 

C. OBSERVERS/BOARD OFFICIALS: 

 

 To attend the briefing session with the Regional Officer before leaving. 

 To discuss travel arrangements with the Regional Officer. 

 To make their own stay arrangements at the City to be visited. 

 To keep all the documents given by the Regional Officer safely before leaving. 

 To read Circular, Guidelines and other documents carefully to familiarize themselves with the 
process followed in the Analysis of Evidences of Assessments being undertaken at the Centre. 

 To reach the destination one day before Analysis Work is scheduled to begin at the Nodal 
Centre. 

 To discuss the arrangements with the City Coordinator. 

 To keep confidentiality of the Work assigned 

 To observe the Analysis work being done at the Centre and ensure that the work is being done 
seriously as per the prescribed guidelines. 

 To send the Report/Performa for monitoring of evidences of assessment, immediately to the 
Regional Officer after the Visit. 
 

 

D. CLASS III EMPLOYEES: 
 

 To comply with the instructions issued by the Coordinator/ School principal. 

 To maintain the list of experienced teachers of different subjects of the CBSE affiliated schools 
located in the same city by contacting the school Principals. 

 To receive the confidential evidences from different schools and verify the incorrectness from 
the detailed List received from the Regional Officer. 

 To issue the Acknowledgement Letter on the prescribed format and maintainthe register for the 
same listing the name of the school, subject in which assessment records and evidences are  
sent along with the date on which received.  

 To ensure that the teacher selected as subject evaluator from a school should not be of the 
same subject for evaluation purpose as the one whose assessment evidences are required by 
the Regional Officer for analysis purpose. 

 To maintain the Attendance record of the Moderators, and the officials deputed for the work. 

 To keep record of number of schools’ evidences that has been analyzed by the moderators 
every day. 

 To upload feedback reports on the online updation system. 

 To keep track of the conversation thread between the city coordinator & the schools and ensure 
that their queries are addressed in time by the City Coordinator. 

 To arrange for the safekeeping of the Confidential packets received from each school. 

 To arrange for the sufficient Copies of the documents such as Handouts/ Attendance Sheets/ Bill 
Forms/ Feedback Report Forms etc.  

 To comply with the instructions issued by the Coordinator from time to time.  

 To make disbursements to the moderators and the deputed officials and keep all the bills etc 
duly filled in by them. 



 To send all the Handouts, feedback reports etc to the Regional Officer at the conclusion of the 
assigned work at the end of each Term. 

 

E. CLASS IV Employees: 
 

 To maintain the cleanliness of the premises. 

 To open all the confidential Packets as received by the School. 

 To take out the packets as desired by the subject evaluator every day and keep them safely after 
proper packing once analysis has been done.  

 To look after the subject evaluators and make arrangements for water, tea and refreshments 
etc. 

 To photocopy handouts etc. as desired by the Coordinator. 

 To comply with the directions of the Coordinator/ Class III. 
 

 

 
 

 


