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REPORT WRITING GUIDELINES 

1. Marksheet 

 

2. Mark Schedule 

 

 Kindly ensure Names are 

filled in. 

 Have the progress cards for 

each pupil filled and ready. 

 Those girls who are in their 

menses should be indicated 

with a star (*) 

 Pupils who are absent for 

the exams will not be given 

any mark.  

 

 Ensure names are listed in order as per 

Marksheet. 

 Verify marks before inking them into the 

mark column. 

 Return to supervisor, principal or Office. 
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3. Report Writing Strategies 

 It’s time consuming and a stressful task 

 No one knows your student better than you 

 It’s an “ART”. Summing up a human being!   

 Inform parents of their child’s achievement 

 Ease of understanding 

4. The Report 

 

 

 Official Document - Only use a Black pen 

 Spell the child’s name correctly 

No mistakes or “tipex” 

 Legible Handwriting - Write neat and clear 

 Check Marks & Totals 

 Absent in mark column - Learners who 

were absent for the exams. An ‘A’ 

circled in red in the Report will indicate 

that the pupil was absent. 

 Attendance Mark - Refer to guide. 

 Seek assistance if you are unable to 

write neatly. 
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5. Guide for Remarks 

 

 A report card helps parents understand 

where their child is growing or struggling as 

a student of Deen. 

 The valuable information you provide can 

help parents address any challenges their 

child maybe facing. 

 A tool to praise a child’s accomplishments 

and hard work or encourage an 

underachiever. 

 Remarks must correlate with the marks. 


