OAKEY STATE HIGH SCHOOL

Assessment Policy

STATEMENT OF INTENT

This policy outlines the expectations, processes and accountabilities of students, parents and the school with regard to
assessment and judgements about student achievement. The school policy is consistent with the Queensland Studies Authority
(QSA) policies relating to assessment and judgements in Authority and Authority-Registered subjects and with the Australian
Quality Training Framework (AQTF).

GENERAL RESPONSIBILITIES

School Responsibilities

Publish all assessment dates on the school calendar;

Provide students with assessment instruments in an appropriate time frame using the Assessment Master.

Inform parents if a test is not completed on the due date using the ‘Late Test Letter’.

Provide appropriate class time for assignment for a student to gain a C standard.

Monitor student attendance, participation in class and performance in assessment in order to initiate relevant support for
each student, including applying Special Provisions.

Provide information to parents and students on the adequate progress of students on assessment tasks. Parents are to
be informed of unsatisfactory progress using the ‘Assignment Monitoring Letter’.

Provide feedback to students on both rough draft(s) and final assessment tasks in a timely manner

Parents are to be informed of non-submission of an assignment on the due date using the ‘Late Assignment.

Enact procedures which ensure a consistency of standards is maintained in the marking of assessment instruments.
Provide equitable education opportunities to all students to ensure they have access to the curriculum and have every
opportunity to demonstrate their knowledge and skills through the Special Provisions Policy. An important step in this
process involves the completion of ‘Special Provision Application to Vary Assessment Conditions form'.

Student Responsibilities

Complete all assessment to the best of the student’s ability,

Ensure all assessment tasks submitted are the original work of the student;

Use the School Referencing and Bibliography Policy;

Present information requested by teachers to demonstrate adequate progress on assessment tasks;

Present a rough draft(s) to teachers for each assessment on the due date(s);

Demonstrate mandated requirements of the course;

Submit all assessment tasks by the due date;

Complete a ‘Special Provision Application to Vary Assessment Conditions form * if an examination is missed or
extension of an assignment is requested.

Seek clarification from the teacher who awarded the result before appealing any result.

Parent/Caregiver Responsibilities

Encourage students to submit all monitoring and drafts and final assessment instruments by the due date;

Inform the appropriate school staff of any difficulties relating to the completion of assessment items and provide
documentary evidence where necessary.



EXAMINATIONS

School Responsibilities

Students will be notified of each examination for each of their subjects at the beginning of each semester.

Students are given notice when examinations are scheduled and should therefore avoid all appointments that clash with
examination dates.

A formally constructed examination timetable will be used at the end of Semesters 1 and 2 for Years 11 and 12 students.
All other examinations for each year level will be held during normal lessons. No assessment will be scheduled during
the first two weeks of any term.

Provide feedback to students on final assessment tasks in a timely manner.

Student Responsibilities

Students must not talk, or communicate in any way or for any reason, with other students during the test.
Students must not move around the room.

Students may not leave the room until the scheduled completion time. Papers will not be collected until the scheduled
completion time.

Students must put their hand up and wait for the supervisor to discuss issues if there is a problem.
Students must supply their own requirements for the exam, e.g. pencils, biro, ruler, erasers, calculators.

Missed Examinations

Advance Notice: Students must complete a ‘Special Provision Application to Vary Assessment Conditions’ form to
advise the school of an unavoidable impending absence immediately they become aware of it. Documentary evidence
must be supplied.

Unforeseen Circumstances: Should a student be absent on the day of an examination, the front office must be
contacted by the student, parent or caregiver on the day of the test. This information will be passed on to the appropriate
HOD.

Students on External Suspension: Students on suspension, at the discretion of the Principal or appropriate Deputy
Principal and in consultation with the relevant HOD, will be given the opportunity to complete any examination as
scheduled during their suspension period.

In all cases, if an examination is missed, a completed ‘Special Provision Application to Vary Assessment Conditions’ form
with supporting evidence of the reason for the absence must be provided to the appropriate HOD immediately upon the student's
return to school. Appropriate evidence might include: medical certificate, notification of selection in a representative team, copy
of itinerary, etc. Itis generally at the discretion of the HOD as to the suitability of the student being offered an opportunity to sit for
a late examination.



Process for Missed Examinations

Student not present for the test

Teacher;

1. enters late test entry into OneSchool as an incident categorised as “Other”
and refers to Year Coordinator and relevant HOD.

2. completes sends Late Test Letter home.
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On the Student’s return to school

Teacher;

1. holds test on student’s return in next subject lesson. (See Note below)

2. marks the test as being late and the date completed.

3. provides the student with a ‘Special Provision Application to Vary
Assessment Conditions’ form.
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After the Test is Completed

Teacher;

1. corrects the test

2. signifies the test as being late on the student's subject profile.

3. Edits the late test entry put in OneSchool to indicate the test is completed and
refers to Year Coordinator and relevant HOD.

4. ensures ‘Special Provision Application to Vary Assessment Conditions’
form is returned and is attached to test. Contact with the parent or guardian
may be necessary.

5. copies the form, where applicable, and passes it to the identified support staff
member.
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2 weeks after alternative test date
Teacher:
1. informs HOD and Year Coordinator if ‘Special Provision Application to
Vary Assessment Conditions” form is not completed.

Notes:
o Teachers may negotiate the date the test is to be completed if the teacher considers that it is not fair for the student
to do the test during the first subject period back after a student returns.



ASSIGNMENTS

Plagiarism

Plagiarism involves students submitting the work of others as their own, without appropriate acknowledgment or referencing of
the original work. Examples of plagiarism cited in the Griffith University Research Higher Degree Handbook available from their
website (http://www.griffith.edu.au/) include:

o word-for-word copying of sentences or paragraphs from one or more sources which are the work or data of other
persons (including books, articles, working papers, conference papers, websites or other students’ assignments) without
clearly identifying their origin by appropriate referencing.

e closely paraphrasing sentences or paragraphs from one or more sources without appropriate acknowledgment in the

form of a reference to the original work or works.

using another person’s ideas, work or research data without appropriate acknowledgment.

copying computer files in whole or in part without indicating their origin.

submitting work which has been produced by someone else on the student’s behalf as if it were the work of the student.
producing work in conjunction with other people (other students, a tutor, parents) when it is purported to be work from
the student’s own independent research.

Whilst there are commercially available applications for identifying plagiarism once it has occurred, there are strategies
associated with monitoring and documenting student text production. These strategies include ensuring that the body of evidence
about which judgments are made includes tasks that are completed under varying conditions, ranging from most controlled to
open access to human and physical resources. Where there is open access to physical and human resources, processes need to
be in place for teacher monitoring of the development of tasks. These could include:

o teachers seeing plans and drafts of student work

o student production of and maintenance of documentation of the development of the responses

o student acknowledgment of resources used.

Copied from “Strategies for authenticating student work for learning and assessment” paper from the QSA.

Use of Computers
If Students choose to use home computers for assessment they must be aware of the following rules:

o ALL drafts must be printed and submitted with the final copy to allow teachers to monitor the development and
authorship of the assignment. (This includes amendments to any page altered during the drafting process.) Initial
handwritten notes and plans must also be submitted.

o Unless otherwise negotiated with specific teachers. Written assessment must be submitted on A4 paper.

e Computer or printer breakdown will NOT be accepted as an excuse for the failure to submit assessment on the due date.
Drafts which should have been printed during the drafting process may be updated and submitted on time. (To avoid
these problem students should plan ahead and print their assignment work early.)

e All sources, including articles\sites on the Internet must be correctly and comprehensively acknowledged (laws of
plagiarism still apply.)



Process for late assignments

Student does not submit monitoring on the due date
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Teacher:

1. sends ‘Assignment Monitoring Letter’ home.

2. enters late assignment monitoring into OneSchool as an incident categorised
as “Other” and refers to Year Coordinator and relevant HOD.

3. should apply consequences for not meeting teacher expectations.

Student does not Submit an Assignment on the Due Date

Teacher;

1. sends ‘Late Assignment Letter’ in Appendix 4 home.

2. enters late test assignment submission into OneSchool as an incident
categorised as “Other” and refers to Year Coordinator and relevant HOD.

3. provides the student with an ‘Special Provision Application to Vary
Assessment Conditions’ form.
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After a late assignment is submitted

=

marks the assignment with the date submitted.

2. ensures ‘Special Provision Application to Vary Assessment Conditions’
form is returned and is attached to the assignment. Contact with the parent
or guardian may be necessary.

3. copies the form, where applicable, and passes it to the identified support staff
member.

4. informs student of outcome of application, where applicable.

5. edits the late assignment submission put in OneSchool to indicate the
assignment is submitted and refers to Year Coordinator and relevant HOD

6. signifies the assignment as being late on the student’s subject profile where
applicable. An assignment that is handed in late without an extension of time
will be assessed and commented on so as to provide help and guidance to the
student. However, credit will not be accrued towards a level of achievement.
Work completed by the student before the due date, that is monitoring submitted
to the teacher or work seen by the teacher during class time, will be assessed
and credited towards a level of achievement.

7. attaches the form to the front of the assignment.
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2 weeks after assignment due date
Teacher:

1. informs HOD and Year Coordinator if ‘Special Provision Application to
Vary Assessment Conditions” form is not completed.



JUDGEMENTS ABOUT LEVELS OF ACHIEVEMENT

Authority and Authority Registered Subjects

Judgements of student achievement in Authority and Authority-Registered subjects are made by matching the body of evidence
provided by students’ responses to assessment tasks to the standards associated with the exit criteria outlined in the relevant
syllabus. Judgements should be made based on evidence available to the teacher on or before the due date.

If an assignment is not submitted on the due date or is submitted late, the class teacher will use all evidence available to them on
or before the due date to make a judgement about the performance of the student for the assessment piece. In most cases this
will be the draft assessment submitted by the student.

Vocational Education Courses

Judgements of student achievement in vocational education courses are made by matching the body of evidence provided by
students’ responses to learning and assessment tasks to the performance criteria outlined in the relevant training package.
Judgements should be made based on evidence available to the teacher at the end of the course. Students are able to resubmit
assessment items to demonstrate their competence in the particular aspect of the course.

To implement these provisions, the following reasonable limits will apply. Students may apply to the Principal in writing to have
these provisions extended provided that a legitimate reason to extend these provisions is provided.
o Students are able to submit the same assessment on three occasions to demonstrate competency in a particular
aspect of the course.
o Student work will be marked and included in achievement judgements if it is completed 2 days prior to the reporting due
date at the end of the course.

RELEVANT LEGISLATION & POLICY

School
e Special Provisions Policy
e Referencing and Bibliographies Policy

e Late submission and Non-submission of Student Responses to Assessment Instruments in Authority and Authority-
registered subjects — Queensland Studies Authority (QSA) Jan 2009

o Special Provisions for School-based Assessments in Authority and Authority-registered Subjects — Queensland Studies

Authority (QSA) Jan 2009

Strategies for authenticating student work for learning and assessment — QSA;

Curriculum framework for Education Queensland schools: Years 1-10 Assessment: Policy and Guidelines;

Queensland Curriculum, Assessment and Reporting framework;

Subject area syllabus documents.



