
Atwell College 

Year 7 – 12  

Curriculum Assessment and 

Reporting Policy  



P a g e  | 2 

 

S:\AdminShared\Administration Staff\250 Curriculum\258 Planning  

 

   

Introduction 3 

Our Responsibilities 
4 

The Teaching Staff 4 

Role’s and Responsibilities of the School & Teaching Staff 4 

Information Provided to Students 5 

Communication of Student Achievement and Progress 5 

Student Responsibility 5 

Missed assessment item due to student absence from class 
6 

Transfer between course’s 
6 

Transfer from another school 
7 

Non-submission of evidence of achievement 
7 

Acceptable reasons for non-submission or non-completion 
8 

Completion requirements 8 

Diagram 1 9 

Unacceptable reasons for non-submission or non-completion 
10 

Prolonged absence 10 

Extensions and exceptional circumstances 10 

Failure to submit work 10 

Penalties for late submissions of work 10 

Awarding of ‘U’ 11 

Cheating, collusion and plagiarism 11 

Security 11 

Exam Regulations 12 

        Exam Attendance 12 

Procedures to be implemented if assessment is affected by a catastrophic event 
12 

Assessment reviews and appeals 
12 

Assessing students with special educational needs (SEN) 
13 

Reporting of student achievement in learning areas 
14 

Years 7-10 14 

Reporting achievement In senior school 14 

Formal and informal school reports 
14 

Semester and end of year reporting: for Year 7 to 10 15 

For year 11 and 12 15 

Retention and disposal of student work 15 



P a g e  | 3 

 

S:\AdminShared\Administration Staff\250 Curriculum\258 Planning  

Introduction  
 
Atwell College delivers a curriculum that addresses the specific learning needs of all students consistent with the 
requirements of the Western Australian Curriculum for Year 7 to Year 12 students and reports student achievement in 
accordance with the Western Australian Department of Education (the Department) Curriculum, Assessment and 
Reporting Policy and the established standards and processes of the School Curriculum and Standards Authority (the 
Authority).  
 
The Western Australian Curriculum and Assessment Outline Reporting Policy for Pre-primary to Year 10, prescribes the 
knowledge, understandings, skills, values and attitudes that students are expected to acquire and the guidelines for the 
assessment of student achievement. The Guiding Principles for Western Australian Schools promotes equity and 
excellence in Western Australian Schools. For Senior Secondary students in Years 11 and 12, the curriculum and 
assessment is specific to the requirements of the Western Australian Certificate of Education (WACE), The WACE Manual 
describes policies and procedures to be followed in relation to achieving a WACE and WASSA (Western Australian School 
Student Achievement). 
 
Implementation of the Atwell college (the College) Curriculum, Reporting and Assessment Plan is the responsibility of the 
Principal and Teaching Staff; and compliance monitoring is the responsibility of the College Leaders. The College strives 
to provide a whole-College environment that is intellectually, socially and physically supportive of learning.  
 
Atwell College has high expectations of our student body, The aim of this assessment document is to encourage students 
to take responsibility for their learning and to achieve success. It is our aim to allow staff, students and parents to work 
together in order to allow students maximum opportunities to successfully complete their assessment program. 
 

Senior School Review Group 
The Cohort Academic Review Group consists of: a Senior School Deputy, Senior School Coordinator, the relevant Year 
Coordinator and other College staff (as required). Senior school student assessment has guidelines set by the School 
Curriculum and Standards Authority (SCSA). Adherence to these parameters is mandatory. The  Academic Review Group 
monitoring of student progress will take place at strategic intervals throughout the year to determine students at risk. 
 
The Principles of Teaching, Learning and Assessment assist us to share understanding with our school community; 
Assessment is an integral part of teaching and learning at the College and should arise naturally out of the teaching and 
intended learning of the curriculum. Teaching Staff construct College based assessment carefully to enable judgments to 
be made about student progress in ways that contribute to ongoing learning. 
 
Assessment should be educative  
Assessment practices are educationally sound and contribute to learning. 
 
Assessment must be fair   
Assessments take into account the diverse needs of students and do not discriminate on grounds that are irrelevant to 
learning. More specifically, assessment is equitable with regard to gender, disability, background language and socio-
economic status. 
 
Assessment is designed to meet its specific purpose/s 
Information collected to establish where students are in their learning can be used for summative purposes (assessment 
of learning) and for formative purposes (assessment for learning) because it is used to inform subsequent teaching.  
 
Assessment leads to informative reporting  
Assessment provides an accurate summary of the formative and summative assessment information collected for each 
student. 
 
Assessment should lead to school-wide evaluation processes  
Teaching Staff pay particular attention to qualitative and quantitative data and standardised test data. School Leaders 
and Teaching Staff understand and monitor current and past student achievement levels in terms of the validity and 
reliability of assessment practices. 
 

http://k10outline.scsa.wa.edu.au/home/resources/outline-downloads
http://www.scsa.wa.edu.au/internet/Publications/WACE_Manual
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Assessment assists teachers and schools in: 

 Monitoring the progress of students and diagnosing learning difficulties. 

 Reporting student achievement to parents. 

 Whole-school and system planning, reporting and accountability procedures. 

 Providing feedback to students. 
 
College based assessment involves teachers gathering, describing and quantifying information about student 
achievement. Assessment tasks and items include tests, examinations, essays, reports, investigations, exhibitions, 
productions, performances and presentations. 
 

Our Responsibilities 
 

The Teaching Staff ensure their students’ are provided with: 
 Opportunity to learn: Learning experiences should enable students to observe and practise the actual processes, 
products, skills and values that are expected of them. 

 Connection and challenge: Learning experiences should connect with students’ existing knowledge, skills and values 
while extending and challenging their current ways of thinking and acting. 

 Action and reflection: Learning experiences should encourage both action and reflection on the part of the student. 

 Motivation and purpose: Learning experiences should be motivating and their purpose clear to students 

 Inclusivity and difference: Learning experiences should respect and accommodate differences between learners. 

 Independence and collaboration: Learning experiences should encourage students to learn both independently and 
from and with others. 

 Supportive environment: A College and classroom environment that is safe and conducive to effective learning. 

  The College reporting process communicates the outcomes of assessments to parents, carers and students. Teaching 
Staff plan for how they will reflect on and evaluate their teaching practices to ensure: 

 Validity: Assessment tasks are clearly linked to the current syllabus and the assessment specifications of the 
subject/course/unit.  

 Reliability: Assessment tasks provide consistent and accurate assessment information for the target population.  

 Discrimination: Assessment tasks provide assessment information that clearly discriminates among students across the 
full range of ability levels.  
 

It is the role and responsibility of the School and Teaching Staff to: 
• Develop teaching/learning programs that meet the Authority requirements and guidelines, and the Department 
Curriculum, Assessment and Reporting Policy; 
• Provide students with a subject/course outline and assessment outline before teaching begins, including timelines for 
submission and completion of assessment items; 
• Ensure the syllabus used to develop the learning program and assessment program is current; 
• Design school based assessment tasks to meet the needs of students; 
• Ensure that assessments are fair, valid, educative, explicit,  and comprehensive;  
• Provide students with timely assessment feedback and guidance; 
• Maintain accurate records of student achievement and assessment; 
• Meet school and external timelines for assessment and reporting;  
• Collect and provide VET student data to the Authority and other appropriate authorities in the required timeframe and 
format for State and national reporting purposes;  
• Retain responsibility for managing programs, reporting achievements to the Authority and maintain record of learning 
for all students when working in partnership with other providers (i.e. Registered Training Organisations); 
• Outline program details and completion requirements for an Authority developed Endorsed Programs; and 
• Inform parents of academic progress and achievement. 
• Make available to students the SCSA syllabus, program and assessment guidelines, at the commencement of the course, 
which includes the assessment types, the weightings of each assessment task, a general indication of the content and the 
approximate timing of the assessment task (I.e. week in which the assessment task will occur). 
• All assessment tasks must have an in-class component in order to validate and monitor students' progress.  
• Inform students and parents of academic progress, as appropriate, by letters of concern etc and record in SIS 
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• Inform the Assessment Review Group of students at academic risk (including those achieving a 'D' or 'E' grade).Schedule 
no assessments or excursions in the week prior to exams.Develop an IEP, in consultation with the Year Coordinator for 
each indigenous student. 
• Schedule a task within the first three weeks of the course to ensure students are accurately placed into the 
appropriate course/pair of units 
 

Information provided to students 
• At the start of every course the teacher will provide a printed copy of the following to each student: 

 the syllabus for the course/stage 

 a course unit outline that includes the following information: 

 the content 

 the sequence in which the content will be taught 

 the approximate time to teach each section of the unit. 

 an assessment outline that includes the following information: 

 the assessment types 

 the weighting for each assessment type 

 the weighting for each assessment task 

 a general description of each assessment task 

 a general indication of the content covered by each assessment task 

 an indication of the outcomes covered by each assessment task 

 the approximate timing of each assessment task (i.e. the week in which each assessment task is planned or the due 
dates for significant stages of each extended task).  

 Students can also access from the college intranet the printed course documents (i.e. the syllabus, the college’s 
course unit outline, the college’s assessment outline) and the Curriculum Council grade descriptions for the stage 
of the course they are studying. 

• In each course unit a number of assessment tasks occur during the semester/year (including, in most cases end of 
semester exams – see Section 11 for details). Some tasks are completed in-class and others are completed out-of-class. 
Each task provides evidence of student achievement. The teacher uses the total weighted mark from all assessment 
tasks when assigning a grade at the completion of the course unit. 
• During every course, the requirements for each assessment task will be clearly described in writing (i.e. what the 
student needs to do, often indicating the steps involved for extended tasks). Wherever appropriate, the criteria against 
which the task will be marked will also be provided. 
 

Teaching staff communicate with parents about student achievement and progress 
• Students will be kept informed of their progress throughout their course. 
• Parents and carers will be regularly informed about their child’s progress.  
• Students and parents/guardians will be informed when it is identified that there is a risk of the student not: 

 achieving their potential 

 completing the subject/course requirements and receiving a U or RNM (requirements not met) 

 meeting WACE requirements (Year 11 & 12) 
• Student achievement is reported to the Authority for Year 11-12. The Authority statistically moderates school 
assessment based on performance in the WACE external examination. The moderated school assessment appears on the 
student’s record of achievement.  
• The Authority Subject Completion Requirements require a student to complete all of the structured educational and 
assessment requirements of the subject/course syllabus. 
 

It is the responsibility of the student to: 
• Attempt all in-class assessment tasks on the scheduled date and submit all out-of-class assessment tasks by the due 
date. 
• Maintain an assessment file for each subject, course (pair of units or unit) studied and to make it available whenever 
required. 
• Maintain a good record of attendance, conduct and progress (a student who is absent from a class for five lessons or 
more per term is deemed to be ‘at risk’ of not achieving the best possible result). 
• Initiate contact with teachers concerning absence from class, missed in-class assessment tasks, requests for extension 
of the due date for out-of-class assessment tasks and other issues pertaining to assessment. 
• Read and sign an acknowledgement on receipt of the assessment policy. 
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• Seek assistance when required. 
• Keep parents/guardians informed of their progress. 
• Maintain a diary or calendar to support organization. 
 
Missed assessment item due to student absence from class  
If a student is absent for a scheduled school assessment item the subject teacher will liaise with student and parent to 
work out a suitable alternative. Satisfactory explanation and evidence from a health practitioner for the absence may 
enable the student to complete that assessment item, a similar task or exclude the assessment from the student’s final 
result. Wherever possible, advance notification of absence is required.  
 
Absence from a specially scheduled assessment item (including tests, practical assessments and examinations) must be 
explained by:  

 telephone call, SMS or letter from parent  and 

 medical certificate or evidence from a health practitioner. 
 
Where there is no satisfactory explanation of an absence from a scheduled assessment task the student and parent/carer 
will be informed, and the School will use its discretion in determining an appropriate strategy to address the issue. 
 
Where a student is unable to attend school for a lengthy period due to injury or sickness, the School will endeavour to 
provide support to the student’s learning program. 
 

Transfer between courses  
When a student commences a course unit late they are at risk of being disadvantaged compared to others in the class. 
An application to transfer between courses or units is made through the Student Services Coordinator. A meeting may 
be held with the parent/guardian to discuss student progress and the requirements necessary for the student to be 
assigned a grade in the course unit into which they wish to transfer. 
 

When a student changes course the teaching staff must be able to justify the grade assigned to the transferring student. 
To do this, teaching staff are required to include the student on the ranked list of students for the pair of units, or unit,  
into which they are transferring. If the reason for non-completion or non-submission is acceptable and sufficient evidence 
is available, then the teacher can make a professional judgment of the grade for a pair of units, or unit, in an ATAR, 
General or Foundation course, or unit completion for a unit in a Preliminary course. In this case a teacher may; 
 

• modify the task so that it can be completed by the student, or 
• provide an alternative assessment task that conforms with the assessment requirements of the course (e.g. modify the 
task but maintain the same standards), or 
• extend the due date for an out-of-class assessment task or delay an in-class assessment task, or 
• for a Year 11 course, submit a notation of ‘U’ (Unfinished) if providing more time to complete further assessment tasks, 
typically by early in Term 1 the following year, will enable a grade to be assigned.  
 
Where a student is frequently absent from school due to chronic or frequent sickness/illness, it may be necessary to 
involve the parent/guardian and appropriate college support services. Through this process it may be agreed that the 
student: 
• attempts fewer courses in a year, allowing the WACE to be achieved over a longer period, or 
• completes some or all of the courses through Special Educational Needs: Medical and Mental Health (formerly Hospital 
School Services), with the support of the teaching staff, or 
• transfers to Schools of Isolated and Distance Education (if the student meets the enrolment requirements). 
The deadlines for course/unit changes are: 
Friday of Week 4 of Term 1 for all Semester 1 units and Concurrent Units 
Friday of Week 1 of Term 3 for all Semester 2 units. 
 
When a student transfers to a different unit in the same course, or a unit in a similar course, the marks from any 
assessment tasks that assess the syllabus will wherever possible be used. These marks may need to be statistically 
adjusted to ensure that they are on the same scale as the marks for all students in the new class. Where additional 
work and/or assessment tasks are necessary, the teacher will develop an individual education plan showing the work to 
be completed and the modifications to the assessment outline. The plan will be discussed with the parent/guardian and 
provided to the student. 
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Course or subject changes are not encouraged and generally it is not possible to change after the first month of the 
Semester. The College will only consider changes in exceptional circumstances and only if the request complies with 
specific deadlines for enrolment in Year 11 and 12 courses set by The Authority.   
• All changes must have parental approval and be negotiated through the principal or their nominated representative i.e. 
Senior School Student Services Coordinator. 
• All applications for course changes must be made on the proforma available from the Senior School Student Services 
Coordinator. 
• After changing course students will be given the opportunity to complete assessments missed and receive feedback, 
this may require students working on these assessments out of school hours. 
• Recognition for comparable achievement may be given. 
• Where a student changes school during a school year, credit for the completion of work in the same course /subject 
will be given when the student and/or previous school supplies appropriate evidence for Years 7 to 10 and by submission 
of an application to the Authority for Years 11 and 12. 
• A formal application to transfer is made through the Senior School Coordinator. Students must obtain signatures from 
the appropriate Heads of Learning Areas in order to change into the new course, after having met the required pre-
requisites. SCSA imposes deadlines for course changes, and this may incur a fee after the final date. No change will be 
approved, after the deadline, without SCSA approval. 
• Within 4 weeks, of the beginning of a course, student’s progress should be reviewed and any student deemed to be 
unlikely to maintain a 'C' grade or better, should be notified to the Academic Review Group. This may result in one or 
more course changes. 
• The assessment profile will be adjusted, for a student entering late into a course, so as not to disadvantage the student. 
Course changes must be completed by the end of WEEK 8 for the course (unless in exceptional circumstances). 
• When a student transfers to a different unit in the same course, or a unit in a similar course, the marks from any 
assessment tasks that assess the syllabus will be used. These marks may need to be statistically adjusted to ensure that 
they are on the same scale as the marks for all students in the new class. 
• Where additional work and/or assessment tasks are necessary, the teacher will develop an Individual Education Plan 
showing the extra work to be completed and the modifications to the assessment outline. The plan will be discussed with 
the parent/guardian and provided to the student. 
 

Transfer from another school 
It is the responsibility of any student who transfers into a class from the same course at another school, to provide the 
college with the details of all completed assessment tasks. 
 
The Deputy Principal or a member of the Academic Review Group will contact the previous school to determine: 
• the part of the syllabus that has been completed 
• the assessment tasks which have been completed  
• the marks awarded for these tasks. 
• The head of learning area will: 

 determine how the marks from assessment tasks at the previous school will be used 

 Note: Where necessary these marks will be statistically adjusted to ensure that they are on the same scale as those 
at Atwell College 

 determine the additional work, if any, to be completed 

 determine the additional assessment tasks, if any, to be completed to enable a grade to be assigned. 
 
Where additional work and/or assessment tasks are necessary, the teacher will develop an individual education plan 
showing the work to be completed and the modifications to the assessment outline. The plan will be discussed with the 
parent/guardian and provided to the student. 
 

Non-submission of evidence of achievement 
• It is a teacher’s responsibility to manage the assessment outline and due dates. 
• A course outline, including timelines for submission of assessment tasks will be provided to each student before 
teaching begins. Due dates will be clearly outlined and implemented.  
• It is a student’s responsibility to provide evidence of achievement by the published assessment timeline.  
• Where adjustment to a deadline is necessary, it will be made in close consultation with students and publicised. 
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• Parents/carers will be notified in cases where concern for a student’s progress emerges, including the non-submission 
or non-completion of an assessment task. 
• If the student provides no reason or a reason which is not acceptable to the School for non-completion or non-
submission of an assessment task, the teacher will record a mark of zero. 
• Generally, it will not be possible for students to seek an extension to the assessment deadline. In cases where work is 
not submitted on time, teaching staff will make their judgement on the evidence available by the deadline.  
• Extensions may be given at the discretion of a teacher in cases of sickness, misadventure or significant personal 
problems. If a student does not apply and receive an extension before the deadline, the consequences will be the same 
as for non-submission or non-completion of an assessment task without an acceptable explanation. 
• Problems with technology (eg computers or printers not working) are generally NOT acceptable as a valid reason for 
the late or non-submission of an assessment task. If a problem with technology is preventing a student from submitting 
work by the due date the student is required to negotiate an alternative arrangement with the teacher before the 
deadline. The student will be required to provide evidence of prior preparation and planning to support any request for 
an extension. 
 

Acceptable reasons for non-submission or non-completion 

The penalty for non-submission or non-completion will be waived if the student provides a reason which is acceptable 
to the college. For example: 
• where sickness, injury or significant personal circumstances for part or all of the period of an out-of-class assessment 
task prevents completion and submission. 
• where sickness, injury or significant personal circumstances prevents a student attending on the day that an in-class 
assessment task is scheduled. NOTE: A medical certificate and a phone call is required for an absence to an examination. 
In such cases the parent/guardian must contact the college before 9.30am on the day and provide either a medical 
certificate or a letter of explanation immediately the student returns. 
 
Where the student provides a reason which is acceptable to the college for the non- submission or non-completion of 
an assessment task the teacher will: 
• negotiate an adjusted due date for an out-of-class assessment task or an adjusted date for an in-class assessment task 
(generally, within two days of the student’s return), or 
• re-weight the student’s marks for other tasks (if, in the opinion of the teacher, sufficient evidence exists in the other 
tasks completed to enable a grade to be assigned), or 
• decide on an alternate assessment task if, in the opinion of the teacher, the assessment is no longer confidential, or 
statistically estimate the student’s mark for the assessment task on the basis of their marks in similar tasks. 
Where a catastrophic event (e.g. a pandemic) affects delivery of the teaching program and/or the 
submission/completion of one or more assessment tasks, students will be advised by the head of learning area of any 
modifications to the task requirements and/or the assessment outline, including the due date. Where the event has an 
impact on the college’s examinations, students will be informed of changes by the Senior School Coordinator as soon as 
possible. 
 
The penalty for non-submission or non-completion will be waived if the parent provides a reason acceptable to the 
college.  
 
Completion requirements 
The following flow diagram (Diagram 1) from the Authority WACE Manual 2017 summarises the strategies that the 
College will use when dealing with situations involving non-completion or non-submission of the education and/or 
assessment program. 
 
Students Requiring Special Consideration  
The College responds to and supports the diverse needs of all students so that they are able to engage with the content 
and standards defined in the Western Australian Curriculum. The teaching staff will develop and implement processes to 
identify, provide for, monitor and report on students who may be at educational risk.  
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Documented Plan 
A Documented Plan is an umbrella term used to describe how teaching staff cater for identified needs and are used to 
document the necessary teaching and learning adjustments (includes IEP, IBP, ITP and RMP). Students identified as in the 
care of the Department for Child Protection and Family Support, and Aboriginal Students are identified as at risk and are 
provided with a Document Plan. Students with special educational needs are catered for in an appropriate way and in 
accordance with the Authority guidelines and the Department Students at Educational Risk Policy. 
 
 
Diagram 1 
 
 

 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Education Program and Assessment 
Program 

The student completes the education 
program and assessment program. 

The student does not complete the 
education program and/or assessment 

program. 

The School considers the reason for non-
completion of the education and/or 

assessment program, based on the School’s 
senior secondary assessment policy. 

Reason for non-completion is acceptable to 
school (e.g. documented illness, permission 
to transfer into the course for exceptional 

reasons). 

Reason for non-completion is not 
acceptable to school (e.g. no evidence of 
attempting an out-of-class assessment 

task, absence was avoidable). 

In the teacher’s professional 
judgment, sufficient 

information has been 
gathered through tasks 

completed on a modified 

In the teacher’s professional 
judgment, insufficient 
information has been 

gathered. 

A mark of zero is 
recorded for each task 

not 
attempted/submitted. 

Alternative task/s and deadlines 
are negotiated to ensure that the 

assessment requirements are 
met. 

For a Year 11 student, the 
School can allow completion of 
one or more assessment tasks 

early in the following year. 

Rank students 

Assign a grade using the grade descriptions and annotated student work samples for the pair 
of units 

A ‘U’ notation is recorded until in the teacher’s professional 
judgment the tasks completed provide sufficient information on 
which to assign a grade and the assessment requirements from the 
assessment table in the syllabus are met  .(typically early in the next 
year)**.*note the School requires the use of the U grade to be 
approved by a Deputy Principal. 
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Unacceptable reasons for non-submission or non-completion 
 
Events that can be rescheduled are not a valid reason for non-completion or non-submission of an assessment task (e.g. 
sitting a driver’s licence test, preparation for the school ball). 
Family holidays during the term are not considered a valid reason for non-completion or no submission of an 
assessment task. 
 
Prolonged absence 
If a student cannot complete the education program offered by the school, a 'U' grade may result, only after consultation 
with the Academic Review Group, or alternatively if the reason for non-completion or non-submission is acceptable to 
the College and sufficient evidence is available, the teacher, guided by the Academic Review Group, can make a 
professional judgement of the grade.  
 
Extensions and exceptional circumstances 

 In exceptional circumstances, the parent/guardian may negotiate with the Academic Review Group for the 
development of an Individual Education Plan. This plan will show how the missed lesson time will be compensated for 
and any modifications to the assessment outlines for each course unit. 

 Absence from a scheduled assessment task (including tests and examinations) must be accompanied by an acceptable 
and satisfactory explanation (E.g. medical certificate or phone call) in order for the student to complete that assessment 
task or a similar task and gain credit. Where possible, advance notification of the absence is required. 

 In cases where a student is unable to attend school to complete a scheduled assessment task, and where appropriate 
supervision can be provided and assured, the student may be given permission to complete that task in an alternative 
venue and time. 
The submission of out-of-class assessment tasks is usually defined as the start of the lesson in which the subject takes 
place, unless the out-of-class task is used for an in-class validation or the teacher has specifically stated an alternate 
arrangement. Submissions may be either electronically or physically (at teacher's discretion).  
 
A College day is defined as Monday to Friday (regardless of whether a student attends TAFE, Workplace Learning, 
scheduled lesson commitments or not). Weekends are not included as extra days late. The time of assessment's due date 
is per Atwell College's clock (for physical submissions) or the electronic time stamp (for electronic submissions). 
 
• 1 day late:     After the start of the lesson until 3:00 pm on the due date. 
• 2 days late:     3:01 pm on the due date until 3:00 pm the next school day. 
• 3 days late:  3:01 pm on the 2nd day until 3:00 pm the day after. And so forth. 
 

 A student may apply to the class teacher prior to the due date for submissions, for an extension of time to complete 
the assignment, oral presentation or other task. 

 Extensions may be given at the discretion of a teacher but only in cases of illness or significant personal problems. 

 If a student does not apply for and receive an extension then the same penalty will apply for late submission of work 
when there is no satisfactory explanation of an absence. 
 
Failure to submit work 

 If a student does not submit an assessment task or attend a scheduled in-class assessment task, the teacher will contact 
the parent/guardian by phone or email to discuss the risk of the student not completing the course unit and the penalty 
applied to the situation, as well as the requirement to submit the assessment.  

 If work is still not handed in after the seven days the parent will be notified by letter of concern of the consequences.  

 For student attempting Units of Competency, working towards a certificate course, they will be given two opportunities 
per assessment to demonstrate each competency. Any student who fails to demonstrate a competency twice must 
negotiate with their teacher, by providing a satisfactory reason, for any further opportunities. Failure to do so or complete 
the competency will put the student at risk of not completing the full qualification. 
 

Penalties for late submission of work 
Penalties for small group moderation courses will be subject to small group moderation assessment procedures. At the 
discretion of the Academic Review Group, a mark of no more than 50% or a 'C' grade (or equivalent) may be awarded. 
 
Schools days are defined under extensions and exceptional circumstances, see above. 
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One school day late:                                  Less 10% 
Two school days late:                                Less 20%. 
Three school days late:                             Less 30%.   (E.g. 10% of final mark 70% is 7%. 70% - 7% = 63%) 
Four school days late:                                Less 40%. 
Five or more days late:                    Less 50% 
 
Please Note  From the commencement of the 2018 college year Year 11 and 12 students will have 2 weeks to submit their 
required assessment piece and still come under the conditions as described above in “ penalties for late submission of 
work”. After this time period,  if work has not been submitted a mark of “0” (zero) will be awarded. For  Years 7-10, the 
students will have one week to submit work and still come under the conditions as described above in “ penalties for late 
submission of work”. After this time period,  if work has not been submitted a mark of “0” (zero) will be awarded. 
 
Awarding of 'U' 

 Every effort must be made to ensure completion of all aspects of the educational program of each course. Students will 
not be signed off at the end of the year without completion being indicated on their clearance form. 

 A 'U' is awarded to a student who, due to exceptional circumstances, has not had sufficient opportunity to complete 
the assessment program and there is insufficient evidence to make an on-balance judgement of academic progress. 

 Parents must immediately be notified in writing when a 'U' is likely to be awarded and the record entered in the SIS 
Behaviour Module. 

 It is only under exceptional circumstances that a 'U' grade is awarded. Teachers must be in regular communication with 
their Head of Learning Area and Senior School Coordinator for this grade to be awarded. 
 

Cheating, collusion and plagiarism 

• Is when a student submits evidence that is not his or her own work for assessment.  
• Plagiarism is when a student uses someone else’s words, images or ideas without acknowledging that they have done 

so.  Students shown to have cheated or been involved with collusion or plagiarism in assessed work or in 
examinations may not have that work accepted as valid evidence of their achievement and may result in penalties 
in the form of reduced marks, zero marks and/or the School taking disciplinary action. 

• All work in each individual assessment task must be the work of the student. Students are not permitted to submit for 
marking, as original, any work which contains: 

 identical or similar material to the work of another person (e.g. another student, a parent, a tutor) 

 identical, or similar material to a published work unless the source is acknowledged in referencing or footnotes. 

 Students must not cheat (i.e. engage in a dishonest act to gain an unfair advantage). 

 Note: Where a student permits others to copy their work they will also be penalised. 

 If a student is believed to have engaged in cheating, collusion or plagiarism, the teacher will refer the matter to the 
head of learning area. As part of this process, the student will be provided with the right of reply. 

 
If it is demonstrated beyond reasonable doubt that a student has cheated, colluded or plagiarised one of the 
following penalties will apply: 

 a mark of zero for the whole assessment task, or 

 a mark of zero for part of the assessment where the teacher can identify the part of the assessment task that has 
been copied or plagiarised. 

 The parent/guardian will be informed of the penalty and any further disciplinary action. 
 

Security 

Where there is more than one class studying the same unit at the college, most or all of the assessment tasks will be the 
same. In such cases, to ensure that no students are unfairly advantaged, the question papers used for in-class assessment 
tasks will be collected at the end of the lesson. Where possible, the assessment should be done at the same time. In their 
own interests, students must not discuss the nature of the questions with students from the other classes until after all 
classes have completed the task. Discussion of the questions will be treated as cheating and the students will be 
penalised. Where the college uses the same assessment task or exam as other schools, the task/exam and the student 
responses will be retained by the teacher until the task/exam has been completed by all schools. 
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Exam Regulations 
 When attending examinations, students must adhere to the regulations that pertain to the examination, which will be 
issued with the examination timetable. 

 Infringement will result in an appropriate penalty, as detailed in the examination regulations. 
 
Exam Attendance 

 If a student does not attend an examination through sickness, a medical certificate must be provided and their school 
assessment mark will be based on the remaining completed work. 

 A student who does not supply the medical certificate, will be awarded zero for the examination and no further 
opportunity will be provided to sit the examination. 
 
Procedures to be implemented if assessment is affected by a catastrophic event 
On the occurrence of a catastrophic event that results in a significant number of staff or students to be absent from the 
opportunity to undertake an assessment item, then the Head of Learning Area can determine the outcome for that 
assessment: 

 Based on the completed assessment tasks, the teacher or HOLA makes a professional judgment of the performance 
of the students affected by the event.  

 Where additional assessment tasks are required to enable the professional judgment to be made, the assessment 
outline is modified for the students affected by the event.  

 The School informs the students affected by the event (and parents/guardians) of the changes to how their 
achievement will be determined, including any additional assessment tasks. 

 

Assessment reviews and appeals are to determine whether: 
The College provides Year 12 students with a Statement of Results indicating the mark and grade to be submitted to the 
Authority at the completion of their course. When the College receives a written request from a student (or a 
parent/carer acting on behalf of the student) to review their school assessment, the College will follow these procedures 
to ensure that: 

• The teacher’s assessment outline conforms to the syllabus requirements 
• The College’s assessment policy conforms with the Authority guidelines 
• The teacher’s assessment procedures conform to its own assessment policy. 
• There are no procedural or computational errors in the determination of the college mark and/or grade. 

 
School assessment review  
The school must, in its senior secondary assessment policy, inform students of its assessment review procedures.  
When a school receives a written request from a student (or a parent/guardian/carer acting on behalf of the student) 
to review his/her school assessment, the school must follow the procedures outlined in its senior secondary assessment 
policy. 
 
Where the review does not resolve the student’s concern, the student (or a parent/guardian acting on behalf of the 
student) may appeal to the Authority. Student appeals are not considered by the Authority until an assessment review 
has been completed by the College. An appeal to the Authority must be lodged by the student or parent/guardian with 
the required fee and the College’s written assessment review by the closing date specified in the WACE Activities 
Schedule. Students are informed of this through the Year 12 Information Handbook downloaded from the Authority 
website 
 
Student appeals to the Authority  
Where the school’s assessment review does not resolve the student’s concerns regarding his/her assessment, the 
student may appeal to the Authority. Student appeals are not considered by the Authority until an assessment review 
has been completed by the school.  
An appeal against a student’s school assessment must be lodged at the Authority by the student or 
parent/guardian/carer with the required fee and the school’s written assessment review by the closing date specified in 
the Activities Schedule.  
The student appeal form is available from the Applications and Order Forms section of the Authority website at 
http://www.scsa.wa.edu.au/forms/forms. 

 

http://www.scsa.wa.edu.au/forms/forms
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When a student appeals to the Authority against their school assessment for one or more courses, the school is 
required to provide the School Assessment Appeals Committee with: 

  the school's senior secondary assessment policy  

 the school's assessment outline 

 the assessment records for all students in the school who are enrolled in the pair of units concerned, with the 
appellant’s results indicated  

 any other relevant information required by the appeals committee.  
 
The appeal process  
The Authority follows these steps during the student appeal process.  
1. Authority officers investigate the student appeal. The investigating officers are responsible for ensuring independent 
consideration of the school’s assessment and moderation documentation and processes and the implementation of 
procedural fairness. The investigation involves the gathering of further evidence relevant to the appeal from the 
student (or a parent/guardian/carer acting on behalf of the student) and the school. This typically involves meeting with 
both parties, conducting interviews and providing opportunity for each party to comment on the perspectives and 
issues raised by the other.  

2. The investigating officers document the interviews and prepare a report of the investigation process, referring to and 
attaching any further evidence gathered.  

3. The Authority’s School Assessment Appeals Committee meets to consider the student appeal and the report on the 
investigation process. The committee comprises two parent representatives and two school principals, representing 
both the public and non-government  
school sector/systems. A member of the Authority secretariat chairs the committee. The investigating officers may be 
invited to attend the appeals committee meeting to provide information and clarification, as required.  

4. The Chair of the committee prepares a record of the decision and justification.  

5. The Chief Executive Officer of the Authority ensures that the appeal process has been conducted fairly and informs 
each of the parties involved in the appeal of the decision and justification.  
Note: if a student appeal is upheld, the school is required to amend the student’s results (and, where required, the 
results of the other students in the class/es) in accordance with the appeals committee’s decision. 
 

Assessing Students with Special Education Needs (SEN) 
The Authority recognises that teachers, because of their knowledge of individual students and their circumstances, can 
sensitively vary the assessment requirements to accommodate the needs of all students. This could involve adapting 
methods of providing information about assessment requirements to students or changing the way student’s present 
evidence of completion of assessment tasks. The type of support will vary according to the particular needs of the student 
and the nature of the task. 
 
If there is a legitimate reason for a student to be following a modified curriculum (Documented Plan) any variation to the 
reporting of the student’s achievement is negotiated with the student and her/his parents or carers. 
 
The following principles provide guidance when making decisions about the nature and appropriateness of special 
considerations and special arrangements: 

• Students who have special education needs will be provided with opportunities to demonstrate their achievements 
within the assessment requirements in the syllabus. 

• Standards for student achievement will be applied in the same way as for all students. Students with special education 
needs will be assessed on what they know and can do and not on what they might do if they did not have their 
disability and/or specific learning disability. 

• If it is considered likely that a student with special education needs may not be able to complete all of the content or 
assessment tasks for a unit, the student and the student’s parents/guardians will be advised of this, and its 
implications. 

• The College will implement special arrangements where a student with a disability cannot complete an assessment 
task (written or practical) under the standard conditions. 

• The College Assessment Policy for non-completion/submission of assessment tasks will be followed where a student, 
because of the nature of their disability, is frequently absent from school. 
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When assessing students with special education needs, the College will consider the functional impact of the disability 
which may prevent the student completing an assessment task under standard arrangements. 
 
Teaching Staff and School Leaders will ensure that students with special education needs studying ATAR, General or 
Foundation units complete assessment tasks under appropriate conditions. Conditions approved by the Authority for the 
ATAR course examinations will be used as a guideline by teaching staff and school leaders. 
 
Authority-approved support for ATAR course examination candidates with diagnosed special education needs includes 
the provision of: 

• specialised equipment/furniture; 
• rest breaks to overcome the effects of a wide range of disabilities and medical conditions; 
• additional working time to complete a task where a disability prevents a student working efficiently; 
• a scribe, where a physical impairment prevents a student from writing. 

 
If alteration to the standard ATAR course examination conditions is required for a particular student, the College will 
make formal applications to the Authority in the year in which the student intends to sit the examination.  
 
Students with a special education need will have assessments (written, practical and school examinations) modified. 
These 
modifications will be consistent with those provided by the School Curriculum and Standards Authority. For WACE 
examination candidates, modifications depending on the individual students’ needs can include special equipment, 
provision of ascribe, or additional time. Students who are unable to complete an assessment task because of their 
special education needs will be provided with alternative opportunities to demonstrate their knowledge, skills and 
understandings. 
 

Reporting of student achievement in learning areas  
Years 7-10 
Students from Years 7 to 10 will have opportunities to receive at least fifty percent of curriculum instruction in literacy 
and numeracy and the opportunity to participate in at least two hours of physical activity each week during the School 
day as part of the learning program. In accordance with the Curriculum, Assessment and Reporting Policy 2015 the College 
provides parents and carers with plain language formal reports twice a year that:  

• are readily understandable to those responsible for the student and give an accurate and objective assessment. 
• Include an assessment of the student’s achievement against any available standards. 
• include, for subjects studied, an assessment of the student’s achievement: 
• reported as A, B, C, D and E (or an equivalent five-point scale), clearly defined against specific learning standards 
• relative to the performance of the student’s peer group.  
• student achievement in the learning areas taught is reported on a five-point scale for all years from Year 7 to Year 10. 

An achievement standard describes the characteristics of student achievement and are supported by annotated 
student work samples as part of the Judging Standards material exemplifying A, B, C and D. 

 
Reporting Achievement in Senior School 
Student achievement is reported at the end of each semester. All reports (except the Year 11 interim report and Year 
12 Statement of results) provides a comment by the teacher for each unit (or pair of units) and the following 
information 
• A grade or progress grade for the unit/s 
• A mark or progress mark for the unit/s (the weighted total mark for all assessment tasks in the unit/s. 
• A practical mark (as appropriate) 
For all students grades and marks are sent to School Curriculum and Standards Authority at the end of the year. 
 

Formal and informal school reports are communicated to parents 
All students’ reports are generated in the Department of Education, Reporting to Parents (RTP) portal and distributed to 
parents electronically or by Australia Post. Parent and Teacher Interviews are scheduled during Term 1 and at the start 
of Term 3 after the Semester One report. Results of State and National assessments are distributed to parents by Australia 
Post. 
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Semester and End of Year Reporting  
For Year 7 to 10 will include:  
• a final grade for a semester course or an progress grade for a year long course. 
• a teacher assessment of the student’s attitude, behaviour and effort. 
• a teacher comment. 
• any additional information the School considers relevant. 
 
For Year 11 and 12 will include:  
• a progress grade for a year long course/subject at the end of Semester 1 and a final grade at the end of the course and 
examination mark. 
• a teacher assessment of the student’s attitude, behaviour and effort.(not for second semester in Year 12) 
• a teacher comment. (not for second semester in Year 12) 
• any additional relevant information eg attendance, achievement of Unit of Competence for a Certificate Course. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Retention and disposal of student work 
In accordance with the State Records Act we must retain all assessment records of a student, including teachers’ marks 
books, until the year in whick the student turns 25 years of age. 
 
To facilitate this, Atwell College will not physically retain students’ written work which means the following will be put 
in place; 

 Students are responsible for retaining all of their marked written assessments tasks. 

 The school assessment policy advises students that the authority may request access to student assessed work during 
the college year. 

 Non- provision of assessed work by a student for the purposes of Authority grade validation or moderation processes 
may impact on the Authority approval of a student’s final grade. 

 The college is respobnsible for retaining all recorded non-written assessment tasks (for example, audio recordings of 
oral performances for language courses, video recordings of performancesfor Arts courses such as Dance and 
Drama).  

 

STUDENT REPORT TYPE WHEN 

  
 
SEMESTER 1 REPORT for Years 7-12 

 Marks, Grades,  ABE and Comments 

 Attendance percentage. 

As per the advertised school calendar 
dates.  
 

 
Final Report for Year 11 

 Marks, Grades,  ABE and Comments 
 

 
At the end of the school year In 
accordance with the Authority published 
deadline for the Year 11 students. 

SEMESTER 2 REPORT for Years 7-10 

 Marks, Grades, ABE and Comments 

 Attendance percentage. 

At the end of the school year as per 
school calendar date. 

 
STATEMENT OF RESULTS for Year 12  

 Marks and Grades 

 VET and Endorsed Programs Attained or 
Achieved 

 
Start of Term 4 in accordance with the 
Authority published deadline for Year 12. 


