Heritage College Sydney

STAGE 4 & 5 ASSESSMENT AND REPORTING POLICY

RATIONALE

Assessment involves both Formative (informal, continuous, central to each class and part of the teaching cycle)
and Summative (formal, periodic measure against standards to determine extent of learning). The purpose of
Summative School Assessment is to provide an indication of a student's achievement in a wider range of
syllabus objectives than can be measured in a variety of ways. Summative Assessment is used to:

Provide diagnostic information for teachers

Provide feedback to students

Report to parents/carers

Determine grades for the Record of School Achievement RoSA (Stage 5)

The Assessment Schedule

The Assessment Schedule is a timetable of tasks, which take place over the course of the year. The NSW
Education Standards Authority (NESA) suggests that a total of 3 - 5 assessment tasks, including examinations,
are sufficient to measure student achievement against syllabus objectives and outcomes.

® Year 7 are to have a maximum of 3 tasks per KLA per year
e Year 8-10: Main KLAs (like Mathematics, English, Science etc) will have 4 tasks
o  History/Geography will have 3 tasks due to 6 monthly breakup

Students will receive an assessment schedule for each subject. This will give details of the dates of all tasks.
This schedule is a guide and may be varied. Students and parents/carers should be informed of variations
through email and newsletter. Teachers will ensure that all students in a course are assessed comparably by
using common tasks and a standardised marking scale. Each task carries a weighting. The yearly examination
may not contribute more than 35% (40% in Year 7).

Teachers will inform students, in writing, of each task at least two full weeks in advance, with the following:
Due Date and time

Task name

Task outcomes

Description of task, including modification and extension tasks where appropriate

Marking criteria and/or marking scheme/rubric

Acceptable use of technology and Al as part of the criteria (see Al section below)

Cover sheet with declaration, which is signed and dated, that the completed task is their own work.
Students are required to regularly check their school email for updates (at least twice per week)

Assessment tasks will be structured so that they address mandatory syllabus outcomes and may include a
range of components such as: written tasks; skills tests; open book examinations; oral/viewing/listening tasks,
portfolios or other appropriate forms. Some tasks, particularly in the subjects of a practical nature, involve
students being assessed at different stages of their development of a product or project.
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Teachers may also informally assess students’ achievement of outcomes through “the process” leading up to
the assessment tasks e.g. observation matrices, draft copies in class etc. Class time may be available for partial
completion of any assessment task. Hence all students should have at least a partially completed assessment
task to submit on the due date.

Special Provisions

The KLA teacher and Learning Support Coordinator (LSC) will liaise with a student who needs special provisions
so that the student has the opportunity to be able to demonstrate their achievement of the course outcomes
being assessed. Disability provisions will be in accordance with the ACE manual and administered by the LSC.

Submission of tasks

It is preferable that teachers set submission times to be 9 am on a day they are available and can follow up
students. This ensures that other classes are not impacted by students finishing off or printing out tasks. A
Cover Sheet should accompany all tasks (even an electronic copy, signed, in PDF form).

Assessments must be personally submitted by the student to the KLA teacher by the due date. If tasks are to be
submitted electronically, this will generally be either by Google Classroom or emailed by the due date,
preferably in PDF form to maintain formatting (or any agreed format specified by the assessment’s notification
/criteria). If students do not have access to a computer, hand written tasks will be accepted. If the teacher is
absent, work should be submitted to the Executive staff or delegated person. Any students on suspension are
required to submit assessments by the due date. .

Teachers should keep a class list of the assessment tasks handed in on the due date. Teachers should:
e contact student and parents/carers by email if assessment work is not submitted by the student on
the due date to remind them of due process
e issue an Official Warning ‘N’ Determination letter within 24 hours of them returning to school to give
students warning and opportunity to correct issues (use Sentral template).
® assign students to attend Detention or Homework Help (through Sentral) until the task is submitted
e do all of the above if required.

When an assessment task is submitted late without an extension approval:

o 10% will be deducted off the assessment mark, or off the total possible mark for each day. The
penalty includes weekends.

e 25% will be deducted per day for non-completion of oral presentations/performances in class.

e After 5 days if the work is not submitted, a zero mark will be allocated. The task should still be

submitted, so that the student meets the NESA requirements, within 2 weeks.

e Where a zero grade has been awarded for any reason, the KLA teacher will notify the Deputy Principal
and then the student's parents/carers will be notified they have received a zero grade for a task
through the Sentral template “Zero Mark Letter”.

e Any Official ‘N’ Determination Warning letters (up to three in total) will use the Sentral template and
signed by the Deputy Principal, before being sent to the student and their parent/carer.

e The student will be required to attend Homework Help until the task is completed in order to
complete the requirements of the task and to receive feedback on progress within the course. This
will be recorded on Sentral using the Welfare section of Wellbeing.

e Where a student feels that circumstances exist that would make it unjust to award a zero grade, the
student should speak to the Deputy Principal who may choose to apply discretion to an individual
case e.g. serious pastoral care issues. If the matter remains unresolved, the student may appeal to the
Principal.

e Feedback to students may be based on the work and/or draft submitted by the student during the
assessment task process. Teachers should have in place systems which monitor progress of the

assessment.
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Examinations

For Key Learning Areas which have Mid Course or Yearly Examinations for assessment tasks, a

schedule/timetable will be prepared by an executive member and distributed to students two weeks prior to

the examination period. Notice will also be given to parents of the examination time period via the College

Newsletter and email.

Depending on the type and importance of the examination and at the discretion of the teacher, the following

guidelines should apply:

In preparing and delivering examinations staff should strive to ensure that they are equitable for all
candidates

Arrangements should be made with the Learning Support Coordinator prior to an examination for
any students requiring provisions (e.g. a reader, writer, additional supervision or extra time).

Before the examination begins, desks should be cleared and any posters that may be relevant should
be removed from walls or windows. Students may only have the equipment required for the
examination on their table.

Students may not leave the room except in emergencies (i.e. they should go to the toilet before the

examination begins).
Exam supervisors should not leave students unsupervised and be vigilant at all times - they are not to
be engaged in activities that distract them from continually moving about the room (e.g. not on their
phone or computer watching things).
Silence should be maintained at all times throughout the examination.
If a student finishes early they should be encouraged to review their answers.
No student may leave the examination room until the supervisor has released the whole class.
If any student is absent for any reason for an examination that is part of an assessment, an
Assessment Extension/lliness/Misadventure/Endorsed Leave form must be lodged with the KLA
teacher and Deputy Principal for consideration. A doctor’s certificate is necessary if the application is
on medical grounds.

o https://hcs.nsw.edu.au/wp-content/uploads/2024/09/Assessment-Task-Extension-lliness-Mis

adventure-Endorsed-leave-form-2024.pdf

If a student is absent for an examination, the exam may be given on their return, or an alternate
examination/assessment may be given or marks scaled accordingly (in conjunction with DP).
Extended Leave (in accord with Principal’s signature) may require special assessment arrangements,
either before or after their return. Applications for this should be made separately for each task.
Any breach of examination protocol will result in consequences, which may include exclusion from
the examination and/or follow-up disciplinary action. If malpractice is proven, then inclusion in the
CHCS Register of Malpractice for Stage 5 will result.
Students/parents/carers are given the right to appeal in writing to the Principal within 48 hours of
the examination regarding the fairness of the procedure.
All assessment marks or incidents are to be entered on the Sentral system for storage and retrieval.
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Extensions, illness, misadventure, endorsed leave

An extension of time to complete an assessment task will be granted ONLY in cases of verifiable illness or
exceptional circumstances. Parents/carers who believe that their student/child has a case for an extension of
time should apply to their KLA teacher prior to the due date or within 1 working day to discuss relevant
circumstances. This will be verified with the Deputy Principal.

Illness or accident means illness or physical injuries suffered directly by the student which allegedly affects
their performance in the task. Misadventure means any other event beyond the student's control which
allegedly affects their performance in the task, e.g. death of a family member.

Endorsed leave may be granted by the Principal for events such as family holidays, via a separate application, if
it is deemed that course outcomes will be met by completion of tasks or compensatory work. The leave
certificate will be considered evidence for the adjustment of assessment arrangements.

If students are absent from an assessment task or are unable to submit an assessment task through illness,
misadventure or endorsed leave:

e The task may be submitted electronically on the due date

e The task may be brought to school by someone else and personally lodged with the KLA teacher. No
responsibility will be taken if a student gives an assessment task to another student, teacher or office
staff member.

e The student or his/her parent/carer should telephone the school and inform the KLA Teacher.

® An Assessment Extension/lliness/Misadventure/Endorsed leave form must be lodged with the KLA
teacher and shared with the Deputy Principal for consideration.

0  https://hcs.nsw.edu.au/wp-content/uploads/2024/09/Assessment-Task-Extension-lliness-Misadventure
-Endorsed-leave-form-2024.pdf

® A doctor’s certificate may be required and is advisable if the application is on medical grounds

e If the assessment task has not previously been lodged, the student must hand in or complete the
assessment task on the FIRST DAY the student returns to school

e Ateacher may make alternative arrangements such as an equivalent task or an estimate.

Appeals:

If an extension of time is declined by the Deputy Principal, an appeal may be made to the Principal for further
consideration.

Non-Serious Attempts

Any non-serious attempt at an assessment task may lead to the student being awarded a zero mark. The
Deputy Principal, in consultation with the teachers involved, shall determine whether the attempt is
non-serious and if so, count it as a non-attempt. Students will need to resubmit the task and parents/carers will
be informed with an Official Warning-‘N’ determination letter. The assessment task will be marked as for a late
submission.

Malpractice

Malpractice is any attempt to gain an unfair advantage over other students. Malpractice in any form including
plagiarism, collusion, misrepresentation, and breach of assessment conditions is unacceptable. NESA treats
allegations of malpractice very seriously and detected malpractice will jeopardise a student’s award and
achievement of the RoSA or the HSC.

Student conduct amounting to malpractice may range from unintentional failures to comply with assessment
rules and procedures to deliberate attempts to gain an unfair advantage involving intentional wrongdoing.
Students who knowingly assist other students to engage in malpractice will be considered complicit in the
malpractice. Serious and deliberate acts of malpractice amount to corrupt conduct and, where appropriate,
NESA will report matters to the Independent Commission Against Corruption.
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Malpractice includes but is not limited to:

Misrepresentation

1. Misrepresentation is when a student misleads or deceives others by presenting untrue information
through the fabrication, alteration, or omission of information.
2. Misrepresentation can include but is not limited to:
a. making up journal entries for a project, and/or
b. submitting falsified or altered documents, and/or
c. referencing incorrect or non-existent sources, and/or
d. contriving false explanations to explain work not handed in by the due date.

Plagiarism

1. Plagiarism is when a student pretends to have written, created or developed work that has originated
from another source.
2.  When using work that has originated from another source, students must acknowledge the source
material in accordance with course specific requirements.
3. Plagiarism includes but is not limited to:
a. copying someone else’s work in part or in whole, and presenting it as their own, and/or
b. using material directly from books, journals, the internet, or any other offline/online
resources, without appropriate acknowledgement of the authors and/or source, and/or
c. building on the ideas or words of another person without appropriate acknowledgement,
and/or
d. usingideas, designs or the workmanship of others in practical and performance tasks without
appropriate acknowledgement.

Collusion

1. Collusion is when a student inappropriately collaborates with another student, group of students,
person, organisation, or entity to produce work that was meant for individual assessment.
2. Collusion includes but is not limited to:
a. sharing answers to an assessment with other students, and/or
b. submitting work that has been substantially contributed to by another person, such as a
student, parent, coach or subject expert, and/or
c. contract cheating by outsourcing work to a third party, and/or
d. unauthorised use of artificial intelligence technologies (see Al use next page).

“In the case of suspected plagiarism, students will be required to provide evidence that all unacknowledged
work is entirely their own. Such evidence might include but is not limited to the student: providing evidence of
and explaining the process of their work, which might include diaries, journals or notes, working plans or
sketches, and progressive drafts to show the development of their ideas, answering questions regarding the
assessment task, examination or submitted work under investigation, to demonstrate their knowledge,
understanding and skills.” (NESA ACE Manual October 2011)

Students who commit malpractice in assessment tasks can either be (based on age and circumstance):
e penalised for only the components which have been acknowledged as not their own work
e given a zero for that task and will be required to resubmit the task.

This will be judged in conjunction with the KLA teacher, DP and student. Parents/carers will be informed with
an Official Warning - ‘N’ determination letter. It will be marked as for a late submission.

Malpractice is considered a serious breach of school rules and consequences as outlined in the College
Discipline policy may also result. A College Register of Malpractice with the following information: name of
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student; the course involved; the type of offence; the nature of the assessment task and the penalty applied,
will be kept in M drive/Education. Warning letters will be recorded on Sentral.

Artificial Intelligence (Al)

Al technology, such as Chat GPT or any such technology that enables computers or machines to simulate

human intelligence processes, such as learning, reasoning, problem-solving, decision making, or the
completion of tasks/work, can be used both by teachers and students if it accords with the College’s ethos and
all other policies (including assessment schedules and academic integrity). However, it must be used ethically,

and within the transparent guidelines communicated to students.

Key responsibilities in this area are:

Teachers
e Model correct and ethical use of Al in the classroom (see “20 Ways to use ChatGPT in the classroom”)
e Design and implement assessment tasks that:
o Take into account if/how Al might be used by the student, and have mitigated that risk
through a variety of strategies, which may include:

m variety of parts within task (e.g. oral or visual presentation, practical or creative
component)

m give an in-class exam or validation activity

m  essays that are monitored on Google docs history

m reflective assignments, problem solving tasks

e Share with students explicit direction regarding:
o If and when Al technologies can be used
o How they are to be referenced or cited
o Boundaries of Al use and the apparent weaknesses
o Use of any Al checking technology
e Include explicit details on assessment task notifications relating to plagiarism, Al checker tools to be
used, the use of Al and referencing.
e Teachers will:
o Use more than Al checking technology to determine if a student has submitted work that is
not their own (including previous work samples and in discussion with the student)
o  Only impose a mark penalty where multiple sources indicate a breach of the assessment
specifications and this has been agreed with the Principal and Deputy Principal.

m  Follow normal Sentral protocols and issue ‘N determination” warning letters or
academic misconduct warnings, with the intention to support students to rectify
problem/s.

m  Only individual student/s will re-do parts or all of the tasks/tests if Al is suspected,
not the entire class.

Students
o  Will conduct themselves with academic integrity, complying with all expectations set out by CHCS
Assessment Policies, NESA and under the “All my own work” modules.
Follow all Malpractice Rules - Use Al only in an ethical and correct manner and time
Reference and cite all uses of Al and when accessed
o Students will need to share what question/input they gave to Al and scope of material used
from Al
o  Follow all malpractice rules as per normal
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o Ensure correct referencing processes are adhered to.
e Sign and attach the College Cover Sheet when submitting tasks

Assessment Task Information

Teachers are to have a section on each of their assessment tasks that outlines 3 key things and will place this
on each assessment task notification:

CHCS Ethical Principles - Integrity of Assessment

Areas Al can be used in this task... Areas Al can NOT be used in this task... How to reference Al (if
applicable):

Teacher Declaration - Plagiarism and Al checkers will/will not be used. Any penalties or appeals will be based on
the CHCS Assessment Policies.

Student Declaration - | understand the CHCS ethical principles that guide the integrity of assessment tasks and |
declare that this is all my own work and free from malpractice (including plagiarism, collusion, misrepresentation
or breach of assessment conditions) .

Signed: Date:

Information Technology (IT) Misadventure

Students may undertake IT related assessment tasks within each KLA. Students will need to be aware that it is
their responsibility to ensure that IT tasks are attempted and submitted on the due date.

Technical problems and malfunctions (hard drive failure, loss of internet provider, lost/corrupted email
attachment, printing glitches, software incompatibility, formatting issues etc.) are not an acceptable excuse for
the late submission of any assessment tasks. Students who submit an assessment task late due to technical
difficulties or malfunctions will have marks deducted as for any late task. Tasks must be printed prior to the due
time otherwise it will be considered as late.

The only exception to this rule is when the student can provide the KLA teacher with hard evidence (earlier
draft copies) of the content and standard of the assessment task. This evidence will need to be presented to
the KLA teacher on the day that the assessment task is due. Draft copies should be kept and students should
save and print off hard copies of earlier versions of the assessment as separate files. Assessment tasks may also
be handwritten if there are technical problems. It is strongly recommended that when students are using
technology to produce an assessment task, they aim to complete the task ahead of time and keep a backup in
multiple locations.
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‘N’ (Non-completion of course requirements) Determinations

‘N’ determinations are issued for the non-completion of requirements in a course.
A grade ‘N’ may appear in place of A to E if students fail to meet one or more of the following requirements:
e Following the course developed by NESA
e Applying themselves with diligence and sustained effort to the set tasks and experiences provided in
the course by the school
e Achieving some or all of the course outcomes.

If it is determined that a student has failed to submit tasks and is in danger of not meeting course completion
criteria, a minimum of two written warning letters will be issued to the student and the parents/carers
informed. Warnings will be given in time for the problem to be corrected and will provide advice about the
consequences of an ‘N’ determination in a course. Phone contact and interviews with parents/carers should
also be arranged. Any concern about student progress and the action taken to address that concern must, at
the time, be carefully documented and filed in the student's Sentral file for future reference.

Students who have not complied with the requirements for satisfactory completion of a course at the time of
finalising grades cannot be regarded as having satisfactorily completed the course. The Principal will then issue
an ‘N’ determination. When an ‘N’ is assigned for a student’s achievement in a Board Developed Course, a
Grade A to E should still be submitted so that, if the student appeals successfully to NESA, the grade can be
reinstated. All students who are issued with an ‘N’ determination have the right to appeal against the
Principal’s determination. A flowchart detailing the determination and appeal dates is available on Schools
Online.

Where a student fails to satisfactorily complete a mandatory Stage 5 course the student:
e isineligible for the award of the Record of School Achievement, if leaving school at the end of Year 10;
® may be ineligible to enter Preliminary (Year 11) Stage 6 courses

o will receive a report on transcripts of study as ‘Not Completed’.

Where a student fails to satisfactorily complete Additional studies (electives), they will not be listed on a
student's Record of School Achievement if an 'N' determination has been made.
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Marking and Grading

Teachers should aim for a less than two week turn around in marking, ensuring that feedback is close to the
assessment event. In accordance with NESA, students should receive meaningful and constructive feedback on
how they have achieved the outcomes for a particular assessment task.

So as to maintain consistency with NESA, a Common Grading Scale will be used; the descriptions of levels of
achievement for both Stages 4 and 5 will be categorised into five broad bands of achievement:

A The student has an extensive knowledge and understanding of the content and can readily
apply this knowledge. In addition, the student has achieved a very high level of competence in the
processes and skills and can apply these skills to new situations.

B The student has a thorough knowledge and understanding of the content and a high level of
competence in the processes and skills. In addition, the student is able to apply this knowledge and
these skills to most situations.

C The student has a sound knowledge and understanding of the main areas of content and has
achieved an adequate level of competence in the processes and skills.

D The student has a basic knowledge and understanding of the content and has achieved a
limited level of competence in the processes and skills.

E The student has an elementary knowledge and understanding in few areas of the content
and has achieved very limited competence in some of the processes and skills.

Allocating grades requires the informed professional judgement of teachers as they match student
achievement to grade descriptions and published standards. Teachers can moderate their judgements by
comparing work samples for their students with samples aligned to grades A to E. These are available on the
Assessment Resource Centre (ARC) website.

Record of School Achievement grades

Year 10 students receive A to E grades based on their achievements in Stage 5 courses (except VET and courses
based on Life Skills outcomes and content) each year. In Mathematics, grades have been further differentiated
to nine levels (A10, A9, B8, B7, C6, C5, D4, D3 and E2). Allocating grades requires the informed professional
judgement of teachers as they match student achievement to grade descriptions and published standards.

Teachers can moderate their judgements by comparing work samples for their students with samples aligned
to grades A to E. These are available on the Assessment Resource Centre (ARC) website. Teachers need to use
the historical grade pattern graphs on Schools Online Administration to self-check or guide their grade patterns.

Teachers will retain a work sample of student work for each of the specified courses that represent the range of
achievement of the cohort (e.g. a work sample representing grade A, one representing grade B, one
representing grade C, one representing D and one representing grade E). The work samples should represent
achievement towards the end of the Stage 5 course, so samples from the second half of the year would usually
be most suitable. On the work samples, the appropriate A to E grade represented should be indicated. Work
samples and tasks should be kept in a format that can be uploaded electronically, and retained for a period of
at least 12 months. The samples will be used for interpreting grade standards and ensuring consistency of
grading in the future.

The Principal is accountable to NESA for the pattern of grades awarded by the College in each course at the end
of Stage 5. The Principal will confirm that grades are consistent with published standards when they are
submitted. NESA monitors the pattern of grades and may in certain circumstances ask the College to review
them. If this occurs, teachers may need to provide evidence of samples of work to support their judgements.
Grades are uploaded via Schools Online Administration . Grades must not be disclosed to students until the
date determined by NESA.

Assessment of Life Skills Skills Yr 7-10
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Students undertaking Years 7-10 Life Skills outcomes and content in one or more courses will be assessed on
their achievement of the outcomes identified in the planning process. This will be monitored by the Deputy
Principal with input from the Student Services Coordinator. Students do not need to complete all of the
associated content to demonstrate achievement of Life Skills outcomes. Students can demonstrate
achievement of outcomes in a number of ways and across a range of environments, including the school, home
and community. Evidence of achievement of outcomes can be gathered through ongoing assessment for
learning and assessment of learning at particular points in the course of study. Students entered for Life Skills
courses may achieve the designated outcomes independently or with support.

Students undertaking a course based on Life Skills outcomes and content are not allocated a grade in that
course.

Reporting

A written report on each student’s progress will be provided to parents/carers twice per year along with the
opportunity to discuss relevant matters with staff. Written reports will include academic achievement, work
attitude, social development and a Common Grade Scale. Reports will also show marks for each assessment
task, the overall mark and rank in the class.

Maintaining secure records

Teachers must ensure that secure records as well as samples of task results are kept. All results must be stored
on Sentral Markbooks and the College’s computer system (M Drive).The College will securely retain assessment
records for the number of years required by NESA.

Appeals

The College abides by the procedures for appeals detailed in the NESA Assessment Certification Examination
(ACE) Manual. This includes student appeals against ‘N’ determinations in particular courses and student
appeals against the withholding of Record of School Achievement credentials by NESA.

Responsibilities of each student

Students are responsible for:

° Reading and understanding the College’s policies on assessment

° Attempting each assessment task to the best of their ability so that they demonstrate maximum level of
achievement

° Attending all in class tasks and submitting all tasks on time (except in case of illness or misadventure
where they will then follow College procedures)

° Use the College Cover Sheet to confirm compliance with assessment task ethics when submitting each
task.

° Ensuring that any questions they may have about the marks awarded or comments made for an

individual piece of work are resolved at the time the work is handed back. It is the student's
responsibility to raise the matter as soon as possible with the KLA teacher. The KLA teacher and the
Principal will deal with disputes (see Suggestions, Complaints and Allegations Policy).

° Demonstrating through diligent, sustained effort and achievement, that they have met the
requirements of the course

° Supporting the learning of others and behaving in an ethical manner.
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Responsibilities of each teacher

Maintain thorough records of student progress to assist with building a full profile of each student
Design and implement tasks consistent with NESA, college and faculty policies.

Include direction in each task (except in-class exams) on the accepted use of technology (including Al)
Be familiar with the performance bands and the syllabus standards.

Ensure that students are notified in writing of assessment tasks and given at least two weeks notice.
Provide timely feedback to students on assessment tasks (within two weeks of the due date)

Write professional report comments that are factual, helpful, appropriate and address outcomes within
the time specified by Executive staff

Participate in Parent/Teacher Interviews according the schedule set by the Principal

Record marks on the appropriate subject register as determined by the College: eg Sentral Markbook.
Provide alternate tasks or estimates only on the written advice of the Deputy Principal.

Communicate with parents/carers when students are not demonstrating diligent and sustained effort.
Communicate with parents/carers using the ‘N’ determination form when student performance is not
submitted or considered a non-serious attempt.

e Refer to Code of Conduct regarding possible conflict of interest.
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Heritage College Sydney

ASSESSMENT TASK EXTENSION/ILLMESS/MISADVENTURE/ENDORSED LEAVE FORM

An extension of time to complete an assessment task will be granted ONLY in cases of verifiable illness or exceptional
circumstances.

Parents/caregivers and students who believe there is a case for an extension of time should apply to the kLA teacher prior to
the due date or within 1 working day to discuss relevant droumstances. This will be verified with the Deputy Principal with
the appropriate support documents and KLA teacher.

If students are absent from an assessment task or are unable to submit an assessment task through iliness, misadventure or
endorsed leave:
®  The task may be submitted electronically on the due date (generally in PDF format)
®  The task may be brought to school by someone else and personally lodged with the KLA teacher.
o No respensibility will be token if o student gives an assessment task to another student, teacher or office
staff member.
®  The student or his/her parent/carer should telephone the school and inform the kL& teacher of their absence
®  An Assessment Task Extension/lliness/Misadventure/Endorsed Leave form must be lodged with the KLA teacher
and verified with the Deputy Principal for consideration
® A doctor's certificate is advisable if the application is on medical grounds
®  |f the assessment task has not previously been submitted, the student must hand in or complete the assessment
task on the FIAST DAY the student returns to school
®  If an assessment task extension is not justified or sought, the College’s usual assessment policy penalties will apply

STUDENT NAME: YEAR:

SUBJECT:

CLASS TEACHER:

DATE OF FORM SUBMISSI0N:

TASK FOR WHICH CONSIDERATION 15 50UGHT:

DUE DATE OF TASK:

REQUESTED NEW DUE DATE:

¥YOU ARE SEEKIMG CONSIDERATION FOR: (circle one) lliness  Misadventure Other rezson for extension

Attach oll necessary Medical and other Documentation

PROVIDE DETAILS AND REASONS FOR YOUR REQUEST:

Parent/Carer Name: Parent/Carer Signature:

EXECUTIVE DECISION - Granted / Declined

MEW DUE DATE:

Signature: Diata:

FOLLOW UP- If an extension of time is declined by the Deputy Principal, an appeal may be made to the Principal for further
consideration.

appeal to Principal? YES/NO Date Lodged:
Principal Decision; Signature: Date:
christadelphian Heritage College Sydney Ltd. Email: office@hcs. nsw edu_au
110 Cross 5t Kemps Cresk NSW 2178 web: www hos nsw eduau
Ph: 9826 2116 ABM 25425504 321
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COVER SHEET FOR ALL ASSESSMENT TASKS

Please fill in the details and attach it to the front of your work.
SURNAME: FIRST NAME:
SUBJECT: YEAR:
TASK TOPIC/TITLE:
DATE DUE: DATE SUBMITTED:
TEACHER’S NAME:

| declare that

a) | understand the CHCS ethical principles that guide the integrity of assessment tasks and | declare
that this is all my own work and free from malpractice (including plagiarism, collusion,
misrepresentation or breach of assessment conditions) .

b) the material contained in this task has not previously been submitted for assessment in any formal
course of study.

STUDENT’S SIGNATURE:

LATE SUBMISSIONS

e There is a formal process of application employed by Heritage College Sydney for submission of work after
the due date. Within 24 hours of the deadline, a parent or carer must communicate the reason/s for the
failure to submit the task on time. This must be made to the KLA teacher. Extension will only be
considered for illness or serious problems beyond the student’s control.

e All work must still be submitted. For each day that the task is late the assessment will receive a 10%
penalty. The penalty includes weekends. 0% will be allocated after 5 days.

e The student will be required to submit the task, even though 0% may have been allocated due to lateness.
In this way the student will ensure he/she completes the requirements set by NSW Education Standards
Authority for the award of the Record of School Achievement (RoSA) or Higher School Certificate (HSC).
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ACCOUNTABILITIES

m Accountabilities

All staff | Principal, Executive, All staff

DOCUMENT CONTROL

Ownership and Approval

Role Name Position title Date

Author Melissa Sharman & Principal & Deputy Principal | 23/10/2024
James McCann

Approver Melissa Sharman Principal 23/10/2024

Review

Stage Date

Original Policy Stage 4 and 5 Assessment & Reporting

Policy

Policy revised September 2021

This review September 2024

Next review September 2027
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