Assessment Policy and Procedures
October 2025


STATEMENT OF INTENT

This policy applies to all Year 7 – 12 students currently enrolled at Mount Morgan State High School.  The aim of this policy is to ensure fairness and equity is maintained across the school, thereby supporting students to achieve to the best of their ability.  It details procedures to be followed in:
· applying for an extension of time to complete an assessment task, 
· late submission and non-submission of student responses to assessment instruments, and
· procedures relating to examination requirements.  
It is intended that this policy will inform all matters related to assessment.
PURPOSES OF ASSESSMENT

The purposes of assessment are to:
· improve teaching by providing information on what students know and can do,
· helps students progress in their learning by giving them feedback to inform their next steps in learning, and
· provides meaningful information on students’ strengths, learning needs, and achievements.


RESPONSIBILITIES

School 
It is the responsibility of the school to:
· publish assessment schedules early each semester,
· provide students with adequate notification of the task to enable students to produce quality responses,
· notify students and parents / carers of draft and final response due dates,
· provide feedback to students on both draft and final assessment items,
· ensure that there is consistency of marking standards, and 
· ensure that the students are fully aware of the syllabus standard descriptors associated with exit criteria for each instrument and that the necessary skills required to complete the task/s have been covered in the unit.
 
In the case where an assessment draft or final response is not submitted by the due date, it is the responsibility of the school to:
· make contact with the parent/carer, 
· inform the relevant HoD of the failure to submit.
 
Student
It is the responsibility of the student to:
· retain a copy of their assessment schedule each semester,
· ensure that all responses submitted are the student’s original work,
· ensure the school referencing procedure is followed,
· use class time effectively to develop responses to assessment instruments,
· present a rough draft to the teacher for each assessment instrument by the draft due date,
· carefully read/listen to feedback and make further inquiries if needed,
· submit final responses by the due date to the teacher,
· if required, complete an Access Arangement or Reasonable Adjustment (AARA) Application to request an extension for a written assessment or examination and submit to the relevant HoD, and
· seek clarification from the classroom teacher before appealing any result.
 
Parent/Carer
It is the responsibility of the parent/carer to:
· assist their student by retaining a copy of their assessment schedule each semester,
· encourage their student to submit all draft and final responses to assessment instruments by the due dates, and
· inform school staff of any difficulties relating to the completion of assessment instruments and provide documentary evidence where required – where an extension for a written assessment or examination is required, ensure that an AARA Application is submitted to the relevant HoD.

SPECIAL PROVISIONS
Where possible, reasonable adjustments will be made before a student undertakes an assessment and opportunities for alternative assessment arrangements should be provided.  Documentation relating to a diagnosis of disability should be forwarded to the school where available.  

For senior students with a disability or experiencing illness/injury, the Queensland Curriculum and Assessment Authority AARA guidelines will be followed in determining reasonable adjustments.




Examination Policy
October 2025

Students are notified of exams for each of their subjects through the assessment schedule at the beginning of each semester.  As students are given notice when exams are scheduled, they should avoid all appointments that clash with exam dates.  Unless an exam block is used, all examinations for each year level will be held during class time.
EXAMINATION PROCEDURE
Students must:
· arrive on time for examinations,
· have the correct materials to complete the examination,
· follow the instructions of the examination supervisor,
· avoid actions that may be construed as ‘cheating’, and
· report any concerns about ‘cheating’ immediately to the examination supervisor.

JUNIOR SCHOOL (Years 7 to 10)

Inability to Attend an Examination

If a student has prior knowledge that they will be unable to attend an examination, it is their responsibility to submit an AARA Application as soon as possible in order to negotiate a revised examination date with the classroom teacher.

If a student is ill or cannot attend an examination on the day, the following procedure must be followed:
· the school must be notified on the day or as soon as possible,
· on return to the school the student must complete an AARA Application and submit it to their classroom teacher in order to negotiate a revised examination date, and
· documentation such as a medical certificate, a detailed note from the parent, or other relevant documentation must be produced on the student’s return to school.

Failure to Attend an Examination

If a student fails to attend an examination and does not comply with the conditions outlined above:
· the student will be required to complete the examination on return to the school,
· if the student does not attend the examination on the revised date they may have their result recorded as an NR (Not Rated), and
· the student’s parent/carer will be notified of the result.
Students on External Suspension
Students on suspension will be given the opportunity to complete any examination upon their return to school.


SENIOR SCHOOL (Years 11 and 12)

Inability to Attend an Examination

If a student has prior knowledge that they will be unable to attend an examination, it is their responsibility to submit an AARA Application as soon as possible advising of this, and the reason for the absence, to the HoD of Senior Schooling.  A revised examination date can only be approved in accordance with Queensland Curriculum and Assessment Authority (QCAA) guidelines.  Where a new date is not approved, the student may not be rated for that subject for that unit.

If a student is ill or cannot attend an examination on the day, the following procedure must be followed:
· the school must be notified on the day or as soon as possible,
· on return to the school the student must complete an AARA Appplication and submit it to the HoD of Senior Schooling for approval to make alternate arrangements to sit the examination, and
· documentation such as a medical certificate or other relevant documentation must be produced on the student’s return to school.
 
It should be noted that absence from an examination cannot be approved for senior students where their absence is due to representative sport or family holidays.
 
It is the discretion of the Principal and HoDs as to the suitability of the student being offered an opportunity to sit an early or late examination.

Failure to Attend an Examination

If a student fails to attend an examination and does not comply with the conditions outlined above:
· the student may have the result recorded as an N (Not Rated),
· the student’s parent/carer will be notified of the result, and
· the student may not be rated for that subject for that unit.
Students on External Suspension
Students on suspension, at the discretion of the Principal and in consultation with the relevant Head of Department, will be given the opportunity to complete any examination as scheduled during their suspension period.

CHEATING
If cheating is suspected during an examination, the supervising teacher will document the suspicion and refer the matter to the Principal (senior student) and/or Head of Department (junior student).  If cheating is confirmed, the student will be given another opportunity to sit the exam or an alternate exam.  If the student refuses to re-sit the exam, any part/s of the response deemed to be the result of cheating will be disregarded and a grade will be awarded on the remainder of the response.

	Assignment Policy
October 2025
INTRODUCTION
Students are notified of assignment due dates for each of their subjects through the assessment schedule at the beginning of each semester.  As students are given notice when assignments are due, they should avoid all appointments that clash with the submission of assessment.  Class time is made available for students to respond to assignment tasks, however it may be necessary for students to also work on their responses at home to successfully complete the task.
DRAFT PROCESS
The purpose of a draft is to:
· give feedback to the student, 
· check authenticity of the assessment response, 
· ensure that the task is being completed correctly, and 
· to ensure that sufficient progress is being made.  

If a draft response is not sighted or sufficient progress is not being made, parental contact will be made by the classroom teacher.
 
Students must ensure that:
· a draft response is submitted by the due date,
· a bibliography, matching the school referencing procedure accompanies the draft,
· feedback from the classroom teacher is read/listened to, and
· the draft is submitted with the final response as evidence of authorship.
SUBMISSION OF ASSESSMENT
Completed assignments will usually be handed in to the classroom teacher during class time on the due date, however if this does not occur, the assignment must be submitted to the teacher or the office by 3:15pm at the latest on that day.  For predominately non-written pieces of assessment (eg oral presentations, multi-media presentations, etc) the due date for written support material will be the first day of the presentations.







JUNIOR SCHOOL (Years 7 to 10)
Extension Process

If a student is absent during the assessment drafting period, an extension will only be granted for illness or extenuating circumstances.  The following procedure must be followed:
· an AARA Application must be completed and submitted to the school as soon as possible to advise of the absence, whether it is due to illness or other reasons, and the expected duration of the absence;
· documentation such as a medical certificate, a detailed note from the parent, or other relevant documentation must be produced on the student’s return to school; and
· the relevant HoD will determine whether an extension is approved and communicate to the student and parent/carer the revised due date for the assessment.

Absence on Due Date

If the student is aware that they will be absent on the due date, the completed assignment response must be submitted before or on the due date unless an extension has been granted previously. 
 
If the student is absent without prior notice, the student must:
· have their parent/carer contact the school explaining the circumstances,
· arrange for the assignment response to be delivered to the school,
· if delivery is not an option, the student can submit the assessment electronically, submitting the hard copy of the response upon their return to school,
· if the student cannot do either of the above options the student is to submit the assessment on the first morning of their return along with an AARA Application and documentation such as a medical certificate, a detailed note from the parent/carer, or other relevant documentation.

Students on External Suspension

Students on suspension are required to submit assessment by the due date where they are able to work at home.  Where this is not possible, or they are absent from a practical assessment task, it is the discretion of the relevant HoD to determine a revised assessment due date.





Late and Non-Submission of Assessment
In cases where students do not submit a response, or submit a response after the due date:
· the student and their parents/carers will be contacted to advise of the non-submission,
· judgements may be made using evidence available on or before the due date (eg drafts or partial responses kept in the classroom),
· a standard will only be awarded where evidence has been demonstrated,
· consideration will be given as to whether a level of achievement can be awarded for the semester where non-submission occurred, and
· the student will still be required to submit the outstanding assessment response in order to receive credit for that semester.

SENIOR SCHOOL (Years 11 and 12)
Extension Process

An extension for time missed during the assessment drafting period will only be granted for illness or extenuating circumstances and in accordance with Queensland Curriculum and Assessment Authority (QCAA) guidelines.  If a senior student is absent during the assessment drafting period, The following procedure must be followed:
· an AARA Application must be completed and submitted to the HoD of Senior Schooling as soon as possible to advise of the absence, whether it is due to illness or other reasons, and the expected duration of the absence;
· documentation such as a medical certificate or other relevant documentation must be produced on the student’s return to school; and
· the HoD of Senior Schooling and/or Principal will determine whether an extension is approved and communicate to the student and parent/carer the revised due date for the assessment.

It should be noted that an extension due to absence during the assessment drafting period cannot be approved where the absence has been due to representative sport or family holidays.

If an extenuating family matter or personal circumstance applies, the AARA Application can be lodged directly with the Guidance Officer, Community Education Counsellor, or the Principal.  
 
Each case will be considered on its merit.  The HoD of Senior Schooling and the Principal are the only people authorised to decide whether an extension of time will be permitted.  The classroom teacher will also be asked to provide a relevant comment on the appropriateness of granting the extension. 

Absence on Due Date

If the student is aware that they will be absent on the due date, the completed assignment response must be submitted before or on the due date unless an extension has been granted previously. 
 
If the student is absent without prior notice, the student must:
· have their parent/carer contact the school explaining the circumstances,
· arrange for the assignment response to be delivered to the school,
· if delivery is not an option, the student can submit the assessment electronically, submitting the hard copy of the response upon their return to school,
· if the student cannot do either of the above options the student is to submit the assessment on the first morning of their return along with an AARA Application and documentation such as a medical certificate, a detailed note from the parent/carer, or other relevant documentation.

Students on External Suspension

Students on suspension are required to submit assessment by the due date.

Late and Non-Submission of Assessment

Where a student does not submit a response, or submits a response after the due date:
· the student and their parent/carer will be contacted to advise of the non-submission;
· where an AARA Application has not been submitted with a medical certificate or other relevant documentation, or where an AARA Application has not been approved, a judgement will be made based on the draft response submitted by the student;
· where a draft response was not submitted by the student, a rating of NR (No Response) will be given, and the student will not receive a rating for that subject for that unit of work; 
· the student will still be required to submit the outstanding assessment response in order to receive credit for that semester.

AUTHENTICATION OF ORIGINAL WORK

All assessment task responses submitted must be the original work of the student and all references used must be acknowledged following the referencing procedure.

Where it is found that a student has plagiarised the work of another student or another source, the student will be given the opportunity to resubmit their response.  In the case that another response is not submitted, any part/s of the response deemed to be plagiarised will be disregarded and a grade will be awarded on the remainder of the response.

Plagiarism involves students submitting the work of others as their own, without appropriate acknowledgment or referencing of the original work. Examples of plagiarism include failing to acknowledge and/or appropriately reference: 
· sentences or paragraphs copied or closely paraphrased,
· other’s ideas, work or research data, and
· work produced by someone else on the student’s behalf and/or in conjunction with other people but purported to be entirely their own.
Where it is found that a student has used AI to generate a response that does not reflect the work of the student, the student will be given the opportunity to resubmit their response. In the case that another response is not submitted, a grade will be awarded on any part/s of the response deemed to be the original work of the student.

Teachers may implement a number of strategies to authenticate students’ work:
· completing segments of work and submitting by checkpoint dates,
· monitoring progression of students’ work at the end of each drafting lesson,
· submission of a draft response for feedback, 
· submission of a final response with draft to show progression of final response, and
· signing the Student Statement of Authenticity to acknowledge that the work is their own.




























Appendix Four - Referencing Procedure
May 2025

INTRODUCTION
· A bibliography is a list of resources used in preparing a piece of work.
· When writing an assessment instrument you will need to cite (quote) the bibliographical references of all resources you used including books, CDs, videos, website, journal articles, etc.
· Mount Morgan State High School uses the Harvard Referencing System.  This style is described below.
· Bibliographical references need to be cited in two places:
4. Where a document is referred to in the assessment instrument.
4. In an alphabetical list at the end of the instrument.
HOW TO WRITE A BIBLIOGRAPHY
For each source, include the following information in order:
 
Books 
1. Author’s surname, initials. (full stop)
1. Year. (in brackets) (full stop)
1. Title of the book. (underlined OR italics) (full stop)
1. Place of publication: (colon)
1. Publisher. (full stop)
Example
Dixon, J. (1993). How to be a successful student. Ringwood: Penguin Books.
 
Journal Articles
1. Author’s surname, initials. (full stop)
1. Year. (in brackets) (full stop)
1. Title of article. (full stop)
1. Title of the journal. (underlined OR italics) (full stop)
1. Volume, number, month/season, (comma)
1. Page numbers of article. (full stop)
Example
Burns, S. (1989). There’s more than one way to learn. Australian Wellbeing. No. 33, October, pp42 – 44.
 
Newspaper Articles
1. Author’s surname, initials. (full stop)
1. Year. (in brackets) (full stop)
1. Title of the article (full stop)
1. Title of the newspaper. (underlined OR italics) (full stop)
1. Date of publication, (comma)
1. Page numbers of article. (full stop)
Example
Popham, B. (1997). Saving the future. Weekend Australian. 7 February, p10.
 
World Wide Web
1. Author’s surname, initials. (full stop)
1. Year. (in brackets) (full stop)
1. Title (underlined OR italics)
1. [Internet]. (in square brackets) (full stop)
1. Place of publication: (colon)
1. Publisher (if ascertainable). (full stop)
1. Available from: <URL> [accessed date].
Example
Holland, M. (1996). Harvard System [Internet]. Poole: Bournemouth University.  Available from: http://www.bournemouth.ac.uk/service-depts/lis/LIS_Pub/harvardsys.html[Accessed 6 May, 1998].
 
Videos
1. Series title. (full stop)
1. Series number. (full stop)
1. Title. (underlined OR italics) (full stop)
1. Year. (in brackets) (full stop)
1. Place of publication: (colon)
1. Publisher. (full stop)
1. Date of transmission, (comma)
1. Medium:Format. [in square brackets] (full stop)
Example
Fragile Earth. 5. South American Wetland. (1982). London: BBC. 17 October; [video:VHS].
 
Interviews
1. Name of interviewee
First initial (full stop) Surname (full stop)
1. Kind of interview (Personal or Telephone) (full stop)
1. Date of interview. (full stop)
Example
N. Archer. Personal interview. October 11, 1998.
 
Email
1. Sender’s surname, initials. (full stop)
1. (Sender’s email address), (brackets) (comma)
1. Day, (comma) month, (comma) year. (full stop)
1. Subject of message. (underlined OR italics) (full stop)
1. Email to (recipient’s email address). (brackets) (full stop)
Example
Lowman, D. (deborah@pbsinc.com.au), 4 April, 1998. Internet referencing. (awill@dva.gov.au).
 

CD Roms
1. Author’s surname, initials. (full stop)
1. Year. (in brackets) (full stop)
1. Title. (underlined OR italics) (full stop)
1. CD ROM [in square brackets] (full stop)
1. Place of publication: (colon)
1. Publisher. (full stop)
Example
Hawking, S.W. (1994). A brief history of time: an interactive adventure [CD ROM]. N.Y.: Crunch Media.
HOW TO IN-TEXT REFERENCE
Citing a Direct Quotation
· Write the quote in quotation marks (“”)
· After the quote include the author’s surname, publication year followed by page number. [One page (p), pages (pp) (full stop)]
Example
“Resting times provide periods for reflection” (Chong, 1998, p7).
 
Citing a Non-Direct Quotation
· At each point in the text which refers to a particular resource, insert the author’s surname and publication year. (Initials are not necessary unless two authors have the same surname)
Example
The work of Thompson (1994), Bryant (1998) and Eastman (1986) were all concerned with the importance of consistency in bibliographies and citations.
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