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2017 SECONDARY ASSESSMENT POLICY  

Assessment at St. Margaret Mary’s College is an important part of the learning 

and teaching process.  It assists both teachers and students to improve the 

quality of learning outcomes for the student, allowing them to achieve their full 

potential.   

In accordance with QCAA guidelines, assessment in the College will have the following 

features:  

• judgments of student responses to assessment instruments are made using standards 

associated with exit criteria  

• procedures are enacted consistently across subjects within the school  

• in cases of late submission of student responses to assessment instruments, judgments 

are based on evidence available on or before the due date  

• in cases of non-submission of student responses to assessment instruments, standards are 

not awarded when there is no evidence. 

 

Teachers at SMMC have the right to expect that assessment will be submitted in classes.  

They also have the responsibility for allowing students a variety of methods to demonstrate 

what they know and can do.  Formative feedback will be given to students.   

 

Conditions and due dates are specified on task sheets which are issued by the class teacher 

and have been approved by the Curriculum Leader/ Deputy Principal- Learning & 

Teaching. Task sheets are to be attached to the assessment piece when it is submitted. 

 

Submission of Assignments 

 

Assignments must be handed to the teacher personally on or before the due date specified 

– NOT left in College Office or with other staff members. If a student is absent, assessment 

may be sent electronically to the teacher, or submitted by a parent to the College Office. 

Assignments must be handed in at the start of the allocated lesson (unless specified by the 

teacher).    If a student does not have an assessment item on the due date, the guidelines for 

‘Incomplete work’ will be applied. 

 

Absent on Due Date 

 

(a) If absent due to illness on the assessment due date/exam date: 

 Students/parents are to telephone the class teacher and discuss options. If the class 

teacher is unavailable to speak on the phone the student/parent should leave a message 

with the office staff explaining that assessment will be late. 

(b) A medical certificate should be attached to the assignment for all Year 11 and Year 12 

students. (If no medical certificate is produced the assignment will be recorded as a late 

submission and students will be required to complete that assessment item/ exam upon 

their arrival at school). 

 



(c) The assignment may be sent to school with a friend or relative, to be received at the 

School Office. 

(d) If absent due to special circumstances E.g.  Bereavement on the due date:  

 Parent or student should speak personally with a member of the College Leadership 

Team to discuss the circumstances. 

(e)    Upon return to school, the student is to submit an “Application for Assessment 

Extension” form (available from the office or on the website).  This must be attached to 

relevant documentation. 

 

 

Unsatisfactory Progress during preparation time 

 

If the class teacher is concerned about a student’s lack of progress when working on an 

assessment item (especially at the draft date) they should speak to the student regarding this.  

If no improvement is seen, parents will be contacted before the due date. It is the student’s 

responsibility to demonstrate progress by submitting a copy of drafts with their final copy of 

the task. 

 

Late Assignments/Non-Submission of Assignments/ Incomplete Assessment 

 

All assessment must meet minimum task requirements (E- or higher) to be counted as a 

submission. The process for late assignments or non-submission of assessment is outlined 

below: 

 

If a student fails to submit an assessment item on time more than twice in a term, they will be referred 
to the Curriculum Leader/ Deputy Principal who will meet with their parents to address the issue. The 

student will need to complete a learning plan to address this issue.  

Students who display a pattern of non-submission may have their enrolment reassessed. 

If the student continues to refuse to complete assessment, they may be withdrawn from classes until 
their parents meet with the Deputy Principal and an outcome is negotiated

If, at the start of the lesson, the student fails to submit completed; or the assessment does not meet the 
minimum requirements, then the student:

a) may be given an opportunity to write something on a blank piece of paper in a single class lesson 
which will be marked. 

b) a draft may be taken and marked.

The class teacher in consultation with the Curriculum Leader will then attempt to contact the parents.



Extension of Assessment Procedures:  Years 7-12 

 

Assignments Completed on Computers 

 

Students are responsible for making BACKUP copies of work produced on home or school 

computer systems.  This means regularly printing out a copy of work/ saving work in a google 

folder.  No allowance / credit will be made for work lost due to computer failure on home or 

school computer systems. 

 

Speaking or Performing Assessment 

As different subjects have different requirements, the procedures for oral/performing tasks 

will be outlined by the Deputy Principal/Head of Department and/or class teacher. 

Oral assessments are very time-consuming and carefully budgeted for in a semester’s work 

schedule.  Once the procedure for presentation has been established any refusal to perform 

or absence on the due date of performance will be treated in the same manner as a written 

task. If appropriate/possible, rescheduling of performance tasks may occur. However, 

students may be required to perform in their own time. After an absence, students should 

always be prepared to perform immediately upon their return to school. 

 

If a student is absent on the day a group performs, the group may still be asked to perform, if 

the task permits.  The class teacher will take these special circumstances into account when 

marking. 

 

Reluctant speakers will be given every encouragement to satisfactorily complete the task.  

Any alteration to task conditions because of special consideration must be recorded on the 

criteria sheet and approved by the Deputy Principal. 

 

Authenticity/ Cheating 

Plagiarism is “the act of taking and using another person’s ideas or writings as one’s own.”  

Minor plagiarism will result in the plagiarised work being excluded from the assessment task.  

Significant plagiarism may result in a “no rating”.  This will be discussed with the Curriculum 

Leader and the Deputy Principal along with Parents/ Caregivers in order to select an 

appropriate consequence for such breaches.  Cheating during an examination may also result 

in work being excluded from the exam or a ‘no rating’ provided.  Significant breaches of 

Authenticity (plagiarism/cheating) will result in a ‘no rating’ and the student receiving no 

result for that semester of coursework. 

 

 

Special Considerations (Years 11 and 12 only)  

Students in Year 11 and Year 12 seeking Special Consideration should meet with the Deputy 

Principal- Learning and Teaching. 

 

Student is to collect Extension Form from Office (or on the website) and complete → Parents to 

sign form → Return to classroom teacher a minimum 3 days prior to the due date.  Form is then 

given to the Curriculum Leader (for Years 8-10) or Deputy Principal (for Year 11 and 12) → 

Extension granted or not granted → Student to attach bottom of application form to assignment 


