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   Cooloola Christian College 
Schoolwide Assessment Policy 

Policy:  Operational 

Purpose: Cooloola Christian College is committed to offering our community an 
excellent education which encourages strong outcomes for all 
students, equipping them with the knowledge, understanding and 
skills to conduct themselves in a God-honouring manner, as positive 
contributors in our world. 
 
This assessment policy incorporates the roles, responsibilities, 
processes, and procedures used across Cooloola Christian College to 
ensure academic integrity in relation to the collection and submission 
of work, the development of assessments, and the completion of all 
assessment items. 

Scope: Staff and Students 

Status: Adopted:  
Reviewed:  

Supersedes: V4 2020  

Authorised by: Principal Date: May 2026 

References:  

Review Frequency: Every 2 Years Next Review Date: May 2028 

 
 
BIBLICAL BASIS 
At Cooloola Christian College, our approach to assessment is grounded in the call for integrity, diligence, and 
faithful stewardship of the gifts God has given each individual. Scripture reminds us to act truthfully and 
honourably in all we do: “In everything set them an example by doing what is good. In your teaching show 
integrity, seriousness and soundness of speech” (Titus 2:7–8). Assessment is therefore not merely a measure 
of academic achievement, but an opportunity for students to demonstrate honesty, responsibility, and a 
commitment to excellence as they faithfully apply their learning. In this way, students are encouraged to reflect 
Christ-like character, recognising that their work is ultimately an act of service to God: “Whatever you do, work 
at it with all your heart, as working for the Lord” (Colossians 3:23). 
 
VALUES ALIGNMENT 
Cooloola Christian College’s approach to assessment reflects our CLEAR values by encouraging students to 
demonstrate Courage in engaging with challenging tasks and persevering in their learning; to grow as active 
Learners who take responsibility for developing their knowledge and skills; to pursue Excellence through 
thoughtful, high-quality work; to show Accountability by upholding academic integrity and meeting 
expectations; and to act with Respect for themselves, others, and the learning process. Through these values, 
assessment becomes not only a measure of achievement, but a purposeful opportunity for students to develop 
character, responsibility, and Christ-like attitudes in their learning journey. 
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DEFINITIONS 
Throughout this document the following acronyms are referenced frequently: 

• CCC Cooloola Christian College 
• QCAA Queensland Curriculum and Assessment Authority 
• QCE Queensland Certificate of Education 
• QCIA Queensland Certificate of Individual Achievement 
• TASS The Alpha School System (includes Parent Lounge, Student Café, Teacher Kiosk) 
• ISMG Instrument Specific Marking Guide 
• PC Pastoral Care lessons/classes 
• AARA Access Arrangements and Reasonable Adjustments (QCAA) 
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1. INTRODUCTION 
This policy document provides: 

• Information to students about expectations for assessment, and their personal responsibilities. 
• Clear communication for students, families, and college staff. 
• Guidelines and information for all college staff about expectations in assessment, and any 

associated roles and responsibilities. 
• Assurance about consistent applications of actions across all subjects and year levels at CCC. 
• Alignment with 

o Queensland Curriculum and Assessment Authority’s QCE and QCIA Handbook; 
o QCAA syllabus documents (Year 11/12); and 
o Australian Curriculum documents (P-10). 

 
The roles and responsibilities described are relevant to all members of the Cooloola Christian College 
community (staff, students, and families) and comply with the policies and procedures provided by QCAA. 
 
This policy additionally documents processes and procedures to: 

• Promote academic integrity. 
• Manage academic misconduct. 
• Apply for alternative arrangements and reasonable adjustments in assessment (AARA) 
• Meet deadlines for submission of assessments (internal assessment items) 
• Administration of external assessments 

 
 
2. PRINCIPLES 
 
References to assessment include exams, practical activities, performances, or products which allow students 
to demonstrate the standards or objectives described in curriculum and syllabus documents. Cooloola 
Christian College staff design high quality school-based assessments to: 

• align with relevant curriculum and pedagogy. 
• ensure accessibility for all students. 
• ensure defensible and comparable judgements of student work are made using appropriate and 

available marking guides (ie. rubrics, instrument specific marking guides = ISMGs). 
• moderate assessment results in collegial teams to ensure consistency of judgement. 
• enhance confidence in the processes used, the information gathered and decision-making 

processes. 
• inform students and parents about progress and current achievement levels. 

 
3. SCOPE 
This policy is relevant for and reflects the following: 

• Australian Curriculum Prep - Yr10; 
• QCAA Applied, Applied Essential, and General subjects; 
• VET courses and traineeships. 
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The processes, procedures, roles and responsibilities described in this policy are intended to build capacity in 
students as they work towards the successful completion of Year 12. 
 
Throughout Prep - Yr12, students produce evidence of learning reflecting the achievement standards (Prep - 
Yr10) and syllabus objectives (Yr11/12). 
 
Schools collect this evidence and match this to relevant rubrics/ISMGs to arrive at consistent objective 
judgements about student achievement. 
 
4. PROMOTING ACADEMIC EXCELLENCE 
This section outlines Cooloola Christian College’s commitment to promoting academic integrity, encouraging 
staff and students to conduct themselves in a manner which is beyond reproach - 

Titus 2:7-8 - In everything set an example by doing what is good. In your teaching show integrity, 
seriousness and soundness of speech that cannot be condemned, so that those who oppose you may 
be ashamed because they have nothing bad to say about us. 

 
The table below provides specific details about the college’s policy, aligned to QCAA’s QCE and QCIA 
handbook. 
 
  POLICY AND PROCEDURES 
4.1 Location of policy Cooloola Christian College Assessment Policy is stored centrally with all school 

policies in Administration files. The document is also available to the college 
community on the school website. In full form and as specific elements, the policy is 
easily accessible through the TASS application – links in Parent Lounge, Student 
Café, Teacher Kiosk. 

4.2 Expectations 
about engaging in 
learning and 
assessment. 
QCE and QCIA 
handbook (Sect 8). 

Cooloola Christian College maintains high expectations about student learning and 
academic integrity. As a Christian school, the college approaches academic integrity 
as an aspect of broader character development. 
From this understanding, integrity and honesty are explored under the banner of 
‘Pastoral Care’ P-12. 
• P-6 address integrity and honesty with age-appropriate information in 

incidental and targeted mini-lessons (where relevant). 
• Yr7-9 address integrity through specific skill lessons with focus on plagiarism 

and effective referencing. 
• Yr10-12 annual completion of QCAA Academic Integrity 4-part course. 
• Staff and students (Yr10-12) are encouraged to complete academic integrity 

courses provided by QCAA. 

To ensure currency in understanding and consistency in application, this assessment 
policy is formally revisited with staff annually, and raises relevant elements where 
necessary with staff and student groups during the school year. 
In building community awareness, elements of this policy are also referenced at the 
following occasions: 
• Enrolments interviews (Yr7-12). 
• SET (Senior Education and Training) Plan interviews. 
• Parent Information evenings (Yr7-12). 
• Publication of assessment schedules. 
• Issuing of assessment tasks. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#0
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#0
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• Notifications/ emails / communications during assessment phases (Yr7-12). 

Cooloola Christian College seeks to build student responsibility and self-
management by developing the following skills founded within our Pastoral Care 
program: 
• Time-management – task analysis and planning proactively for assessment 

components/ study activities. 
• File-management – effective storage and location of student work. 
• Note-taking and summarising – effective collection of research information, 

summarising of ideas. 
• Accurate referencing – appropriate acknowledgement of sources, ideas as per 

Harvard Referencing Guide (find under TASS/ Links/ Policies...). 

Additionally, other skills are developed during regular class lessons as integral parts 
of the learning cycle: 
• Self-assessment – recognition of published learning goals and scales for 

relevant subject. 
• Comprehension of cognitive verbs and mental processes – deconstruction of 

vocabulary, application and practise in thinking activities. 
• Task awareness – deconstruction of task requirements and assessment rubric 

to ensure effective self-monitoring and task completion. 
• Effective communication – targeted teaching of writing, speaking, 

collaboration, multimodal skills. 
• Editing and self-reflection – review and refine work aligned to task outline and 

assessment rubric/ ISMG. 
• Together all members of the school community contribute proactively to the 

roles and responsibilities in this context. 

4.3 Due Dates 
QCE and QCIA 
handbook (Sect 8). 

The following details reflect QCAA guidelines in supporting equity, rigour and 
fairness for all students. 
Cooloola Christian College gathers evidence of student learning and achievement in 
a timely fashion, recognising due dates published through assessment 
schedules. This evidence portfolio includes formal ‘assessment of’ learning, and all 
documentation and work samples reflecting ‘assessment as’, and ‘assessment for’ 
learning. 
Formal assessment schedules are published for Yr7-12 and these: 
• align to relevant curriculum or syllabus documents. 
• provide reasonable working time for students to compete tasks effectively. 
• allow for internal endorsement processes (quality assurance). 
• enable timelines for QCAA quality assurances to be met. 
• will be published by Wk3 of each term (Yr7-12). 
• communicate necessary information to students, families, and teachers. 
• are consistently applied. 
• are created with recognition of the workload involved for students and 

teachers. 

Submission times/ dates 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment
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It is expected that all submissions (electronic or physical, as identified in the 
Assessment Task Outline) will occur as: 
• Yr7-10 – beginning of the class lesson on draft or final submission date. 
• Yr11-12 – by 3pm on draft or final submission date. 

Information for students Yr7-10 
• Students will have access to the assessment schedule for each term by Wk2. 
• Students are expected to develop personal timelines to adhere to draft and 

final submission dates successfully. 
• Students are expected to uphold all due dates for both drafting and final 

submission. 
• Students are expected to independently approach class teachers with 

evidence of drafts/ completed class work to support any request for extension 
prior to due date. 

• Teachers will discuss this extension request with the Secondary Coordinator 
before advising the student of the outcome. 

• Teachers and Secondary Coordinators will consider student workload to 
determine efficacy of any plausible extension or exemption. 

• All documentation supporting an extension or exemption will be formally 
recorded in the TASS application. 

Information for students Yr11-12 
Students (Yr11/12) are advised of the following direction drawn from the QCE and 
QCIA handbook… 

i. Students need to respond to all instruments in all subjects to receive a final 
subject result. QCE and QCIA handbook s11.1.2. 

ii. Where there is no evidence of a response to each summative internal 
assessment on or before the due date set by the school, where no AARA has 
been approved, and where an NR is recorded, a subject result cannot be 
allocated. QCE and QCIA handbook s8.2.1. 

Therefore, it must be understood that failure to participate in the full teaching, 
learning and assessment program of the subject’s syllabus will incur a NR (Not 
Rated) result. 
• Yr11 and Yr12 Students will have access to the Senior Phase Academic 

Calendar and Assessment Schedule/s for the year ahead from November each 
year. 

• Students are expected to uphold all due dates for both drafting and final 
submission. 

• Students are expected to develop personal timelines to adhere to draft and 
final submission dates successfully. 

• Class teachers will not grant assessment extensions or exemptions. 

4.3.1 Managing 
missed assessment 
(Yr11&12) 

Missed assessment requests for extensions and alternative arrangements 
must comply with Section 5.1.7 of this policy (Access Arrangements and Reasonable 
Adjustments - including illness and misadventure) and QCE and QCIA Handbook. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/11-reporting-results/11.1-making-judgments-about-student-achievement
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
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QCE and QCIA 
handbook. 

Students (Yr11/12) are advised of the following direction drawn from the QCE and 
QCIA handbook… 

i. Students need to respond to all instruments in all subjects to receive a final 
subject result. QCE and QCIA handbook s11.1.2. 

ii. Where there is no evidence of a response to each summative internal 
assessment on or before the due date set by the school, where no AARA has 
been approved, and where an NR is recorded, a subject result cannot be 
allocated. QCE and QCIA handbook s8.2.1. 

Therefore, it must be understood that failure to participate in the full teaching, 
learning and assessment program of the subject’s syllabus will incur a NR (Not 
Rated) result. 
Required student actions to manage absence during assessment (Yr11/12) 
On the day of absence (illness or misadventure): 

i. notify Admin of absence from school AND assessment task. 
ii. email the Senior Phase Coordinator to request an assessment extension 

(exam or assignment task) including justification of absence. 
Subsequent actions: 
iii. provide a Medical Certificate on, or before, the day of return from illness 

(email to admin@ccc.qld.edu.au). 
Where unforeseen difficulties arise, (family bereavement, sudden 
hardship) communication with the Senior Phase Coordinator must be made as soon 
as possible. 
Students are expected to independently approach the Senior Phase Coordinator with 
evidence of drafts/ completed class work to support any request for extension. 
All documentation supporting an extension or exemption will be formally recorded in 
the TASS application, and QCAA’s AARA application by CCC staff.  

4.4 Submitting, 
collecting, and 
storing assessment 
information. 
QCE and QCIA 
handbook. 

Instruments used in school-based Assessment are developed on a consistent 
template reflecting strong alignment to either the Australian Curriculum (P-10) or 
Queensland Senior Syllabus (Yr11/12) documentation. 
Wherever possible, Cooloola Christian College chooses to use electronic 
submission, feedback and reporting communication through the TASS 
application. This electronic facility provides security in submission, storage and 
reporting for the teaching staff, the student and parent/ caregiver. 
Submission times/ dates 
It is expected that all submissions (electronic or physical, as identified in the 
Assessment Task Outline) will occur as: 
• Yr7-10 – beginning of the class lesson on draft or final submission date. 
• Yr11-12 – by 3pm on draft or final submission date 

Information for teachers and students Yr7-12: 
Late submissions will not be accepted, without a previously approved extension 
(see Section 4.3 of this policy Due Dates). 
Where students miss a draft submission, teachers may identify and arrange a 
break or lesson time (or next possible lesson date in the event of student 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara/6.4-reporting-approving#0
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara/6.4-reporting-approving#0
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/11-reporting-results/11.1-making-judgments-about-student-achievement
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
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absence) to develop a draft for submission (Yr7-12). Student supervision will be 
arranged upholding assessment conditions in the identified location. 
Any available evidence of student learning will be used in formulating a result, in the 
absence of a final submission by due date. 
Unexplained student absences in assessment periods will necessitate: 
• assessment on available evidence – Yr7-10. 
• recording a NR (Not Rated) for the assessment - Yr11/12 - see Section 4.3.1 

of this policy (Managing missed assessment (Yr11&12)). 

In specific situations, physical submissions may be required (e.g., performance 
tasks or production activities). In these situations, teachers will clearly identify the 
required location and time for submission (class lesson for Yr7-10; by 3pm for 
Yr11/12). 
For quality assurance purposes: 
• tasks are developed to align with the requirements (knowledge, understanding 

and skills), conditions and reporting standards of the curriculum (P-10) / 
syllabus (Yr11/12). 

• student submissions will be assessed in adherence to the task conditions 
described in the assessment outline. 

All internal assessment instruments clearly identify the following information: 
• task title. 
• mode of presentation. 
• task requirements/ component steps. 
• conditions 

o required word or time limit. 
o available class time. 
o resources and supports provided by CCC. 
o file type (as necessary). 
o alternative location for submission (as required for performance or 

production tasks). 
o alternative time for submission (as required for performance or production 

tasks) – class lesson for Yr7-10; 3pm for Yr11/12. 
• critical dates including 

o issue date. 
o draft date (if prescribed). 
o final submission. 
o return to students = <2wk return after submission. 

• class teacher, achievement/ reporting standard. 
• student declaration – academic integrity assurance (electronic submission 

signifies student acknowledgement). 
• rubric or marking guide (ISMG). 

4.5 Appropriate 
materials 

Class teachers will discuss with students the use and production of appropriate 
material in demonstrating learning and achievement. 
Materials sourced and developed by students will reflect our identity as a Christian 
College - one which seeks to honour God and His plans and purposes for human 
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life, His hope and promise for each individual designed in His image, and His voice 
in this world. 

 
5. ENSURING ACADEMIC INTEGRITY 
Cooloola Christian College is committed to promoting honesty and integrity across our community. The 
conduct of CCC staff reflects the principles of this policy, modelled in the development and publication of all 
professional work, and in all actions and communication with students, parents and colleagues. 
 

Titus 2:7-8 “In everything set an example by doing what is good. In your teaching show integrity, 
seriousness and soundness of speech that cannot be condemned, so that those who oppose you may 
be ashamed because they have nothing bad to say about us.” 

 
Cooloola Christian Colleges is committed to ensuring consistency in the application of this assessment 
policy. Staff, students, and families will find this document in full, and as component elements, in the TASS 
application (Links / Policies…).  Staff develop understanding and consistent application through regular 
discussions in whole staff sessions and collaborative learning team conversations. Student understanding of 
CCC’s expectations and procedures is regularly reviewed in pastoral care and class lesson times. 
 
5.1 Internal Assessment Administration 
 
  POLICY AND PROCEDURES 
5.1.1 Scaffolding 
QCE and QCIA handbook. 
(see also Section 6 of this 
policy Managing Academic 
Misconduct - 6.9 Plagiarism 
or lack of referencing and 
6.3 Contract cheating) 

At Cooloola Christian College, teachers recognise “…it is important that the 
integrity of the requirements of the task or assessment instrument are 
maintained so a student’s response is their own. Scaffolding or task instructions 
should not lead to a predetermined response or interfere with students’ ability to 
demonstrate their knowledge and understanding of the relevant criteria.”. 
  

5.1.2 Checkpoints Teachers use various checkpoints to assist students to effectively manage the 
completion of an assessment task. This may include: 
• predetermined timelines for completion of component steps. 
• predetermined guiding prompts to assist students to consider the scope 

and scale of responses. 
• provision of time to use the rubric or marking guide for self-assessment 

and progress checks.  
5.1.3 Drafting 
QCE and QCIA Handbook 

At Cooloola Christian College, 
• drafting is recognised (P-12) as a process of planning and developing a 

final high-quality response. 
• a submitted draft is understood to be a well-developed preliminary form of 

the final assignment. 
• drafts are submitted by the date recorded on the task outline and notified 

through Student Café. This draft submission is accepted once only. 
• drafts will be used as current evidence of student achievement/progress. 
• drafts may not be required in all subject areas (ie. Senior Mathematics 

courses). 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook-2019/7-academic-integrity/7.2-promoting#0
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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Where students miss a prescribed draft submission, teachers will identify 
and provide a break or lesson time (or next possible lesson date in the event of 
student absence) to develop a draft for submission (Yr7-12). Feedback provided 
will reflect the late draft submission. 
Students use the draft submission to effectively manage timelines and 
balance responsibilities across subjects. The draft also provides students with 
formal feedback about quality of a response in the final stages of task 
completion. Students will use this feedback to self-reflect to improve the work 
for final submission. 
Teachers use the draft submission as an opportunity to authenticate student 
work and provide feedback towards task completion. 
Teachers will not use the draft to: 
• modify student work. 
• contribute new ideas. 
• prompt additional research. 
• edit details within student control. 
• coach specifically for assessment. 
• provide marks indicative of final achievement. 
• compromise the authenticity of student work. 
• share to significantly assist other learners. 

Feedback in drafting will: 
• be provided once only, in a timely fashion. 
• encourage self-reflection. 

o review of content explored in lessons. 
o review of task requirements. 
o about effectiveness for audience 

• advise about referencing, structure, grammar/ spelling/ punctuation. 
• be brief – notes only. 
• occur through a variety of strategies, depending on the mode of 

assessment: 
o written 
o verbal – students are encouraged to record notes of discussion 
o questioning 
o whole class summary.  

5.1.4 Failure of 
Technology 

Technology issues (including internet access) will not be considered as 
legitimate reasons for non-submission of assessment by the due date. 
Cooloola Christian College makes every effort to ensure consistent and easy 
access to internet across the college campus. CCC IT support is available to all 
staff and students through the school day. 
Teachers will ensure students are aware of processes to upload both draft and 
final submissions using the TASS application. Pastoral Care lessons regularly 
target file management skills and practices. 
Students will take adequate precautions to guard against lost files including the 
school provided personal OneDrive storage. Where technology and internet 
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issues occur, students must contact class teachers immediately (prior to due 
dates). 

5.1.5 Managing response 
length. 
QCE and QCIA Handbook 
  

At Cooloola Christian College, the assessment task outline (in conjunction with 
various elements of this assessment policy) will stipulate the required length 
(work limit, page count, duration of time) of the final submission. 
QCAA Senior Syllabus documents specify required lengths for student 
assessment items. Task outlines may identify an exact response length 
(e.g. 1500 words) or an acceptable range for student responses (e.g. 3-5mins). 
Details defined in the task conditions and assessment rubric/ marking guide 
provide information to: 
• indicate the depth / effectiveness of response. 
• encourage a clear and concise response. 
• ensure equity in conditions for all students. 
• meet the requirements for endorsement (particularly Yr11/12). 
• parameters for exceeding response length. 

The following conditions will be recognised by teachers and students Yr7-
12: 
• submit +/- 10% in situations where an exact response length (e.g. 1500 

words) is prescribed in the task outline. 
• limits described in a range (e.g., 3-5mins) will be the final and 

unnegotiated parameters for student responses. 

Teachers will: 
• develop valid assessments tools which provide opportunities for students 

to effectively demonstrate success (aligned to syllabus conditions, provide 
plausible limits re length, time, resources). 

• implement explicit teaching to ensure students learn effective skills to craft 
clear and concise responses, meeting assessment requirements and 
conditions. 

• provide examples to guide student understanding of requirements and 
possibilities. 

• model editing processes to guide students with effective strategies to: 
o meet task conditions. 
o ensure relevance of included content. 
o respond to draft feedback. 

• assess the response using information up to the required length (time, 
page or word limit), advising the student of the point where marking 
finished. 

Students will: 
• use drafting feedback to adjust their response for length (time, page or 

word limit). 
• recognise that final grades are awarded according to response quality 

delivered within marking limits. 

Guidelines about response length: 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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  Word limit Page count 
Yr 7-10 

Inclusions 

• all words in the text of the response 
• title, headings, and subheadings 
• tables, figures, maps, and diagrams 

containing information other than raw or 
processed data 

• quotations 

all pages that are used as 
evidence when marking a 
response. 
  

Exclusions 

• title pages 
• contents pages 
• abstract 
• raw or processed data in tables, figures 

and diagrams 
• bibliography 
• reference list 
• appendixes* 
• page numbers 
• in-text citations 

• title pages 
• contents pages 
• bibliography 
• research journal/ notes 
• reference list 

  

Yr 11 and 12 

Inclusions 

• all words in the text of the response 
• title, headings and subheadings 
• tables, figures, maps and diagrams 

containing information other than raw or 
processed data 

• quotations 
• footnotes and endnotes (unless used for 

bibliographical purposes) 

all pages that are used as 
evidence when marking a 
response. 
  

Exclusions 

• title pages 
• contents pages 
• abstract 
• raw or processed data in tables, figures, 

and diagrams 
• bibliography 
• reference list 
• appendixes* 
• page numbers 
• in-text citations 

• title pages 
• contents pages 
• abstract 
• bibliography 
• reference list 
• appendixes* 

*Appendixes contain only supplementary material not used as direct evidence in the response 
 

5.1.6 Authenticating 
student responses 
QCE and QCIA Handbook 

Cooloola Christian College proactively engages in strategies to monitor student 
achievement throughout the teaching-learning cycle. For this purpose, the 
college uses several strategies to authenticate student work: 
• class based checkpoints – progressive sampling of student work. 
• scheduled draft submission. 
• plagiarism checks through TASS (Turnitin within Student Café). 
• electronic submission signifying authentic authorship by student. 
• provision of effective student supervision during assessment and 

examinations. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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• development of tasks which require individual student responses – 
including collaborative tasks. 

• regular review and modification of assessments to avoid duplication of 
responses from previous years. 

• maintain security of all assessment tools held and stored by the college. 
• regular communication of expectations to reinforce academic integrity. 

Teachers will: 
• actively discourage and deter student use of AI software in the drafting 

and final submission of assessment. 
• design assessment tasks which promote authentic academic responses 

(use of unseen sources, in-class assessment sessions, unique stimulus 
sources). 

• monitor, collect evidence or document observations about student 
progress at various stages of the teaching-learning cycle (checkpoints 
etc). 

• interview or discuss with students at checkpoints through the teaching-
learning cycle and during the process to task completion, to monitor 
student comprehension and authenticity of responses. 

• clearly communicate expectations about appropriate use of resources and 
materials in assessment – including acceptable items in examinations 
(acceptable calculator model, acceptable reference notes, stationary 
items including HB/ 2B lead pencils and Blue/ Black pen, electronic 
devices including phones/ smartwatch, transparent bags for stationary 
items, transparent water bottles). 

• analyse student submissions (including drafts where relevant) using 
plagiarism detection software available in the TASS application and wider. 

• compare student work samples where collaboration has or could have 
occurred during the teaching-learning cycle. 

• use internal moderation processes to establish authorship. 
• interview students directly where questions are raised about authorship. 

Students will: 
• ensure all work created and submitted for assessment is their own. 
• actively avoid the use of AI software in the drafting and final submission of 

assessment. 
• use effective research and note-taking strategies to eliminate copying or 

duplicating the work of others. 
• make available reliable evidence of authorship – drafting, plans and 

outlines, work samples in class. 
• participate in all stages of the authentication process required by the 

college. 
o evidence of developed response (including relevant plan, draft, work 

samples...). 
o submit a draft. 
o submit final responses as per task outline (e.g., TASS). 
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• comply with expectations about appropriate use of resources and 
materials in assessment – including acceptable items in examinations 
(acceptable calculator model, acceptable reference notes, stationary 
items including HB/ 2B lead pencils and Blue/ Black pen, electronic 
devices including phones/ smartwatch, transparent bags for stationary 
items, transparent water bottles). 

• support authentication processes by ensuring family members, friends 
and tutors understand and follow integrity processes as outlined in this 
policy document. 

• adhere to communicated expectations about appropriate resources and 
materials in assessment (including examinations). 

Inability to authenticate authorship: 
Cooloola Christian College teachers will make every effort to gather sufficient 
evidence of the student’s learning (knowledge, understanding and skills) to 
demonstrate coverage of the Australian Curriculum achievement standard (P-
10) or QCAA Senior Syllabus reporting standards. 
Where authorship of submitted responses cannot be established, our teachers 
will: 
• provide opportunity for the student to demonstrate authorship using 

available evidence. 
• make a judgement using any available authenticated evidence of student 

knowledge, understanding and skills. 
• communicate with parents/ caregivers the process undertaken to arrive at 

judgements about student work. 
• record the investigation, evidence and parent communication in Student 

Notes (TASS application).  
5.1.7 Access 
Arrangements and 
Reasonable Adjustments 
- including illness and 
misadventure. 
QCE and QCIA handbook 
(Sect 6). 

Cooloola Christian College is committed to reducing barriers to success for all 
students. Access arrangements are actions taken by the college to minimise 
barriers for a student whose disability, impairment, medical condition or other 
circumstances may affect their ability to respond to or participate in assessment. 
Primary (P-6) and Secondary (Yr7-10) Assessment 
Teachers may arrange time, venue, and supervision for students (P-10) to 
complete exams and other assessments on the next school day where a 
student has been absent for assessment or evidence collection. 
Senior Assessment (Yr11/12) 
Cooloola Christian College follows the processes outlined in the QCE and QCIA 
handbook s6.2: 
Barriers are identified within three categories: 
• Long-term and chronic conditions. 
• Short-term conditions and temporary injuries. 
• Illness and misadventure. 

The QCAA uses four broad categories in applications for AARA eligibility: 
• cognitive. 
• physical. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara/6.2-eligibility
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara/6.2-eligibility
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• sensory. 
• social/emotional 

The following situations do not reflect AARA eligibility: 
• unfamiliarity with the English language. 
• teacher absence or other teacher-related difficulties. 
• matters that the student could have avoided (e.g., misreading an 

examination timetable, misreading instructions in examinations). 
• timetable clashes. 
• matters of the student’s or parent’s/carer’s own choosing (e.g. family 

holidays or sporting events). 
• matters that the school could have avoided (e.g. incorrect enrolment in a 

subject). 

Missed assessment requests for extensions and alternative arrangements must 
comply with Section 4.3.1 of this policy (Managing missed assessments) and 
QCE and QCIA Handbook. 
Non-compliance with QCAA guidelines will be investigated by the QCAA. 
Illness and misadventure 
• Students whose ability to attend or participate in an assessment is 

adversely affected by illness or an unexpected event may be eligible for 
illness and misadventure access arrangements and/or reasonable 
adjustments. QCE and QCIA handbook s6.5 

The college will adhere to QCAA guidelines and advice to ensure fairness and 
equity for all learners in these circumstances. 

5.1.8 Managing non-
submission of 
assessment by the due 
date. 
QCE and QCIA handbook. 

Where students do not submit a final response in assessment (other than 
unseen Yr11/12 examinations) teachers will make judgements based on the 
available evidence of student work collected during assessment preparation. 
Primary (P-6) and Secondary (Yr7-10) Assessment 
Teachers may arrange time, venue, and supervision for students (P-10) to 
complete elements of an unsubmitted assessment task. This evidence may be 
used to contribute to a result for the term/ semester. 
Senior Assessment (Yr11/12) 
Where evidence is unavailable on or before the due date, NR = “Not Rated” 
will be awarded as a final grade - see Section 4.3.1 of this policy (Managing 
missed assessment (Yr11&12)). 
External assessment for General subjects (Yr11/12) is summative and 
students must complete external assessment on the date published by QCAA. 

5.1.9 Internal quality 
assurance processes 
QCE and QCIA handbook 
(Sect 9). 

Cooloola Christian College is committed to providing excellence throughout the 
teaching-learning cycle P-12. 
Teachers will: 
• undertake professional learning to continuously build capacity to provide 

excellence throughout the teaching-learning cycle. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/6-aara/6.5-illness-misadventure
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/9-internal-assessment-qa
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/9-internal-assessment-qa
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• develop Learning Plans which effectively align with the requirements of 
the Australian Curriculum (P-10) and Queensland Senior Syllabus 
(Yr11/12) documents, and provide students with appropriate instruction 
and scaffolding to develop the knowledge, understanding and skills 
required. 

• develop quality assessment items which meet curriculum or syllabus 
requirements. 

• maintain professional integrity practices in the development and 
resourcing of Learning Plans and Assessment items. 

• follow internal endorsement processes to ensure assessment items meet 
specified criteria for validity, reliability and accessibility for all learners. 

• seek advice and support from colleagues and the Senior Phase 
Coordinator to continuously improve the quality of existing Learning Plans 
and Assessment items. 

• collaborate regularly with colleagues to provide professional feedback on 
strategies and techniques implemented throughout the teaching-learning 
cycle. 

• undertake collegial moderation of assessments to ensure consistency of 
judgement using endorsed rubrics and marking guides. 

• release results to students’ once assessments have been moderated and 
judgements have been supported by colleagues. 

• consistently administer this assessment policy to ensure fairness and 
transparency for all members of the CCC community. 

 
 
5.2 External Assessment Administration 
 
  
  POLICY AND PROCEDURES 

5.2.1 External assessment 
is developed by the 
Queensland Curriculum 
and Assessment 
Authority (QCAA) for all 
General and General 
(Extension) subjects. 
QCE and QCIA handbook 
(Sect 10). 

External assessment is developed by the QCAA for the Senior Phase of 
Learning. The processes involved ensure assessments are: 
• common to all Qld Secondary Schools. 
• administered using the consistent conditions, times and dates. 
• developed and marked using consistent marking schemes. 
• developed and marked by external experts who have undertaken rigorous 

quality assurance training. 

Cooloola Christian College will: 
• clearly communicate venues, times and dates to students and their 

families. 
• maintain security for the management, storage, and transport of all 

external assessment items. 
• be aware of and follow the responsibilities for specific roles as outlined in 

the QCE and QCIA Handbook. 
• adhere to the QCE and QCIA Handbook (Sect 10) to ensure fairness and 

transparency for all. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/10-external-assessment
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/10-external-assessment
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Students will: 
• carefully read the external assessment timetable provided by the QCAA to 

avoid disappointment, errors and absences. 

 
6. MANAGING ACADEMIC MISCONDUCT 
Cooloola Christian College seeks to intentionally foster an environment that encourages trust and respect. Our 
staff implement high quality teaching, learning and assessment practices which encourage students to know 
and understand principles of integrity, excellence, and accountability. 
 
Teachers at CCC regularly review, modify, and redesign school-based assessment instruments to: 

• ensure rigour and robustness of high stakes assessment. 
• reduce the possible influence of artificial intelligence (AI) and natural language processing 

(NLP) technologies. 
• reflect practices promoted through current assessment literature and research. 
• capture student interest in relevant and purposeful tasks. 
• increase the authenticity of assessment, likened to the real world. 

 
The college therefore seeks to inform and develop student, staff and parent understanding of academic 
misconduct following the guidelines provided by QCAA in the QCE and QCIA Handbook (section 8.1). 
 
This section outlines Cooloola Christian College’s commitment to manage issues of academic misconduct 
through positive and proactive responses, ensuring fairness and equity for all members of the CCC community 
(staff and students). 
 
Where matters of misconduct and integrity are brought to the attention of teachers and school leaders, 
Cooloola Christian College seeks to manage issues, applying the biblical principle of Micah 6:8 “And what 
does the Lord require of you? To act justly and to love mercy and to walk humbly with your God.” 
 

  Types of Misconduct Procedure 
6.1 Collusion When: 

• more than one student works to 
produce a response and that 
response is submitted as 
individual work by one or multiple 
students. 

• a student assists another student 
to commit an act of academic 
misconduct. 

• a student shares or receives a 
response to an assessment. 

• a student uses assistive 
technology (artificial intelligence 
AI or natural language 
processing NLP systems) to 

To avoid and discourage collusion, the following 
processes are enacted at Cooloola Christian 
College: 
• teachers will use evidence gathered 

throughout the teaching-learning cycle to 
determine authorship and award results 
accordingly. 

• teachers will regularly review strategies with 
students for safe and positive collaboration 
and secure storage of ideas, planning and 
developed work. 

• students will make available on-going 
evidence of developed responses 
throughout the teaching-learning cycle. 

• students will maintain security of individual 
work. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.1-understanding-academic-integrity
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develop work (classwork or 
assessment). 

• provision of effective student supervision 
during assessment and examinations. 

• students sign the declaration of authorship 
for each assessment task. 

• teachers and students are encouraged to 
raise concerns or questions about Collusion 
with the Secondary Teaching and Learning 
Coordinator (7-10) or the Senior Phase 
Coordinator immediately. 

Where significant question of collusion is raised, 
staff will follow steps to authenticate authorship 
(see Section 5.1.6 of this policy Authenticating 
student responses) and arrive at assessment 
judgements. 
Students will be awarded a final grade using 
evidence of individual work available at the time 
of assessment. 
Parents will be contacted and provided with an 
outline of the investigation undertaken. Notes of 
investigation and discussions will be added to 
the student file (TASS application).  

6.2 Cheating 
while under 
supervised 
conditions 

A student: 
• begins to write during perusal 

time or continue to write after the 
instruction to stop writing is 
given. 

• brings into exam room and/or 
uses unauthorised equipment or 
material. 

• has notation written on the body, 
clothing or any object brought 
into an assessment room. 

• communicates with any person 
other than a supervisor during an 
examination, eg. through 
speaking, signing, electronic 
device or other means such as 
passing notes, making gestures 
or sharing equipment with 
another student. 

Cooloola Christian College promotes integrity in 
all areas of life, including participation in 
assessment. 
Teachers will: 
• communicate clear expectations of 

behaviour during assessment activities 
(including copying, collaboration and 
communication). 

• provide effective student supervision 
during assessment and examinations. 

• clearly communicate expectations about 
appropriate use of resources and materials 
in assessment – including acceptable 
items in examinations (acceptable 
calculator model, acceptable reference 
notes, stationary items including HB/ 2B 
lead pencils and Blue/ Black pen, 
electronic devices including phones/ 
smartwatch, transparent bags for 
stationary items, transparent water 
bottles) - refer to Section 5.1.6 of this 
policy (Authenticating student responses). 

• ensure students do not share equipment 
during the supervised assessment period. 
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• raise concerns or questions about cheating 
with the Secondary Teaching and Learning 
Coordinator (7-10) or the Senior Phase 
Coordinator immediately. 

Students will: 
• maintain high integrity by following the 

expectations outlined in policies and 
teacher communications. 

• ensure all acceptable personal items are 
available in readiness for assessment 
(acceptable calculator model, acceptable 
reference notes, stationary items including 
HB/ 2B lead pencils and Blue/ Black pen, 
electronic devices including phones/ 
smartwatch, transparent bags for 
stationary items, transparent water 
bottles). 

• not be allowed to share equipment during 
the supervised assessment period. 

• sign the declaration of authorship for each 
assessment task. 

• raise concerns or questions about 
collusion with the Secondary Teaching and 
Learning Coordinator (7-10) or the Senior 
Phase Coordinator immediately.  

6.3 Contract 
cheating 

A student: 
• pays for a person or a service to 

complete a response to an 
assessment. 

• sells or trades a response to an 
assessment. 

Cooloola Christian College is committed to 
equipping students and staff with information to 
act in a manner beyond reproach. 
Teachers are regularly reminded of professional 
responsibilities and boundaries regarding 
academic misconduct. For this reason, CCC 
teachers are prohibited from tutoring 
students in Senior studies where contract 
cheating could be questioned. 
Students and families may engage a private 
academic Tutor to assist with general skill 
development. However, sharing with a Tutor, any 
assessment item (including any outline or 
rubric) to seek support with specific tasks is 
prohibited and will result in a NR (Not 
Rated) result. 
  

6.4 Copying work A student: Cooloola Christian College promotes integrity in 
all areas of life, including participation in 
assessment. Copying and sharing responses will 
affect the final result for all students 
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• deliberately or knowingly makes 
it possible for another student to 
copy responses. 

• looks at another student’s work 
during an exam. 

• copies another student’s work 
during an exam. 

involved. Staff will follow steps to investigate as 
outlined - see Section 5.1.6 of this policy 
(Authenticating student responses). 
Teachers will: 
• communicate clear expectations of 

behaviour during assessment activities 
(including copying, collaboration, and 
communication). 

• provide effective student supervision 
during assessment and examinations. 

• raise concerns or questions about copying 
with the Secondary Teaching and Learning 
Coordinator (7-10) or the Senior Phase 
Coordinator immediately. 

Students will: 
• maintain high integrity by following the 

expectations outlined in policies and 
teacher communications. 

• sign the declaration of authorship for each 
assessment task. 

• raise concerns or questions about copying 
with the Secondary Teaching and Learning 
Coordinator (7-10) or the Senior Phase 
Coordinator immediately. 

  
6.5 Disclosing or 
receiving 
information 
about an 
assessment 

A student: 
• gives or accesses unauthorised 

information that compromises the 
integrity of the assessment, such 
as stimulus or suggested 
answers/ responses, prior to 
completing a response to an 
assessment. 

• makes any attempt to give or 
receive access to secure 
assessment materials. 

The following practices are enacted by Cooloola 
Christian College to promote academic integrity: 
• student signed declaration of authentic 

authorship. 
• provision of effective student supervision 

during assessment and examinations. 
• development of tasks which require 

individual student responses – including 
collaborative tasks. 

• regular updating of assessments to ensure 
duplication of responses from previous 
years is ineffective/ unsuccessful. 

• maintaining security of all assessment 
tools held and stored by the college. 

• regular communication of expectations to 
ensure academic integrity.  

6.6 Fabricating A student: 
• invents or exaggerates data. 

Cooloola Christian College enact the following 
practices to promote academic integrity: 
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• lists incorrect or fictitious 
references. 

• student signed declaration of authentic 
authorship. 

• maintaining security of all assessment 
tools held and stored by the college. 

• regular communication of expectations 
to ensure academic integrity. 

Teachers will: 
• make every effort to confirm the 

accuracy of all data included in student 
responses. 

• model accurate representation of data 
and inclusion of references. 

• provide effective student supervision 
during assessment and examinations. 

Students will: 
• sign the declaration of authorship for 

each assessment task. 
• demonstrate integrity by following the 

expectations and guidelines provided by 
this policy document.  

6.7 
Impersonation 

A student: 
• arranges for another person to 

complete a response to an 
assessment in their place, 
eg. impersonating the student 
in a performance or 
supervised assessment. 

• completes a response to an 
assessment in place of 
another student. 

Teachers will: 
• provide effective student supervision 

during assessment and examinations. 
• communicate clear expectations of 

behaviour during assessment activities 
(including copying, collaboration, and 
communication). 

Students will: 
• sign the declaration of authorship for 

each assessment task. 
• demonstrate integrity by following the 

expectations and guidelines provided by 
this policy document. 

  
6.8 Misconduct 
during an 
examination 

A student distracts and/or disrupts 
other in an assessment room. 

Cooloola Christian College enacts a Responsible 
Thinking Process in all situations and 
activities. Students are reminded that personal 
choices and actions impact others beyond the 
“self”. Our Biblical Worldview reminds us of our 
responsibility to care for, and act for the benefit 
of others. 
Teachers will: 

• communicate clear expectations of 
behaviour during assessment activities 
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(including copying, collaboration, and 
communication). 

• enact the RTP process as necessary in 
all situations (including exams). 

Students will: 
• maintain high integrity by following the 

expectations outlined in policies and 
teacher communications.  

6.9 Plagiarism or 
lack of 
referencing 

A student completely or partially copies 
or alters another personal’s work 
without attribution (another person’s 
work may include text, audio or audio-
visual material, figures, tables, design, 
images, information, or ideas). 

Cooloola Christian College defines Plagiarism as 
‘giving the impression that ideas or words 
developed by another person are your own’ 
(www.desiringgod.org) Exodus 20:15-16 ‘You 
shall not steal. You shall not give false testimony 
against your neighbour.’ The college recognises 
plagiarism can occur intentionally or 
unintentionally. 
For this reason, significant energy is given in 
class lessons to promoting research and note-
taking skills, equipping students with knowledge 
to effectively reference sources and 
acknowledge another’s ideas. 
Teachers will: 

• model integrity in effectively referencing 
all sources used in teaching and 
learning, maintaining professional and 
personal responsibilities for copyright. 

• explicitly teach referencing techniques 
(see Harvard Referencing Guide in 
TASS / Links / Policies). 

• explicitly teach and developmentally 
scaffold research and note-taking. 

• monitor student progress during lessons 
allocated for research. 

• provide research journals where 
appropriate (developmental). 

• provide scaffolds for reference lists 
where appropriate – see Harvard 
Referencing Guide (TASS / Links / 
Policies). 

• require all student submissions through 
the TASS application and make use of 
inbuilt plagiarism checkers. 

• raise concerns or questions about 
plagiarism with the Secondary Teaching 

https://cccgympie-my.sharepoint.com/personal/sue_waltisbuhl_ccc_qld_edu_au/Documents/Documents/www.desiringgod.org
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and Learning Coordinator (7-10) or the 
Senior Phase Coordinator immediately. 

Students will: 
• use all available research journals to 

undertake effective research. 
• record all sources (bibliography and 

reference) following the Harvard 
Referencing Guide (TASS / Links / 
Policies). 

• raise concerns or questions about 
plagiarism with the Secondary Teaching 
and Learning Coordinator (7-10) or the 
Senior Phase Coordinator immediately.  

6.10 Self- 
plagiarism 

A student duplicates work, or part of 
work already submitted as a response 
to an assessment instrument in the 
same or any other subject. 

Cooloola Christian College also recognises that 
authenticity can be compromised through self-
duplication of previous work. 
Teachers will: 

• regularly remind students of the 
expectation that all sources must be 
appropriately acknowledged – including 
self. 

• maintain expectations about electronic 
submission through the TASS 
application which builds the repository of 
CCC managed sources (historic student 
work). 

• require all student submissions through 
the TASS application, and make use of 
inbuilt plagiarism checkers. 

• raise concerns or questions about 
plagiarism with the Secondary Teaching 
and Learning Coordinator (7-10) or the 
Senior Phase Coordinator immediately. 

Students will: 
• use all available research journals to 

undertake effective research. 
• record all sources (bibliography and 

reference) following the Harvard 
Referencing Guide (TASS / Links / 
Policies). 

• raise concerns or questions about 
plagiarism with the Secondary Teaching 
and Learning Coordinator (7-10) or the 
Senior Phase Coordinator immediately.  
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6.11 Significant 
contribution of 
help 

A student arranges for, or allows a 
tutor, parent/carer or any person in a 
supporting role to complete or 
contribute significantly to the response. 

Cooloola Christian College is committed to 
equipping students and staff with information to 
act in a manner beyond reproach. 
Teachers are regularly reminded of professional 
responsibilities and boundaries regarding 
academic misconduct. For this reason, CCC 
teachers are prohibited from tutoring 
students in Senior studies where contract 
cheating could be questioned. 
Students and families may engage a private 
academic Tutor to assist with general skill 
development. However, sharing with a Tutor, any 
assessment item (including any outline or 
rubric) to seek support with specific tasks is 
prohibited and will result in a NR (not 
rated) result. 
Where tutoring arrangements are made known to 
college staff, elements of this policy will be 
shared with families for the awareness of the 
tutor. 
As partners in the academic process, parents are 
also reminded of their role and responsibility in 
ensuring student work will be authentically their 
own. 
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