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PURPOSE

The Secondary School Assessment Procedure describes the steps required to implement the Secondary School
Assessment Policy. It includes information about what to expect as students engage in learning and assessment
processes from Year 7 onwards at Peace Lutheran College (PLC) by communicating actions to take in specific
circumstances.

The procedures are to be read in conjunction with the Secondary School Assessment Policy.
SCOPE

This procedure outlines expected behaviour for students, staff (teaching and non-teaching), and
parents/guardians. In addition to these key people, the procedure extends to volunteers within classrooms, people
undertaking work experience and pre-service teacher placement. This procedure applies in all learning
environments, both physical and online, on-site and off-site (including excursions directly related to learning and
preparation of assessment items).

This procedure ensures equity for all students and provides information for teachers, students and
parents/caregivers about roles, responsibilities, and processes to maintain the integrity of assessment that
confributes to a student’s final subject results, including a Queensland Certificate of Education (QCE).

At PLC, the Australian Curriculum Version 9.0 “sets high aspirations for what all students should know and be able to
do, and supports improvements in Australia’s educational performance” (ACARA, 2024). All feaching and learning
for students in Prep — Year 10 meets the requirements of the Australian Curriculum and the Non-State Schools
Accreditation Board (NSSAB).

The framework for the Secondary School Assessment policy is developed from the Queensland Curriculum and
Assessment Authority (QCAA) QCE and QCIA policy and procedures handbook, vé.0

This procedure applies to all Year 7 — 12 students at PLC. It prepares students for and reflects the expectations for
all Applied, Applied (Essential), General, General (Extension) subjects, and Short Courses across all faculfies. The
procedure reflects the QCAA requirements for senior subjects and guides the preparation of assessment to ensure
that students develop the knowledge and understanding of these requirements from Year 7.

AUSTRALIAN CURRICULUM

Queensland schools plan, teach, assess and report using the Australian Curriculum. The Australian Curriculum
supports students to become successful learners, confident and creative individuals, and active and informed
citizens (QCAA, 2025). PLC implements the Australian Curriculum Version 9.0 in Queensland (ACiIQ) as mandated
by the Queensland Curriculum and Assessment Authority (QCAA).

“The Australian Curriculum is designed to prepare young people for the future world in which they will learn and
prepares them to respond to the challenges that will continue to shape their world. It sets out the priorities and
aspirations we hold for all young people. The curriculum represents what the Australian community values as the
knowledge, understanding and skills that young people should attain.

The Alice Springs (Mparntwe) Education Declaration (December 2019) commits all Australian governments to
achieving two goals:
e The Australian education system promotes excellence and equity
e All young Australians become confident and creative individuals, successful lifelong learners, and active
and informed members of the community.

The delivery of a world-class curriculum in Australian schools is one of the actions to achieve these goals” (ACARA,
2024).

The Australian Curriculum is 3-dimensional; it includes learning areas, general capabilities, and cross-curriculum
priorities. Together, the 3 dimensions set out essential knowledge, understanding and skills all young Australians need
so they will be able to learn, contribute to and shape their world now and in the future (QCAA, 2025).
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FREE TO FLOURISH

All Lutheran Schools and Early Childhood Services are “grounded in Christian beliefs and values. Our learning story
inspires a deep understanding of who we are and how we are created for relationship with God and all creation.
We seek to honour the wisdom of our First Nations People as we grow in appreciation of the inferconnectedness of
all. Embracing the future with confidence, our learning communities grow learners who are compassionate,
purposeful, adventurous, and relational. We are free to flourish” (Lutheran Education Australia, 2024).

“Learning is about finding purpose and is participative, interactive and dialogic. Purposeful learning shapes and is
shaped by identity, intent and action. It empowers learners to contribute to human and ecological flourishing”
(Lutheran Education Australia, 2024).

RESPONSIBILITIES
See Secondary School Assessment Policy.
IMPLEMENTATION

PLC recognises that assessment can take many forms. A range of assessment types and techniques are used
within the classroom as a way for the teacher to determine a student’s progress, knowledge, skills, understanding,
and ability, and it gives insight into further support or resources the student may benefit from accessing.

Assessment for learning, assessment as learning and assessment of learning are purposes for which evidence is
gathered about student progression to improve teaching and learning. Assessment for these purposes can
involve both teachers and students, providing opportunities for them to give and receive feedback and inform
future planning.

This procedure will be enacted across all subject areas within Secondary School (Year 7 — 12). Information from
the QCAA QCE and QCIA policy and procedures handbook, QCAA guidelines, and syllabuses for General and
Applied Subjects inform this procedure.

An expectation of this procedure is that evidence of learning is matched to the relevant standards to make
judgements and this evidence of learning has been collected on or before the due date set.

The implementation of this procedure supports the wellbeing of students as learners when:

e Students use their eDiary to note due dates for formal assessment items

o Students map and plan their time to complete the requirements of their learning (including homework
revision tasks) by the due date

o Students dedicate in-class fime and home learning time to all subject areas

e Students engage well in independent and small group learning opportunities during class time, including
practice tasks for mastery/fluency

e Students seek support from their teacher when they require further clarification

e Students aftend any teacher-held support sessions

e Students produce the expected summaries of learning, draft samples, or other informal responses to
learning

e Teachers actively check-in with students about their learning progress

e Teachers check a student’s work at the designated check-point dates, if not before

e Teachers provide feedback on a draft piece of assessment and the student uses this feedback in the
preparation of their final submission

e Heads of Department support teachers to implement this procedure in a fair and consistent way

e Parents/guardians encourage their child to have healthy sleep hygiene and study/revision habits

e Parents/guardians provide a space for home learning/study away from distractions

e Parents/guardians review their child’s due dates via the eDiary and support them to map/plan their
home learning time to achieve assessment checkpoints

e College Leadership Team members support teachers and Heads of Departments if academic
misconduct occurs by providing time and space to educate students to learn about academic integrity.
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EXPECTATIONS
1. STUDENTS
Aftendance

Students are expected to attend school every day to maximise their learning opportunities and enhance their
ability fo demonstrate high-quality responses to learning. An attendance rate of 0% or less is cause for concern,
and pastoral care processes will be implemented to support the student to return to increased and regular
attendance.

Engagement with learning (Ready to learn)
Students are expected to be actively engaged with their learning at school during class fime. Students increase
their ability to engage with learning opportunities when they:
e Arrive to class on time
e Be prepared with all equipment (Notebooks, writing implements, calculator, computer and charging
cord)
Take note of the Learning Intention and Success Criteria for the lesson
Actively listen to teacher instructions and peer presentations/discussions
Respectfully engage in small group discussions with peers
Ask questions
Conduct personal research
Write or type personal notes — consider what is important to summarise
Complete written tasks to the best of their ability
Apply critical thinking to consider how learning relates to previous or other lessons and what they know of
life beyond the classroom
e Use teacher feedback provided to improve product or performance for formal and informal tasks
e Set apersonal goal to improve an aspect of learning after an assessment

Evidence of learning (Showing what | know and can do)
On an ongoing basis, students will be required to demonstrate evidence of learning through engagement with
classroom activities and learning opportunities, enabling their teacher to personalise learning and support given.

Evidence of learning can include, but is not limited to:
e Participation in classroom or small group discussions
Completion and participation during in-class tasks
Notetaking and summaries (Written or verbal)
Completion and submission of written tasks, including homework
Meeting deadlines for draft and final assessment submissions
Teacher classroom observations
Providing Feedback on student learning is gathered in many different ways, using both informal and
formal methods. This feedback assists the teacher in understanding ways to provide support for the
student, who receives timely and at-point-of-need feedback that is useful for their personal growth in the
subject area.

When a student is learning and considering new information or ways of doing things, they are most likely able to:
e Explain something in their own words

Ask informed questions to elicit more information

Suggest how one aspect of learning is connected to another

Recreate information rather than regurgitate it

Justify decisions about ways to approach learning tasks

Explain their thinking to a peer or teacher

Demonstrate a plan for how to use the information gained from learning

Review feedback given at the draft stage for an assessment item and understand how to apply this

A formal way that students demonstrate evidence of learning is their ability to:
e Produce and submit a complete draft sample of work on or before the deadline
e Carefully consider and apply the feedback given at the draft stage
e Take time to improve the final submission and submit this reworked sample on or before the deadline
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Preparation of Assessment ltems - Draft

The QCAA provides teachers with guidelines regarding assessment techniques and conditions for each subject.

The technique indicates what the student is to produce or perform, and the conditions give an indication of the

response length. The Task Sheet provides additional information to guide student preparation of a draft response
to the task.

(See Appendix 1 —Task Sheet Example)

Students are required to demonstrate progress in class as they prepare a draft response. Observing a student’s
response to learning, even at the beginning stages, helps a teacher verify that the student can work
independently or actively contribute to a small group, as stipulated by the task conditions. When the teacher can
see that the student is researching, planning and drafting their response, it is much easier for the teacher to
determine that the student has understood what is required of them for the task and trust that the work produced
at the draft and final submission stages is the student’s own work.

QCAA provides teachers with the opportunity to give feedback on one draft that is submitted by the student on
or before the due date. See QCE & QCIA Handbook Guidelines, 8.2.5 for more information.

When a draft is required, all students are expected to submit work on or before the deadline. Draft submissions
received on or before the deadline will receive feedback to help the student refine a final response.

Teachers may only provide feedback at the draft stage on samples submitted on or before the due date. Late
submissions will be held on file. By submitting a late file, the student forfeits draft feedback given for samples
submitted on or before the deadline.

Students will have one week from receiving draft feedback to submitting the final, refined response.

Preparation of Assessment ltems - Final
Students are expected to demonstrate excellence and academic integrity when completing formal assessment
tasks. This includes, but is not limited to:
e Producing original work
Ensuring all sources of information and inspiration are cited using APA version 7 style
Ensure ethical and responsible use of Artfificial Intelligence and cite the use of this tool or process
Adhering to the task conditions and response length as communicated on the Task Sheet
Submitting a complete draft on or before the deadline
Submitting a complete final on or before the deadline

QCAA sefts the response length with clear guidelines for teachers and students regarding what is and is not
included. (See Appendix 2—Determining an assessment response length (Written and non-written) and Appendix
5—Artificial Intelligence (Al) Acceptable Use Guidelines).

Due Dates

Students are expected to monitor their workloads and raise any concerns or questions about due dates directly

with their class teacher. Students are to raise concerns about clashing due dates with other assessment items for
other subject areas with their teacher at least one week prior to the week that the assessment is due. Deadlines

for assessment items are clearly communicated in Student Café eDiary for both draft and final sulbbmissions.

As per QCAA requirements, all items that contribute towards formal assessment are to be submitted on or before
the due date unless an extension has been granted prior. An extension may be granted due to:
e Extended absence due toiliness, as supported by a detailed medical certificate
e Absence due toillness on the due date, supported by a detailed medical certificate, where it is not
possible to have completed the assessment task
e Absence due to special circumstances. Parents are to communicate with the relevant Head of
Department and may be required to submit supporting documentation of the special circumstances.
e A class teacher may grant a whole class extension in consultation with the relevant Head of Department.
e Yearlevel classes are to be provided with a consistent amount of time to complete in-class sections of
assessment tasks. Due dates may be adjusted due to public holidays or special College events beyond
the student’s control when time is not equitable between cohort classes.
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If a draft sample of work is not submitted on or before the deadline, the teacher will expect the student to:
1. Submit a detailed medical certificate to apply for a short extension of time or
2. produce asample of work and submit it as soon as possible, preferably on the next school day that they
are present at school.

Teachers may only mark the evidence of student learning held on file on or before the due date. A draft sample
of work can be assessed in the absence of a final sample of work submitted on or before the deadline.

Students — Academic Personal Development
Students at PLC will be supported in learning about and understanding academic misconduct, enabling them to
maintain excellent academic standing. This occurs at two key points:

e Year7 -9 Academic Integrity Course (Explored and completed by the end of Year 9)

e QCAA Senior Secondary School Academic Integrity Course (Completed in Year 10)

(See Appendix 3 — Academic Misconduct)

Other ways that PLC supports students to develop skills to prepare high-quality assessment responses include, but
are not limited to:
e Explicit teaching of how to reference using APA version 7 style
e Explicit feaching of any Atrtificial Intelligence tools that are permitted in the preparation of the final
assessment and ways to cite the use of this tool or process
Explicit teaching of how to approach the preparation of a particular assessment technique
Explicit teaching of how to upload an assessment item to Student Café
Explicit teaching of how to review and download teacher feedback via Student Café
Time to complete the Academic Integrity Course for students (QCAA)
Explicit time to review the Turnitin report via Student Café (Years 10 - 12)
Map the special events that may impact teaching and learning time on the College Calendar and
encourage feachers to plan a sequence of teaching and learning accordingly, including due dates

Students - Subject Changes
At tfimes, students at PLC may wish to change subjects. All students are to use the College Change of Subject
Form, which is signed by:
e Student
Parent/Caregiver/Boarding House Parent
Teacher of current class and Head of Department
Teacher of a proposed new class and Head of Department
Head of Year
Deputy Principal Secondary School

A student can begin attending the new subject when this subject shows on their timetable within Student Café.

Information regarding the assessment status of the student within the subject they are exiting is helpful for HOY to
have an informed discussion with the student.

A completed Change of Subject Form ensures timetable changes and updates to a student profile within QCAA
will be processed. The Change of Subject Form is available from a Head of Year, Head of Department and
College Administration.

Students - Subject Contracts
Students entering Year 11 may be offered a trial period in a subject by the Head of Department and issued with a
hardcopy Contract of Offer, often referred to as a Subject Contract Form. This Contract of Offer outlines the
minimum conditions the student is fo meet to remain in the subject beyond the frial period:

e Achieve at or above a C standard

e Demonstrate acceptable levels of behaviour

e Complete all assessments by the stated deadline

When students demonstrate the minimum conditions, they will be removed from the contract and continue in
their chosen subject. If they are unable to demonstrate the minimum conditions, they will be required to select a
more suitable subject (See Appendix 8—Subject Contract Form Example).
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A Contract of Offer may be implemented in Year 10 to support students who communicate a desire to study a

particular subject for Years 11 and 12, and their current behaviour, application, or academic progress causes
concern.
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2. PARENTS/GUARDIANS

Support for my child

All students can anticipate that their teacher will actively support them in locating an assessment item within
Student Café, understanding the requirements of an assessment task, and providing appropriate guidance and
time in class to plan and prepare evidence of learning fo meet specific criteria. The tfeacher may work with
individuals and/or small groups of students to check for understanding.

Home learning/study time to make class notes, review learning and plan to complete assessment tasks is
beneficial. Families can encourage their children to access and review their eDiary to become familiar with the
due dates for the draft and final submissions each term.

A draft submission is an opportunity to gain valuable feedback from the teacher related to the subject criteria
and explore ways to strengthen and improve the initial submission. Teachers are required to contact home when
the student does not submit a draft sample of work on or before the deadline (See Appendix é — Draft Assessment
Not Submitted).

Teachers will collect a sample of work before the due date for the final submission to store on file, in the event
that the student does not submit a final sample of work on or before the deadline. If this situation occurs, the
sample collected before the final deadline will be assessed using the subject-specific criteria. Teachers may do
this by:

e Providing a Teacher-held session where the teacher collects the work sample directly

e Require the student to aftend a Homework Club session to produce the work sample and email it to the

teacher. These sessions are often supervised by College Leadership.
e Accept and hold on file an assessment sample that has been submitted after the deadline at draft stage

Fairness

At PLC, students are encouraged to honour self and others. This means that they will engage with all in-class
learning opportunities to a high standard, and they will apply their learning both in class and during home
learning/study to produce a quality draft sample on or before the deadline.

Students who do not produce work towards the draft or final submission of assessment in class time, as directed,
are at risk of not being able to verify that the work is their original work. They are aft risk of academic misconduct.

All teachers are required to review student progress fowards demonstrating evidence of learning atf key junctures,
which provides a fair way to ascertain whether a student is on track to submit quality work on or before the due
date. When there is doubt about the academic conduct of a student, the teacher may seek support from the
Head of Department to enact a fair consequence and ensure the marking of the sample of work appropriately
identifies work that the student has produced.

Support for students who demonstrate academic misconduct
When academic misconduct has been detected, the student will be supported to recognise the impact of their
decisions and actions:
o Class teacher discusses with the student the way academic misconduct has occurred (QCAA, 2024)
e Class teacher, in consultation with the Head of Department, discusses with the student the impact on their
final result due to what can be verified as the student’s own work
¢ Class teacher will advise and organise to meet with the parents to discuss the nature of the academic
misconduct and impact on the student’s result within the subject
e Class teacher, in consultation with Head of Department and/or Head of Year, allocates time for the
student to complete (or re-do) the QCAA Academic Integrity course or similar (Education to know and
do better). College Leadership Team members may supervise this session. During this fime, the student will
also be encouraged to reflect on their attempt to have an unfair advantage over other students and
revisit the College values of integrity, excellence, honour and empathy in a meaningful way. They will be
required to write an apology letter to the teacher involved (Restorative approach). The student and
family will become aware through communication from the College that should the student repeat the
academic misconduct, their enrolment may be aft risk.

(See Appendix 3 — Academic Misconduct)
(See Appendix 4 — Academic Misconduct Consequence Flow Chart)
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Deadlines

Teachers may only provide feedback at the draft stage on samples submitted on or before the due date. Late
submissions will be held on file. By submitting a late file, the student forfeits draft feedback given for samples
submitted on or before the deadline. See student and teacher section for more.

Medical Certificates

A medical certificate for an absence before or on the due date may be used to explain why a student has been
unable to submit work on or before the due date. A teacher may consult with their Head of Department before
accepting a medical certificate. The medical certificate is to explain the medical condition that the student
suffered from, which prevented them from attending school on the day/s of iliness and the reasons why he/she
was unable to produce the expected work on or before the due date.

A detailed medical certificate will include information such as:
e Theliness, condition or event (including details of a diagnosis, where applicable)
e Date of diagnosis, onset or occurrence
e Treatment or course of action related to the condition or event
e Explanation of the probable effect of the iliness, condition or event on the student’s participation in the
assessment

The Head of Department will determine an equitable timeframe for an extension based on the information
provided on the medical certificate.

For students in Years 11 and 12, the medical certificate will be submitted to QCAA to apply for an AARA relating
to illness or misadventure, which is beyond the student’s control (QCAA, 2025).

AARA

The QCAA recognises that some students may have a disability, impairment and/or medical conditions or
experience other circumstances that may affect their ability to read, respond to and participate in assessment.
Access arrangements and reasonable adjustments (AARA) are designed to assist these students.

Access arrangements are actions faken by the school so that a student with an eligible impairment that may not
be covered by the definition of disability can access assessment.

Reasonable adjustments are actions taken by the school so that a student with an eligible impairment as a result
of a disability and/or medical condition and experiencing other circumstances creating a barrier to the
completion of assessment can be assessed on the same basis as other students.

How to lodge a complaint

In rare circumstances, a parent/guardian or student may wish to request a review of the marking of a particular
sample of work against specific subject criteria. This request is to be based on evidence that causes the student
to believe that remarking may produce a higher final result.

In this case, the student is encouraged to:
e Discuss the request to remark the sample with the class teacher
e Email the class teacher, copying the Head of Department
¢ Inthe event that the class teacher is also the Head of Department, the Deputy Principal Secondary
School may be included.

Students and parents/guardians are asked to be considerate of the time it takes to re-mark and moderate a
sample of work for a second time. The class teacher will meet with the student to indicate the final outcome of a
re-marking process, and the marking guide will show how the student's work was assessed against set subject
criteria.

Students and parents/guardians are asked to understand that when an assessment item is critically reviewed in
this context, the final result may stay the same, improve, or be reviewed to indicate a lower result. When a result
changes, the teacher or Head of Department will explain why to the student and give them time to ask questions.
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3. STAFF

All PLC teachers have a responsibility to apply the expectations of this procedure in a fair and consistent way. This
includes explicitly teaching students across Years 7 — 12 these expectations so they may become aware of and
familiar with them and build their capacity to produce high-quality responses to learning.

Attendance
Students with an attendance rate of 90% or less are considered academically and socially at risk. All teaching
staff in Secondary School are to mark the class roll at the beginning of each lesson. When a student is absent from
a subject for more than three days, the teacher will:
e Check the student profile notes for a medical certificate or leave of absence notification
¢ If no medical certificate or absence notification is on file, email the Home Group Mentor to enquire about
the student’s absence. Ask the Home Group Mentor to confirm details after contacting home
e Seek clarification from the Head of Year about ways to support the student to re-enter the learning
environment, if needed, once a return date has been identified after a prolonged absence
e Discuss with the Learning Enrichment Coordinator the need to apply for Access Arrangements and
Reasonable Adjustments (AARA) to support a student undertaking Senior Secondary coursework

Regular monitoring of student attendance and absences for each subject and class ensures that students are
maximising their learning opportunities. A proactive approach to providing timely pastoral care and support for
students with an attendance of 90% or less has a greater chance of ensuring better educational outcomes.

Engagement with learning

Teachers play a crucial role in creating quality learning experiences that align with syllabus objectives while
providing students with opportunities to develop appropriate assessment responses. To achieve this, teachers are
encouraged to design a sequence of effective and engaging lessons that incorporate high-impact feaching
strategies, supported by the Essential Skills for Classroom Management.

Teachers can consider:
¢ What content should be covered?
e Where is there learning that is assumed?
e  Which subject terminology may be confusing for students with English as a second language or dialect?
e Which students have learning needs and require active planning for differentiation and support?
¢ What will students be expected to know and do by the end of the teaching sequence?
e How can critical and creative thinking be embedded for students to become independent, active
learners?

To develop effective learning experiences and instruction, teachers can:
e Check prior knowledge and understanding, skill levels and potential misconceptions
e |dentify a series of specific learning goals/intentions
e Organise and sequence the specific learning goals/intentions
e Use arange of techniques to gather informal feedback on student learning and progress
e Determine how progress will be monitored during learning events and ways students will receive
feedback
e Develop interesting and meaningful assessment tasks based on syllabus requirements

At PLC, all community members, including teachers, are considered lifelong learners. Learning is valued as a gift
from God and a way for all community members to increase their capacity to use personal gifts and talents to
serve each other and the wider community. Therefore, we will speak highly of teachers, learning, subject areas,
and students as we inspire those around us to actively engage with learning opportunities (Lutheran Education
Australia, 2024).

Evidence of teaching and learning - Teachers

Curriculum and assessment planning occurs atf three levels: whole school, year and unit. Each plan complements
the others and works together to support student learning. It is essential that teachers proactively plan for and
confribute to these three levels of curriculum and assessment planning.
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Teachers are fo store evidence of their planning for teaching and learning in the Secondary Teaching and
Learning Team:s Site or synced Microsoft Drive.

Reviewed units of work are to be stored in both the above location and on relevant student files for Nationally
Consistent Collection of Data (NCCD) reporting purposes (Australian Government, 2025).

In addition to storing evidence of curriculum and assessment planning to demonstrate teaching and learning that
has occurred at PLC, teachers are responsible for actively collecting and storing evidence of student learning to
support moderation processes, reporting to parents/caregivers and submitting samples to QCAA when
requested, before the deadline.

Evidence of teaching and learning - Students

Schools are to provide opportunities for feaching and learning, implement assessment, and gather evidence of
learning on or before the due date set by the school to meet QCAA timelines. The evidence is fo be matched to
the relevant standards to make judgements. Schools are responsible for ensuring that students have opportunities
to access the complete assessment program and experience all objectives for units where the school intends to
report aresult that accrues credit towards the QCE.

Teacher Kiosk is used fo provide a portal for students to submit their assessment items at both the draft and final
stages. When an assessment item has been created and published in Teacher Kiosk, students will be able to view
the full details of their assessment, including the Task Sheet, draft due date and final due date in Student Café
(See Appendix 9 — Setting up an assessment task). Parents can also view a student’s assessment items, including
Task Sheets and due dates, using the Peace Parent Portal.

Naming conventions for assessment tasks assist Teacher Kiosk users in quickly and easily locating information
relevant to a subject and year level for the current or previous year. Teachers are to use the following naming
convention when creating assessment items:

Subject - $1 or $2 (Formal Assessment) Technique (e.g. Exam, Project, Portfolio) -T_W_
Example: Drama In Practice — S2 (Formal Assessment) Extended Response — T4W6
NOTE: S1 = Semester One. S2 = Semester Two.

A formal (summative) assessment, at the end of a sequence of learning, is a way for students to demonstrate their
learning within a particular subject against specific criteria. An instrument specific marking guide (ISMG) is
annotated to show the judgements a teacher has made about the level of learning demonstrated to determine
the final result of that piece of assessment. Students have access to the marking guide as they prepare their
formal response to learning. This is part of the Task Sheet.

A PLC Task Sheet has been developed for use in all subject areas for Years 7 — 12 to provide all relevant
information to support the completion of the assessment task. The Task Sheet used in Year 7 mirrors the task sheet
used in Year 12, supporting students in becoming aware of the expectations for completing an assessment.

The Task Sheet will include:

o Clear and specific statement of objectives and procedures

e Clear assessment conditions, including duration, word or time length, technique, resources available,
referencing style (APA Version 7)

o Dates for submission of draft and final pieces of work

e Instrument Specific Marking Guide (ISMG)

(See Appendix 1—Task Sheet Example).

Version: 1.2 Last Modified: 17/03/2025 Page: 11
Printed copies are not controlled


https://www.nccd.edu.au/

Secondary School Assessment M/\

' 4
D
Procedure Z/ PEACE

Lutheran College

Preparation of Assessment — Draft and Final

Teachers are responsible for planning content delivery and supporting engaging and effective learning. Teachers
ensure that students have time to complete the required learning as outlined in the subject matter of the
curriculum documents or Senior syllabus prior to assessment being administered.

On an ongoing basis, feachers will gather and analyse diagnostic information about what students know and
can do as individuals, classes and cohorts. This informal feedback about student learning and progress towards
expected outcomes informs pedagogical practices, enabling teachers to differentiate and contexualise
teaching and learning to support all learners.

All assessment tasks are to be developed in alignment with the Queensland Curriculum and Assessment Authority
(QCAA) subject guidelines, which refer to the Australian Curriculum V9.0 for Prep to Year 10. For Senior Secondary
School students (Years 11 and 12), syllabus documents for each General and Applied Subject outline the
assessment techniques and conditions expected for the formal assessment tasks.

All assessment tasks are to be completed using a balance of class time and home learning/study time, per the
guidelines for each subject. The assessment submission is to be the student’s own work, with all sources of
inspiration and information appropriately referenced. Any use of Atrtificial Intelligence will be acknowledged, and
is to meet the acceptable use guidelines which form part of this procedure (See Appendix 5 — Artificial
Intelligence (Al) Acceptable Use Guidelines).

Assessment Tasks are submitted to the Head of Department for final approval before being distributed to students
via Teacher Kiosk/Student Café. The Head of Department will check:
e Alignment with syllabus content
Assessment technique and conditions
Methods of producing evidence of learning in alignment with the syllabus expectations
Authentication strategies
Checkpoints

Teachers proactively support students to meet the syllabus requirements for the response length indicated in the
assessment conditions when they:
e develop valid assessment instruments of suitable scope and sequence
¢ emphasise the response length mandated by the syllabus
¢ implement teaching and learning strategies so students can learn effective skills to use when responding
to assessment instruments, for example,
o provide examples of assessment responses within the required response length: word length,
duration of time or page count
o explicitly model how to create a draft and edit a response to an assessment in the required mod:
written, spoken, multimodal, performance
o provide students with feedback at checkpoints and on the draft in the required mode if the
response does not match the required length
o give advice to students about how to develop ideas and synthesise information relevant to the
task and objectives being assessed to meet the assessment conditions
e provide opportunities for students to practise responding within the required word length in examinations
e ensure a process is enacted for compiling and editing supporting evidence in performance assessments,
such as in Physical Education, so that it meets the syllabus condition for response length
e in performances with more than one student, such as in Drama, monitor students’ text selections to ensure
they meet the syllabus performance time requirements for active engagement for each student

In developing a response to an assessment instrument, students are required to meet the conditions outlined in
the syllabus. One of these conditions is response length (See Appendix 2 — Determining an assessment response
length (Written and non-written)).

Determining a final mark

To determine results, schools make judgements about student achievement using the evidence in student work
matched to the syllabus standards and marking guide for the relevant syllabus. They make judgements and
determine results at the required junctures for reporting fo the QCAA and for the required QCAA quality
assurance processes.

Version: 1.2 Last Modified: 17/03/2025 Page: 12
Printed copies are not controlled



Secondary School Assessment M/\

' 4
D
Procedure Z/ PEACE

Lutheran College

Teachers also make judgements for reporting to students and parents/carers as outlined in the Reporting
Requirements section of the Secondary School Assessment Policy (p. 4).

Evidence used to determine each student’s result is:
e authenticated as the student’s own work
e completed on or before the due date
e drawn from the responses aligned to the assessment designed for reporting

The syllabus document for each subject sets out the marking criteria and achievement standards. Judgements
are made about the quality of student work produced using set marking criteria and standards which are to be
applied consistently for all samples of the assessment task.

Academic Misconduct

The PLC Community does not accept academic misconduct that allows one student to have an advantage over
another. Members of the community have the capacity to demonstrate personal excellence, and therefore,
success in various ways. When striving towards personal excellence, it is appropriate to seek help to respond in an
original way. It is an expectation that all students in Years 7 — 12 will uphold excellent academic integrity,

including acknowledging all sources of inspiration and information when producing assessment tasks and
responses fo learning.

All teachers are expected to know how QCAA defines academic misconduct and be aware of the Academic
Integrity Course for teachers and students via QCAA. All teachers of Secondary School at PLC are expected to
access the Learning Hub in their QCAA Portal and complete the Academic Integrity Course For Teachers module.

When academic misconduct has been detected, the student will be supported to recognise the impact of their
decisions and actions:
e Class teacher discusses with the student the way academic misconduct has occurred (QCAA, 2024)
e Class teacher, in consultation with the Head of Department, discusses with the student the impact on their
final result due to what can be verified as the student’s own work
e Class teacher will advise and organise to meet with the parents to discuss the nature of the academic
misconduct and impact on the student’s result within the subject
e Class teacher, in consultation with Head of Department and/or Head of Year, allocates time for the
student to complete (or re-do) the QCAA Academic Integrity course or similar (Education to know and
do better). College Leadership may supervise this session. During this time, the student will also be
encouraged to reflect on their attempt to have an unfair advantage over other students and revisit the
College values of integrity, excellence, honour and empathy in a meaningful way. They will be required
to write an apology letter to the teacher involved (Restorative approach). The student and family will
become aware through communication from the College that should the student repeat the academic
misconduct, their enrolment may be at risk.
(See Appendix 3 — Academic Misconduct)
(See Appendix 4 — Academic Misconduct Consequence Flow Chart)

PLC currently uses Turnitin, a plagiarism and Al-checking tool. Turnitin is integrated with Student Café and Teacher
Kiosk. Teachers are required to analyse the level of referencing demonstrated by students and critically analyse
when a student has not appropriately acknowledged a source. Teachers are to check samples of work against
the standard of work that the student usually produces independently in class.

When a teacher is unable to determine that the work sample belongs to the student and is the student’s own
work, they may seek additional support from a colleague during the moderation process and their Head of
Department. An interview may be conducted to allow the student to arficulate their ideas and discuss their
research.

When there is doubt or an inconclusive result about whether the student has produced the sample of work, the
work that can be verified as the student’s original work will be marked and assessed against the set criteria.

When a teacher suspects that the work submitted is not original and does not demonstrate the standard of work
usually produced by the student, they are encouraged to check Turnitin and consult with their Head of
Department (See Appendix 4 — Academic Misconduct Consequence Flow Chart).
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Quality Assurance - Managing Response Length

All staff at PLC will administer strategies fairly and consistently across all subjects and students. Redaction is a
strategy that is no longer implemented. Teachers at Peace Lutheran College will be proactive in reminding
students to manage response length before assessments are submitted and will provide explicit information to
students so that they understand what contributes to the response length (See Appendix 2—Managing a
Response Length).

When managing the response length of a student sample of work after submission, tfeachers will:
e Check the assessment conditions and response length of the student sample of work
e Confer with the Head of Department when unsure if the response length has been exceeded

If a student has submitted an over-length response, the teacher will;
¢ Inform the student the response length did not meet the expected conditions as stated on the Task Sheet
e Annotfate the student's response to indicate the evidence used to determine the mark. It must be clear
on the sample where the teacher has begun and stopped marking so that confirmers or internal
moderators can clearly see what has and has not been included to determine the mark
e Provide explicit feedback and educative support to the student so that they understand how to produce
aresponse that meets the expected response length for future assessment items

When marking student responses, teachers are not permitted to:
e Alfer the tool being used for making a judgement
e Penalise students for submitting an over-length response by arbitrarily reducing their result
e Increase the upper limit of a length described as a range in the syllabus, e.g. allowing a tolerance of +10%
e Increase working time, e.g. allowing students to take an over-length assignment home to redact

It is not appropriate for a student to redact a response that is:

e Produced under exam conditions

e Inan assessment that requires a continuous response, such as a presentation or recording
(QCE & QCIA Handbook Guidelines, 8.2.4)

The Head of Department may direct staff members to start marking at the beginning of the sample and stop
when the syllabus conditions state “Up to X word count”. Before administering an assessment, teachers are to
discuss marking expectations with their Head of Department if unsure. This strategy allows teachers to effectively
support students to produce a quality response that adheres to the conditions of the assessment technique.

Due Dates

When determining assessment due dates each term, the Heads of Department will check the overall workload for
students and teaching staff in that subject. The Heads of Department may consult with the Head of Year fo
determine a balance of reasonable due dates. Students may have more than one assessment item due on the
same day and during the same week.

The following provides a consistent guideline for deadlines at PLC:
e Years7 -9 assessment is due af the end of the lesson
e Years 10- 12 assessment is due at 10 pm

Teachers are required to contact home when the student does not submit a draft sample of work on or before
the deadline, or if the sample is not to the expected standard (See Appendix 6 — Draft Assessment Not
Submitted).

Teachers may only provide feedback at the draft stage on samples submitted on or before the due date. Late
submissions will be held on file. By submitting a late file, the student forfeits draft feedback given for samples
submitted on or before the deadline.

Teachers will collect a sample of work before the due date for the final submission to store on file, in the event
that the student does not submit a final sample of work on or before the deadline. If this situation occurs, the
sample collected before the final deadline will be assessed using the subject specific criteria.
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Teachers may collect a sample of work by:
e Providing a Teacher-held session where the teacher collects the work sample directly
e Allocates the student to attend a Homework Club session, to produce the work sample and email it fo the
teacher. College Leadership Team members often supervise these sessions.
e Accept and hold on file an assessment sample that has been submitted after the deadline at draft stage

Assessment tasks must be submitted by the due date unless an extension has been granted by the Head of
Department. An extension may be granted for excepftional circumstances, such as:
e Extended absence due toiliness, as supported by a detailed medical certificate
e Absence due toillness on the due date, supported by a detailed medical certificate, where is it not
possible to have completed the assessment task
e Absence due fo special circumstances. Parents/caregivers are o communicate with the Head of
Department and may be required to submit supporting documentation
e A class teacher may grant a whole class extension in consultation with the relevant Head of Department
e Cohort classes are provided with a consistent amount of time to complete in-class parts of assessment
tasks (e.g. a public holiday may affect one class and not another for teaching and learning time)

A detailed medical certificate will include information such as:
e Theliness, condition or event (including details of a diagnosis, where applicable)
e Date of diagnosis, onset or occurrence
e Treatment or course of action related to the condition or event
e Explanation of the probable effect of the illness, condition or event on the student’s participation in the
assessment

An equitable timeframe for an extension will be based on the information provided on the medical certificate.

Teachers are expected to manage due dates to ensure students have one week from receiving draft feedback
to submitting a final, refined response to an assessment task. A whole cohort extension may be given in
consultation with the Head of Department. Deadlines will be managed for classes of the same subject and year
level with different timetables to provide equitable time for all students within the cohort.

Release of results

Teachers are asked to release results and feedback to students:
e During the class to support students to access this information
e Where the above is not possible, after 3 pm

When a student has not demonstrated a passing standard, the teacher is to contact home so that families and
caregivers have information about how a result may impact an overall result and understand the next steps that
can be taken to support the student to work towards personal excellence.

Professional Development — Assessment Literacy Modules (Required)

The Assessment Literacy Modules, 1 - 3, available via QCAA are a professional development expectation for all
staff who teach studentsin Years 11 and 12. The Assessment Literacy Modules provide an opportunity for teachers
to identify appropriate ways to develop quality assessment items and analyse and evaluate demonstrated
evidence of learning against the specific criteria.

At PLC, teachers of students in Years 7 — 10 are strongly encouraged to complete the Assessment Literacy
Modules, 1 -3, to provide valuable insight into quality assessment instruments and processes. All teachers of
studentsin Years 11 and 12 are expected to complete Modules 1 — 3 as a minimum professional expectation.

College Community

All members of the PLC Community frust that the marks allocated to students are fair and consistent and
demonstrate the standard of work the student has produced against set subject criteria. The collection and
storage of student evidence of learning, complemented by a moderation process, is an essential part of quality
assurance and confidence in the ability of PLC staff to mark fairly and consistently.

Version: 1.2 Last Modified: 17/03/2025 Page: 15
Printed copies are not controlled



Secondary School Assessment M/\

' 4
D
Procedure Z/ PEACE

Lutheran College

College Middle and Senior Leadership
Heads of Department, as Curriculum Leaders, will support teaching staff to abide by this procedure by:
e Checking consistency of expectations across subjects and year levels
¢ Implementing moderation processes with teachers
e Supporting new teaching staff to understand how to use Teacher Kiosk, including the integrated Turnitin
function for Senior Secondary students

College Leadership Team members will support classroom teachers and the Heads of Department by:
e Providing educative and restorative sessions if academic misconduct occurs

Students - Subject Changes

At fimes, students at PLC may wish to or be asked to change subjects. All students are to use the PLC Change of

Subject Form, which is signed by:
e Student

Parent/Caregiver/Boarding House Parent

Teacher of current class and Head of Department

Teacher of a proposed new class and Head of Department

Head of Year

Deputy Principal Secondary School

A completed Change of Subject Form ensures timetable changes and updates to a student profile within QCAA
will be processed. The Change of Subject Form is available from a Head of Year or Head of Department.

From Year 10 onwards, all students are registered with QCAA. A learning account is created for each student
within the Student Management Portal. The Change of Subject Form is an essential part of maintaining the
accuracy of student profiles in QCAA for data collection towards the QCE certification.

A student can begin aftending the new subject after the new subject shows on their timetable within Student
Café (See Appendix 7 — Change of Subject Form).
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QCAA EXPECTATIONS
Teachers are expected to uphold the expectations communicated in the QCE and QCIA Handbook vé.0,
available on the QCAA website.
RELATED POLICIES AND PROCESSES
e Peace Lutheran College Secondary School Assessment Procedure
e Peace Lutheran College Artificial Intelligence (Al) Acceptable Use Guidelines
e Peace Lutheran College Student Behaviour Management Policy and Procedure
e Peace Lutheran College Responsible Use of Technology Policy and Procedure
e Peace Lutheran College Disability Discrimination Policy
e Peace Lutheran College Student Code of Conduct
e Peace Lutheran College Student Handbook
e Peace Lutheran College Parent Handbook
e Peace Lutheran College Staff Handbook
DEFINITIONS
Refer to policy
REVIEW FRAMEWORK
Feedback
Feedback on this procedure or corresponding documents can be provided to the College via email to
principal@plc.gld.edu.au.
Review
A review of this procedure will be triggered if one of the following occurs:
e the procedure is due for a scheduled review to ensure continuous improvement
e a4 gap or need has been identified
e aserious incident of academic misconduct has occurred
e QCAA guidelines are updated
e changes to the linked policy or process
This procedure will be reviewed every two years or as required by legislation or QCAA.
Revision/ Modification History
Date Version Summary Document Name
15/01/2025 1.0 New procedure requirement — Addition of Al to general | Secondary School
assessment procedures. Assessment Procedure
13/02/2025 1.1 QCAA QCE and QCIA Policy and Procedures Secondary School
Handbook v6.0 Assessment Policy
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Appendix 1 - Task Sheet Example

Each subject will provide consistent information so students know what they will be expected to do to complete
the assessment task to a high standard.

Pedce Luiherdn College /( g Ethical Use of Artificial Inteligence (Al)
“Inspiring Minds, Nurturing Hearts, Serving Community” - Ethical use of Arificial Infeligence in Subject Nams for fhis specific fask includes
~— / o Insert ways Al may be used, if applicable
Unethical use of Arificial Inteligence in Music L Practice for this specific fask includes:
subject: Insert subject name «  Insert ways that Al ey not be used. if applicable

Assessment ttem: Insert Assessment number and unit, if relevant

To avoid , students are to meet with their teacher to discuss a proposal
for using Artificial Intelligence when responding to this task before the due date.

Unit result

Handed out: Insert Wesak Draft dus: Inzert Week Final due: Inzert Wesk

Student name:

Insert Teacher Name

Teacher name:

Techniques and Con

. Insert conditions of Teacher Feedback:
. Insert time given to
Duration: . Length: assessment per curiculum
complete this assessment y
expectafions
.y [ rt A 1
Technique: neert Asssssment Other:
Technique
) Individual or group
Individualfgroup: Resources cvailable:
Assessment Policy:  Please see the Assessment Policy and Frocedure in 3

Insert Context

Insert information about the task

To complete this task, you must:

Student Feedback:

Authentication sirategies

The following authentication strategies will be used:

This task requires students fo:

Sstimulus

Insert information about specific stimulus, if relevant

D You will be previded closs fime for task completion and development of an original response.
D Your teacher will conduct conferences os you develop the response (during the term)

D A draff response and subsequent use of feedback af draft stage is evidence of original, revised work.

Checkpoints

O Turnifin plagiarism checker will be applied fo all samples of assessment uploaded through Student Café.
The following checkpoints support students in knowing how to complete this task and fimeframes:

OTern 1, Week 4: Teacher 1:1 check-in regarding music tastes, prefered genres and possible performance choices OYour teacher will cross-mark samples of work.

Student statement of authenticity:

By submitting my work to Student Café, | confimm that this assessment is my original work, and, to the best
of my knowledge, all sources of information and inspiratien are fully referenced. | accept that failure to
disclose content sources is considered academic misconduct.

The final page of the Task Sheet will include an Instrument Specific Marking Guide (ISMG).

[Insert Syllakbus rukric on this page]

The student's work demonstrates the following characteristics:

ideas and information from
the stimulus film are used fo
form interpretations about
family

and information from the
stimulus film are used to form
interpretations about family

integration of ideas and
information from the stimulus
film are used to form
interpretations about family

parfial integration of ideas
and information from the
stimulus film are used fo form
interpretations

ideas and information from
the stimulus film are used to
form interpretations

discerning explanation of
how language features,
cinematography or
vocabulary are used to
represent the idea of family

effective explanation of how
language features,
cinematography or
vocabulary are used to
represent the idea of family

explanation of how
language features,
cinematography or
vocabulary are used to
represent the idea of family

partial explanation of how
language features,
cinematography or
vocabulary are used fo
represent an idea

fragmented explanation of
how language features,
cinematography or
vocabulary are used to
represent an idea

disceming selection of
evidence from the film to
show how the theme of
family can be represented

effective selection of
evidence from the film to
show how the theme of
family can be represented

selection of evidence from
the film to show how the
theme of family can be
represented

partial selection of evidence
from the film to show how a
theme can be represented

fragmented selection of
evidence from the film fo
show how a theme can be
represented

discermning use of fext
structures of a film analysis fo
create areasened analysis

effective use of text
structures of a film analysis fo
create areasoned analysis

use of text structures of a film
analysis to create a
reasoned analysis

partial use of text structures
of a film analysis to create a
reasoned analysis

fragmented use of text
structures of a film analysis to
create areasoned analysis

discerning logical creation
of a film analysis using a
range of cohesive devices
for effect

Effective logical creation of
a film analysis using a range
of cohesive devices for
effect

logical creation of a film
analysis using some cohesive
devices for effect

partial creation of a film
analysis using a limited
range of cohesive devices
for effect

Fragmented creation of a
film analysis using a limited
range of cohesive devices
for effect

vocabulary and grammar
that contributes to the
precision of texts when
editing for effect

effective selection of
vocabulary and grammar
that contributes to the
precision of texts when
editing for effect

selection of vocabulary and
grammar that contributes to
the precision of texts when
editing for effect

partial selection of
vocabulary and grammar
that contributes to the
precision of texts when
editing for effect

vocabulary and grammar
that contributes to the
precision of texts when
editing for effect

of punctuation

effective use of accurate

punctuation

use of accurate spelling and
punctuation

partfial use of accurate
spelling and punctuation

spelling and punctuation

Teachers will use the marking guide to determine how well students have demonstrated the subject criteria in
their assessment responses. A moderation process will occur between teachers to ensure consistent marking of
infernal assessment items.

NOTE: The Task Sheet for examinations is similar. See next page.
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Examinations or tests will be presented with consistent information so students know what they will be expected to
do to demonstrate learning to a high standard. Consistency of information aims to reduce stress at the time of a

fest.

n

Peace Lutheran College /{
“Inspiring Minds, Nurturing Hearts, Serving Community” //\

Test Cover Sheet A

Subject:
Assessment [tem: Eq: 1A2 (Infernal Assessment #2)
Student name:

Teacher name:

Assessment Details

Technique: e.g. Written examination

Date/s:

e.g. Part A—Understanding & Fluency
Part B - Problem Solving & Reasoning

Proficiencies:

Topic/s:

Time: Perusal:
Other: e.g. Calculator permitted
Instructions:

Assessment Policy: (insert Assessment Policy link here)

Understanding and Fluency Problem Solving and Reasoning Overall
Mark % Grade Mark % Grade Mark % Grade
121 % 4 % /35 %

Consolidation Assessment Objective/fs

Core Assessment Objective/s

Percentage cut offs

A+ >93% B+ >73% Gt >53% D+ »33% E+ >13%
A >87% B >67% © >47% D 27% E >7%
A- >80% B- >60% C- >40% D- >20% E- >0%

(=3

Feedback
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Appendix 2 - Determining an assessment response length (written and non-written)

All students of PLC are expected to abide by the conditions and response length for assessment.

QCE and QCIA Handbook Guidelines 8.2.6

Determining word length and page count of a written response

Word length Page count

Inclusions .

Exclusions .

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)

title pages

contents pages

abstract

visual elements associated with the genre*

raw or processed data in tables, figures and diagrams
numbers, symbols, equations and calculations
bibliography/reference list

(:1ppendi)<esJr

page numbers

in-text citations

« all pages that are used as evidence when

marking a response

title pages

contents pages

abstract
bibliography/reference list
(:1pp‘<:ndi>(e54r

blank pages

* For example, by-lines, banners, captions and call-outs used in genre-related written responses
TAppendixes should contain only supplementary material that will not be directly used as evidence when marking the response.

Determining length of a non-written response

Response length — duration Notes

Inclusions * Any itens that form part of the response and chosen by the
student for inclusion in the multimodal or presentation including
introductory slides or excerpts such as video or music

* Any required referencing of texts or citations chosen for inclusion,
e.g. as a note on a slide in a multimodal presentation

Exclusions = Extraneous recording prior to the beginning of the response, e.g. setting
up microphones, waiting for an audience to settle, talking about setting

up.

See 'After assessment is submitted’

The exclusions for written responses
do not apply as they are not relevant
to a timed response.
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Appendix 3 - Academic Misconduct

The types of academic misconduct and examples listed in the table below are not exhaustive.

Common types of academic misconduct, with examples, are provided by QCAA as a guideline for schools:

QCE and QCIA Handbook Guidelines 8.1.2

Type of misconduct Examples

Cheating while under
supervised conditions

Collusion

Contract cheating

Copying work

Disclosing or receiving
information about an
assessment

Fabricating

A student:

* begins to write during perusal time or continues to write after the instruction to stop
writing is given

s uses unauthorised equipment, materials or Al

* has any notation written on their body, clothing or any object brought into an
assessment room

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

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
* astudent gives or receives a response to an assessment.

A student:
* pays for a person or a service to complete a response to an assessment
¢ sells or trades a response to an assessment.

A student:
s deliberately or knowingly makes it possible for another student to copy responses
¢ |ooks at another student’s work during a supervised assessment
¢ copies another student's work during a supervised assessment.

A student or other person:

* gjves or accesses unauthorised information that compromises the integrity of the
assessment, such as stimulus or suggested answers/responses, before a response to an
assessment is completed

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

A student:
* invents or exaggerates data
* lists incorrect or fictitious references including false or misleading information
generated from the use of Al
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Type of misconduct Examples

Impersonation A student arranges for another person or technology to complete a response to an

assessment in their place, e.g. impersonating the student in a performance or supervised
assessment.

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

Misconduct during a A student distracts and/or disrupts others in an assessment room.
supervised assessment

Plagiarism or lack of A student completely or partially copies or alters another person’s work or creates work using
referencing Al without attribution (this may include text, audio or audiovisual material, figures, tables,
design, images, information or ideas).

Plagiarism also includes the use of a translator, including an online translator, as the work
produced is not the work of the student.

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.

Significant contribution of A student or other person arranges for, or allows, a tutor, parent/carer or any person in a
help supporting role to complete or contribute significantly to the response.
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Appendix 4 — Academic Misconduct Consequence Flow Chart
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* Teacher conferences with and supports student to learn about plagiarism\
and how to reference correctly.

* Teacher expects to receive an updated version of the work before the Final
is due to hold on file.

» As per QCAA guidelines, no additional written feedback will be given.
D raft samp |E * In the event of no final, this sample can be assessed
Plagia rism * All samples will be checked via Turnitin when submitted using Student

Cafe. /

* Teacher determines which portion of the sample is the student’s own \
work.

* Teacher may interview the student about their work and demonstrated
understanding of what has been produced, including the technical
vocabulary used and application of concepts.

* Teacher may ask another teacher to review suspected plagiarism at the
cross-marking stage, if applicable.

* [nform HOD (HOD can also review work, and may also interview student if
necessary). HOD will direct teacher to mark the sample held on file at the
due date, using evidence that can be verified as the student’s own work.
HOD to be available if teacher requires support for this process.

Final sample

Plagiarism

* Teacher to organise a parent meeting and expect the student to attend.
* See below /

A teacher can only assign a result for a final piece of work based on the
student’s original work. If there is no evidence of learning, NR will be
recorded, which may result in a lost QCE poeint for that subject.

® The teacher organises a parent meeting and expects student to attend.
* Student explains to parent/s what has happened.
* Teacher is there to support the student while they explain to parent/s
and can provide additional evidence or explanation about how the
* During the parent meeting, the student is asked to reflect on their actions
and explain:
* Why plagiarism is wrong (or other academic misconduct) — Breaking
CDI’]SEC] uences trust with peers and teache,r, t.rg.ring to have an unfair advantage over
. others, wasting the teacher’s time
d nd restoration g steps they intend to take to ensure that academic misconduct does
not occur in the future
* Student is given time to complete formal education about plagiarism or
academic misconduct, or they may be given time to rework their sample

in a supervised situation. This may be during an After School Education
Session.

* |n repeated cases, the student places their enrolment at risk.
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Appendix 5 - Artificial Intelligence (Al) Acceptable Use Guidelines*

ARTIFICIAL INTELLIGENCE

PLC recognises the use of Artificial Inteligence (Al) technologies within the school environment and provides
guidelines for acceptable and unacceptable use of Al technology for students, as well as measures to uphold
academic integrity and consequences for any violations of the use of Al technology.

PLC recognises the potential benefits of Al technologies in supporting and enhancing the learning experience for
our students. However, we also acknowledge the need for responsible and ethical use of Al tools to uphold
academic integrity and prevent violations of the use of Al technology and this procedure.

It is crucial for allmembers of the PLC community to use Al technologies in a manner that is consistent with our
values and principles of academic integrity. By promoting the ethical and acceptable use of Al and identifying
unethical and unacceptable practices, we can ensure that the use of Al is aligned with the mission to be a place
of Christian faith and excellence in learning.

In using generative Al tools to assist with the learning process, users should exercise caution to ensure accuracy of
information.

Artificial Intelligence Explained

Artificial Intelligence (Al) refers to the simulation of human intelligence in machines that are programmed fo learn
from data, recognise patterns, and make decisions. Al fools encompass a wide range of applications, including
natural language processing, machine learning, decision support systems, analytics and personalised learning.

PLC aims to prepare and equip all learners with the skills, tools, and values necessary to adapt, succeed, and
make meaningful contributions in a rapidly evolving world. PLC expects all members of the community to use Al
tfechnologies in a manner that is consistent with PLC values and principles of academic integrity.

PLC values the collection of ongoing, purposeful assessment and the collection of evidence to make judgements
about each student’s learning. Student samples of work are assessed against syllabus criteria or competency-
based assessments and is also used to inform teaching and learning. For all subjects, students are expected o
engage in their learning and produce evidence of their achievement for each unit.

Implications for learning and assessment

Over the years, academic integrity has been both supported and tested by technology. Presently, educators are
grappling with the implications of Al writing and ChatGPT, in addition to new forms of Al technologies, which
present a new frontier. At PLC, we believe that Al technologies can be valuable tools to support and enhance
the learning process, provided it is used responsibly and equitably. However, it is also essential to recognise and
address the challenges that arise alongside the opportunities presented by Al technology.

Staff and students are expected to uphold personal integrity and excellence when using Al to support learning. In
using generative Al tools to assist with the learning process, users should exercise caution to ensure the accuracy
of information and cite the use of Al tools and processes.

Teachers will explicitly support students to understand what is ethical and acceptable use of Al in the classroom.
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ACCEPTABLE USE
Ethical and acceptable use of Al can be defined as:

Generating Ideas e Generating a range of ideas that serve as a starting point for independent analysis

and synthesis
e Simulating real-world scenarios to explore patterns and predictions
Research e Using Al tools and search engines to locate relevant sources and provide targeted

information
e Using Al tools to provide definitions, explanations and summaries to clarify
concepts and assist comprehension

Writing Support e Providing feedback, not a rewritten response, on coherence and structure of
original written work

e Providing suggestions, not a rewritten response, for grammar, punctuation, spelling
and vocabulary

Accessibility e Assisting in language learning with real-time translation services
e Accessing inclusive learning support through the authorised use of Al accessibility
tools
Exams e Creating quiz questions, practice exams, summaries and flashcards to aid in

studying and test preparation
e Assisting with study schedules and techniques to promote efficient fime
management and organisation

In using generative Al tools to assist with the learning process, users should exercise caution to ensure accuracy of
information.

AUTHENTICATION

A Turnitin Al check will be conducted upon submission of student work to Student Café. Teachers can access
information about the work via Teacher Kiosk. By submitting work, sfudents acknowledge that the work is their
own and the use of Al tools or processes has been appropriately acknowledged.

Citation 1. Use quotation marks and in-text referencing when an Al generated response is
used word-for-word
2. Use in-text referencing when an Al-generated response is paraphrased

In-text referencing example:
e (OpenAl, 2025)

Reference List The reference list starts on a new page, after the body of the assignment and before
any appendices.

The reference list is to include full details of the Al used. Example:
e OpenAl. (2025, January 15). ChatGPT response to a request for {provide context}.
https://chat.openai.com/chat

Appendix When an Al tool or process has been used to support the preparation of a response to

an in-class or assessment task, an appendix is required to:

1. Acknowledge how Al tools or processes have been used in a declaration of
authenticity

2. Submit a copy of any relevant prompts used and responses given

Examples:

Generating Ideas Whilst the writing is my own, ChatGPT was used to
generate ideas/arguments for [assessment item].

Research ChatGPT was used to locate sources for
[assessment item].

Writing Support Whilst the writing is my own, ChatGPT/Grammarly
was used to obtain assistance with and/or
feedback on the wording of the final response.
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MANAGING MISCONDUCT

All student submissions, including assignments, projects and assessments are required to be submitted via Student
Café which uses Turnitin to check for originality and authenticity of the response. Turnitin employs advanced
artificial intelligence algorithms to compare student work against a vast database of sources.

While Al tools provide valuable insights, members of the PLC community acknowledge the significance of
teacher judgement in assessing student work. Teachers play a crucial role in evaluating the quality, depth, and
understanding demonstrated in assignments, considering various factors beyond the capabilities of Al algorithms,
including direct observation of what the student is capable of producing independently when completing in-
class tasks.

If the checker detects similarity or potential misconduct, the Turnitin data is used as a prompt for a conversation
with the student about authorship of work, following the flowchart in Appendix 4 - Academic Misconduct
Conseqguence Flow Chart.

A student should be able to discuss their writing process and the content of their response with a teacher. It is the
student’s responsibility to provide evidence of authorship which may include evidence of how the response was
developed through the drafting and checkpoint process, including producing work within class.

To prevent academic misconduct associated with using Al tools or processes, students are required to use in-text
citation, and provide an appendix to document the use of Al using the above citation information.

*PLC acknowledges Trinity Lutheran College as the original author of the Artificial Intelligence (Al) Acceptable Use Guidelines and
thanks them for permission to use and edit for our context.
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Appendix é — Draft Assessment Not Submitted

Dear [Parent Salutation].

RE: OVERDUE DRAFT ASSESSMENT — [INSERT SUBJECT NAME]

Your [daughter/son], [NAME] has not submitted the following assessment item, [Insert details of the assessment],
due [Insert due date].

There was no arrangement made for an extension beyond [Insert due date] and no valid reason was given for
non-submission. The task was given to the students on [Insert date] and time was allocated in class and in the
student's own time to complete a draft submission by the due date.

In the event an illness or misadventure has occurred, your child may be eligible for a short extension if they
produce a detailed medical certificate or other supporting evidence as to why they have been unable to meet
the deadline. An equitable fimeframe for an extension will be based on the information provided on the medical
certificate. The medical certificate will be reviewed for the following information:

e Theliness, condition or event (including details of a diagnosis, where applicable)

e Date of diagnosis, onset or occurrence

e Treatment or course of action related to the condition or event

e Explanation of the probable effect of the illness, condition or event on the student’s participation in the

assessment

[NAME] is expected to upload a copy of their draft submission to Student Café (if possible) and email a copy to
me, their teacher. | will hold this copy on file as evidence of student work, and this piece of work may be used to
determine a final result if a final piece of work is not submitted on or before the due date.

Teachers are permitted to mark student work submitted on or before the due date, making this draft sample
important.

If you wish to speak to me further about [Name's] situation, please do not hesitate to contact me at the College.

Yours sincerely,

[Teacher Name]

[Subject]

CcC: [NAME] — Head of Department — [Insert]
[NAME] — Head of Year [Insert Year]
[NAME] - Deputy Principal Secondary School
Student file
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Appendix 7 - Change of Subject Form

All Secondary School students are required to submit a Change of Subject Form when changing subjects. This
form is essential for updating student records, including the student’s timetable. After the student's timetable
reflects the new subject, the student may begin attending classes in that new subject.

TASS Confirmed [] N
QCAA Portal Updated [_] (k A
mpact on Reporting Processes [ L S
. / D
. ;;F J I L
Change of Subject Form L
Step 1: Date:
Student Name: Year level:
Reason for change:
Student signature: Parent/Caregiver/Boarding House Farent signature:

Step 2

Current Subject:

Teacher Name:

Teacher Signature:

Teacher Comment: Teacher to indicate completed assessment status. Please circle or write:

U1 completed Y/N (Satisfactery or Unsatisfactory)
U2 completed Y/N (Satisfactory or Unsatisfactory)

Head of Department Approval:

Step 3:
Proposed Subject:

Teacher Name:

Teacher Signature:

Teacher Cormment: PIeose_indicoTe an cpproxim.oie time the student can start
attending lessons once the timetable has been updated:

Head of Department Approval:

Deputy Principal - Secondary School: Head of Year Signature:

students can begin attending the new class after the new class is visible on the student's fimetable.
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Students who opt to undertake study in a subject where their previous behaviour, application or progress has
caused concern will be offered a Contract of Offer for a tfrial period within the subject.

7 Cowley Street, Kamerunga, Cairns
Ve PO Box 72F, Freshwater QLD 4870
- 7/ PEACH T: (07) 4039 9000 F: (07) 4039 1623
,7’ N E: admin@plc.qgld.edu.au
W: www.plc.gld.edu.au

\Conirac’r of Offer:

Subject Trial Period

Student name - [Insert Name]
Subject/subjects — [Insert Subject]

Dear [NAME]

You have opted to undertake a course of study that the College believes may be unsuitable based upon
your previous achievement level. The College would like to offer you a trial period for one ferm to provide
you an opportunity to demonstrate that you can pass this subject/subjects.

During this trial period you are required to fulfil the following criteria:
¢ Achieve at or above a Sound Achievement (C) standard.
» Demonstrate acceptable levels of behaviour.
« Complete all assessments by the stated deadline.

If the criteria are fulfilled, you will be taken off contract and be able to confinue in your chosen subject.
If you fail fo meeft the stated criteria, you will be required to opt for a more suitable subject.

| agree o the terms set out in this contract.

Signed student

Signed parent/caregiver

Signed Head of Department
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Appendix 9 — Setting up an assessment Task (Teacher Kiosk)

To set up an assessment task in Teacher Kiosk, feachers can access support from their Head of Department.
Teachers can access further information within Teacher Kiosk by clicking on the *help’ icon:

https://tasshub.kb.tassweb.com.au/documentation/assessment-setup

https://tasshub.kb.tassweb.com.au/documentation/learning-objects-maintain-and-assign
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Appendix 10 — Collecting and reviewing assessment

Teachers can request support from their Head of Department to understand how to use Teacher Kiosk functions
to collect and review assessment.

Teachers can access further information within Teacher Kiosk by clicking on the ‘help’ icon:

https://tasshub.kb.tassweb.com.au/documentation/my-classes-and-subject-screen

https://tasshub.kb.tassweb.com.au/documentation/marklbook

https://tasshub.kb.tassweb.com.au/documentation/enter-results-and-comments
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All students have access to an eDiary within Student Café where they can track their due dates. As teachers
publish homework and assessment tasks, these become visible to students.

V & & & & & 4
4 WARNING: #
DUE DATES
# ARE CLOSER ¢
THAN THEY
¢ APPEAR
y 4

V 4V 4V 4V 4 4 .

All students have access to an eDiary in Student Café.

ROy

{at My Classes eDiary ~ | SchoolLinks ~ MyResources ~ My Activities

Timetable Timetable

School Calendar Events

Secondary School: 2023 Semester 2 - Mon 16 Oct (Day 6)

Today's Notices Period Subject

My Academic Reports (®© Home Room HR Gold Dingoes [HR991] A
Activities to Complete ® Period 1 Religion & Ethics Yr 11 [B245] 11 A
Homework ﬁ‘f;;‘ ® Period 2 Aquatic Practices Yr 11 [B401] 11 A
Extra Curricular (© Recess

My Events & Payments ® Period 3 VET TAFE Yr 11 [V600] 11 A

My Attendance © Period 4 VET TAFE Yr 11 [V600] 11 A

The eDiary can help students see due dates in a list or calendar.

Soemows s oy s e

- My Activities ~  Collaborate v My History -

October 2023 Day = Week = Month Agenda < October 2023

Thursday Friday Saturday Sunday SUN MON TUE WED THU FRI SA
28 29 30 1

8 9 10 " 12 13 1
5 6 e 8 15 [16] 17 18 19 20 2
11:48am Physics T4 W1 10pm RAE - 11 - S2 (Formal

22 23 24 25 26 21 2
Homework Assessment) - Task 5 - Project
8:19pm Aquatic Practices 52 (PartAand B) - Artwork and 29 30 3 3 4
(Formal Assessment) TAWS artists statement - TAW3
Investigation ] Calendar Feeds

(O Timetable

LMS / Assessme Aclivities

[ Sports Fixius

‘ (] PT Interviews
. oge
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Selecting “LMS/Assessment Activities” will show up any formal assessments and homework items in a calendar
view (Day or Week).

Students can generate a list of assessments in order of due date:

P gy
‘G_} My Classes ~ | eDiary - School Links ~ My Resources ~ My Activities ~  Collaborate
a- | <[> | Today Monday 16 October, 2023 Day | weok | mdln Panaes
Today
Oct 16, 2023 7:24am Term 4 - Week 3 Navigation
Oct 16, 2023 8:01am English 52 (Formal Assessment) Written Opinion T4 W6

Wednesday 18 October, 2023

Oct 18, 2023 apm Physics T1 W2 Homework
Friday 20 October, 2023

Oct 20, 2023 8:24am Term 4 - Week 3 Navigation
Monday 23 October, 2023

Oct 23, 2023 10pm RAE - 11 - 52 (Formal Assessment) - Task 5 - Project (Part A and B) - Artwork and artist's statement - T4AW3
Wednesday 25 October, 2023
Oct 25, 2023 10:45am Modem History 52 (Formal Assessment Task) T4 W4 Exam

Oct 25, 2023 1pm Modem History S2 (Formal Assessment Task) T4 W4 Exam
Friday 27 October, 2023

Oct 27, 2023 10pm Aquatic Practices 32 (Formal Assessment) T4WS Investigation

Students are encouraged to speak to their teacher if they are unsure about due dates rather than worry about
what other students say about a due date.

The Head of Department can also help you if the teacher is unavailable.
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Appendix 12 — PLC Assessment and Reporting Schedule

PLC proposes the following approximate Assessment and Reporting Schedule for 2025:

Reperting 2025 Term 1 2025 Term 2 2025 Term 3 2025 Term 4
Period Academic Endeavour
Week 1
Week 2 Tue =P-Y4 PTI
Soundwaves diagnostic
Week 3 [Y1-Yé) PAT TESTING (Yr1-9)

- 4 PATTESTING (Y2 —Y§) Year 12 Exams
NAPLAN Practice

Week 5 Year 11/12 BExams Year 12 Exams

Tue - P-4 PTI Werk Habit

MU C 712 Work Habit Tear 12 Bxams

Reports released
Year 11/12 Bxams

U ' il NAPLAN (Yr 3/5/7/9)

TV NAPLAN ([Yr 3/5/7/9)

Sound i i
Fri P-Y4 Reporis {\?]U_r\‘:fé;nmves iagnostic

Week 9
released Year 11/12 Exam Block

Year 11/12 Exam Block

Week 10 Yeaor 12 QCE Current
Achievement Update
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