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Assessment Policy for Years 7 to 9   

St George’s Anglican Grammar School has processes, structures, and systems through which academic 
achievement and progress is assessed, reported, and reviewed. 

Achievement is monitored and reviewed through the administration, collection, and analysis of 
assessment tasks, both internally and externally derived. Assessments are constructed to measure 
achievement using the Western Australian Curriculum Achievement Standards and WACE Descriptors. 
NAPLAN and OLNA provide externally derived, highly reliable and valid data from which to receive 
absolute and relative (comparative) data concerning students’ achievement. 

Progress is monitored and reviewed by the measurement of student achievement over time against 
the achievement criteria of the Australian Curriculum (K-10) and the Western Australian Curriculum. 

Reporting of individual students’ academic progress is completed three times each year with Interim 
Reports (Term 1), Mid-Year Reports (end of Semester One), and End of Year Academic Reports (Term 4) 
being written for all students within the School. Reports are issued to parents/guardians/carers and 
then stored on student files in SEQTA for the duration of the student’s time at the School and archived 
thereafter. 

Assessment assists teachers and schools in: 

• Monitoring the progress of students and diagnosing learning difficulties. 

• Providing feedback to students on how they may improve their achievement. 

• Adjusting programs to ensure all students can achieve the intended outcomes.   

• Developing subsequent learning programs. 

• Reporting student achievement to parents/guardians/carers. 

• Whole-school and system planning, reporting and accountability procedures. 
 
Assessment of student achievement in all courses must be underpinned by the principles of fairness 
and validity. It must be educative, explicit, and comprehensive.  
 
All assessment tasks need to have the characteristics of reliability, relevance, and discrimination. 

At the start of each course the teacher will provide: 

A copy of the Course/unit Outline (CO) that includes the following information: 

• The content. 

• The sequence in which the content will be taught. 

• The approximate time allocated to teaching each section of the course. 

An Assessment Outline (AO) that includes the following information: 

• The assessment type. 

• The weighting for each assessment type. 

• The weighting for each assessment task. 

• A general description of each assessment task. 

• A general indication of the content covered by each assessment task. 

• An indication of the outcomes covered by each assessment task. 

• The approximate timing of each assessment task (i.e. the week in which each assessment 
task is planned to take place or alternatively the due dates for significant stages of extended 
tasks. 

These documents must be located on the SEQTA Cover Page for each course and hence available to 
both students and their families.  
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In each course, several assessment tasks occur throughout the semester/year. Some tasks are 
completed in-class and others are completed out-of-class. Each task provides evidence of student 
achievement. 

The teacher uses the total weighted mark from all assessment tasks when assigning a grade at the 
completion of the course. 

Some courses may include assessment tasks completed by a group of students. In such cases teachers 
will use a variety of strategies to enable them to assess the performance of everyone in the group. 
Typically, this will be identified in the task brief provided to the students at the commencement of the 
task. 

When a student’s specific educational needs do not allow them to complete an assessment task, the 
teacher may modify the task in consultation with the Head of Learning Area or Dean of Teaching & 
Learning. An Individual Education Plan (IEP) or Curriculum Adjustment Plan (CAP) will be developed 
showing any modifications to the assessment outline for the course. These will be discussed with the 
Coordinator of Inclusive Education in the first instance as well as with the student and their family. 

When a student’s personal circumstances limit their capacity to complete a particular assessment task, 
the teacher, in consultation with the student, Head of Learning Area and/or Dean of Teaching & 
Learning, may negotiate a variation     to the submission date. The teacher will consider fairness for all 
students when making decisions about adjusting such timelines for a student. At times, adjustments 
may involve ‘Z-Scoring’ an assessment task based on the specific needs of the student and validated by 
a medical certificate or through the approval of a member of the Senior Executive Team. 

If there is a need to make changes during the teaching of a course which require the teacher to adjust 
any scheduled assessment tasks, then an updated copy of the assessment outline will be provided to 
students clearly indicating the changes. These will be uploaded onto the SEQTA Cover Page for the 
course and the Dean of Teaching & Learning will be aware of the rationale and reasoning behind the 
change. 

Students with a special education need will have assessments (written, practical and school 
examinations) modified as appropriate. These modifications will be consistent with those provided by 
the School Curriculum and Standards Authority. Modifications are dependent on the individual 
students’ needs but can include special equipment, provision of a scribe, or additional time. 

Students who are unable to complete an assessment task because of their special education needs will 
be provided with alternative opportunities to demonstrate their knowledge, skills, and understandings. 

It is the student’s responsibility to: 

• complete the prescribed work requirements in each course by the due date; 

• maintain a folio of evidence for each course studied and to make it available whenever it is 
required; 

• initiate contact with their subject teachers concerning any absence from class, missed 
assessments, extension requests and other issues pertaining to assessment before the due 
date of submission, where possible; 

• maintain a good record of attendance, conduct and progress (a student who is absent for five 
periods/days or more per term is deemed to be ‘at risk’ academically); and 
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• complete all assessment tasks described in the scheme of assessment. 
 

It is the responsibility of the academic teaching staff to: 

• develop a teaching/learning program that adheres to current School Curriculum and 
Standards  Authority guidelines; 

• provide students with a course outline and scheme of assessment at the commencement of 
the subject;  

• ensure that assessments are fair, valid, and reliable; 

• provide students with timely assessment feedback and guidance; 

• maintain accurate records of student achievement and assessment; 

• meet school and external timeframes for assessment and reporting; 

• inform students and parents of academic progress as appropriate; 

• keep SEQTA populated with the required material; and 

• keep the Dean of Teaching & Learning informed of any student deemed to be ‘at risk’ 
academically. 

It is a student’s responsibility to provide evidence of achievement by the published deadline. A course 
overview, including deadlines for submission of evidence, will be provided to each student at the 
commencement of the course. Due dates will be clearly outlined and implemented. If an adjustment to 
a deadline is necessary, it will be made in close consultation with all students and clearly publicised. 

All assessments are expected to be completed, even if they are submitted too late to be awarded a 
mark. This assists with student learning, growth and development. 

Students who consistently fail to prepare for assessments or who disregard the requirements of subject 
programs will be referred to the relevant Head of Learning Area (HOLA) or Dean of Teaching & Learning. 

There are three reasons for non-submission/non-completion of assessments as outlined below: 

Type Name  

1 Unplanned Absence 

2 Unapproved Absence 

3 Approved Absence 
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(e.g. illness, injury, misadventure) 

Type Procedure Action 

• Parent/guardian/carer to notify 
teacher of unplanned absence via 
SEQTA Direqt Message with a reason 
before 8:30am on the day of the due 
date. 

• Establish new due date in 
consultation with the teacher. 

• If unplanned absence extends 
beyond two weeks of the submission 
date, the teacher will either re-
weight the student’s marks for other 
tasks (if, in the opinion of the 
teacher, sufficient evidence exists in 
the other tasks completed to enable 
a grade to be assigned), or 
statistically estimate the student’s 
mark for the assessment task based 
on their marks in similar   tasks or via 
‘Z-Scoring’ tasks. Z Scoring may only 
be actioned with the approval of the 
Dean of Teaching & Learning.  

• If an unplanned absence is merely on the 
due date, the task should be submitted 
electronically via SEQTA Direqt Message 
on the due date by the student. 

• A zero mark may be awarded if no written 
notification by parent/guardian/carer is 
provided via SEQTA Direqt Message by 
8:30am.  

• If the task is not submitted by the agreed 
date, 10% of the student’s assessed mark 
will be deducted each day up to a 
maximum of 30% for three days. After 
three days, a zero mark will be awarded, 
and a detention may be issued. 
Parents/guardians/carers will be 
informed of this by the classroom 
teacher. 

• If the unplanned absence is longer term, 
then parents, teachers and HOLAs may 
determine a new due date or 
modification of the assignment, or a Z 
score may be actioned with the approval 
of the Dean of Teaching & Learning. 

• Parent/guardian/carer to notify 
teacher of unplanned absence via 
SEQTA Direqt Message with a reason 
before 8:30am on the day of the in-
class assessment. 

• Teacher to arrange a missed 
assessment plan with the student 
upon their return to school. 

• If unplanned absence extends 
beyond two weeks of the submission 
date, the teacher will either re-
weight the student’s marks for other 
tasks (if, in the opinion of the 
teacher, sufficient evidence exists in 
the other tasks completed to enable 
a grade to be assigned), or 
statistically estimate the student’s 
mark for the assessment task based 
on their marks in similar   tasks or via 
‘Z-Scoring’ tasks.  

• Z Scoring will only occur with the 
approval of the Dean of Teaching & 
Learning. 

 

• With the HOLAs approval, the test (same 
one or an alternative) may be completed 
by the student on their return to school. 

• A zero mark may be awarded if no written 
notification by parent/guardian/carer is 
provided via SEQTA Direqt Message.  

•  

• The classroom teacher arranges an 
opportunity for the student to complete 
the missed assessment at the next 
available in-class opportunity. 
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(e.g. family holidays during term time) 

For absence of this type, staff are not required to reschedule an assessment in this instance. 

Type Procedure Action 

• Work is to be submitted prior to 
departure. 

• If not submitted by the agreed date, 
10% of the student’s assessed mark will 
be deducted each day up to a 
maximum of 30% for three days. After 
three days, a zero may be awarded and 
a detention could be issued. 

• Any unapproved absence could lead 
to a zero mark being awarded. 

• Missing an assessment due to an 
unapproved absence, may result in a 
zero mark for that assessment being 
issued. 

• Parents/guardians/carers and students 
are requested to make every effort to 
avoid such a situation occurring. 

 

 

(e.g. school endorsed event, representative sports event, approved absence by the Principal) 

Type Procedure Action 

Assignments • Work is to be submitted prior to 
departure (or by negotiation with the 
HOLA). 

• If not submitted by the agreed date, 
10% of the student’s assessed mark 
may be deducted each day up to a 
maximum of 30% for three days. After 
three days, a zero mark may be 
awarded, and a detention could be 
issued. 

In-class 

Assessment 

• Any planned absence must be 
discussed by the parent/student with 
the HOLA in advance. 

• If unplanned absence extends beyond 
two weeks of the submission date, the 
teacher will either re-weight the 
student’s marks for other tasks (if, in 
the opinion of the teacher, sufficient 
evidence exists in the other tasks 
completed to enable a grade to be 
assigned), or statistically estimate the 
student’s mark for the assessment task 
based on their marks in similar   tasks. 

• In consultation with the teacher and 
HOLA, a student might be required to 
complete the same or alternative test 
at another time. 
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Students’ work must be marked and returned within two (2) weeks of the submission date.  

The school may use copies of student work to develop portfolios to exemplify standards or for 
moderation purposes. If a student’s unplanned or approved absence extends beyond two weeks of the 
submission date, the teacher will either re-weight the student’s marks for other tasks (if, in the opinion 
of the teacher, sufficient evidence exists in the other tasks completed to enable a grade to be assigned), 
or statistically estimate the student’s mark for the assessment task based on their marks in similar   tasks. 

If a student is absent from class, their ability to achieve to their potential is diminished. Extended periods 
of absence will result in lower levels of achievement. Absences may result in a student not fulfilling the 
requirements of a course. It is the student’s responsibility to endeavour to collect and catch up on 
missed work. 

 

Where a student is unable to attend school for a lengthy period due to injury or illness, the School will 
endeavour to provide support to the student’s learning program to the best of the teachers’ ability. 

When an approved absence is due to a St George’s Anglican Grammar School commitment (sport, 
drama, excursion on the school calendar, etc.), the student must negotiate extensions with the relevant 
teacher in advance depending on the nature of the assessment task. 

If the assessment of individual students or groups of students is affected by a catastrophic event (e.g. if 
a pandemic causes several staff and/or students to be absent from school for an extended period) the 
Head of Learning Area, in conjunction with the Dean of Teaching & Learning, will decide on the 
appropriate action. This may include: 

• A professional judgement of the performance of the students affected by the event will be 
made based on already completed assessment tasks. 

• The assessment outline may be modified for the students affected by the event. 
 

The teacher and/or Head of Learning Area will inform both the students affected by the event and their 
families of how their achievement will be determined. 

In an instance of extended stay-at-home orders due to lockdown induced by COVID-19, the School will 
enact its latest COVID-19 Policy.  

Collusion is when a student submits evidence that is not their own work for assessment.  

Plagiarism is when a student uses someone else’s words or ideas without acknowledging that they have 
done so. 

All work in each individual assessment task must be the work of the student.  
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Students are not permitted to submit for marking, as original, any work which contains: 

• identical or similar material to the work of another person (e.g. another student, a 
parent/guardian/carer, a tutor) 

• identical, or similar material to a published work unless the source is acknowledged in 
referencing or via footnotes. 
 

Students must not cheat (ie. engage in a dishonest act to gain an unfair advantage).  

If a student is believed to have engaged in cheating, collusion or plagiarism, the teacher will refer the 
matter to the relevant Head of Learning Area. As part of this process, the student will be provided with 
the right of reply. If it is demonstrated beyond reasonable doubt that a student has cheated, colluded, 
or plagiarised, the work will not be accepted as valid evidence of their achievement and the student will 
receive a zero mark.  

At the discretion of the Head of Learning Area, an alternate assessment may be given with a limited 
time frame which the student will complete under supervision outside school hours. 

The parent/guardian/carer will be informed of the penalty and any further disciplinary action. 

With the ever-growing presence of Artificial Intelligence (A.I.) in educational settings, the School allows 
students in Years 9 - 12 to use A.I., provided they have submitted a consent form and strictly follow the 
guidelines and task descriptions given by their teachers. 

Misuse of A.I. tools outside of what has been outlined as acceptable use can be grounds for disciplinary 
action. If an instance of suspected plagiarism involving A.I. tools arises, the school will notify the 
student's parents or guardians in writing, outlining the reasons for the suspicion. Parents, guardians, or 
carers will be given 2 working days to respond to the notice. 

The school reserves the right to validate and authenticate student work to resolve such issues and will 
put in place strategies to minimise future instances. If a student is found to have plagiarised a whole or 
part of an assessment, the school may impose an academic penalty, such as receiving a zero mark for 
the task.  

Alternatively, the student may be required to resubmit a response to a different but similar question 
within a reasonable timeframe, depending on the nature of the assessment. 

Such decision will be made by the Dean of Teaching & Learning in discussion with the Head of Learning 
Area, the student and their family.  

Students must not take unauthorised materials into tests and examinations. This includes: 

• mobile phones / iPod; 

• personal music devices; 

• watches (of any kind, including analogue or digital); 

• earphones; 

• unauthorised calculators; 

• unauthorised notes; and 

• any other materials at the discretion of the supervisor.  
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Where there is more than one class studying the same course at the School, most or all the assessment 
tasks will be the same. In such cases, to ensure that no students are unfairly advantaged, the question 
papers used for in-class assessment tasks will be collected at the end of the lesson.  

In their own interests, students must not discuss the nature of the questions with students from the 
other classes until after all classes have completed the task. 

Discussion of the questions will be treated as cheating and the students will be penalised.  

Students will be kept informed of their progress throughout their study of a course.  

SEQTA will have marks of assessment tasks recorded regularly with feedback provided from staff. 

Teachers will assess completed tasks and provide assessment feedback to the student within two weeks 
of the due date.   

Parents will be informed about a student’s progress regularly throughout the School year through the 
SEQTA portal, reporting and scheduled Parent-Teacher Interviews.  

Students considered to be ‘at risk’ academically will be contacted directly and a meeting scheduled to 
assess progress and seek ways to support. 

The School reports student achievement via an Interim Report at the end of Term 1, and formal reports 
at the end of each Semester. Grades for the school year will be found in the Semester Two report.  

Homework plays an important part in the level of success experienced by a student as it supplements 
and enhances the in-school programme. Not all work set as homework is formally collected and marked 
as some exercises will involve finishing off tasks begun in class and consolidation of classwork, but 
teachers will endeavour to check that homework is being completed. Some homework may contribute 
to the final assessment in a subject. 

Individual teachers will ensure that students are complying with the requirements of their course with 
respect to homework. If homework is not being completed or submitted, parents/guardians must be 
informed immediately either by telephone, SEQTA Direqt Messaging, email or a written message in the 
School Diary.  

School Diaries must be used to record homework. They will be used to communicate with parents, in 
addition to SEQTA Learn/Engage.  

If the School Diary is not being brought to class, parents/guardians and the PCG Tutors are to be 
informed. Year 7 and 8 students will have their School Diary signed weekly by their PCG Tutor. 

Parents are strongly urged to check the use of the student diary and to contact the School if they have 
any concerns. 

It is recommended that a minimum of 45 minutes (Year 7), 1 hour (Years 8 and 9), is spent on homework 
and study per night Monday – Thursday.   
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Teachers review student learning through their day to day formal and informal interactions with their 
students during delivery of the curriculum. 
 
Teachers are to engage in longitudinal analysis of student achievement data to ascertain improvement 
or decline in student achievement over time. 
 

Teachers are required to: 

• Maintain formal centralised marks books on SEQTA that comply with the requirements of 
the various curricula that drive the teaching and learning programmes. 

• Strive to achieve comparability between classes in all learning areas with more than one 
class. This is achieved via a common programme, resources and marks book maintained in 
SEQTA. 

• Use sources of external achievement and other data, such as NAPLAN literacy and numeracy 
results, the reports of other schools (for transferring students) and the specialist reports of 
School Psychologists where appropriate in making professional judgements about student 
achievement. 

 

Heads of Learning Area oversee and assist teachers in determining student progress measured against 
the criteria specified by the relevant curricula. 
 
Heads of Learning Area are expected and required to: 
 

• Monitor the completeness and correctness of student results across all members of their 
department classes. 

• Ensure that teachers follow curriculum guidelines in all matters relating to determining student 
achievement. 

• Support the moderation of assessment units set across multiple classes.  

• Assist newly qualified teachers in managing the production and assessment of academic 
assessment units and the marking and feedback requirements of each task.  

• Identify professional learning needs amongst the staff and make recommendations to address 
them. 

• Check all subjects within their learning area have the required details on SEQTA for all courses. 
 

The Dean of Teaching & Learning reviews the achievement of students with a view to maximising the 
potential for each student, in conjunction with the Heads of Learning Area. 
  
The Dean of Teaching & Learning is expected and required to: 
 

• Ensure that the procedures for the determination of results have been adhered to by all 
teachers. 

 
The Principal is responsible to the School Council for the review of student achievement at the School. 

 


