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Purpose 
The Assessment and Reporting Policy reflects the principles and practice of assessment and reports set down by 
the School Curriculum and Standards Authority (SCSA).  It provides a clear framework for both staff and students 
to negotiate the completion of student work. 

 
Teachers make judgments about student achievement using a variety of assessment tools including marks from 
tests and common assessment tasks, anecdotal comments, observations, progress maps, work contained in 
presentation folders and portfolios, digital recordings of student practical performance, working in groups or 
debating.  
 
Schools Curriculum and Standards Authority links: K - 10 Assessment Outline  
 
Academic achievement is reported in grades from an ‘A’ to an ‘E’ where: 
 

A Excellent 
The student demonstrates achievement that has greatly exceeded the expected 
standard.  Their achievement is well beyond what is expected at this year level. 

B Good The student demonstrates achievement that exceeds the expected standard. 

C Satisfactory 
The student demonstrates achievement at the expected standard.  The student 
is able to progress to the next level of learning. 

D Limited 
The student demonstrates achievement below the expected standard.  The 
student demonstrates a quality of learning that is adequate for progression but 
will still need additional support or assistance to progress. 

E Very Low 
The student demonstrates achievement below the minimum acceptable for this 
year level. 

 

Overview 
Assessment has a number of roles 

 monitoring the progress of students and recognizing learning difficulties 
 adjusting programs to ensure all students have the opportunity to achieve the intended outcomes 
 developing subsequent learning programs 
 reporting student achievement to parents 
 whole school and system planning, reporting and accountability procedures. 

  
Assessments must therefore be educative, fair, designed to meet its specific purpose/s, lead to informative 
reporting and school-wide evaluation processes, and provide significant data for improvement of teaching 
practices.  Assessment programs must ensure that all assessment tasks have the following characteristics: 

 validity 
 reliability 
 discrimination 

 

 

 

 

 

http://k10outline.scsa.wa.edu.au/


Updated 18 March 11.27am 2020 

Reporting and Parent Communication 
Students will be kept informed of their progress throughout their enrolment in a subject. Teachers will assess 
completed tasks and relay assessment information to the student in a timely manner.  Parents will be informed 
about a student’s progress regularly.  Students and parents/guardians will be informed when it is identified that the 
student is at risk in a subject. 
 
Formal Reports  

In accordance with policy requirements, teachers report to parents formally each semester using grades. These are 
standardised reports identical for every school reflecting the Department of Education priority of a common 
approach to reporting. Student academic achievement is reported in grades from A-E in the learning areas studied 
as well as students’ attitude, behaviour and effort. The report also has provision for teacher comment.   
 
Informal Reports 

Teachers make judgments about student performance on a regular basis as described above and teachers give 
regular feedback to students and parents informally in a variety of ways including:  

 information sheets explaining performance on tests or Common Assessment Tasks  
 comments on student work using tables to detail the outcomes sought 
 annotations in a homework diary 
 notes and letters home, phone calls 
 Letters of Concern and/or Commendation 

 
Other 

In addition, Year 7 and 9 students are issued with a separate report giving important information on their 
performance in national tests in literacy (language conventions, writing, spelling and reading) and numeracy 
(NAPLAN).  Year 10 students, unless pre-qualifying for the Online Literacy and Numeracy Assessments (OLNA), 
will also sit three tests (Numeracy, Reading, Writing) in two sittings (March, September). 
 

Assessment and Reporting Responsibilities 

It is a student’s responsibility to:  
 maintain a good record of attendance, behaviour and progress, as per the Lynwood Senior High School 

‘Code of Conduct’.  A student who is absent for five periods/days or more per term is deemed to be as risk.  
 bring stationery including, but not limited to, pens, pencils, ruler, eraser, scientific calculator, workbooks and 

files to each lesson 
 complete the prescribed work requirements in each unit by the due date 
 complete all assessment tasks described in the assessment and/or course outline 
 be aware of the grades they have achieved and plan to improve these grades, with teacher guidance  
 initiate contact with teachers to gain feedback on assessed work and advice for improvement 
 initiate contact with teachers concerning absence from class, missed assessments and other issues 

pertaining to assessment 
 follow exam procedures carefully (if a Year 9 or 10 student) 
 meet all deadlines: as this will assist your learning 
 catch up with any work you have missed as the result of an absence 
 understand that regular absences from class will limit your achievement 
 ensure all work is referenced where appropriate, and in your own words 
 discuss each semester report with your parents 
 check achievement regularly on Connect 
 be suitably attired for Physical Education lessons 

 
Absence from school on the day that an assessment is to be submitted must be explained by one of the following: 

 A note from a parent and/or carer/guardian 
 A signed medical certificate 
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It is a teacher’s responsibility to: 
 develop a teaching/learning program that is consistent with the outcomes of the Western Australian 

Curriculum 
 provide students with a course and assessment outline at the commencement of the course. These are to 

be uploaded into Connect by the end of Week 2 of any Term/Semester, or when there is a new teacher for 
the class. 

 provide detailed marking keys or assessment rubrics, providing feedback to students on their performance 
and clarity on how marks were awarded for assessment tasks 

 ensure that assessments are fair, valid and reliable and authentic 
 maintain accurate records of student achievement and assessment  
 meet school and external timeframes for assessment, marking and reporting 
 inform students and parents of academic progress as appropriate.  Reporting To Parents must be kept up to 

date with the most current results as this is the information students are accessing when using Connect 
 ensure internal comparability processes when more than one teacher is teaching a subject 
 advise parents via Letters of Concern or similar if a student’s performance is lower than expected 
 mark and return all assessments to students within 10 working days 
 apply late submission penalties to ensure comparability across Learning Areas 
 use Student Achievement (SAIS) data to plan future learning programs at a class and/or individual student 

level 
 
Teachers make judgements about student performance on a regular basis as described above and teachers give 
regular feedback to students and parents in a variety of ways including: 

 information sheets explaining performance on tests or Common Assessment Tasks 
 comments on student work using tables to detail the outcomes sought 
 annotations in a homework diary 
 notes and letters home, phone calls, email 
 Letters of Concern, where a student does not complete an assessment task, or where the level of 

achievement places the student at risk 
 Letters of Commendation 
 Parent Interviews and parent evenings 
 School Newsletter 

 
It is a parent’s responsibility to: 

 provide information to the Deputy Principal / Head of Lower School at the point of enrolment about 
students with physical impairment / learning difficulties so that the student’s special needs can be 
discussed to ensure that the school can provide the most appropriate program 

 support their child to maintain a good record of attendance, particularly in the days leading up to and 
during assessment periods 

 keep the school up-to-date with information about a student’s learning strengths and weaknesses 
 contact classroom teachers if concerned about a particular subject 
 contact Student Services as soon as possible if they are aware of a problem with their child, either 

academic, social or emotional. Early identification is vital particularly where students are diagnosed with a 
learning disability or difficulty 

 make appointments with teachers for parent nights and at other times as needed 
 to establish an effective study routine at home for your child 
 to ensure where possible, that family holidays are NOT taken in term time 

 
For some students, the school will develop an individualized report based upon a student’s Individual Education 
Plan (IEP) in consultation with the parents. 
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Completion of Assessments 

Unless there is a reason that is acceptable to the school, failure to attend a scheduled in-class assessment task or 
submit on time an out-of-class assessment task may result in: 

 the student receiving a lower grade than expected. 
 parents being informed through a Letter of Concern. 
 loss of Good Standing points 

 
Out of Class Assessments 

For an out-of-class assessment task submitted after the due date or not submitted, where the student does not 
provide a reason, which is acceptable to the school, the following penalties apply for late submission:  

 10% reduction in their mark per day until 5 days (if submitted after the deadline) 
 If a student submits their work after 5 days, the maximum they can achieve is 50% of their result. 
 If a student fails to submit their work, a ‘0’ will be recorded in Reporting to Parents for that task until it is 

submitted and marked. 
If a student wishes to apply for an extension an ‘Application for Extension’ form must be completed before the due 
date. If this form is not approved before the due date the above penalties will apply. 
 
In Class Assessments 

Where health issues or other personal circumstances may prevent a student completing an in-class assessment 
task, the student (or the parent/guardian) must discuss the matter with the teacher at the earliest opportunity 
before the scheduled date. The school will determine whether the reason is acceptable (this includes cases 
pertaining to the Covid-19 pandemic). 
 

The latest advice from DoE (16th March 2020) regarding absence from school pertaining to Covid -19 is as 
follows 

The Prime Minister has introduced measures placed on international arrivals into Australia. This means a 
mandatory 14-day self-isolation requirement will be placed on all international arrivals into Australia. 

 

A medical certificate is not needed for a student to return to school after this period. 

 

Students or staff who have been tested for COVID-19 should follow the advice of the WA Department of 
Health and stay away from school whilst awaiting results.  

 

If a student has been informed by Public Health authorities they are a close contact of a confirmed case of the 
novel coronavirus, irrespective of whether they have developed symptoms, they cannot attend school, school 
events, day care centres or residential colleges until their local public health unit informs them that it is safe for 
them to do so. 

 

Parents/carers should notify the school. 
The schools should record the absence as a Reasonable absence (code R).  

 

Evidence from the public health authority is required for the student to return to school. 

NOTE: 
Where parents / carers are concerned and choose to keep their child at home – the school will consider these 
situations on a case-by-case basis. Parents should seek medical advice to support their child’s absence. 

 
For a missed in-class assessment task (i.e. tests and investigations done under test conditions), where the student 
does not provide a reason which is acceptable to the school, the student will receive a mark of zero. Where the 
reason for not submitting an assessment task or attending a scheduled in-class assessment task is acceptable to the 
school, the student’s assessment outline will, where possible, be modified and a grade assigned. There will be no 
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penalty if a medical certificate or a letter explaining the absence from a parent or guardian is given to the student’s 
teacher. 
 
If a student does not submit an out-of-class assessment task or attend a scheduled in-class assessment task, 
without providing an acceptable reason, the teacher will contact the parent/guardian to discuss the possible impact 
of the penalty on the student’s grade and negotiate actions to prevent this re-occurring. A letter of concern or 
unsatisfactory progress will be sent home by the teacher. 
 
Upon returning to school, the student must submit an ‘Application to sit an In-Class assessment’ form signed by all 
relevant parties. If this form is not completed appropriately the penalties stated above will apply. If students fail to 
submit the ‘Application to sit an In-Class assessment’ form they must still sit the missed assessment. A mark of zero 
will be recorded on Reporting to Parents until the form is submitted and the reason is deemed appropriate or not. 
 
Acceptable reasons for non-submission or non-completion 

The penalty for non-submission or non-completion will be waived if the student provides a reason acceptable to 
the school within a week of returning from absence. For example: 

 where sickness, injury or significant personal circumstances for part or all of the period of an out-of-class 
assessment task prevents completion and submission. 

 where sickness, injury or significant personal circumstances prevents a student attending on the day that an 
in-class assessment task is scheduled. 

 On professional medical advice any students or relatives who have been identified as being at high risk 
concerns of contracting Covid-19. 

 
In such cases the parent/guardian must: 

 contact the school on the day; and 
 provide either a medical certificate or a letter of explanation immediately when the student returns. 

 
Where the student provides a reason acceptable to the school for the non-submission or non-completion of an 
assessment task the teacher/HoLA will: 

 negotiate an adjusted due date for an out-of-class assessment task or an adjusted date for an in-class 
assessment task (generally, within two days of the student’s return); or 

 re-weight the student’s marks for other tasks (if there is sufficient evidence to assign a grade); or 
 decide on an alternative assessment task if, in the opinion of the teacher, the assessment is no longer valid; 

or 
 statistically estimate the student’s mark for the assessment task on the basis of their marks in similar tasks. 

 
Attending events that can be rescheduled are not a valid reason for non-completion, non-submission or non-
attendance for an assessment task. Family holidays during the term are not considered a valid reason for non-
completion, non-submission or non-attendance. Note:  The school does not provide work for students going on 
family holidays during the term. 
 
Where a catastrophic event (e.g. a pandemic) affects delivery of the teaching program, the completion or 
submission of one or more assessment tasks and/or completion of the school examination timetable, students will 
be advised by the school of modifications to the task requirements and/or the assessment outline. 

 

Absences due to COVID-19 

The latest advice from DoE (16th March 2020) regarding absence from school pertaining to Covid -19 is as follows: 

 The Prime Minister has introduced measures placed on international arrivals into Australia. This means a 
mandatory 14-day self-isolation requirement will be placed on all international arrivals into Australia. 

 

A medical certificate is not needed for a student to return to school after this period. 
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 Students or staff who have been tested for COVID-19 should follow the advice of the WA Department of 
Health and stay away from school whilst awaiting results.  

 

 If a student has been informed by Public Health authorities they are a close contact of a confirmed case of 
the novel coronavirus, irrespective of whether they have developed symptoms, they cannot attend school, 
school events, day care centres or residential colleges until their local public health unit informs them that it 
is safe for them to do so. 

 

Parents/carers should notify the school. 
The schools should record the absence as a Reasonable absence (code R).  

 

Evidence from the public health authority is required for the student to return to school. 

 

These reasons will be deemed acceptable and student assessments will be managed according to the 
preceding policy information. 

 

NOTE: 
Where parents / carers are concerned and choose to keep their child at home – the school will consider these 
situations on a case-by-case basis. Parents should seek medical advice to support their child’s absence. 

 

 

Reporting to Parents 

In regard to students who will either be receiving an ‘E’ grade or a N/A on their report, the assessment in respect to 
each student will be completed by each Head of School for their respective year group.  This list will be compiled 
and disseminated to the Heads of Learning Area who will implement the assessment grades/comments amongst 
their staff.  This is to ensure a consistent and balanced whole school approach. 

 

Cheating, Collusion and Plagiarism 

All work in each individual assessment task must be the work of the student, unless the alternative source is 
acknowledged.  All students need to complete a cover sheet / declaration for all major assignments, which is to be 
signed and submitted with completed tasks. 
 

Collusion is when a student submits work that is not his or her own for assessment. Plagiarism is when a student 
uses someone else’s work or ideas and passing them off as one's own without acknowledging the source. 
 
Cheating 
Cheating is regarded as an action which provides an unfair advantage in the completion of an assessment. 
Actions regarded as cheating include, but are not limited to: 
 gaining a copy of an assessment prior to its release for completion 
 gaining information specific to an assessment which could reasonably be expected to provide an unfair 

advantage in completion 
 talking during a silent assessment (tests and examinations) 
 using mobile phones or other telecommunications and/or information technology not approved for use 

during an assessment 
 presenting a response to an assessment which is not your own work 
 if students are shown to have cheated in any assessed work or in examinations they will receive no credit 

for that assessment. 
 
Students are not permitted to submit for grading, as original, any work which is: 
 identical or similar material to the work of another person (e.g. another student, a parent, a tutor) 
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 identical or similar material to a published work unless the source is acknowledged in referencing or 
footnotes 

 
Students must not cheat (i.e. 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 may refer the matter to the Head of Learning 
Area / Teacher-in-Charge. As part of this process, the student will be provided with the right of reply. 
 
Plagiarism 
Assigned or other work which is not a student’s own but is presented as such will not be accepted. The 
submission of work which is not a student’s own in a subject will result in no credit for that assessment being 
awarded. 
 
Referencing 
All student responses to assessment tasks which contain the work of others must be correctly referenced. 
Further, a Bibliography must be provided where a range of texts and resources have been used for information 
if this is a requirement of the assessment task.  
 
Note: Where a student permits others to copy their work they may also be penalized. If it is demonstrated 
beyond reasonable doubt that a student has cheated, colluded or plagiarized, the following penalties will apply: 
 a mark of zero for the whole assessment task; or 
 a mark of zero for part of the assessment where the teacher can identify the part of the assessment task 

that has been copied or plagiarized, and 
 The parent/guardian will be informed of the penalty and any further disciplinary action. 

 

Examinations 

Written examinations and tests will be conducted for Year 9 and 10 students. These examinations assess skills and 
knowledge in Humanities and Social Science, Mathematics, English and Science.  For Year 10 students these 
examinations are used as an indicator of a student’s potential to successfully undertake certain courses in Year 11. 
Examinations will be sat under exam conditions and will be scheduled twice a year. These results will be recorded 
on the students’ Semester reports biannually. 
 
Students who are absent for an examination are awarded a zero mark.  In exceptional circumstances only, and with 
the agreement of the Principal, a student may sit for an examination at a later date, or the student may receive an 
estimate of performance based on previous achievement. 
 

Examination Rules 
1.  All exams will start and finish at scheduled times according to the exam timetable. There will be no 

special provisions for students who arrive late to exams. 
 
2.  Students who finish an exam early are to remain in the room for the full duration of the exam. 
 
3.  All students in the exam must be given the same opportunity.  Copying and collusion are serious 

breaches of exam regulations and will result in a mark of zero being awarded.  Distracting actions such 
as eating, talking, borrowing equipment and turning around are not permitted.  No food, toys, etc can 
be taken into the exams unless you are a diabetic.  Students are permitted to take a clear plastic bottle 
with all labels removed into the room. The water bottle should have a secure lid and have a capacity of 
no more than 1500ml. 

 
4.  Subject teachers will give students and exam supervisors prior notice of any special materials required 

for exams.  Unauthorised materials are not permitted in the exam room. 
 

5.  Candidates must provide their own pens, pencils, coloured pencils, highlighters, rulers, erasers, 
correction fluid/tape, calculators, protractors and other items specified or recommended for particular 
courses. These specified or recommended items are listed on the front cover of each examination. 
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6.  All items other than those listed on the cover of an examination are therefore classified as 
unauthorised and should not be brought into the exam room. This includes, amongst other things, the 
following items: 
 mobile telephones or smart watches 
 pencil cases not made of clear material 

 
Subject Requirements 
Mathematics 
Students are required to retain each test after it has been marked and make it available if requested by the teacher. 
Investigations will be retained by the teacher.  Further, students are expected to: 

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

Summary Notes 
Summary notes are allowed for tests and examinations.  They are to be produced on single sheets of paper (no 
sticky notes or extra pieces of paper glued on) and are not to be folded.  They may be hand-written or word-
processed, photocopied or commercially produced.  Summary notes are to be handed to the teacher at the 
conclusion of the assessment with the student’s name clearly written on them. 

 Students are allowed one side of an A4 page for tests 
 Students are allowed two sides of one A4 page for exams 

 
Note: For Calculator Assumed assessments, calculator(s) are required. Mobile phones and computers cannot be 
used as a calculator for assessments. 

 
English 
Students are expected to: 

 Retain all marked assessments which will be kept in a folder stored with the classroom teacher. 
 Adequately prepare for all assessments, especially in-class timed assessments, by studying the relevant 

content covered in class prior to the assessment. 
 Use Connect regularly (each week) to check teacher notices regarding resources and assessment reminders 

and deadlines. 
 
Science 
Students are expected to: 

 maintain a portfolio of completed assessments - all students will keep an A4 display folder in their 
classroom with all of their assessment tasks. Students will have to present this folder to the teacher or 
Head of Department when required.  

 develop a plan to allow continued success in the subject - All students must discuss their achievement with 
the teacher and identify areas of improvement 

 
Humanities and Social Sciences 
Students are expected to: 

 Adequately prepare for all assessments, especially in-class timed assessments, by studying the relevant 
content covered in class prior to the assessment. 

 Use Connect regularly (each week) to check teacher notices regarding resources and assessment reminders 
and deadlines. 

 
 

Excursions 

Excursions are kept to a minimum to ensure students achieve maximum learning time. If an excursion has been 
approved by the Senior Leadership Group, and is on the calendar, then the student should be allowed to sit a test 
they miss or negotiate to submit an assessment at a time determined by the teacher in consultation with the 
student.  The teacher, in conjunction with the HoLA, will make the final decision regarding timing.  
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[parent /guardian]  

STUDENT RESPONSIBILITY 
Please return to your TAG Teacher 

 
 
 
 
Parental Notification/Responsibility 
 
I _________________________________________ of ______________________________________ have carefully read the 

Lynwood Senior High School Lower School Assessment Policy and understand and accept in its entirety the 

requirements as stipulated in the Policy.  

 

Signature _______________________________________ Date ___________________ 

 

Student Compliance 

I __________________________________________ of TAG: ________ have carefully read the above Assessment Policy.  

I understand, fully accept and will comply with the policy in its entirety.  

 

Signature _______________________________________ Date ___________________ 

 

[Student name] 

 

[Student name] 


