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Introduction

This handbook outlines the HSC Assessment procedures for Penola Catholic College
students and parents.

Students will complete a minimum of 12 units of Preliminary Study in order to proceed to the HSC
course. In the HSC year of study students must complete a minimum of 10 units. All students must
study one of the following: Studies of Religion Il, Studies of Religion | or Learning for Mission as
well as either English Advanced, English Standard or English Studies.

The Year 12 Assessment Policy aims to ensure fairness, justice and equity for each student in the
completion of all formal assessment tasks including examinations throughout the HSC Course of
Study.

Throughout Year 12 a variety of activities will be used to assess a student’s knowledge and skills
including class topic tests, assessment tasks, research assignments, oral tasks, practical work and
formal examinations. It is most important that students realise the need to work consistently
throughout the whole HSC Course.

A student’s HSC Mark may be based on
50% School Assessment + 50% HSC examination




The Purpose of the HSC Assessment

Higher School Certificate
The curriculum for the Higher School Certificate (HSC) provided by a registered and accredited
non-government school must meet the requirements of the Education Act (NSW).

The rules and procedures for the HSC are detailed on the ACE website:
https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-processes/rules-
procedures-quide-students and NESA Official Notices. To qualify for the HSC, students must
satisfactorily complete a Preliminary pattern of study comprising at least 12 units and a HSC
pattern of study comprising at least 10 units. Both patterns must include at least:

e Six units from NESA Developed Courses

e Two units from a NESA Developed Course in English

e Three courses of two units value or greater (either NESA Developed or NESA Endorsed

Courses)
e Four subjects

Schools need to refer to the rules and procedures in the ACE website and NESA Official Notices to
ensure eligibility of students for the HSC credential and for details of school responsibilities in
relation to the requirements for the award of the HSC, including satisfactory completion of a
course and rules concerning attendance and appeals.



https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-processes/rules-procedures-guide-students
https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-processes/rules-procedures-guide-students

HSC Assessment: A Standards-Referenced Approach

(Source:https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-
processes/rules-procedures-quide-students)
An Overview
Assessment is the process of identifying, gathering and interpreting information about student
achievement. Assessment can be used for a number of key purposes, including to:

e assist student learning

e evaluate and improve teaching and learning programs

e provide information on student learning and progress in a course in relation to the syllabus

outcomes
e provide evidence of satisfactory completion of a course
e report on the achievement by each student at the end of a course.

In the context of the Higher School Certificate a major requirement of the internal assessment

program is to provide a summative measure of a student's achievement in each course based on:

e a wider range of syllabus outcomes than may be measured by external examination alone

e multiple measures and observations made throughout the HSC course rather than a single
assessment event.

It is a requirement of the HSC school assessment program that for each course taught, schools
must establish a program of assessment tasks. These tasks are conducted throughout Year 12 and
each has a weighting determined by the school within guidelines provided by NESA. School-based
assessment tasks are linked to standards because the tasks focus on outcomes. They are valid
instruments for what they are designed to assess, and where appropriate, the marking guidelines
are related to the wording of the outcomes and the performance standards.

Each task enables teachers to collect information about the students' achievement in relation to
several outcomes, to award marks in accordance with marking guidelines, and to provide
constructive feedback to students on their performances highlighting their strengths and where
they could make improvements. The marks awarded for each task should be commensurate with
the quality of the response. Work that shows more complex development and higher order
achievement should receive more marks than work that demonstrates a more basic level of
achievement.

Measuring achievement at several points during the course can provide a better indication of
student achievement than a single, final measure on its own as:

e multiple measures generally give a more accurate measure of each student's achievement
e this caters for any knowledge and skills outcomes that are better assessed in specific
settings or at specific times (for example research, fieldwork or practical skills).

At the end of the course the marks for each task are aggregated using appropriate weightings
previously published in the school's assessment policy to arrive at a final assessment mark for each
student. These assessment marks, are then submitted to provide a rank order of students and
show relative differences between students' performances. This is best achieved when a
sufficiently wide mark range is used in allocating the marks for the individual tasks.



https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-processes/rules-procedures-guide-students
https://educationstandards.nsw.edu.au/wps/portal/nesa/11-12/hsc/rules-and-processes/rules-procedures-guide-students

Marks will continue to be used to measure and report student achievement in both the external
examination and the school-based assessment at the HSC. Marks enable the characteristics that
discriminate between different degrees of performance to be captured and used in reporting
student performance in ways that are not possible if bands (or grades or levels) alone are used.

In a standards-referenced approach, the assessments submitted reflect the rank order and relative
differences between the achievements of students, based on the extent to which students have
demonstrated the specific knowledge and skills being assessed.

The standards that the rank order and differences are based on are explicit and are incorporated
in the syllabus, examination tasks, performance descriptions and the HSC standards packages.

Moderation will continue to be necessary in the high stakes environment of the HSC. Moderation
is important in ensuring the assessments submitted by different schools can be compared.
Statistical moderation is an effective and efficient means for ensuring comparability.

In the moderation process for the HSC, the assessment marks for a course submitted by each
school, are adjusted by a statistical process that takes into account the performance of the school
group on the examination. This process ensures comparability between the assessment marks
submitted by each school. The school group's initial examination marks, before they are aligned
to the performance scale, are used to moderate the school group's assessment marks. Following
the application of this procedure the assessment marks are then aligned to the course
performance scale using the same adjustments as used for the examination marks.

What are Schools Expected to do?
In summary, in a standards-referenced approach to HSC Assessment, schools are expected to:
e conduct sound assessment programs that allow students to demonstrate the breadth and
depth of their knowledge, skills and understanding
o develop quality assessment tasks and well-constructed marking guidelines
e provide effective feedback to students in relation to their strengths and weaknesses and
areas for improvement
® encourage students to take greater responsibility for their own learning
e evaluate and refine teaching programs in response to student performance
e report student achievement to various audiences including parents, employers and others,
in ways that meet their needs
® report assessments to NESA as in the past that provide appropriate discrimination between
students in terms of their overall achievement.



RoSA Information

NSW Record of School Achievement (RoSA)
In 2011, the NSW Government announced the abolition of the School Certificate, a credential
that had existed since 1965.

It also announced that, for students choosing to leave school before the completion of their HSC,
the School Certificate, would be replaced by a broader cumulative record of achievement.

It is now much less common for students to leave school at the end of Year 10 to seek work or
start apprenticeships. For those students, receiving their School Certificate was a natural ‘exit
point’ from their school education.

For many people, completing Years 11 and 12 and getting a Higher School Certificate (HSC) was
considered important only if a student wanted to enter university.

Much has changed over the last 45 years. Many more students want to stay at school to
complete their HSC, and as a community we are encouraging that trend by increasing the school
leaving age, setting national targets for school retention, and introducing more and varied HSC
courses.

Some students will still want to leave school before receiving their HSC. Students who decide to
leave school during Years 11 or 12 deserve a record of their school achievements, presented in a
way that is appropriate and meaningful for them and their prospective employers.

The RoSA credential will:
® Be arecord of achievement for students who leave school prior to receiving their HSC
® Report results of moderated, school-based assessment, not external tests
Be available when a student leaves school any time after they complete Year 10 from
‘Students Online’ on NSW Educational Standards Authority (NESA) website
Be cumulative and recognise a student’s achievements until the point they leave school
Show a result for all courses completed in Year 10 and Year 11
Be able to be reliably compared between students across NSW
Give students the option to take online literacy and numeracy tests
Be comprehensive and offer the ability to record a student’s extra-curricular
achievements.




NESA Course Performance Bands for the HSC

A student’s assessment achievement will link to a broader band of achievement or performance.
There are six bands of performance. Each one will contain a description of the achievement of the
typical student’s work at that level. These Bands capture a student’s achievement at the end of
the course across all outcomes of the course. Below is an example of Band Descriptors. More
examples can be found on the NESA website for each subject chosen by a student.

The typical performance in each Band for PDHPE is outlined below for Bands 6-2:

Band 6

e demonstrates extensive knowledge and understanding of the range of concepts related to
health and physical performance

e comprehensively applies theoretical principles to design and evaluate specific strategies
for improving health, participation and performance

e demonstrates a superior understanding of the interrelated roles and responsibilities of
individuals, groups and governments in the management and promotion of health

e critically analyses movement and the range of factors that affect physical performance and
participation

e provides relevant and accurate examples to justify complex arguments about health,
participation and performance

Band 5

e clearly expresses ideas that demonstrate a thorough understanding of health and physical
performance concepts

e identifies strategies for improving health, participation and performance and discusses the
links between individual health behaviour, social issues and community health status

e demonstrates a detailed understanding of the interrelated roles of individuals, groups and
governments in the management and promotion of health

e demonstrates an understanding of the interrelationships between the various factors that
impact on physical performance

® supports particular arguments thoroughly by using relevant examples and current
information on health, participation and performance

Band 4

e demonstrates a clear understanding of the broad concepts that relate to personal health
and physical performance

e relates strategies for managing the major causes of sickness and death to the contributing
risk factors

e demonstrates a sound understanding of the roles of individuals, groups and governments
in promoting health

o describes a range of factors that affect the quality of physical performance

® communicates information in a clear and logical way providing some examples about
health, participation and performance




Band 3

uses basic definitions and facts when explaining health and physical performance
concepts

identifies the major causes of sickness and death and understands that a healthy
lifestyle is a desirable goal

demonstrates an understanding of the need for government and community action
in relation to promoting health

identifies some relevant factors which influence physical performance

provides basic support for the arguments presented on health, participation and
performance

Band 2

recalls some simple facts and writes brief descriptions

demonstrates an understanding of elementary terms and recognises simple cause
and effect relationships as they apply to health and movement

outlines some factors affecting health and identifies relevant illness prevention
measures

demonstrates an understanding of general movement principles

provides limited support for the arguments presented on health, participation and
performance




Assessment Requirements

Course Assessment Schedules

The NESA Stage 6 Syllabus documents state the components of the assessment in terms of
groupings of syllabus objectives and the weightings to be attached to these components. These
components and weightings are listed with each course's assessment schedule. This is to provide
a variety of tasks and to cover all essential components of the course syllabus.

Students are informed through Part B of this booklet of the assessment requirements for each HSC
course. This information includes:

1. The specific components and their weightings;

2. The nature of each assessment task (e.g. written test, assignments, field trip, practical work

etc.);

The term and week in which each assessment task will occur;

The percentage value of each task; and

5. Conditions, which apply to student absence, late submission of work and failure to
complete an assessment task;

6. The outcomes being assessed.

P w

Please see the VET section for specific requirements for VET Courses.

Major Works and Assessment Submissions

There are a number of courses that require a student to complete a major piece of assessment
work that is submitted to NESA for external marking. These courses require students to
demonstrate ongoing work and development in this Major Work, as well as the supporting Process
Diary or Learning Folio, which accompanies this assessable work.

These courses are Drama, Visual Arts, Music, Design & Technology, Industrial Technology — Timber,
Society and Culture and English Extension 2. All Portfolio, Learning Folio or Visual Arts Process
Diary work must be completed thoroughly in order to successfully complete the major work
components in its entirety.

Students undertaking these courses need to commence planning their Major Work at the start of
the HSC Course in Term 4 2021, Work needs to be consistent and ongoing in order to meet their
target completion dates. The feedback that is given by course teachers will assist students in the
developmental process. This advice needs to be listened to and acted upon by students, in order
to improve their quality of work.

It is highly advisable that students follow the step-by-step guide that the course teacher supplies
for Major Works, so they are able to show ongoing development and progression towards the final
piece of assessment work (Major Work). Students, who do not meet critical deadlines along this
progression, will be interviewed by the course teacher and KLA Leader of Learning. If work
performance and critical deadlines are still NOT met, a NESA Warning Letter is issued immediately.
This results in a parental/student interview with the Assistant Principal (Learning) and the relevant
KLA Leader of Learning.




Receiving a NESA Warning Letter is a serious matter and indicates students are NOT meeting the
course requirements. The issue MUST be addressed immediately or achievement in the relevant
course may be jeopardised. If a student does not meet requirements in ONE HSC Course they
may NOT be eligible for the award of the HSC.

Marking Criteria

Marking Criteria are attached to all Assessment Task information, which clearly outlines the areas
for assessment and the marks allocated. Students should always study the marking criteria
carefully to determine how and what marks will be allocated in the assessment. This should be a
point of reference whilst a student is completing their work and would be a useful student self-
assessment tool on completion of the assessment work by highlighting each line of the criteria in
the appropriate box.

The Exam Rubric

The rubric is a statement of basic requirements for a student to follow when answering an exam
guestion or an assessment task. They are not as detailed, specific or indicative of achievement as
the marking criteria are. However, it is important that students take note of them in planning their
answers.

An example from English:
In your answer you will be assessed on how well you:
® Demonstrate understanding of the way perceptions of the journey are shaped in and
through texts
e Describe, explain and analyse the relationship between language, text and context.

-10 -



Assessment Procedures

Assessment in the HSC Year

All students will receive an assessment notification to outline all of the essential information in
relation to each assessment task for every course a student is studying at least 2 weeks prior to
the, ‘in-class’ assessment event, so students are able to effectively prepare.

‘Hand-in’ tasks instructions will be communicated on the Assessment Notification and will either
state ‘Hand-in’ task by 8:48am on the due date in the Mary Courtyard OR in the class

period on the due date.

‘In-class’ assessments may include (but are not confined to) the following forms of assessment:
e Exams (including all question types)

Extended response/essay

Short answer questions

Reports and research work

Analysis of graphs, videos/DVDs, recordings

Critical analysis of artwork, music, etc

Oral presentations

Music performance

This model of assessment will allow students to focus on learning in class and the completion of
homework. Students will also be able to practise performing under ‘exam

conditions’ and learn how to respond positively in these circumstances. It will prepare students
for the HSC Examinations.

Students will receive teacher feedback after each task that will assist them in improving their
future performance in the course. Teachers will provide students with their assessment task mark,
their rank in task and with critical strategies that will enable them to build on their current course
achievement. The Marking Criteria attached to the Assessment Information Cover Sheet will
provide the main form of feedback for students.

HSC Assessment Tasks should have an Assessment Information & Cover Sheet attached. In-class
tasks do NOT require a coversheet unless specified by the course teacher.

Assessment Task Distribution

NESA mandates that an assessment must be issued to a student at least 10 school days prior to
the due date. The assessment task will be posted on Google Classroom and a hard copy issued. In
the event that a student is absent, it is the student’s responsibility to check Google Classroom for
the assessment notification and receive the hard copy of the assessment task upon their return.
All students sign a student list for the course to acknowledge receipt of the assessment task.

Student Organisation

Students should use a Learning Planner to organise their work so they have clear calendar entries
indicating when assessment will be due. Assessments handed in late without approval through
illness/misadventure will receive a zero mark.
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Submission of Hand-In Tasks

All assessment tasks must be submitted to the class teacher, KLA Leader of Learning or as advised
in online submissions. Tasks submitted after this time on the due date will receive a zero. If the
task is not submitted, and student submission records indicate that the task has not been
submitted, no discussion will be entered into about a claim that the assessment was submitted
and within 3 days of returning to school and submitting the task. Students may file for
misadventure/illness if the task is submitted after the indicated submission time. This appeal will
be judged on its merits and essential documentation must be attached at the time of submitting
the form.

Late Submission — Penalty

Assessments handed in late without a valid reason which is approved through illness/
misadventure will receive a zero mark penalty. This is a clear rule set by NESA and must be
applied to all students to ensure that all students are given the same, fair opportunity to
complete/prepare for their assessment/s.

-12 -




Student Assessment Procedures

The following assessment procedures will be implemented by all teachers at the College
immediately and are based on the NESA rules for Assessment.

Senior Students in Years 11-12 have completed the compulsory NESA ‘All My Own Work’ online
module at the end of Year 10, demonstrating that they understand their responsibility in ensuring
their assessment is completed in an honest and fair manner. Dishonest behaviour carried out for
the purpose of gaining unfair advantage in the assessment process constitutes malpractice and/or
cheating.

Examination Procedures
Students and their families are requested to read the following document.

These procedures are the same for all formal examinations in Yr 11 & 12 (and Yr 10 Early
commencement students) and are as close as we can be to the Higher School Certificate
Examination rules. Students who do not follow the exam procedures risk being penalised. The
penalty may include stopping their examination, a zero mark being awarded for the examination
and an N warning letter issued. (N warning is part of the NSW Education Standards Authority
Assessment Guidelines).

Students are welcome to attend school in the examination block to study, but must sign in at the
Student Office and study quietly and diligently in our College Library. COVID Procedures for
sanitisation of hands and other measures will occur.

Arrival to the Examination:

day at our school.
® Arrive at the examination room 10 minutes before the commencement of the examination.

around you and unnecessary noise is not respectful to all learners
e Bags will be left outside of the examination space and students are strongly advised not to leave
valuable possessions in their bags as there will not be no bag supervision.

Numbers and sit in the seat allocated with their number.
e Students with disability Provisions will be directed to an allocated classroom.
e Be fully prepared for the examination. Some examinations require the use of specific

e This is a normal school day and you are expected to be dressed in full school uniform. All
College uniform rules apply and out of uniform consequences will be in keeping with any other

e Wait quietly outside of the venue until you are instructed to enter. Remember there are classes

e You will be required to line up in alphabetical order. Students must know their NESA Student

equipment, for example geometry set. It is expected that you supply your own and ensure your
equipment is in good working order. The school will not supply such equipment and you are
not able to borrow equipment inside the examination room.

e Have your pens (at least 2, blue and black only), pencil, rubber, calculator and ruler out of your
pencil case and in your hand. It is advised that you place these items in a clear see through A4
display sheet.

NO Pencil cases or written material are to be taken into the examination room.

e If you arrive LATE to the examination, you will NOT be given extra time.

® Bags, books, summary notes, food and drinks other than water are not permitted in the
examination room.

e Mobile phones will be collected before entry and stored in plastic sleeves. Collect device at the
end of the exam from the Student Office.
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In the Examination Room:

e A student entering an exam is prohibited from carrying electronic media devices - bring either
in a small clear bag or display sheet with your name on it, to be left with the teacher at the front
of the room (turned off) or leave it outside the exam room. (In the HSC examinations phones
cannot be brought into the room).

e Drinks must be clear and in a clear bottle, with no labels. Food is not permitted. However,
students with medical issues may be considered but these must be pre-arranged with the
Leader of Learning Diversity and the Assistant Principal before the examination.

e Upon entering the examination room you are NOT permitted to speak — unless to a staff
member when directed to.

e Your examination desk has been allocated to you with your NESA Student Number. You are
NOT permitted to change your seating arrangement, unless directed by a member of staff. You
must sit facing the front at all times. When seated, if you have any questions, raise your hand
and wait until a member of staff arrives, do not call out.

e Atthe commencement of all exams you will be allowed ‘reading time’. During this time you are
permitted to read the examination paper. No one may have a pen/pencil in their hand. Read
ALL instructions carefully. After the reading time you will be instructed when you can start
answering the questions.

e During the examination you will not be permitted to borrow any person’s equipment (pens,
pencils etc). BE prepared.

e There is to be no speaking, laughing, reading out loud etc during the examination. This will be
viewed as malpractice and may incur a loss of marks and jeopardise your overall assessment
mark in this subject.

e |If you are caught cheating, you will receive an N Warning letter with a zero mark for the
examination

e If you finish your examination early, check your work. NO ONE will be given permission to
leave the examination room early. Every mark counts so check your work thoroughly. ONE
MORE MARK, ONE MORE BAND has been a common phrase for our Stage 6 students at our
school

e If you need to go to the bathroom during the examination period, ask a supervising teacher
by raising your hand. Your name and time will be recorded in the ‘toilet register’. No one
will be allowed to leave the room during the LAST 5 minutes of the examination period. A
teacher will inform you, when there is only 10 minutes to go before the end of the exam.

e Students penalised for examination breaches may appeal in writing to the College
Assessment Committee. See the Assistant Principal for more information.

Procedures to be followed if a student is absent from an examination
Students or the family of the student must email or call the Assistant Principal
(psparkes@parra.catholic.edu.au) by 8:30am, if it is known that the examination will be missed.

The first day the student returns to school and before 8:45am (when the medical certificate has
expired), the student must lodge an illness/misadventure appeal form (these are available from
the student office or the Assistant Principal) with supporting evidence (such as a medical
certificate). It is the student’s responsibility to lodge the appeal and to see the Assistant Principal
to organise a time for the student to sit their missed examination. The examination will be sat
according to the expiration of the medical certificate, the first available time slot in the student’s
examination timetable. Failure to follow these rules may be viewed as gaining an unfair advantage
on other students and can be viewed as malpractice.

-14 -


mailto:psparkes@parra.catholic.edu.au

THE COLLEGE ADHERES TO AND COMPLIES WITH THE FOLLOWING STANDARD:
HONESTY IN HSC ASSESSMENT — THE STANDARD

This standard sets out NESA’s requirements concerning students submitting their own work in HSC
assessment. Candidates for the Higher School Certificate, as well as their teachers and others who
may guide them, are required to comply with the standard.

The honesty of students in completing assessment tasks, examinations and submitted works, and
of teachers and others in guiding students, underpins the integrity of the Higher School Certificate.
Throughout the assessment process, the highest level of honesty is required.

All students in Years 11 and 12 have completed the compulsory ‘All My Own Work’ modules and
are fully aware of their responsibilities morally and ethically in the completion of their work. There
are severe consequences for dishonesty and unfair advantage.

Each student’s mark will be determined by the quality of the work produced by the student only.
To demonstrate honesty, any component of a student’s work that has been written, created or
developed by others must be acknowledged in accordance with NESA’s subject specific
documentation. Use or inclusion of material from other sources such as books, journals and
electronic sources, including the Internet, must be acknowledged. General teaching and learning
do not require formal acknowledgment.

Dishonest behaviour carried out for the purpose of gaining unfair advantage in the assessment
process constitutes malpractice, or cheating. Malpractice in any form, including plagiarism, is
unacceptable. NESA treats allegations of malpractice very seriously and detected malpractice will
limit a student’s marks and jeopardise their HSC. Should malpractice be suspected, students will
be required to demonstrate that all unacknowledged work is entirely their own. Serious and
deliberate acts of malpractice amount to corrupt conduct and, where appropriate, the NESA will
report matters to the Independent Commission Against Corruption.

Any student found cheating, or assisting others to cheat, during a test, examination or assessment
task, or who submits work found not to be his/her own, will be penalised and may be awarded a
zero mark for that task. Work copied from the Internet or done by other people, including family,
falls into this category. Taking someone else’s work or ideas and passing them off as one’s own is
plagiarism and is a very serious offence. Significant plagiarism would immediately put a student in
danger of non-satisfactory completion of coursework or assessment requirements. The College
acknowledges and complies with the NESA document, “Honesty in HSC Assessment — the
Standard”, which is referred to within this Assessment Handbook.

If a student makes a non-serious or non-genuine attempt (including answers which contain
frivolous or objectionable material) he/she will automatically score a zero and this will be deemed
as a non-attempt. Parents and students will be notified in writing should this occur.

Students may be asked to present an oral summary or give a practical demonstration of the work
submitted and be prepared to answer questions about their work. It is the role of the course
teacher and KLA Leader of Learning to verify the validity of the student’s assessment work.

Any student who deliberately disrupts an assessment task or whose behaviour affects the work of
another student during a task, is liable to be given no marks for his/her performance in that task.
These requirements should be read in conjunction with NESA syllabuses and policies in related
areas such as malpractice and satisfactory completion of a course.
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They include:

For students:
e Rules and Procedures for Higher School Certificate Candidates
e HSC Assessments and Submitted Works — Advice to Students

For parents:

e HSC Assessments and Submitted Works — Advice to Parents
HSC students found to have engaged in any form of malpractice will be entered on the NESA HSC
Assessment Task Malpractice Register. This will be made known to the student and their
parents/caregivers in writing and by phone contact made by the KLA Leader of Learning.

The NESA Malpractice Register is used by NESA to identify and understand how malpractice occurs
in Higher School Certificate assessment tasks and is an important part of building prevention
strategies and retaining confidence in the HSC. The data is published by NESA but does not identify
students or schools in the data.
The key data included in the register is:

® the course involved

e the type of offence

e the nature of the assessment task

e the penalty applied

Examples of Dishonesty and Unfair Advantage

The following malpractices may result in a zero mark being recorded for an assessment task:
e Copying someone else's work in part or in whole, and presenting it as their own
e Using material directly from books, journals, CDs or the Internet without reference to the
source.

® Bringing in written notes on your person to an assessment.

e Building on the ideas of another person without reference to the source.

® Buying, stealing or borrowing another person's work and presenting it as their own.

e Submitting work to which another person such as a parent, coach or subject expert has
contributed substantially.

e Using words, ideas, designs or the workmanship of others in practical and performance-
based subjects without appropriate acknowledgment.

® Paying someone to write or prepare material.

® Breaching school examination rules.

e Using non-approved aids during an assessment task.

e Contriving false explanations to explain work not handed in by the due date.

® Assisting another student to engage in malpractice.

e Use of mobile phone or technological device (including leaving this turned on during an

assessment task.
The College will investigate any case of suspected malpractice and determine an appropriate
consequence for proven malpractice. A zero mark should be considered for that task. A substitute
task may be administered with significantly different supervision. Whatever approach is taken the
penalty will be appropriate to the seriousness of the task.

Note: It will be considered an UNFAIR ADVANTAGE if students absent themselves from
programmed classes and/or school activities such as carnivals etc. to study/prepare for assessment
tasks.
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Assessment Responsibilities for Stage 6 Students

In summary, students in Stage 6 are responsible for:

Completing each assessment task to the best of their ability so that they demonstrate their
maximum level of achievement;

Completing all classwork to the best of their ability;

Attending school for all classwork, assessment tasks and examinations;

Ensuring that all work is handed in on time;

Demonstrating through their effort and achievement, that they have met all the
requirements of the course;

Providing a medical certificate or other appropriate documentation where illness or
misadventure prevents a student from attending, submitting or completing an assessment
task to the best of their ability

Initiating polite, respectful discussion about any concerns they have about marks/progress
with the relevant teacher or KLA Leader of Learning as they arise. Leaving concerns
unresolved is not in the best interests of the student and any delay makes resolution of the
issues difficult. Where such discussion concerns a completed assessment task, it should
always occur immediately after a task has been returned.

Students need to meet with the Assistant Principal (Learning) if they have any major
concerns regarding assessment, if they believe there has been an incident of unfairness or
malpractice by students or staff. This is a responsibility of each student in order to maintain
ethical practices in assessment at all times. Confidentiality and privacy are always
respected in dealing with sensitive issues surrounding assessment.

Malpractice
This is any attempt to gain an unfair advantage over other students.

NESA has requested all schools maintain a malpractice register for all claims of dishonesty and/or
cheating that are found to be substantiated after investigation.

Computer/Electronic Malfunction

Electronic malfunction on home or school equipment includes: computer malfunction; email error;
CD/USB malfunction; unavailability or malfunction of equipment eg a data projector for a Power
Point presentation; complete printer malfunction; fax malfunction or lost fax; file lost in College
Intranet from student account etc.

It is a student’s responsibility to save all assessment work in the event it is required at a
later date by the course teacher.

Students are not to seek help from Technology Technicians in the Library for such electronic
malfunction. Students must take responsibility for the security of their electronic data well
in advance of the due date for completion of an assessment task.

Printer malfunction and/or ‘running out of ink’ are NOT considered to be acceptable
reasons for lliness and Misadventure application.
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Requesting an Extension for Hand-In Assessment Tasks

In exceptional situations, students who believe they are unable to meet the due date for an
assessment due to hardship or unforseen circumstances that have impacted on their ability to
complete and submit their assessment work should outline their situation in writing to the
Assistant Principal (Learning) at least 7 days before the final date. The Assistant Principal
(Learning) will interview the student and discuss the request for extension with the course teacher
and KLA Leader of Learning. The Assistant Principal (Learning) will make a decision and this will be
communicated to the student personally. A course teacher or KLA Leader of Learning may not

grant extensions to Stage 6 students.

NOTE: /IMPORTANT INFORMATION REGARDING POSTING, EMAILING OR FAXING OF
ASSESSMENT

The Assessment Notification stipulates assessment submission.
e A student should not send an assessment task by email or fax, unless this has

been

specifically requested by the teacher. Students will be notified by the course teacher and

KLA Leader of Learning this is required.

e In the event that posting or emailing is the only option (e.g. if away travelling) students
must use an Express Post envelope to send a task from home to school in an exceptional
circumstance. This arrangement is for exceptional circumstances and should be arranged
by the KLA Leader of Learning, course teacher and the student with the approval of the

Assistant Principal (Learning).

e In the case of lost mail/email/fax/USB, the student will be judged not to have submitted

the task and awarded a zero mark accordingly.

e |n exceptional circumstances the Assistant Principal (Learning) and course teacher may give
approval to accept a student’s assessment via email or fax; the email or fax must bear the
date due and if the email or fax fails and does not arrive at the teacher’s email address or
College fax, the student will be judged not to have submitted the task. The student should
request a confirmation that the email or fax has been received. The Assistant Principal
(Learning) needs to approve this method of assessment submission. If there is an
exceptional circumstance and a student is submitting by email or fax, the student must also
provide a printed copy for the teacher on the next day the student is present at school. If
the student fails to attend to this responsibility, the assessment may be awarded zero.
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Strong Recommendations for all Assessment

Be organised. Use a calendar or diary to see a month at a time. Write down your social outings,
work, family commitments etc. and plan your assessments in order to finish them on time. A
term planner is useful for long-term planning and organisation.

If you do not manage to complete your assessment task on time, make a photocopy of your
work and hand in what you have. At least you will receive some marks for that rather than a
zero for non-submission of a task. Then use your photocopy to help complete the task and
hand the finished copy in, to meet the requirements of the course.

Begin the first stages of an assessment task the night you get it. Mark the due date on your
term planner. Make sure you understand the task and see your teacher immediately if you
don’t. Start your collection of information as soon as possible if it is a research task.

Don’t spend all your study time on assessments. Give time also to organising, revising and
learning from your class notes, texts and resources. Plan for this.

Read the Marking Criteria closely and carefully for the task. Discuss this with your course
teacher and clarify your understanding of what is expected and what you need to demonstrate

in the weeks leading up to the assessment task when it is to be completed or submitted.

Evaluate your work when the assessment task is returned. Read the section on ‘Feedback’ and
evaluate your performance based on this information.

There is no substitute for hard work. Reward yourself at key stages in your work when you
have achieved short term goals or when you feel you deserve it.

Create study notes and study cards to prepare for your Assessment Tasks.

It is the student’s responsibility to always make a copy of their assessment for safety and security
reasons. Your digital copy may be requested at anytime by your teacher, KLA Leader of Learning
or Assistant Principal (Learning).
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SUMMARY OF ASSESSMENT PROCEDURE

Students are issued the HSC Assessment handbook.

X

Teacher gives the assessment task on the
Assessment Information and Cover Sheet to students at least
2 weeks before the Assessment task.

l

Students make sure they understand the task and either complete
it before the due date or prepare for the exam assessment.
Submit illness or misadventure if you fail to do the task on the due date.
Within 3 days to Assistant Principal (Learning), KLA Leader of Learning or class teacher.

For ‘hand-in’ assessments students attach the
Assessment Information and Cover Sheet
to the assessment task and submit to your class teacher or KLA Leader of Learning

l

For ‘in-class’ assessments students complete their
assessment in class on the due date.
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Problems with Assessment - What should | do?

lliness/Misadventure Provisions

Each assessment task measures student performance in relation to specified course outcomes.
The assessment will not compensate for factors such as extended illness, misadventure or
domestic problems, which may have affected a student’s performance throughout the course.
However, there are means of appeal students may access for extended illness. Students in this
situation should see the Assistant Principal (Learning) and complete the necessary documentation
to validate.

Notwithstanding this provision, where a student fails to complete an assessment task through
absence or is unable to present an assignment for inclusion in the assessment program, yet seeks
a mark for the task, the student should complete and submit an lliness/Misadventure Form.

If the appeal is accepted:

A substitute task may be undertaken as soon as the student returns to school.

An estimate will be awarded, in exceptional circumstances, and only if authorised by the
Principal or Principal’s delegate.

The late task receives a mark.

The following will be considered valid reasons for appeal for illness or misadventure:
Iliness or injury supported by a Medical Certificate (a parental note is not sufficient)
Death/funeral of a member of the student’s family. Newspaper notice or Funeral Order of
Service (with date) needed.

Other exceptional circumstances at the discretion of the Principal (Principal’s delegate) in
consultation with the Assistant Principal (Learning) and/or relevant KLA Leader of Learning.

Important Information Regarding Absence

1.

If a student is absent on the date an assessment is due, the student must hand in that
assessment to the class teacher or KLA Leader of Learning by 8.48am on the first day of
return to school. Students have 3 days only to lodge an appeal for their absence.

Upon return to school, ideally their first day back is what we aim for.

The lliness/Misadventure Appeal Form (with Medical Certificate or Bereavement
Documentation) must be completed and given to the Assistant Principal (Learning) on the
first day of your return to school.

If a student is absent on the date an assessment is given out, it is the student’s
responsibility to get the task and the teacher’s responsibility to ensure students receive
the task via Google Classroom.

If you are away on either of the two days before an assessment is due or scheduled, you
must bring a Medical Certificate to explain your absence. This is to ensure no unfair
advantage is taken. Failure to do this may lead to you losing all marks for the assessment
or a proportion of marks. If you are absent for an exam, your course teacher will organise
an appropriate time for you to complete your exam. Also refer to Dishonesty and Unfair
Advantage. Failure to observe these requirements will usually result in a zero score for
your assessment.

Driving lessons and/or driving examinations for ‘L’s’ or ‘P’s’ are NOT an acceptable reason
for absence during assessment weeks. A zero mark will be awarded to a student should
this occur during assessment weeks or on the date of a ‘hand-in’ submission
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Appeals Procedures

1.

lliness and Misadventure (School Based Assessment)

Students complete and submit the Iliness/Misadventure form available from the student
office, teacher, KLA Leader of Learning and Assistant Principal (Learning). The student will be
notified of the result of their appeal in writing. Where appropriate the zero mark will be altered
accordingly. See the illness/misadventure appeal diagram of this process. Copies of this
notification are lodged in the student’s file, with the student’s teacher and with the Assistant
Principal (Learning).

Marks Awarded for Individual Tasks

Students may request reconsideration of the marks awarded for assessment tasks within 48
hours of the task being returned. Students will be required to complete an Assessment Appeal
Form. The process of reconsideration will involve the teacher concerned, the KLA Leader of
Learning and the Assistant Principal (Learning).

Incorrect Process or Unfair Advantage

Students may appeal an assessment task or result on the grounds of incorrect process. This
may include: not receiving the Assessment Information & Cover Sheet at least 10 s