
KATANNING SENIOR HIGH SCHOOL 
Lower School Student Assessment and 
Reporting Policy 

 

1. INTRODUCTION 

The following guidelines have been developed so that students, parents and teachers are aware of their 
responsibilities in the assessment process.  

2. OVERVIEW 

Assessment assists teachers and schools by: 

 Provide individual student with feedback on their learning 

 Make judgements of student achievement in relation to expected standards 

 Communicate with parents/carers about student achievement and progress 

 Use student achievement to inform planning for future learning programs 

 Whole-school and system planning, reporting and accountability procedures 

Assessment procedures must be valid, educative, explicit, fair and comprehensive as described in the 
Secondary Curriculum and Standards Authority (SCSA) guidelines. 

3. ASSESSMENT GUIDELINES 

Lower-school assessment is guided by the Department of Education and Training through the  
Pre-Primary to Year 10: Teaching, Assessing and Reporting Policy.   

4. STUDENT RESPONSIBILITIES 

 Complete all assessment tasks described in the assessment schedule by the due date.  

 Support the learning of others and behave in an appropriate manner. 

 Initiate contact with teachers concerning absences from class, missed assessments, 
extension requests and other issues pertaining to assessment.  

 Ensure all work submitted is their own. 

 Maintain a sample of work or folio of evidence if required by Learning Area. 

5. STAFF RESPONSIBILITIES 

 Develop a teaching/learning program that adheres to current Western Australian Curriculum 
guidelines. 

 Provide students with a course outline and assessment schedule at the commencement of 
the course, on Connect. 

 Develop a variety of assessment tools that reflect good practice and meet students’ individual 
needs. 

 Ensure that assessment tasks are part of teaching and learning, educative, fair, valid and 
reliable. 

 Maintain accurate records of student achievement and assessment and meet school and 
external timeframes for assessment and reporting.   

 Provide students with timely (within10 working days) and constructive feedback on their 
learning, with assessment data available through Connect Marksbook. 

 Inform students and parents of academic progress as appropriate, including failed 
assessment tasks and if student performance is a concern. 

 Participate in professional collaboration to ensure consistency of judgements between 
teachers. 

 Use data to analyse individual and class progress. 

 



6. ABSENCE FROM CLASS / MISSED WORK 

General 

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, or unit assessment requirements not being met.   

Scheduled Assessment Tasks 

Absence from a specially scheduled assessment task (including tests and examinations) must be 
explained by a medical certificate, letter from parent or a telephone call from a parent. 

Satisfactory explanation of the absence will enable the student to complete that assessment task or a 
similar task and gain credit.  Wherever possible, advance notification of absence is required.  If a student 
is absent on the due date for submission of an assessment item, it is the responsibility of the student to 
make arrangements for submission. 

In cases where there is no satisfactory explanation of an absence including a family holiday occurring on 
the day of a specific scheduled assessment task, or alternative arrangements can not be made, a mark 
of zero will be awarded.  

7. PROLONGED ABSENCE 

Where a student is unable to attend school for a lengthy period, due to such factors as injury or illness, 
the school will provide support to the student’s learning program.  It is the parent/carers responsibility to 
inform the school about prolonged absences.  

8. NON-SUBMISSION AND /OR LATE COMPLETION OF ASSESSED WORK 

General 

A course outline and assessment schedule should be provided to each student at the commencement of 
the course.  Due dates are to be clearly outlined and adhered to.  Where adjustments are made to the 
assessment schedule, it should be done in close consultation with all students and clearly publicised on 
Connect. 

 It is a teacher’s responsibility to manage the assessment schedule. 

 It is a student’s responsibility to submit assessed work on time. 

 Parents/carers will be notified in cases where concern for a student’s progress emerges.  

Non-completion and/or late submission of assessment requirements  

Students will be provided with an opportunity to present evidence supporting their reason for not 
completing an assessment task or not submitting an assessment task by the due date.  The 
teacher/school will decide whether or not the reason for non-completion or late submission is acceptable 
and apply an appropriate strategy. 

 
Strategies for non-completion or late submission or work are as follows:  

 Maintain ongoing communication with parents 

 Provide opportunities for the student to complete set work such as recess and lunchtimes 

 Monitor students’ progress on the assessment prior to submission and discuss skills and 
strategies to finish the work on time 

 Review whether the student requires extra support prior to assessment due date 
 
If a student has been provided with the opportunity to complete the assessment requirements for a 
course unit but does not use this opportunity for reasons that are not acceptable to the school a 
consequent marks reduction will apply (if there is no evidence available a penalty of 10% per school day 
late will apply and 50% for 5 days or more late).  This is a last resort and teachers where possible should 
develop strategies to gather evidence in advance such as class work or drafts so that students can be 
marked based on their knowledge of the outcomes.  



If a student does not have the opportunity to complete the assessment requirements for a course unit or 
subject and the reasons for non-completion are acceptable to the school (e.g. prolonged illness, serious 
personal circumstances etc.) then the following assessment strategies may apply: 

 Providing an alternative assessment task 

 Extension of time 

 Estimating performance based on previous performance 
 
Parents/carers will be notified if the student is deemed to be at risk of receiving a significantly lower 
grade that expected as a result of non-completion or late submission of work. 

9. REQUESTING EXTENSIONS 

 A student may apply to the class teacher for an extension to the due date for an assignment 
NB: This must be applied for before the due date. 

 Extensions may be given at the discretion of a teacher in cases of illness or significant 
personal problems. 

 If a student does not apply for or receive an extension, then the same consequences will 
apply as those for missed work when there is no satisfactory explanation of an absence. 

10. CHEATING, COLLUSION AND PLAGIARISM 

Students shown to have cheated in assessed work or in examinations will not receive an assessment for 
that task.  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 words or ideas without acknowledging that they have 
done so.  That is, a work is essentially copied.  If work that is not the original product of that student is 
submitted for assessment, it will be either awarded zero marks or not assessed.  The teacher will inform 
the student and the parent/carer. 

11. STUDENTS WITH SPECIAL NEEDS 

The school will ensure that students with special needs (as identified by DET guidelines) are catered for 
in an appropriate way and in accordance with DET guidelines. 

12. FEEDBACK ABOUT PROGRESS 

Students will be given meaningful feedback as soon as practicable after the completion of the 
assessment task (both formal and informal tasks).  

Feedback will:  

 Focus on the task and the expected outcomes of the task 

 Provide meaningful information to students about their demonstration of their understanding 
of the unit outcomes 

 Provide information about how the student can improve 

 Correct misunderstandings  

 Be specific, educative and constructive 

13. PROBLEMS AND QUERIES 

Students and parents should consult with the Program Coordinator in the first instance OR the 
Curriculum Deputy Principal if they have continuing concerns on matters outlined above. 
 



14. REPORTING 

The school has a policy that there should be “no surprises” on student reports and as a consequence, 
teachers will make contact with parents immediately if they have concerns about a student’s progress or 
achievement.  Teachers will also make themselves available for interview when requested by parents. 
 
1. Students will receive an Interim Report at the end of Term One to indicate progress in their child’s 

course.  Progress reports are followed by a parent teacher night where parents can discuss their 
child’s progress and view work samples and portfolios.  

 
Throughout the course of the year parents will be notified of their child’s progress.  This information will 
be provided to parents through one of the following methods:  

 A letter of commendation 

 A letter of concern 

 A telephone call or email 

 Via CONNECT/ email  
 
2. Students will receive an achievement report at the end of each Semester.  

 In these reports, students will be allocated a grade for each learning area outcome.  The 
report provides a comment for each course and the following information: 

 A grade for the course 

 A mark for the course 

 Identification of Attitude, Behaviour and Effort for the course. 
 


