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School Vision Statement

James Busby High School envisages a future for education
committed to quality teaching and learning in every classroom.
Our students will experience an inclusive education with
opportunities to develop into confident and creative global
atizens. Our teachers will provide an innovative curriculum that
enables quality and dignified access to learning opportunities for
a diverse student body.
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1. OVERVIEW

1.1 Adherence to Departmental Requirements

This policy is consistent with all policies and procedures of the NSW Department of Education
(DoE) and the New South Wales Education Standards Authority (NESA) as outlined in relevant
Department of Education and NESA documents. In particular, compliance is verified against the
Department of Education and Communities’ Policy Standards for Curriculum Planning and
Programming, Assessing and Reporting to Parents K-12 (Dec 2016) and NESA’s Registration
Process for the NSW Government Schooling System Manual (Dec 2017). This policy outlines
assessment practices that are also in line with the NSW Education Act 1990 and obligations under
the Commonwealth Disability Discrimination Act 1992. All KLA and course specific requirements
will be undertaken with reference to relevant NESA syllabus and support documents.

All aspects of assessment at James Busby High School must adhere to three sets of policy:
1. Department of Education (DoE) policies and procedures.
2. NSW Educational Standards Authority (NESA) policies and procedures.
3. James Busby High School (JBHS) policies and procedures.

Manageable assessment and reporting may require a whole school, rather than individual teacher

approach. All staff and students are required to adhere to this assessment policy in a consistent,
equitable and transparent way.

1.2 Staff and Student Responsibility

Head Teachers remain responsible for ensuring that individual KLA and course requirements are
met and for advising the Head Teacher Secondary Studies of additional requirements not currently
covered in this policy.

Staff and students have a responsibility to know and follow this policy and are encouraged to seek
advice and clarification when required. Conversely, staff and students are also welcome to provide
feedback on any element of this policy, which will be considered for future updates of the
document.

1.3 Publication of this Document

This Assessment Policy will be available to all relevant parties, including staff, students (as a
summary in Assessment Booklets and its entirety on our website), parents/carers and the
community. The policy will be published on the school website and updated when amendments
are made.



2. WHAT IS ASSESSMENT?

2.1 Introduction

Assessment is the process of identifying, gathering and interpreting information about students’
learning. The central purpose of assessment is to provide information on student achievement and
progress, to both report on student achievement and to set the direction for ongoing teaching and
learning.

The fundamental purpose of assessment and reporting is to improve student learning. This is true
at the system, school and classroom level. It is Department of Education and Training policy that
assessment and reporting of student learning be undertaken formally and informally for all
learners, including students with disabilities. (Principles of Assessment and Reporting in NSW
Public Schools, 2008)

2.2 Summative and Formative Assessment

Generally, assessment can be one of two types: summative and formative.

Summative assessment involves the measurement of student achievement against the objectives
of the course. Formal school-based summative assessment consists of a series of tasks which
measure a student’s achievement in a course. This is achieved using any of a number of task types
including topic tests, formal examinations, written assignments, reports, source analyses, essays,
case studies, oral presentations, research tasks, investigations, field work, projects, major works,
viva voce, media files, project proposals, listening tasks, portfolios and a variety of other practical
components.

Formative assessment occurs during the delivery of a course and it gives direct feedback to the
teacher and student concerning student progress. This form of assessment does not usually
contribute toward the final assessment mark but is equally important in providing a conceptual
understanding of the subject matter. Formative assessment also includes ongoing and informal
observation, evaluation and assessment by the class teacher.

2.3 How Assessment Will Be Used

Assessment will be used to assist students, their parents and their teachers to evaluate student
performance, achievement and progress. It will be used to assist students to plan for improvement
and for future educational and career decisions. End of semester reports will show student grades
against the whole cohort enrolled in a particular course.

Assessment will also be used to provide information to assist teachers to improve the quality of
teaching and learning programs.

2.4 Assessment of Course Outcomes

Not all course outcomes will be assessed through formal school-based summative assessment
tasks. Outcomes will also be assessed through formative assessment processes, including teacher
observations.



3. REPORTING ON ASSESSMENT

3.1 What is Reporting?

Reporting is the process of communicating information about student achievement and progress
gained from the assessment process. The purpose of reporting is to support teaching and learning
by providing feedback to students, parents and teachers. Students’ learning achievements and
progress are also reported to other schools, employers and, at times, to NESA and UAC (University
Admissions Centre). This information about students’ achievement is valuable for school and
system wide planning and reporting.

(Principles for Assessment and Reporting in NSW Government Schools, 1996)

3.2 Consistency

Consistency involves on-balance, evidence-based decisions about students’ progress towards the
achievement of standards as articulated through the language of outcomes. It is important
because it ensures fairness, a range of assessment events, equity in access and entitlement and
quality teaching and learning.

(Consistency in Assessment & Reporting. A Support Package for Secondary Schools, 2002)

3.3 Bands and Grades

Bands and grades are issued by the school and NESA to indicate the level of achievement of
students. It is a requirement of the government that each student enrolled in a school in Australia
in Years 7 — 10 receives a grade of either A, B, C, D or E (with A the highest grade) for each subject
at the end of each semester. These grades are allocated based on the results students achieve in
formal assessment tasks (overall achievement grade) as well as achievements measured against
the outcomes of the course and show the degree to which the outcomes are met.

The school will report grades to NESA at the completion of Year 10 (Stage 5), Year 11 (Stage 6
Preliminary) and for some Year 12 (Stage 6 HSC) courses. These grades will be calculated using the
cumulative achievement of students across the entire course and will align with performance
descriptors published by NESA. These performance descriptors will be course specific or, when
these are not published, general course descriptors. Advice and guidance on assigning and
reporting grades will be provided to Head Teachers by the Head Teacher Secondary Studies and
Head Teachers will provide this guidance to their faculty staff.

3.4 Reporting Assessment and Achievement to Parents

The Department of Education document, Policy Standards for Curriculum Planning and
Programming, Assessing and Reporting to Parents K-12, identifies the following requirements for
reporting to parents. They form part of the James Busby High School Assessment Policy (2018) as
follows:



The parents of all students will be provided with a written report twice a year. The written report
for each student will:
e use plain English
e provide information on a student’s learning in each of the KLAs or subjects, as described
below
e compare the student’s achievement in each KLA or subject against state-wide syllabus
standards using a scale as defined by the Department
e include teacher comments for each KLA or subject; comments will identify areas of student
strength and areas for further development
e have information about the student’s attendance at school
e provide information about student achievement in relation to school programs that extend
or are additional to syllabus requirements
e provide information about the student’s social development and commitment to learning.

3.4.1 Reporting to Parents — Years 7-10 (Stage 4 to Stage 5)

The school will report on subjects or courses studied in the eight KLAs of English, Mathematics,
Science, Human Society and Its Environment, Creative Arts, Languages, Personal Development,
Health and Physical Education and Technology Mandatory, including Stage 5 Electives.

3.4.2 Reporting to Parents — Years 11-12 (Stage 6)

The school will report on all subjects or courses studied. Reports will show information for
components of each subject. For VET courses, schools will report on competency achievement.
VET courses are competency based where assessment of competencies is standards-referenced.

3.5 Feedback

Each student will receive clear feedback on their performance in each assessment task. This advice
will include:
e an indication of the student's attainment in the task relative to the outcomes, including a
clear mark
e the student's relative position within the school group
e an assessment of the student’s actual performance, not their potential.

Feedback will be timely and provide advice on areas where a student can improve for future
performance. Where practical, feedback will be written and specific. Feedback MAY include
samples of high range responses.

3.6 Marking

NESA specifies best practice in the area of marking assessment tasks. At JBHS, marking policies and
processes will be faculty-based. When marking formal assessment tasks, faculties should
implement these marking practices:
e for single marked assessment tasks, consistency may be improved by one teacher marking
the task, or part of the task, for the entire cohort;
e where there is more than one teacher responsible for marking, a shared understanding of
the expectations and standards of the assessment task is required;
e marking schemes and guidelines, as distributed to students, will be used to mark all tasks.



4. SCHOOL BASED ASSESSMENT

4.1 What is the Purpose of School-based Assessment?

The purpose of school-based assessment is to provide an indication of each student’s achievement
in a wider range of syllabus objectives than those measured by formal examinations such as the
HSC examination. This assessment allows due weight to be given during a course to a student’s
achievements which, although evident to the class teacher, may not be adequately assessed in an
external examination alone. Therefore, assessment covers both examination and non-examination
objectives.

4.2 Formative Assessment

As identified in Section 2.2, formative assessment occurs during the delivery of a course and it
gives direct feedback to the teacher and student concerning student progress. This form of
assessment does not usually contribute toward the final assessment mark but is equally important
in providing a conceptual understanding of the subject matter. Formative assessment also includes
ongoing and informal observation, evaluation and assessment by the class teacher.

Teachers at JBHS will employ a range of formative assessment to provide ongoing information to
staff, parents and students about student progress and required areas for additional focus or
revision. Formative assessment practices are especially important in courses where opportunities
for summative assessment are limited through time, opportunity or specific stage-based caps.

4.3 Task Numbers and Caps

Except for in circumstances where an individual course or syllabus requires otherwise, or where
exceptions under Section 4.3.1 dictate, the following caps will be adhered to in terms of the
number of formal school-based assessment tasks that students may be asked to complete:

e Year7- 3Tasks
e Year8— 3 Tasks
e Year9- 4Tasks
e Year 10— 4 Tasks
e Year 11 -3 Tasks
e Year 12 —4 Tasks

4.3.1 Task Numbers and Caps for 100 Hour or Equivalent Courses

Stage 4 and 5 courses with a total period allocation of fewer than five in a cycle will be capped at
two tasks.

Stage 6 courses with a total period allocation of fewer than five in a cycle (1 Unit courses),
including ‘on-timetable’ and ‘off-timetable’ lessons, will be capped at two tasks.
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4.4 Assessment-Free Weeks

Certain weeks in the school diary will be designated as ‘assessment-free’. These are weeks during
which NO assessment tasks will be scheduled or held for either a specific year group or the entire
school. Assessment-free weeks are required for two purposes:
e To allow a cohort adequate time before major examinations to prepare through study.
e To allow for disability provisions to be available for all eligible students across the school,
which would not be otherwise possible during major examinations.

Assessment-free periods will be maintained for all subjects, irrespective of whether any student in
the subject or scheduled examination requires disability provisions.

4.4.1 Assessment-Free Schedule

The following schedule of assessment-free weeks will be maintained during planning of
assessment schedules and delivery of assessment tasks:

Term | Week Cohort Purpose Exceptions
3 4 Year 12 Trial HSC Exam Preparation Year 7-11
3 5 Years 7-12 | Trial HSC Examinations None
3 6 Years 7-12 | Trial HSC Examinations None
3 8 Year 11 Preliminary Course Exam Preparation Years 7-10 & 12
3 9 Years 7-12 | Preliminary Course Examinations None
3 10 Years 7-12 | Preliminary Course Examinations None
4 1-2 | Years 7-12 | Stage 5 (Year 10) Examinations None
4 4 Year 9 Stage 5 (Year 9) Exam Preparation Years 7-8 & 10-12
4 5 Years 7-12 | Stage 5 (Year 9) Examinations None
4 7-10 | Years 7-11 | Cut-off dates for NESA & JBHS Reporting HSC Courses
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5. ASSESSMENT PROCEDURES — NOTIFICATION OF TASKS

5.1 How Will Students Know about Assessment Tasks?

Students will be notified of all assessment tasks both at the beginning of a course and at least two
weeks before each assessment task. This will be achieved through the creation and distribution of:
1. Assessment Booklets at the beginning of each year and
2. Assessment Schedules for each course and
3. Assessment Notifications at least two weeks before each assessment task.

5.1.1 Assessment Booklets

Students will be informed of the week in which all Assessment Tasks, including examinations, will
be held for the entire year through the year-group-specific Assessment Booklet. This booklet will
contain:

1. A summary of the key features of the JBHS Assessment Policy
Details of assessment procedures and rules
An Assessment Schedule for every course
Course and stage-specific information such as electives, exams and VET courses
Appendices containing samples of forms referred to in this document and required by
students for assessment purposes
6. Assessment Planners for students to create their personalised Assessment Diary.
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5.1.2 Assessment Schedules

Every course will have an Assessment Schedule prepared for and distributed to students. These
Assessment Schedules will be published in the annual year-group-specific Assessment Booklet, but
classroom teachers may still hand out and discuss the schedule in a class setting to confirm
understanding of the schedule. This practice will be at the discretion of the individual teacher or
faculty.

All Assessment Schedules will be created and distributed using the common ‘JBHS Assessment
Schedule’ proforma to ensure consistency and clarity for students and parents / guardians.

Assessment Schedules will include a list of tasks to be assessed during the course, with the
following information clearly provided for each course:

a) Nature of Task — The type of task, such as an essay, speech, examination, etc.

b) Task Details / Content — The topics or syllabus content area(s) or dot-points expected
to be covered in the task.

c) Date of Task — A specific term and week. More specific dates and/or periods will be
identified in the Assessment Notification provided to students.

d) Outcomes Assessed — A list, in simple numerical form, of the course outcomes to be
assessed in the task.

e) Components/Modes — A mark breakdown of the components or modes of the course
being assessed, as stated in individual course syllabus documents. These components
or modes will be different for each course but could include components such as
“Knowledge and Understanding, Tools and Skills, Research and Fieldwork and
Communication of ldeas” or “Speaking, Reading, Writing and Listening” as two
examples.
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f) Total Weighting — The total weighting or percentage of available course marks
allocated to each specific task. All weightings will add up to a total of 100% for 2 Unit
subjects and 50% for Extension subjects.

g) Course Outcomes — A list of all course outcomes, providing labels and full outcomes.

5.1.3 Assessment Notification

Students in all year groups will be given at least two weeks written notice of Assessment Tasks
and the outcomes to be assessed by the task. This notice will be provided by classroom teachers
by use of an official ‘Notification of Assessment’. An electronic copy of this notification will also be
sent to the following staff at the time of notification to students:

1. The Head Teacher Secondary Studies

2. The faculty’s Learning Support Team (LST) Representative

3. The Head Teacher Community Consultant

It is the student’s responsibility to be alert to the notification of tasks. In cases of any absence
from school, students will need to check with their teachers on the first day of their return
regarding the issuing of tasks. Again, this is the student’s responsibility. As a guide, students
should refer to their stage/year-specific Assessment Booklet to identify the timing of assessment
tasks and, therefore, Assessment Notifications. Where a student does not seek this information,
the class roll indicating the student’s absence will act as evidence of the notification process and
the student’s failure to seek this notification. Where possible, teachers should attempt to inform
students returning from an absence of any assessment material they have missed.

All Assessment Notifications will be created and distributed using the common “JBHS Assessment
Task Notification” proforma to ensure consistency and clarity for students and parents /
guardians.

Assessment Notifications will include:

1. The name of the course being assessed.

The faculty in which the course is taught.

The task number, as outlined in the Assessment Schedule.

A description of the type or nature of the task.

A Specific due date (week, term, date and, where possible, period.) Where a task is due on

different days for different classes, details will be given for the due day and period for each

individual class, but this can appear on one notification. If the task is an ongoing practical
task, a range of dates will be provided including the start and end date as a minimum.

6. The task weighting (% of course marks available) and task marks (total out of which the
task will be marked).

7. A list of the specific outcomes being assessed. These outcomes will reflect the outcomes
listed in the initial Assessment Schedule.

8. A task description, outlining specific details of the task.

9. A procedure or set of instructions outlining steps required for the completion of the task.
This could be provided as a set of ‘Submission Requirements”.

10. An outline of the means by which feedback will be provided.

11. An acknowledgment that Disability Provisions requirements have been addressed.

12. Specific marking guidelines and criteria with a breakdown of student achievement plotted
against a resulting band and/or marks awarded for the achievement. Criteria will include a
dot point summary of student achievement required for questions of appropriate mark
value.

vk wnN

13



13. A reminder of the consequences of failing to follow fundamental assessment rules as
stated in this policy.

14. Other important information relevant to the faculty, course or task being assessed.

15. A return slip to be completed, signed and returned to the teacher. This return slip will be
retained at a faculty level as evidence that notification has been provided to students.

16. A ‘Notice of a Change to this Assessment Task’ in any case where details of the task have
changed from the original Assessment Schedule.

As outlined above, where a task will be held for a range of classes over a period of days, the
notification will provide a date and, where appropriate, a period, for each individual class. If the
task is an ongoing practical task, a range of dates will be provided including the start and end date
as a minimum.

If a teacher is absent on the day that an Assessment Notification is due to be distributed to
students, the minimum two weeks’ notice will be maintained. For this reason, the notification will
either be handed out by the Head Teacher on the specified date or will be handed out by the
teacher on his/her return, with a Notification of a Change to an Assessment Task attachment
indicating the new due date for the task at least two weeks after the distribution of the
notification. If the absence does not lead to a breach of the two-week notice rule, then the
notification will be distributed on the teacher’s return and the original due date will stand.

5.1.4 Notification of a Change to an Assessment Task

In some circumstances, an amendment may need to be made to a planned assessment task. This
will be avoided where possible but may be required in instances when a school event clashes with
a published date, course progress requires a change to a task or a range of other operational,
educational or personnel reasons where a change of date is required. Teachers and Head Teachers
are required to make every effort to avoid creating unfair workloads on students by moving
assessment tasks to a time where other tasks are already due. This should be done through
negotiation with the class(es) impacted.

All changes to assessment dates must be approved by the Head Teacher.

Where the details of an assessment task need to be changed, students will be provided with an
official “Notice of a Change to an Assessment Task” notification. This notification will be
distributed as part of the Assessment Notification, a minimum of two weeks before the published
date of the task and will include:

1. An outline of the change required

2. A statement of compliance with other aspects of assessment policy

3. A return slip to be completed, signed and returned to the teacher. This return slip will be

retained at a faculty level as evidence that notification has been provided to students.

Just as it is a student’s responsibility to check if they have missed an Assessment Notification in
cases of absence, it is also his/her responsibility to ask if a Change to an Assessment Task
notification has been distributed. This should be done by the student in the normal course of
checking what a s/he has missed during an absence from school. Where a student does not seek
this information, the class roll indicating the student’s absence will act as evidence of the
notification process and the student’s failure to seek notification. Where possible, teachers should
attempt to inform students returning from an absence of any assessment material they have
missed.
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The school reserves the right to declare an assessment task null and void and set the task again for
all students where there is doubt as to the validity of the setting, submission or marking of the
tasks. This situation will be rare and will be determined only by the Principal. Students will be
given reasonable warning of such a decision by the Head Teacher, Deputy Principal or Head
Teacher Secondary Studies.

5.2 Major Works or Practical Tasks with a Number of Components

NESA guidelines clearly identify that, where limits apply to the number of assessment tasks
allowed in a Stage 5 or Stage 6 course, no task can be made up of multiple components that could
be interpreted as separate tasks. At times, however, a practical subject may require smaller
practical components to be delivered to make up the entirety of the assessment task. In these
cases, Assessment Schedules and Assessment Notifications will clearly indicate the marks allocated
for each component. All components will be due at the same time. If a task has multiple
components due at different times, each component will be considered a separate task.
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6. ASSESSMENT PROCEDURES — COMPLETING & SUBMITTING TASKS

6.1 Do Students Have to Complete All Assessment Tasks?

Yes. The Department, NESA and JBHS all expect that a serious attempt be made on all assessment
tasks. In addition, it is a requirement of Stage 5 and Stage 6 courses that tasks that make up a total
of “in excess of 50% of available course marks” must be completed with a serious attempt,
otherwise the student may be ‘N’ Determined in that course and may be at risk of not achieving
the credential available at the end of that course or stage.

6.2 Submission of Assessment Tasks

All assessment tasks must be submitted by the due date as indicated in the Assessment
Notification. If students fail to comply then they will be penalised according to details in Section
7.2. A student may submit an assessment task ahead of the due date in the manner outlined in the
task notification.

6.2.1 Submitting Tasks Electronically

Submission of assessment tasks by electronic means can only occur with specific and prior
arrangement with the Head Teacher or subject teacher concerned, unless the task specifically
requires it. Where submission by electronic means is a requirement of the task, then the task must
be submitted in this way unless other arrangements have been negotiated with the teacher.
Teachers should be mindful of issues regarding access to technology when considering negotiating
alternative arrangements for a task to be submitted. Equity issues will be considered in such cases.

Inability to submit a task in the manner required in the task, whether submission is to be

electronic or physical, is not an excuse for late submission or non-submission, nor is it grounds for
appeal. A student must deal with these issues via discussion with the teacher before the due date.

6.2.2 Student Responsibility in Submitting Tasks

Students are responsible for the planning of their work to ensure submission or preparation for
tasks does not become an issue. Development of time management skills is an important part of
the teaching and learning process.

Students are expected to be organised enough to submit a task in person, in the manner specified
and on time. Reasonable attempts must be made to submit a task to the class teacher or other
teacher as designated on the Assessment Notification. Only after these reasonable attempts are
made and fail may a student submit the task to the Head Teacher of the faculty, who will note the
time and date of submission. The definition of a “reasonable attempt” in this context will be at the
discretion of the Head Teacher of the faculty.

Tasks that are simply left on a teacher’s desk or are given to another person to submit cannot be
assumed to have been submitted on time, except in circumstances covered in Section 6.3.5.
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6.2.3 Submitting a Task — Time of Day

Assessment tasks (other than class tasks) must be submitted in the period allocated by the teacher
on the due date or, ONLY if the teacher has given this approval to the entire cohort, by the end of
the last scheduled lesson for the day. Submission after this time will result in the task being
classified as late and will incur a late penalty as outlined below.

6.2.4 Partial Absence on the Day of or Absence the Day Before an Assessment Task

For matters of procedural fairness, a student is not permitted to be absent from school for part of
the school day if there is an assessment task to be submitted or completed in class later in that
day. This scenario would create an unfair advantage in terms of addition preparation time for the
student concerned when they should, in fact, be engaged with their learning in the classroom.

If a student is absent for part of the school day in these circumstances, then normal processes
around penalties, Applications Due to lllness or Misadventure and evidence apply. Normal
processes for late submission or non-submission of tasks will apply, as outlined in Section 7.
Evidence must be provided to explain the absence.

If a student is absent from school the day before an assessment task is due, then this should be
noted by the teacher. If this pattern of absence occurs for a second time, the teacher has the right
to ask the student to follow normal processes around penalties, Applications Due to lliness or
Misadventure and evidence. In this case, normal processes for late submission or non-submission
of tasks will apply, as outlined in Section7. Evidence must be provided to explain the absence.

A student is not permitted to be absent from class to work on an assignment where the remainder

of the cohort is not afforded this opportunity. A student is not, for example, permitted to be
working on an assessment task instead of attending regular lessons.

6.2.5 Absence on the Day of an Assessment Task Due to a School Activity

At times, a school sanctioned activity may clash with a scheduled assessment task. Where
possible, clashes will be avoided by ensuring staff who are arranging final dates for assessment
tasks check the school calendar for school-organised events and by staff organising school events
at short notice checking the school calendar for scheduled assessment tasks. Tasks or events
already organised and communicated will take precedence over tasks or events being organised.

Where a clash is unavoidable, due to outside agencies dictating required dates for example, then
the teacher organising the activity will need to negotiate a submission strategy with the course
teacher for any students impacted by the clash. This could include a revised date, time or
submission method for the assessment task. All assessment tasks will still be submitted, however.

No school-sanctioned events or activities will be organised for days during scheduled examination
periods.

6.2.6 Absence Due to a VET Work Placement or Work Experience

Due to the nature of Work Placement and Work Experience, and the educational and career
opportunities these programs support, students attending either program when an assessment
task is due will be permitted to make arrangements with their teachers to submit all assessment
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tasks on time using an appropriate alternative submission method, either using ‘Submission by
Proxy’ or electronic submission. All tasks will still be submitted, however.

A task will only be allowed to be submitted at the conclusion of the work program if prior and
specific arrangements have been made with the teacher. If no prior and specific arrangements

have been made, then late submission will be handled in accordance with Section 7.2.

Where possible, Work Placement and Work Experience will not be arranged for any day during a
scheduled examination period.

6.2.7 Absence Due to a Religious Festival

Where a religious festival falls on a day not gazetted as a NSW public holiday, provisions will be

put in place to allow alternative submission of tasks due during the period of the religious festival.

In this policy, an event will be regarded as a “religious festival” involving a student if:

1. the school (the Principal or Principal’s Delegate) is able to verify the nature of the event as
being of religious significance to the community or a part of the community and

2. the event typically requires a day or days away from work or school to participate in
celebrations related to the religious event and

3. a student is able to demonstrate their adherence to a religion participating in this event,
typically supported by school enrolment information and/or a note from home.

Where a religious festival prevents a student from attending school to submit or sit an assessment
task, the student will still submit or sit the task, but will do so according to the decision of the
principal or principal’s delegate. This could mean submitting or sitting the task:

- by proxy or electronically,

- prior to the religious festival or

- immediately after the religious festival, on the first day of return to school (default).
A decision on which method is to be used will apply to all students impacted and will, by default,
be to allow the task to be submitted or sat after the religious festival has concluded.

Where possible, assessment tasks should not be scheduled for any day during an expected
religious festival.

6.2.8 Submission of a Task by Proxy

In extreme circumstances, where a student is absent from school with a genuine reason and still
wishes to submit the task on time, s/he may choose to have a task submitted by a parent, sibling
or peer. In this case, the proxy selected to submit the task must do so at the beginning of the
school day. The task will be signed by a member of the office staff and have the time it was
submitted recorded. Tasks submitted by proxy after the start of the school day will be treated as
late and normal processes around penalties, Applications Due to lliness or Misadventure and
evidence apply, as outlined in Section 7.

Where a student is absent from school with a genuine reason and still wishes to submit the task
on time, s/he may choose to deliver the task to the front office to be passed to the teacher. In this
case, the student must submit the task at the beginning of the school day and request that the
office staff time-stamp and sign the front of the assessment task. Tasks submitted by an absent
student after this time or tasks that have not been time-stamped and signed will be treated as late
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and normal processes around penalties, Applications Due to lliness or Misadventure and evidence
apply, as outlined in Section 7.

Generally, however, if a student is well enough to submit a task in person, then they would be

considered well enough to attend school. No student is expected to risk their own health or safety
to submit a task on time.

6.2.9 Reasonable Expectations for Submitting a Task — Risk to Health and Safety

There is no expectation that a student will risk their own health or safety to submit or sit an
assessment task. If a student is genuinely ill, if there is any risk that a student’s health may be
negatively impacted, if an illness may become significantly worse or if a student’s safety is at risk
by submitting or sitting an assessment task, the expectation is that the student would submit or sit
the task on their return to school and that the Application Due to Iliness or Misadventure process
be followed, as outlined in Section 7.3.

6.3 Tasks Completed Over a Number of Periods

Some tasks will require a number of periods to be completed by an entire cohort. These will
generally be tasks of a more practical nature, rather than hand-in assignments, class tests or
examinations. Such tasks could include:

e oral or performance tasks,

e group tasks, or

e practical works.
For details about submitting or completing these tasks, refer to Section 6.4.3.

6.3.1 Oral or Performance Tasks

Students must be ready to present oral/performance assessment tasks on the specified due date.
Students must show their teacher evidence that the task has been completed and is ready for
presentation on the due date.

This may take the form of a written submission of what will be presented orally, inspection of a
copy of the speech or script for the performance or submitting a PowerPoint that will constitute
the presentation component of a task. No additions or amendments may be made after this time.

In many cases, the actual oral/performance presentations by students may take several periods
over a number of days. On the specified day that the task is due, teachers will normally indicate to
students the order in which they will make their presentations. Students must complete the task
during the specified time. They may not negotiate a later time to gain an unfair advantage over
other students and may not continue to work on the task after the first period of presentations.

6.3.2 Group Tasks

Group tasks are to be completed on the specified due date. If a group member is away, the
teacher or marker will decide on the most appropriate course of action. This may include the
completion of the task by the remaining group members, in which case their component will be
marked, or a postponement of the task until the entire group is present. Either course of action
requires the completion of the correct procedures for the student being absent from a task,
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including the supply of appropriate documentary evidence to explain the absence. See Section 7
for specific details about this process.

In cases where group tasks are presented over a number of periods, the same rules apply as for
oral or performance tasks.

6.3.3 Stage 4 Major Works or Practical Tasks with a Number of Components

NESA guidelines clearly identify that, where limits apply to the number of assessment tasks in a
Stage 5 or Stage 6 course, no task can be made up of multiple components that could be
interpreted as separate tasks. At times, however, a Stage 4 practical subject may require smaller
practical components to be delivered to make up the entirety of the assessment task. In these
cases, Assessment Schedules and Assessment Notifications will clearly indicate the timing of and
marks allocated for each component.

In such cases, individual components will be submitted on the specified due date and, in the case
that a component is not submitted, that component will be deemed late or not completed. Other
components may still be submitted on time and marked, but the sum of the task submission must
represent a “reasonable attempt”, or the entire task will be deemed a “non-serious attempt”. A
reasonable attempt in these circumstances would typically constitute the submission of
components attracting a mark in excess of 50% of the total mark.

6.3.4 Practical Works

NESA rules clearly state that all Higher School Certificate Practical Works must be submitted by a
specific time and a specific date. No work is to be completed after this time, even where works are
not collected or marked until a later date.

James Busby High School deems these rules to cover all major works completed for formal
assessment in every subject and in every cohort. That is, practical works that form part of a formal
assessment process for courses from Years 7-12 will be submitted by the due date and, if
specified, the due time, even in circumstances where the task is not marked until sometime later.

Students should not be removed from other classes to complete practical works and will not be
removed for this purpose without the specific consent of the teacher and Head Teacher of the
subject impacted. It is an expectation that students will complete practical works for all subjects in
the timetabled class time of that subject, at home, or in designated break times as arranged with
teachers of those practical subjects.

6.4 Malpractice

Malpractice is dishonest behavior by a student which provides an unfair advantage over others.
Malpractice is not acceptable from any student in any year group and clear and serious
consequences will result if malpractice is found to have occurred, as outlined below.

6.4.1 Malpractice in a Test or Examination

A zero mark will be recorded for malpractice in those tests or examinations which are Assessment
Tasks.
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Malpractice in a test or examination is defined as failure to comply with examination
requirements, including:

e failure to follow a teacher or supervisor’s instructions,

e communicating with other students during the test or examination,

e disturbing the work of other students or the test or examination itself,

e cheating by reference to other’s work or to prepared work brought into the test or

examination and
e taking unauthorised equipment, devices or materials into a test or examination room.

No books, papers, notes, MP3 players, mobile phones or equipment other than that permitted by
the teacher or supervisor may be taken into the test or examination room. Approved calculators
or electronic translators for specifically identified tests or examinations will be allowed. Failure to
follow these rules will result in the awarding of a zero for the test or examination. A list of
permitted and banned equipment and material is provided to all students before formal
examination periods begin in Years 9-12.

6.4.2 Malpractice in an Assessment Task

A zero mark will be recorded for malpractice in those class-tasks which are Assessment Tasks.

Examples of malpractice in Assessment Tasks are:

e copying, buying, stealing or borrowing someone else’s work in part or whole and
presenting it as your own,

e using materials from books, journals, CDs or the internet without acknowledging the
source,

e submitting work that contains a large contribution from another person, such as a parent,
a coach or subject expert, that is not acknowledged and

e paying someone to write or prepare material that is associated with a task, such as process
diaries, logs or journals.

Before a student is enrolled into Year 11 (Preliminary HSC) courses, they must undertake a

program titled ‘All My Own Work’. This course deals with matters of malpractice and other
cheating in Assessment Tasks.

6.4.3 HSC Malpractice Register

When a student is penalised marks or receives a mark of zero due to malpractice in an HSC
Assessment Task, the malpractice will be reported by the teacher to the Head Teacher
Secondary Studies. This malpractice will be reported by the Head Teacher Secondary Studies to
NESA via the Register of Malpractice in HSC Assessment Tasks, located within JBHS’s Schools
Online account.
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7. Late Tasks and Non-Submitted Tasks

7.1 Submitting Tasks on Time

It is expected that students will sit or submit all tasks on the due date and at the due time.
Students may choose to submit a task (other than in-class tasks and oral tasks) after the due date
but no marks will be awarded, as outlined in Section 7.2.

7.2 Penalties for Late or Unsubmitted Tasks

If a student fails to sit or submit a task, or sits or submits a task late, a mark of zero will be
awarded. There is no provision for the deduction of marks for late tasks.

An Application Due to lllness or Misadventure can be completed and submitted by a student, but
there is no guarantee that the application will be accepted. Therefore, students should, as far as
possible, make every attempt to sit or submit a task on time and then apply for lliness or
Misadventure afterwards if required. See Section 7.3 for further information on completing an
Application Due to lliness or Misadventure.

7.3 Application Due to lliness or Misadventure

All students have the right to speak to their Class Teacher, the Head Teacher or the Head Teacher
Secondary Studies if they feel they have a genuine reason for submitting a task late or not at all.
The process and rules around this process are outlined in Section 7.3.4. However, some aspects of
the process are common across the entire school. This includes the following information.

7.3.1 Reasons a Student MAY Apply for lliness or Misadventure Consideration

Sometimes a student may encounter genuine circumstances that prevent them from submitting a
task on time. Some of these circumstances MAY include:

e having an illness,

e beinginvolved in a serious accident,

e being a victim of crime,

e experiencing a death in the family,

e experiencing trauma from other unforeseen events or

e other extreme circumstances not already covered.

7.3.2 Reasons a Student may NOT Apply for lliness or Misadventure Consideration

The following list outlines examples that are not reasonable excuses for a student to apply for
Iliness or Misadventure. That is, these are reasons that will generally NOT be accepted as an
excuse for the late submission or non-submission of an assessment task. This list is for purposes of
example only and is not exhaustive.

Some of these circumstances include:

e technology malfunction, including lost storage devices, broken printers including a lack of
ink, internet outages (except for emergency cases where proof can be provided), computer
failure, data backup failure

e lost notes, drafts or final work
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e absence from school, unless it is formally approved leave and appropriate forms have been
collected, completed and submitted and this has been discussed with the Head Teacher
Secondary Studies. Please see Section 8 for further information about this.

e relationship problems

e difficulties in preparation or loss of preparation time as a result of an earlier illness

e |oss of study time

e Jlong term illnesses such as glandular fever, unless you suffer a flare up of the condition
during the examination or when the assessment task is due

e the same grounds for which you received disability provisions, unless you experience
additional difficulties during the examination or assessment task period

e misreading an examination or class timetable

e other commitments, such as participation in entertainment, work, sporting events or other
school programs or attendance at examinations conducted by other educational
organisations. (If an examination or assessment task clashes with any other genuine fixed
school commitments, arrangements should be made with the Head Teacher / Classroom
Teacher prior to the examination or task.)

e lliness or misadventure without appropriate supporting documentation.

7.3.3 Acceptance of Applications Due to lliness or Misadventure

An Application for lliness or Misadventure can be completed and submitted by a student, but
there is no guarantee that the application will be approved. Therefore, students should, as far as
possible, make every attempt to sit or submit a task on time and then apply for illness or
misadventure afterwards if required. A student should not assume that an application to have
their late task marked will be accepted because this creates a risk that the student will rely on the
success of an application, miss the task and then have their application rejected.

For oral tasks or in-class tasks, limited provision is available to re-sit the task, so every attempt
must be made to complete the task on the set date. If permission is given to re-sit an in-class task,

an alternative task may be used in place of the original task. This will be at the teacher’s discretion.

A student should not attempt to sit or submit a task if their health or safety would be seriously
impacted.

The process for applying for lllness / Misadventure is different for each year group, as is the
process for deciding on the validity of applications. See Section 7.3.4 for details.

7.3.4 Appropriate Forms for an Application Due to lliness or Misadventure

Students in Years 7-9 will need to collect the form titled ‘Application Due to lllness or
Misadventure — Years 7, 8 and 9’ from their teacher and complete it, attach documentation and
return it to their teacher. The process will the be handled at a faculty level.

Students in Years 10-12 will need to collect the form titled ‘Application Due to lliness or

Misadventure — Years 10, 11 and 12’ from the Head Teacher of the subject, complete it, attach
documentation and return it to the Head Teacher.
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These forms can also be collected from the Head Teacher Secondary Studies but must be returned
to the appropriate teacher or Head Teacher. For this reason and for purposes of open
communication and assistance, forms should be obtained through the faculty concerned.

7.4 Submitting or Sitting a Task After an Absence

A student is required to submit an assessment task they have missed or be prepared to sit an in-
class task they have missed on the very first day that they return to school. If the student does not
have the particular subject in which they missed a task on the first day of their return, then they
are required to see the teacher or Head Teacher of the subject on the first day of their return to
either submit the task or negotiate a time to sit the in-class task they missed. It is the student’s
responsibility to complete this process and, if a student neglects to do so and waits until the next
day that they have the subject, the task will be considered to be submitted late and normal
processes for the late submission of a task will follow, as outlined in Section 7.2.

If permission is given to re-sit an in-class task, an alternative task may be used in place of the
original task. This will be at the teacher’s discretion.

7.5 Applications for an Extension of the Due Date

Extensions to assessment task due dates will not be provided to individual students, except for
provisions covered under Extended Leave in Section 8 and Applications Due to lllness or
Misadventure in Section 7.3.

Apart from the circumstances covered above, if an extension to the due date of an assessment

task is to be provided to one student, it will also be extended to the entire cohort. In this case, a
Notification of a Change to an Assessment Task will be distributed to students.

7.6 Applications for Confidential Wellbeing Concerns

In rare and extreme situations, a student may have serious wellbeing grounds, not supported by
documentation, preventing them from sitting or submitting an assessment task on time or at all. In
these situations, an Application Due to lllness or Misadventure can be submitted with the Head
Teacher Secondary Studies, Head Teacher(s) Welfare, Deputy Principal or Principal providing
information to support the application. In cases where confidentiality is required, evidence may
not be recorded on the application, but approval of the application will be given by the Principal,
with this approval recorded on the application.
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8. Extended Leave

8.1 Extended Leave - Travel

At times, it may be necessary for a student to apply for leave for domestic or international travel
purposes. This should be avoided where possible so that a student’s education is not negatively
impacted. Where it is unavoidable, an application must be made to the school for permission to
take such leave. This is compulsory and forms a part of the assessment process at JBHS. A student
must have Extended Leave for Travel approved to be able to reschedule assessment tasks.

8.1.1 What the Department of Education Says About Extended Leave - Travel

The Department of Education clearly identifies that travel, both domestic and international,
should not be conducted during the school term. The Student Attendance in Government Schools —
Procedures (School Attendance Policy 2015) document makes a number of statements that should
be considering when applying for Extended Leave for Travel. They include (with policy reference):

e A principal should not accept a reason for travel during school term if it is not in
the best interests of the student. Educational, social and participation reasons,
which (sic.) should be specified on the Application (Section 14.3)

e Principals should consult with parents about the intention of the travel and in the
case of family holidays encourage parents to take holidays with their child during
school vacation periods. (Section 14.5)

e Where a principal considers that the travel is appropriate during school term, the
principal should issues (sic.) the parent with an Application for Extended Leave —
Travel for completion and inform the parent that if the Application is accepted, the
absences will be recorded as “L” — Leave. (Section 14.6)

e Principals should request travel documentation, such as travel itinerary or e-
ticket, and ensure this is attached to the Application. (Section 14.7)

e Principals may decline to accept a parent’s Application for Extended Leave — Travel.
(Section 14.10)

8.1.2 Procedures for Applying for Leave — Students and Parents

Following the correct procedures for an Application for Extended Leave — Travel is the
responsibility of the parent and student. The following procedures must be followed, with the next
step only addressed with the completion of the previous step. A parent / carer must:
1. Contact the school principal to discuss the intention to apply for leave.
2. Collect an Application for Extended Leave — Travel form from the school office.
3. Return the completed form to the front office with appropriate travel documentation
attached, such as a travel itinerary or e-ticket.
4. Await the approval of leave.
Collect and complete a JBHS Application for Principal’s Leave form from the front office.
6. Return the completed form to the front office, where a copy will be retained, and the
original will be returned to the parent / carer.

d

Students and parents should not assume that an Application for Extended Leave — Travel will be
approved.
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8.1.3 Timing of Applying for Extended Leave - Travel

All leave must be applied for and approved at least two weeks prior to the leave period beginning.

Students and families must manage leave requests in consultation with class teachers and faculty
Head Teachers.

8.1.4 Extended Leave (Travel) During an Assessment Task

Students are expected to be at school for the duration of the school term and should, therefore,
make it a priority to be at school for every assessment task. It is acknowledged, however, that in
rare circumstances leave may be required during a period when an assessment task is due. This
should be avoided wherever possible. In cases of illness or misadventure, then procedures
outlined in Section 7.3 should be followed.

Students should discuss how a request for leave may impact assessment tasks with their class
teacher and the faculty Head Teacher at least two weeks prior to the leave. If Extended Leave —
Travel is approved, all assessment tasks due during the period of leave must be completed prior to
the leave commencing, or submitted electronically by the due date and time if arranged with the
consent of the teacher or Head Teacher. At the discretion of the teacher and / or Head Teacher, an
assessment task in the form of a class test or examination may be completed on the student’s
return if there are concerns about the readiness of test/examination papers or test/examination
paper security.

In the case of Extended Leave — Travel being approved, a student must make arrangements with
the teacher and / or Head Teacher for an alternative time and / or task for any assessment that
will be missed. This must be completed at least two weeks prior to the start of the leave period.
The class teacher will consult with the Head Teacher on matters of approved Extended Leave —
Travel and its impact on a student’s assessment.

Students who do not make arrangements at least two weeks prior to the leave and who do not

complete the required assessment task prior to taking leave will be penalised for non-completion
and, therefore, receive a mark of zero in accordance with this JBHS Assessment Policy.

8.1.4.1 Extended Leave (Travel) During an Assessment Task — Senior Students

While the requirements outlined in Section 8.5 apply to all students, there are special
considerations for students in Years 11 and 12. It is expected that all Year 11 and 12 assessment
tasks will be completed at the scheduled time unless students are affected by illness or
misadventure. Therefore, it is even more important that Year 11 and 12 students and families
manage leave requests in consultation with class teachers and faculty Head Teachers, so that
absences during assessment tasks can be avoided or minimised where possible.

In rare circumstances where Extended Leave — Travel is applied for and approved for a senior
student, the student must complete the steps in Section 8.3, focussing on the following important
aspects:
e Consult with the faculty Head Teacher at least two weeks prior to the scheduled task.
e Obtain an Application for Principal’s Leave form from the front office and have the form
completed by all classroom and Head Teachers for subjects in which an assessment task
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will be missed. This form will record and advise of the negotiated time to submit or sit any
assessment tasks that will be missed.

e Ensure that all hand-in tasks due during the period of leave are submitted prior to leave
commencing or electronically by the due date and due time and that tests or examinations
are completed in compliance with the completed Application for Principal’s Leave form.

Failure to consult within the appropriate time, and failure to comply with task submission

requirements, may result in penalties for non-completion and, therefore, the student may receive
a mark of zero in accordance with this JBHS Assessment Policy.

8.1.5 Unapproved Extended Leave - Travel

Applications for Extended Leave for Travel may be denied. See Section 8.2. for the Department’s
advice.

In the case that Extended Leave for Travel is NOT approved, then all assessment tasks need to be
completed as scheduled and by the due date. As is the case with all assessment tasks, a student

retains the right to submit a task ahead of the due date.

If leave is approved, it is recorded as an ‘absence’ from school. If leave is not approved, it is
recorded as ‘unjustified’ leave.

8.2 Extended Leave for Other Purposes

Leave applied for by students and parents/carers for purposes other than travel can also be
approved and assessment processes modified accordingly. These purposes could include
involvement in:

e an apprenticeship program, part or full time

e school approved or school-organised Work Experience

e VET Work Placement

e other school approved activities deemed educationally valid and not covered above.

The application process for extended leave not involving travel is the same as that for Extended
Leave — Travel, except no travel documents will be required and no travel-specific forms will need
to be completed. Other documentation may be required to show proof of involvement in the
program dictating the need for extended leave and a JBHS Application for Principal’s Leave will
need to be completed and submitted in line with Section 8.1.

All requirements for the completion of assessment tasks during the period of extended leave,
including due dates and submission requirements for tasks, will be in line with Section 8.1.

8.3 Student and Parent Responsibility Regarding Leave — A Summary

It remains the responsibility of the student and parent to ensure that:
e |eave is absolutely necessary, unavoidable and justified.
e there is not an expectation that leave will be approved.
e leave is applied for correctly, appropriately and at least two weeks in advance.
e all appropriate documentation is supplied.
e leave is approved prior to making arrangements regarding assessment tasks.
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e if leave is to be approved, the Application for Principal’s Leave form is collected and

completed.
e if leave is not approved, all tasks are completed and submitted as scheduled.

e all assessment tasks due during leave are completed in compliance with the agreement in
Application for Principal’s Leave form.

Failure to adhere to these requirements will result in penalties for non-completion and, therefore,
the student will receive a mark of zero in accordance with this JBHS Assessment policy.
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9. Learning Support

9.1 The Purpose of Learning Support

The purpose of the Learning Support Team (LST) at James Busby High School is to provide
equitable access to learning and assessment. All students have the right to access their education
in a dignified way suitable to their own contexts and the Learning Support Team is, in part,
responsible for this access to education.

The Learning Support Team plays a significant role in assessment processes at JBHS, including
assisting with differentiation and Disability Provisions.

9.2 The Re-Engagement Program and Assessment

Students who are involved the JBHS Re-Engagement Program still need to be part of the school
assessment process. Teachers will be updated via Sentral messaging and published lists when
students enter or exit the Re-Engagement Program.

When a student is involved in Re-Engagement, the following procedures for assessment apply:

e The assessment task will be provided by the classroom teacher to Re-Engagement staff.
This will include an Assessment Notification and the task itself in sufficient time to allow for
appropriate differentiation. This will be at least two weeks before the task is due. The Re-
Engagement teacher will issue the notification and assessment task to students in the Re-
Engagement class.

e The Re-Engagement Teacher will liaise with the LST to organise Disability Provisions for
those students entitled to them.

e The assessment task will be conducted by the Re-Engagement Teacher, after
differentiation where appropriate.

e The completed assessment task will be returned to the classroom teacher for marking. The
attempt should be marked, and marks recorded and reported, in the same manner as all
other attempts from the remainder of the cohort.

When a student has recently returned from Re-Engagement, the following procedures for
assessment apply:

e The assessment task will be provided to the faculty LST Representative for assistance,
including differentiation. The LST Representative will be informed of the recent return of
the student from Re-Engagement so that provisions can be made for the student to fairly
access the task and demonstrate the achievement of relevant outcomes.

e As negotiated, the student may complete the assessment task with LST support or as a part
of the main cohort of students. This will depend on the anticipated level of assistance
required and the individual situation of the student. Again, this will be decided in
consultation with LST staff.

e The attempt should be marked by the classroom teacher, and marks recorded and
reported in the same manner as all other attempts from the remainder of the cohort.
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10. Disability Provisions

10.1 Introduction to Disability Provisions

Disability provisions are practical arrangements designed to help students who couldn't otherwise
make a fair attempt to show what they know in an exam room or assessment task. The provisions
granted are solely determined by how the student’s examination or assessment performance is
affected. Provisions help students to show the markers what they know and can do.

Schools are responsible for determining and approving Disability Provisions for all school-based
assessment tasks. NESA determines Disability Provisions for the Higher School Certificate
examinations.

Any student with a disability recognised in the Commonwealth Disability Standards for Education
2005 can apply for Disability Provisions.

The definition of ‘disability’ in the Disability Discrimination Act 1992 includes:
e Physical
e Intellectual
e Psychiatric
e Sensory
e neurological, and
e learning disabilities, as well as
e physical disfigurement, and
e the presence in the body of disease-causing organisms.

Disability Provisions apply only where the disability needs a practical arrangement to reduce
disadvantage in an exam situation or assessment task. Disability Provisions also apply to
temporary and emergency-related disabilities such as where a student breaks their writing arm a
week before an examination.

Students may need provisions for:
e apermanent condition, such as diabetes or reading difficulty
e atemporary condition, such as a broken arm, or
e anintermittent condition, such as back pain when sitting for long periods.

Students who become ill during an examination period may be eligible to make
an illness/misadventure application rather than a Disability Provisions application.

Disability Provisions could include diabetic needs, rest breaks, oral and sign interpreters,

computers/laptops or readers and writers. These disability provisions would generally necessitate
separate supervision arrangements.

10.2 Determining Disability Provisions

The Learning Support Team (LST) will identify students who are entitled to Disability Provisions
through internal and/or external assessment. These students must be provided with support as
outlined in Section 10.1 wherever possible. Individual members of the Learning Support Team
(LST) will be allocated a year group or stage group to coordinate in terms of Disability Provisions.
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This list will be published annually or when changes occur. It is the responsibility of each
coordinator to oversee processes for the determination and administration of disability provisions
in line with NESA guidelines.

Students will be re-assessed by the LST every two years, or as required, to ensure that students
remain eligible for Disability Provisions. This information will be updated on Sentral.

10.2.1 Year 7 Disability Provisions

Eligibility for Disability Provisions for Year 7 students is determined by school-based criteria,
except for NESA testing, which requires compliance with NESA Disability Provisions guidelines.
With Year 7 NAPLAN testing, some Disability Provisions will be approved by the school, but other
provisions must be approved by NESA. Every Year 7 student will be assessed during Term 1 to
identify those students requiring Disability Provision.

10.2.2 Year 8 Disability Provisions

Eligibility for Disability Provisions for Year 8 students is determined by school-based criteria.

10.2.3 Year 9 Disability Provisions

Eligibility for Disability Provisions for Year 9 students is determined by school-based criteria,
except for NESA testing, which requires compliance with NESA Disability Provisions guidelines.
With Year 9 NAPLAN testing, some Disability Provisions will be approved by the school, but other
provisions must be approved by NESA.

10.2.4 Year 10 Disability Provisions

Eligibility for Disability Provisions for Year 10 students is determined by NESA criteria but will be
approved at a school level. For Year 10 Minimum Skills Testing, some Disability Provisions will be
approved by the school, but other provisions must be approved by NESA.

10.2.5 Year 11 Disability Provisions

Eligibility for Disability Provisions for Year 11 students is determined by NESA criteria but will be
approved at a school level. For Year 11 Minimum Skills Testing, some Disability Provisions will be
approved by the school, but other provisions must be approved by NESA.

10.2.6 Year 12 Disability Provisions

Eligibility for Disability Provisions for Year 12 students is determined by NESA criteria and must be
approved by NESA for Higher School Certificate examinations, both written and practical.
Applications for Disability Provisions generally open at the beginning of the Higher School
Certificate course and close at the end of Term 1. As NESA Approval for Disability Provisions in
Higher School Certificate examinations can be a long process, Year 12 students will be eligible for
Disability Provisions in assessment tasks prior to a NESA ruling on the basis of the application of a
school-based approval process based on NESA application guidelines. That is, the Year 12 Disability
Provisions Coordinator, in consultation with the Head Teacher(s) Welfare, will determine the
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eligibility of students to receive Disability Provisions based on a realistic expectation of NESA’s
ruling, supported by strict NESA criteria.

For Year 12 Minimum Standards Testing, some Disability Provisions will be approved by the
school, but other provisions must be approved by NESA.

To apply for provisions for HSC examinations, schools must submit an online application to NESA.
This application tells NESA which provision/s a student is requesting and includes recent evidence.
Evidence may include medical reports, reading results, spelling results, writing samples and
teacher comments.

10.3 Access to Disability Provisions

Disability Provisions will be made available to eligible students for all assessment tasks where
possible. A student may decline to use the Disability Provisions for which they are eligible, but staff
will not deny an eligible student access to Disability Provisions for any task. Where a student is
entitled to receive Disability Provisions but refuses, the LST Disability Provisions Coordinator for
that grade will record this on Sentral and inform the parent where appropriate.

10.3.1 Administering Disability Provisions

The Learning Support Team will administer Disability Provisions for examinations and class
assessment tasks where staffing permits. In the event that there are no LST staff available, either:
e the classroom teacher may be required to administer the Disability Provisions or
e the task may be completed at an alternative time to allow for Disability Provisions.
These options will only be considered in exceptional circumstances and after consultation with the
classroom teacher and relevant Head Teacher.

10.3.2 Administering Disability Provisions in Practical Assessment Tasks

During practical assessment tasks, the LST members may be asked to assist by guiding students
through stations or by monitoring a station. LST members will be clearly advised of what their
roles are and must not be expected to have responsibility greater than their training.

Where practical tasks require more than one day, the classroom teacher will keep the LST
informed as to when the assessment will begin and every period that it will continue.

10.4 Principles for Examination Modifications

NESA has a set of principles to guide decisions about the types of arrangements it provides to
students with a disability to best access the Higher School Certificate examinations. James Busby
High School will also follow these principles for all Disability Provisions for all other exams in all
other stages. The principles were developed to ensure that NESA and schools comply with
the Disability Standards for Education, issued under the Commonwealth Disabilities Discrimination
Act (DDA).
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The principles give all students fair access to examination papers. The principles help ensure that
reasonable and fair measures are taken to help students with disabilities access examinations on
the same basis as other students.

Once a student's application for disability provisions is approved, the principles are applied to
ensure that:
e Every effort is made to provide reasonable adjustments and access arrangements to a
student with a disability needing such adjustments.
e The same academic standards are applied to all students.
e Adjustments and access arrangements are made without giving an unfair advantage.

The following ‘Ten Principles for Examination Modifications’ will be followed at all times:

1. The same academic standards must be applied to all students. Any adjustments or access
arrangements made must maintain the academic rigour of the examination and the
integrity of the credential.

2. Adjustments and access arrangements must not confer an advantage on the candidate. If a
required adjustment is considered to confer an unfair advantage an alternative adjustment
may be offered depending on the circumstances. The nature of an adjustment need not be
made if it would cause unjustifiable hardship to the school. The principle of non-
discrimination must be balanced with the maintaining of rigour and integrity and equity for
all students.

3. The adjustments made to an examination will be designed to facilitate access rather than
remove the requirement to demonstrate a skill being tested by the examination.

4. Access arrangements are intended to increase access to assessments but cannot be
granted where they will directly affect performance of the skills that are the focus of the
assessment. All inherent requirements of the course are to be maintained at the same
standard for all candidates.

5. If required and approved, reasonable adjustments will be made to the examinations
themselves, and/or the procedures for conducting the examinations. Support to the
candidate through assistive technologies and other means may also be made available as
long as equal rigour and challenge are maintained.

6. The individual needs of candidates who apply for and are granted disability provisions in
examinations will vary. Every effort should be made to provide reasonable adjustments
and access arrangements to a student with a disability needing such adjustments. A
consistent approach to determining any adjustments should be used for all students. The
adjustment must be an effective one that can reasonably be provided taking account of
any technical or other difficulties that can arise in making the adjustments while
maintaining equal rigour and challenge.

7. A proposed adjustment may not be put in place if to do so would impose unjustifiable
hardship on NESA in any way, including the cost, the resources required, or the degree of
expertise required to achieve the change.

8. In the development phase of the examination, committees will consider ways to develop
inclusive questions that are appropriate for all students and reduce the need for making
adjustments for students with a disability without reducing the rigour or integrity.

9. Adjustments that are not considered routine need sufficient time for the adjustment to be
made. Examination committees and others involved in the adjustment process must be
given reasonable notice of requirements for adjustments, except where exceptional
circumstances exist.

10. Consistent with the above Principles, access arrangements may include using greater
proportions of school-based assessments or flexible examination scheduling.
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10.5 Notification to Staff of Students Eligible for Disability Provisions

Staff are responsible for being aware of any student in their class who is eligible for Disability
Provisions, as these need to be made available for every assessment task. Staff will be informed of
students who are eligible for Disability Provisions in three ways:

1. Students entitled to Disability Provisions will have a green flag beside their names on
Sentral PxP rolls. A teacher can scroll over the green flag to identify the Disability Provisions
for which the student is eligible.

2. Lists of students requiring Disability Provisions will be compiled and printed for all whole-
school examination periods.

3. LST Disability Provisions Coordinators should be consulted regarding general information or
specific students eligible for Disability Provisions.

10.6 Informing the Learning Support Team About Assessment Tasks

It is the responsibility of the classroom teacher to inform the LST of upcoming assessment tasks
prior to or by the date of the assessment notification being distributed to students. This means
that the LST should be informed at least two weeks before an upcoming assessment task, although
additional notice is preferable.

As outlined in Section 5.1.3, when an Assessment Notification is distributed to students, it must
also be sent electronically, via an attachment in a Sentral message, to the Learning Support Team.
This would typically be the faculty’s LST Representative. The LST Disability Coordinator for that
year group will then work collaboratively with relevant staff to organise Disability Provisions for
appropriate students.
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11. Life Skills Assessment

11.1 Assessment Practices for Life Skills Courses

Students undertaking a Stage 4, Stage 5 or Stage 6 Life Skills course will be assessed on their
achievement of the Life Skills outcomes identified in the planning process for the individual
student, although only the achievement of Stage 5 and Stage 6 outcomes is reportable to NESA.

NESA allows for students to have flexibility in the context in which they are to demonstrate
achievement of outcomes in a number of ways and across a range of environments including the
school, community and workplace. Assessment should reflect the student’s ability to generalise
the knowledge and skills to a range of adult environments.

NESA syllabuses provide content that is listed with each outcome to deliver examples of
assessable activities on which teacher judgement will be based. Students undertaking Life Skills
outcomes and content in one or more courses will be assessed on their achievement of the
outcomes identified in the collaborative curriculum planning process. However, students do not
need to complete all of the associated content to demonstrate achievement of a Life Skills
outcome.

Students can demonstrate achievement of outcomes in a number of ways and across a range of
appropriate settings, including the school, community or workplace. Evidence of achievement of
outcomes can be gathered through ongoing assessment for learning and assessment of learning at
particular points in the course of study. This is maintained through KLA Assessment Grids which
outline assessment outcomes and/or the tasks/activities that can be evidence for achievement of
Life Skills outcomes in a range of contexts.

Students entered for Life Skills courses may achieve the designated outcomes independently or
with support.

There are implications that apply if a student is considered to have unsatisfactorily met the course
completion criteria as set out by NESA. This is further covered in Section 11.3.1.

11.2 Life Skills Outcomes Achieved ‘Independently’ or ‘With Support’

NESA accommodates to students’ needs and identifies that students entered for Life Skills courses
may achieve the designated outcomes independently or with support. The level of support can
vary with each student and the requirements of their learning needs and can be provided through
the assistance of the teacher or SLSO or through modified tasks and differentiated instructional
material and other adjustments that are addressed in an Individual Education Plan and/or
Transition Plan.
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11.2.1 Outcomes Achieved ‘Independently’

NESA identifies that an outcome should be considered as ‘achieved independently’ if there is
evidence that a student can demonstrate the achievement of an outcome either:
e without adjustment or
e with the adjustments that enable the student to access course work and/or demonstrate
achievement during assessment opportunities. These adjustments will have been
determined through the collaborative curriculum planning process.

Examples of such adjustment might include:
e the positioning of a student in a classroom
e additional time to communicate
e use of assisted technology
e provision of alternative formats, eg large print or Braille
e provision of a reader or writer.

11.2.2 Outcomes Achieved ‘With Support’

Some students will only be able to demonstrate achievement if they are provided with additional
support. This type of adjustment is provided when a student requires assistance to demonstrate
the achievement of an outcome. In such cases an outcome should be considered as ‘achieved with
support’.

Examples of additional support include:
e verbal prompts
e visual prompts
e physical assistance
e provision of partial responses.

11.3 Satisfactory Completion of a Course Based on Life Skills Outcomes

The course completion criteria for courses of study that include Life Skills outcomes and content
are the same as those for all Board Developed and Board Endorsed Courses.

A student is considered to have satisfactorily completed a course if, in the principal’s view, there is
sufficient evidence that the student has:
1. followed the course developed or endorsed by NESA;
2. applied themselves with diligence and sustained effort to the set tasks and experiences
provided in the course by the school; and
3. achieved some or all of the course outcomes.

NESA does not set a minimum attendance for the satisfactory completion of a course. The
principal may determine that, as a result of absence, the above course completion criteria might
not be met. Such absences are serious and the principal or delegate will give students early
written warning of the consequences of non-completion of course requirements. The warning will
relate the student’s absence to the non-completion of the course requirements.
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11.3.1 Consequences of Not Meeting Life Skills Course Completion Criteria

If the principal determines that a student has not met the course completion criteria, the following
consequences will apply. The nature of the consequences will be at the discretion of the principal.

e Stage 4 Courses: the student may be required to attempt the same stage of study again in
the following academic year.

e Stage 5 Courses: the student may progress to the following stage of study but without the
‘N’ Determined course listed on the student’s ROSA or the student may be required to
attempt the same stage of study again in the following academic year.

e Stage 6 Courses: the student will not have the subject credited as completed and may,
therefore, not qualify for the appropriate credential. For Preliminary courses, this could
mean a repeat of the same stage of study and, for HSC courses, this could mean that
requirements for a Higher School Certificate have not been met.

It is not necessary for students to address or achieve all the Life Skills outcomes in a course in
order to satisfactorily complete the course. The number of outcomes addressed and/or achieved
will vary for individual students.

11.4 ‘N’ Determinations for Students Studying a Life Skills Course

As “the course completion criteria for courses of study that include Life Skills outcomes and
content are the same as those for all Board Developed and Board Endorsed Courses”, ‘N’
Determination processes for students undertaking Life Skills courses at JBHS will also be in line
with Section 12 of this policy, unless Section 11 states otherwise.

Students studying a Life Skills course will be provided with ‘fair warning’ if they are at risk of being
‘N’ Determined. Students will receive official NESA ‘Non-Completion of a Course’ Warning Letters.
For Life Skills students, this warning will be issued, and an ‘N’ Determination awarded if there is
not sufficient evidence that the student has:

1. followed the course developed or endorsed by NESA;

2. applied themselves with diligence and sustained effort to the set tasks and experiences

provided in the course by the school; and
3. achieved some or all of the course outcomes.

As there is no formal, structured and published schedule of assessment tasks for Life Skills courses
but, instead, targeted and planned observations of the ability to achieve outcomes either
independently or with assistance, official warning of the risk of ‘N’ Determination will focus on a
lack of application to following and completing the content and developing the skills of the course,
as well as the lack of opportunity to demonstrate the achievement of outcomes that results. This
includes, but not exclusively, the lack of attendance at school and/or class.

Where required, ‘N’ Determination Warning Letters will be sent to students at regular intervals
throughout the course where concerns are ongoing, with the schedule in Section 11.4.1 to be used
to ensure a supportive, equitable and fair system of warnings.

For each Life Skills KLA, letters to students at risk will be sent at times scheduled within the

Support Faculty and as published, and at other times deemed necessary. The objective is to
provide additional support and a system of warnings to assist students to engage with their
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studies and, ultimately, achieve the appropriate credential at the conclusion of the course. For this
reason, parental/carer contact is an essential part of the monitoring and warning process.

11.4.1 Schedule for Life Skills ‘N’ Award Warning Letters

Official warnings will be issued to students not meeting course requirements at the following
times. Additional communication will be required for the students most ‘at risk’ of not meeting
course requirements. Warnings will be issued for any course in which requirements are not met.

Stage 4 and 5:
Term 1 - Week 4 and Week 10

Term 2 — Week 4 and Week 10
Term 3 — Week 4 and Week 10
Term 4 — Week 4

Stage 6:
Term 1 —Week 3 and Week 9

Term 2 — Week 3 and Week 9
Term 3 — Week 3 and Week 9

11.5 Life Skills KLA Assessment Grids

KLA Assessment Grids will be collaboratively compiled for every student in every Life Skills course
studied. The KLA Assessment grid will clearly identify:

e the student

e the course studied

e the specific outcomes to be achieved

e the achievement of the outcome, whether ‘independently’ or ‘with support’

e areference to evidence of this achievement and activities undertaken

e date(s) of achievement.

KLA Assessment Grids will be available for parents/carers to view at any time by appointment.

11.6 Notice of Assessment for a Life Skills Task

Where possible and where appropriate, students should be notified that they are being given the
opportunity to demonstrate the achievement of an outcome and should be given feedback about
their achievement and/or advice on how to improve for a future attempt. Where notice is possible
and appropriate, as much notice as is beneficial, and not detrimental to the student’s achievement
and wellbeing, would be justified.

In some circumstances it may be detrimental to the achievement and wellbeing of a particular
student or group of students to be notified in advance that they are being assessed for an
outcome. The decision to not notify a student will be at the discretion of the classroom teacher
and Head Teacher. Where a student’s entire assessment of the achievement of course outcomes is
best undertaken with no notice of assessment for the entire course, the parent/carer will also be
part of the collaborative decision to do so.

Where there is no agreement about prior notification of the assessment of a Life Skills outcome,
then the need for prior notice will be assumed by default.
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12. ‘N’ Award Warning Letters and ‘N’ Determinations

12.1 Compliant ‘N’ Determination Procedures and Processes

JBHS will follow Warning Letter procedures and processes reporting on students failing to meet
curriculum requirements in line with NSW Department of Education (DoE) and NSW Educational
Standards Authority (NESA) policy and advice. The following section of the JBHS Assessment Policy
clarifies and simplifies this process and stipulates specific steps that are to be followed at a faculty
and school level where departmental or other school policies do not specifically cover procedure.

In general, a student will only be permitted to progress to the following academic year if, in the
principal’s view, there is sufficient evidence that the student has:

o followed the course developed by the NSW Education Standards Authority (NESA); and

o applied themselves with diligence and sustained effort to the set tasks and experiences

provided in the course by the school; and

e achieved some or all of the course outcomes.
While NESA does not stipulate attendance requirements, principals may determine that, as a
result of absence, the course completion criteria may not be met.

12.2 Specific Stage Policy Breakdown

Processes to be undertaken in terms of students at risk of not fulfilling course requirements differ
according to which individual stage or year group in which they are enrolled. This section outlines
procedure for each individual stage.

12.2.1 Stage 4 (Years 7 and 8)

There is no NESA system for Warning Letters in Stage 4, so reporting to parents is the key
requirement when students have missed work. If a student misses an assessment task, homework
or class work, the classroom teacher will deal with the student. This will involve warning the
student and affording the student the opportunity to catch up on the work in the student’s own
time. If the problem is either unresolved or involves persistent non-completion, then contact with
parents through a letter home and/or telephone call will be required. This will be completed
through the school’s Sentral system and the formulation of a Non-Completion of Homework /
Assessment Task letter. Teachers will inform the Head Teacher that this is happening.

JBHS supports regular reporting to parents. All contact with parents will be recorded on Sentral.

A stage 4 student who fails to complete an assessment task on time will receive a mark of zero,
unless the Teacher and Head Teacher judge that there are extenuating circumstances, in which
case an extension or estimate can be considered if appropriate, in line with the requirements in
Section 6 and Section 7. It is important to note that strict rules surrounding the permissibility of
late or non-submitted tasks are outlined in Section 7. Welfare issues, as decided by an appropriate
Senior Executive and communicated by the Head Teacher Welfare or Year Advisor, may see a
classroom teacher being required to award an extension or estimated mark in line with this
Assessment Policy.
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12.2.2 Stage 5 (Year 9)

Teachers may utilise Stage 5 NESA Warning Letters at this stage for significant breaches by
students. Generally, though, the system will be the same as for Stage 4. If a student misses an
assessment task, homework or class work, the classroom teacher will deal with the student. This
will involve warning the student and affording the student the opportunity to catch up on the
work in the student’s own time. If the problem is either unresolved or involves persistent non-
completion, then contact with parents through a letter home and/or telephone call will be
required.

JBHS supports regular reporting to parents. All contact with parents will be recorded on Sentral.

A stage 5 student who fails to complete an assessment task on time will receive a mark of zero,
unless the Teacher and Head Teacher judge that there are extenuating circumstances, in which
case an extension or estimate can be considered if appropriate, in line with the requirements in
Section 6 and Section 7. It is important to note that strict rules surrounding the permissibility of
late or non-submission are outlined in Section 7. Welfare issues, as decided by an appropriate
Senior Executive and communicated by the Head Teacher Welfare or Year Advisor, may see a
classroom teacher being required to award an extension or estimated mark in line with this
Assessment Policy.

If an Assessment Task is left unresolved and the use of a NESA ‘N’ Determination Warning Letter is
deemed necessary, then it can be issued at this stage in consultation with the Head Teacher. It is
to be seen as a reminder of the seriousness of the non-attempt or non-submission and a means of
familiarising appropriate students with the NESA processes involved. Year 9 students will not be
‘N’ Determined on NESA grounds, however, Year 9 ‘N’ Determination letters may be used to aid in
‘N’ Determination decisions for Year 10 students at the end of their Stage 5 courses. In general, a
student will only be permitted to progress to Year 10 if, in the principal’s view, there is sufficient
evidence that the student has:

o followed the course developed by the NSW Education Standards Authority (NESA); and

e applied themselves with diligence and sustained effort to the set tasks and experiences

provided in the course by the school; and

e achieved some or all of the course outcomes.
While NESA does not stipulate attendance requirements, principals may determine that, as a
result of absence, the course completion criteria may not be met.

12.2.3 Stage 5 (Year 10)

Teachers will utilise NESA Warning Letters (Green) where appropriate. The emphasis will be on
utilising these letters as a final option of reporting and rectifying concerns, rather than for
discipline purposes. With regards to class work or homework, student inactions will first be
followed up with correct classroom procedure before the option of ‘N’ Determination Warning
Letters is exercised.

NESA ‘N’ Determination Warning Letters should be issued for non-attempts and non-serious
attempts for Assessment Tasks and for significant coursework missed or incomplete. Teachers will
continue to ensure effective communication with parents/guardians about non-completion issues.
All contact with parents will be recorded on Sentral.
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NESA ‘N’ Determination Warning Letters will be required across the duration of the course for a
student to be ‘N’ Determined at the completion of Stage 5. Near the end of the Stage 5 course
(with dates to be determined by official NESA deadlines), Teachers and Head Teachers will be
required to submit ‘N’ Determination nominations for students who have not met NESA
requirements. A panel consisting of the appropriate Deputy Principal, the Head Teacher Secondary
Studies and the Year Advisor will accept or reject all ‘N’ Determination nominations. For ‘N’
Determination nominations to be accepted, submissions must include multiple official NESA ‘N’
Determination Warning Letters covering:

e assessment tasks with a total weighting of 50% or greater missed in a course and/or

e coursework of 50% or greater missed and

e the duration of the course.

Stage 5 Course Warning Letters Green) will be sent for students who:

e fail to attempt an assessment task,

e fail to make a serious attempt at an assessment task,

e fail to complete coursework (in class or at home) in a manner that shows a lack of
sustained effort or diligence,

e fail to complete coursework due to unsatisfactory and/or unexplained absences,

e fail to complete significant sections of work due to sustained lack of application or

e cheat in an examination or submit work for assessment that is plagiarised, another
person’s or deliberately late to gain advantage.

A Year 10 Stage 5 student who fails to complete an assessment task will be subject to action as
outlined in this Assessment Policy, with specific focus on Section 7 and Section 8.

In general, a student will only be permitted to progress to Year 11 if, in the principal’s view, there
is sufficient evidence that the student has:

o followed the course developed by the NSW Education Standards Authority (NESA); and

o applied themselves with diligence and sustained effort to the set tasks and experiences

provided in the course by the school; and

e achieved some or all of the course outcomes.
While NESA does not stipulate attendance requirements, principals may determine that, as a
result of absence, the course completion criteria may not be met.

12.2.4 Stage 6 (Year 11)

Teachers will utilise NESA ‘N’ Determination Warning Letters (Yellow) where appropriate. The
emphasis will be on utilising these letters as a final option of reporting and rectifying concerns,
rather than for discipline purposes. With regards to class work or homework, student inactions will
first be followed up with correct classroom procedure before the option of ‘N’ Determination
Warning Letters is exercised.

NESA ‘N’ Determination Warning Letters should be issued for non-attempts and non-serious
attempts for Assessment Tasks and for significant coursework missed or incomplete. Teachers will
continue to ensure effective communication with parents/guardians about non-completion issues.
All contact with parents will be recorded on Sentral.

NESA ‘N’ Determination Warning Letters will be required across the duration of the course for a

student to be ‘N’ Determined at the completion of Stage 6 Preliminary studies. Near the end of the
Stage 6 Preliminary course (with dates to be determined by official NESA deadlines), Teachers and
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Head Teachers will be required to submit ‘N’ Determination nominations for students who have
not met NESA requirements. A panel consisting of the appropriate Deputy Principal, the Head
Teacher Secondary Studies and the Year Advisor will accept or reject all ‘N’ Determination
nominations. For ‘N’ Determination nominations to be accepted, submissions must include official
NESA ‘N’ Determination Warning Letters covering:

e assessment tasks with a total weighting of 50% or greater missed in a course and/or

e coursework of 50% or greater missed and

e the duration of the course.
In addition, evidence should be provided of:

e efforts to assist the student to complete incomplete coursework or assessment tasks, such

as Senior Study Centre Referrals and correspondence with parents/guardians.

A Stage 6 Preliminary student who fails to complete an assessment task will be subject to action as
outlined in this Assessment Policy, with specific focus on Section 7 and Section 8.

Preliminary Course Warning Letters (Yellow) are to be sent for students who:

e fail to attempt an assessment task,

o fail to make a serious attempt at an assessment task,

e fail to complete coursework (in class or at home) in a manner that shows a lack of
sustained effort or diligence,

e fail to complete coursework due to unsatisfactory and/or unexplained absences,

e fail to complete significant sections of work due to sustained lack of application or

e cheat in an examination or submit work for assessment that is plagiarised, another
person’s or deliberately late to gain advantage.

In general, a student will only be permitted to progress to Year 12 if, in the principal’s view, there
is sufficient evidence that the student has:

o followed the course developed by the NSW Education Standards Authority (NESA); and

o applied themselves with diligence and sustained effort to the set tasks and experiences

provided in the course by the school; and

e achieved some or all of the course outcomes.
While NESA does not stipulate attendance requirements, principals may determine that, as a
result of absence, the course completion criteria may not be met.

12.2.5 Stage 6 (Year 12)

Teachers will utilise NESA Warning Letters (Blue) where appropriate. The emphasis will be on
utilising these letters as a final option of reporting, rather than for discipline purposes. With
regards to class work or homework, student inactions should first be followed up with correct
classroom procedure before the option of Warning Letters is exercised. NESA ‘N’ Determination
Warning Letters should be sent for non-attempts and non-serious attempts for Assessment Tasks
and for significant coursework missed or incomplete. Teachers will continue to ensure effective
communication with parents/guardians about non-completion issues. All contact with parents will
be recorded on Sentral.

NESA ‘N’ Determination Warning Letters will be required across the duration of the course for a
student to be ‘N’ Determined at the completion of Stage 6. Near the end of the Stage 6 HSC course
(with dates to be determined by official NESA deadlines), Teachers and Head Teachers will be
required to submit ‘N’ Determination nominations for students who have not met NESA
requirements. A panel consisting of the Principal, the appropriate Deputy Principal, the Head
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Teacher Secondary Studies and the Year Advisor will accept or reject all ‘N’ Determination
nominations. For ‘N’ Determination nominations to be accepted, submissions must include official
NESA ‘N’ Determination Warning Letters covering:

e assessment tasks with a total weighting of 50% or greater missed in a course and/or

e coursework of 50% or greater missed and/or

e the duration of the course.
In addition, evidence should be provided of:

e efforts to assist the student to complete incomplete coursework or assessment tasks, such

as Senior Study Centre Referrals and correspondence with parents/guardians.

A Stage 6 HSC student who fails to complete an assessment task will be subject to action as
outlined in this Assessment Policy, with specific focus on Section 7 and Section 8.

HSC Warning Letters (Blue) are to be sent for students who:

e fail to attempt an assessment task,

e fail to make a serious attempt at an assessment task,

e fail to complete coursework (in class or at home) in a manner that shows a lack of
sustained effort or diligence,

e fail to complete coursework due to unsatisfactory and/or unexplained absences,

e fail to complete significant sections of work due to sustained lack of application or

e cheat in an examination or submit work for assessment that is plagiarised, another
person’s or deliberately late to gain advantage. Such cases of malpractice will be reported
to the Head Teacher Secondary Studies to be added to the NESA Malpractice Register.

12.3 Points on Policy and Procedure

The following points are areas of the JBHS Assessment Policy generally, and Section 12 — ‘N’ Award
Warning Letters and ‘N’ Determinations specifically, that should be highlighted to ensure full
compliance. Points of focus include:

12.3.1 Appropriate Use of ‘N’ Award Letters

The purpose of NESA ‘N’ Determination Warning Letters is to report on student failure to adhere
to NESA requirements in terms of assessment, coursework and application. This section of the
JBHS Assessment Policy is intended to maintain a philosophy that inappropriate use of ‘N’
Determination Warning Letters may diminish their significance in the opinion of students. For this
reason, ‘N’ Determination Warning Letters will not to be used to replace other classroom
management strategies or replace other faculty or whole school policies, including the Homework
and Discipline Policies.

12.3.2 Steps Before Issuing ‘N’ Award Warning Letters

Teachers will endeavour to approach students first and give them the chance to explain their
failure to submit an assessment task or complete coursework before issuing Warning Letters. This
may not always be possible, particularly with students who fail to complete an assessment task
due to absences, but reasonable attempts will be made to discuss issues with the student. Where
contact cannot be made with a student who has failed to submit an assessment task, ‘N’
Determination Warning Letters should be sent despite the lack of communication.
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12.3.3 Completion of a Task After a Warning Letter Has Been Issued

If a student completes a non-submitted assessment task within the re-assigned due date,
indicated on the official Warning Letter, the task will be marked and returned to the student. This
task will receive a mark of zero but will not count towards the awarding of an ‘N’ Determination.
This issue will be classed as ‘resolved’ / ‘completed’. However, if the work is still not completed
after the re-assigned due date has expired, its non-completion will count towards the awarding of
an ‘N’ Determination in that course.

12.3.4 Issuing a Second Warning Letter for the Same Task

A second ‘N’ Determination Warning Letter can be sent for a task or coursework if it is still not
completed, but this is not mandatory. If deemed appropriate, work that is still incomplete can be
added as a second warning to any further ‘N’ Determination Warning Letters pertaining to
additional tasks or work. The issuing of a second Warning Letter for a task is intended to provide
an additional opportunity for a student to rectify a serious situation and, in the case of an ‘N’
Determination at the completion of the course, will be further evidence of attempts made to assist
the student through the course.

12.3.5 Appropriateness of an ‘N’ Determination Warning Letter

The important consideration in judging the appropriateness of an ‘N’ Determination Warning
Letter is whether a student is showing “sustained effort” and “diligence”. Students must engage
with and attempt course outcomes, but do not need to be achieving all the outcomes of a course.
Additionally, a student cannot be issued an ‘N’ Determination Warning Letter for achieving poor
results in a task or an entire course.

12.3.6 Students Catching Up on Incomplete Work

Students who have failed to complete an assessment task and/or significant coursework will be
encouraged to complete work, even to the end of the course, but will not be given an opportunity
to by-pass NESA’s “sustained effort” or “diligence” requirements. Students will not be given a
period of time at the end of the course to complete work to remove an ‘N’ Determination.

12.3.7 Reporting on Attendance Issues

Poor attendance is not a reason for an ‘N’ Determination Warning Letter or an ‘N’ Determination.
Absences will be reported in terms of coursework that has been missed. If a student misses an
amount of coursework due to an absence that is considered significant, then ‘N’ Determination
Warning Letters will be sent reporting “Incomplete Coursework”, with the specific content or
topic(s) listed.

12.3.8 Consistency

Consistency is an essential part of this Assessment Policy and all associated processes. All faculties
will implement this policy and, in reference to ‘N’ Determination processes, Section 12 of the
policy. The purpose of consistency pertaining to ‘N’ Determinations is that students are not
confused on the basis of an unfair process, inequity or inconsistency.
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12.3.9 ‘N’ Determination Record Keeping

Teachers will keep clear records of ‘N’ Determination Warning Letters and possible ‘N’
Determinations by ensuring that all Sentral entries are saved, including updates of status after the
creation of form letters, and all marks are recorded to indicate a non-attempt or non-serious
attempt on official faculty markbooks. The Head Teacher Secondary Studies will archive all ‘N’
Determination nominations, both upheld and rejected, in accordance with the Department’s safe
handling procedures.

12.3.10 Students with a Genuine Reason

A student who has a genuine reason for failing to complete an assessment task or significant
sections of coursework will be provided the opportunity to explain this reason. In Years 10, 11 and
12, the student must obtain an “Application for lllness or Misadventure” form from the Head
Teacher of that subject, complete it and submit it for consideration with attached documentation
in accordance with Section 7. If the appeal is rejected or no suitable documentation is provided,
then the normal procedures for dealing with the non-completion of an assessment task or
coursework outlined in Section 7.2 will be followed.

12.3.11 Consideration for Wellbeing Issues

At times, specific, unavoidable and short-term wellbeing issues may prevent a student from
attempting an assessment task or from completing a task to the best of his/her ability. Wellbeing
issues, as verified by the Senior Executive and/or Head Teacher Welfare and communicated by the
Year Advisor, may see a classroom teacher being required to award an extension or estimated
mark for a student in line with this Assessment Policy.

Similarly, any aspect of this policy may be suspended on wellbeing grounds if a situation is
regarded as serious enough by an authorised person, as listed above.

12.3.12 Non-Attendance and ‘N’ Determinations

Students who are long-term non-attenders are often forgotten in school-based processes. It is,
therefore, essential that teachers understand that they are responsible for every student on their
class roll. Students who regularly or always avoid attending classes will remain a part of this
process and ‘N’ Determination Warning Letters and ‘N’ Determination nominations must be
completed for them in line with this Assessment Policy.

12.3.13 Sustained Effort and ‘N’ Determinations

For an ‘N’ Determination to be upheld, there will need to be evidence of ‘N’ Determination
Warning Letters across the duration of the course, not just a brief period of the course. This is a
NESA requirement.

12.4 Practical Considerations Regarding Warning Letters and ‘N’ Determinations

Certain practical aspects need to be considered when issuing ‘N’ Determinations and weighing the
merits of awarding an ‘N’ Determination to a student. These are outlined below.
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12.4.1 Reporting on Coursework

For course work, teachers will not write ‘N’ Determination Warning Letters for individual pieces of
work. Teachers will group sections or units of work together for the purposes of reporting via ‘N’
Determination Warning Letters. Rather than individual activities or questions being highlighted,
topics, chapters or sections of work will be identified. All warnings related to absences will be
reported in terms of the coursework or assessment task(s) missed.

12.4.2 Provision of Time to Address Concerns

Teachers will provide THREE weeks for a student to complete work when writing ‘N’
Determination Warning Letters, thus allowing a week for the delivery of letters to their homes and
two weeks to complete the work. Teachers will include a date for the completion of tasks or
coursework that is three weeks from the date of the letter.

12.4.3 Amending and Checking Warning Letters

There are various ‘housekeeping’ tasks that need to be undertaken when writing, saving, printing
and sending Warning Letters. Teachers will:

e ensure that student names are printed correctly according to their enrolment.

e remove portions of the letter that are not relevant to the warning.

e staple the pages of the letter together, check the letter for accuracy, sign it and give it to
their Head Teacher. Head Teachers are required to check the letter, sign it and pass it to
the Head Teacher Secondary Studies. Letters will then be processed and given to the
school office for mailing as soon as possible. Where possible, any work to be completed
should also be attached.

e refer Stage 5 students to the JBHS Study Centre under the Junior Study Centre Referral
System and Stage 6 students under the Senior Study Centre Referral System, as outlined in
Section 14.3.4.

e ensure that NESA ‘N’ Determination Warning Letters are printed on the correct coloured
paper. Those colours are:

- Year 10 on GREEN
- Year 11 on YELLOW
- Year 12 on BLUE
e only create Warning Letters through Sentral. The process involves:

1. Open Sentral.

2. From the master Sentral tab in the top left-hand corner, select Welfare.

3. Type the student’s name into the search area. (Multiple entries can be created for the
same task.)

4. Under the ‘N-Award'’ tab, select ‘Warning’.

5. Select the appropriate Letter Template (under ‘Type’).

6. Complete all details on the letter, including the nature of the task, requirements and
relevant completion dates. (Three weeks must be provided for the completion of non-
submitted tasks.)

7. Select the ‘Print Letters’ option at the top of the page.

Print the letter, check it and give it to the faculty Head Teacher for processing.

9. Update the status of the warning entry as required. That is, if a student completes the
work, the status of the Sentral entry will be changed to “Complete”.

o
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12.5 ‘N’ Determinations and Warning Letters for Life Skills Courses

Students studying Life Skills courses will be subject to the same ‘N’ Determination processes as
outlined above. Section 11 of this policy provides additional details relevant to Life Skills courses
but, where specific information is not provided, general information under Section 12 will apply.

Section 12 is continued on the following page.
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12.6 Summary of Procedures for the Use of ‘N’ Determination Warning Letters

The Procedure for the Use of ‘N’ Determination
Warning Letters - A Summary of JBHS Policy

NON-ATTEMPT OR NON-SERIOUS ATTEMPT OF ASSESSMENT TASK
OR NON-COMPLETION OF COURSEWORK

Discuss the matter with the student. If appropriate, proceed with Warning Letter.

v

Use Sentral to write NESA ‘N’ Determination Warning Letter with 3 weeks to complete
(AND make a Junior or Senior Referral to the JBHS Study Centre).

' '

Student completes task Student fails to complete task
Go back to original Sentral entry Go back to original Sentral entry
and update status to “COMPLETE”. and update status.
(Optional)
Write 2" NESA Warning Letter with 3 weeks
to finish.
Student Completes Task Student Fails to Complete Task
Go back to original Sentral entry Go back to original Sentral entry
and update status to “COMPLETE”. and update status

|

Include paperwork on incomplete task

or work if criteria is met to proceed with

‘N’ Determination at the end of the course.
Year 10 on GREEN

Year 12 on BLUE

A teacher should send NESA ‘N’ Determination Warning Letters for students who:
- fail to attempt an assessment task or
- fail to make a serious attempt at an assessment task (generally to be negotiated at a faculty level) or
- fail to complete coursework (in class or at home) in a manner that shows a lack of sustained effort or diligence
or
- fail to complete coursework due to unsatisfactory and/or unexplained absences or
- fail to complete significant sections of work due to sustained lack of application.
A teacher should not send NESA ‘N’ Determination Warning Letters for students who:
- fail to achieve good marks or
- have poor attendance without reference to incomplete coursework or
- fail to achieve some of the course outcomes or
- fail to behave appropriately in class.
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13. Examinations

13.1 Examinations as Assessment

Examinations form one part of assessment and become more important as a component of
assessment in Years 10 — 12. For Year 10, 11 and 12, NESA stipulates the amount of assessment
tasks that can be examination-based tasks and the total weightings that examinations can make
up. These requirements will be adhered to in the process of planning, producing and
implementing assessment schedules.

13.2 Annually Recurring Examination Schedules

The following table outlines the JBHS Examination Schedule that will form the basis of
examination-based assessment each year. Students should still check Assessment Schedules
carefully to ensure that no changes have occurred.

Term | Usual | Exams Notes

Week
3 5-6 Year 12 Trial HSC
3 9-10 Year 11 Yearly If Term 3 is 11 weeks, exams will be in Weeks 10-11.
4 1-2 Year 10 Yearly Including timetabled mandatory and elective exams.
4 5 Year 9 Yearly Including timetabled mandatory and elective exams

13.3 Requirements of Teachers in Preparing and Administering Examinations

When preparing and implementing examinations, teachers will:

e follow the guidelines for setting quality assessment tasks,

e ensure examinations differentiate for all students and allow for questions to challenge a
range of learner interests and abilities,

e ensure confidentiality for questions and papers,

e complete the examination cover sheet before submitting papers for printing,

e submit papers for printing at least one week before the exam period begins,

e ensure students know how to do the examination (exam strategy and process) and have a
written outline of the topics, content, understandings and skills that will be tested via an
official Assessment Notification,

e ensure exams follow faculty, JBHS, NESA and Department procedures for maintaining
consistency in marking and

e provide detailed feedback to assist students to improve their examination performance.

13.4 Examination Rules

Strict examinations rules exist to allow proper assessment of students under examination
conditions. Although most examination rules are based on common-sense requirements for the
effective running of a formal assessment task, there are examination rules specific to the senior
and the junior school. A copy of the Senior School Examination Rules and Junior School
Examination Rules, as distributed to students, is included in the Appendices of this Assessment
Policy. See Appendix 2.
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14. School-Based Assistance

14.1 The Nature of School-Based Assistance

Assistance is available to students who have experienced or are experiencing difficulties with
completing assessment tasks on time or to the best of their ability. Assistance is also available to
students who have not completed a task on time or at all to address this issue and avoid the
possible awarding of an ‘N’ Determination at the completion of a course. The nature of the
assistance is outlined in Section 14.3.

14.2 Additional Assistance Available to Students - Previously Outlined

Many of the assistance options available to students have been outlined in previous sections of
this policy. They include:

e Disability Provisions

e Applications Due to lliness or Misadventure

e Applications for Extended Leave - Travel

e Access to Learning Support Staff

e Access to Life Skills Courses (with strict qualification requirements)

14.3 Additional Assistance Available to Students

A range of assistance options is available to students who need assistance with assessment tasks.
They include:

e JBHS Study Centre

e HSC Mentoring

e LST Self-Referral

e Student Referral to Study Centre

e Senior Half-Day Monday

e Senior Study Periods

e Assessment Planners

e Additional Staff

14.3.1 Additional Assistance Available to Students - JBHS Study Centre

James Busby High Schools offers a study centre on Tuesday, Wednesday and Thursday afternoons
(3.00pm-5.00pm) in the school library free of charge. The JBHS Study Centre is available to
students to access an appropriate environment and qualified teaching staff to assist them with
assessment tasks and homework generally. Students from Years 7-12 are invited to attend the
JBHS Study Centre on a regular or casual basis to obtain individual or group assistance with tasks.
Attendance at the JBHS Study Centre is arranged via the completion of appropriate
documentation.

14.3.2 Additional Assistance Available to Students — HSC Mentoring

James Busby High Schools offers an HSC Mentoring Program on Tuesday, Wednesday and
Thursday afternoons (3.00pm-5.00pm) in the school library free of charge. The JBHS HSC
Mentoring Program is available to students to access an appropriate environment and qualified
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teaching staff to assist them with advice with assessment tasks and homework generally. Students
from Years 11-12 are invited to make use of the JBHS HSC Mentoring on a regular or casual basis
to obtain individual or group assistance with tasks. HSC Mentoring is arranged through
appointment with the relevant teacher and the completion of appropriate documentation and
parental permission.

14.3.3 Additional Assistance Available to Students — LST Self-Referral

While the JBHS Learning Support Team works mainly with students identified through school
testing and teacher observation and referral, students are able to seek assistance from the
Learning Support Team through self-referral. While priority will be given to students identified
through formal testing processes, a student who feels they are in need of LST assistance with an
assessment task may seek advice from the Head Teacher(s) Welfare to do so. Where time and
resources are available, assistance will be provided to the student.

14.3.4 Additional Assistance Available to Students — Student Referral to Study Centre

Staff are able to refer students from Years 7-10 to the after-school study centre if they are not
meeting the requirements of a subject. This referral could be due to missed work resulting from
persistent lateness, truancy or a lack of application to class work, or could involve the non-
completion of assessment tasks. These referrals are made through the JBHS Librarian, who will
notify the student and send a letter to notify the parent or carer. While attendance at the study
centre in the case of a referral is not mandatory, it is requested that parents and carers assist in
attempting to have students complete course work and qualify for the relevant credential by
supporting the referral.

Further, referral to the JBHS Study Centre will be evidence of the school’s attempt to support a
student to qualify for the appropriate course credential.

14.3.4.1 After School Study Centre Referral Policy

The aim of the After-School Study Centre referral is to provide support for students who are at risk
of not meeting course outcomes due to:

e persistent lateness/absence from class,

e failure to complete assessment tasks and/or

e failure to complete substantial class work (multiple tasks).
Students who are referred to the After-School Study Centre will be issued with notification and
parents/carers will be contacted. Attendance will be taken and students will be advised to show
evidence of their work to their referring teachers.

When referring a student to the After-School Study Centre, a teacher will:

1. Identify students who are persistently late and/or absent and have missed a substantial
amount of work, or who have failed to complete assessment tasks and/or substantial class
work (multiple tasks) for lack of effort. Appropriate contact will be made with
parents/carers regarding these concerns and the concerns will be documented on Sentral.

2. Create an incident on Sentral (referral, junior study referral). Contact will be made with the
parent/carer to inform them of the referral.
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3. Notification of this referral will be actioned by the Head Teacher Community Consultation,
who will generate a permission note and distribute it to the student.

4. Students will be assisted to complete the work by the Head Teacher Community
Consultation (or a representative of the study centre). The referring teacher must provide
copies of the tasks to the Head Teacher Community Consultation.

5. The Head Teacher Community Consultation will provide feedback on Sentral, outlining
whether the student attended the session and completed the tasks.

6. Follow up on their own students and take the appropriate action.

14.3.5 Additional Assistance Available to Students — Senior Half-Day Monday

All students in Years 11 and 12 are timetabled to finish scheduled classes at 12.00 on a Monday.
The purpose of the additional “free time” available to senior students is that they can engage in
other avenues for their studies, including Extension courses, practical components of senior
subjects and/or additional study time. The school library is available for any student wishing to use
the resource for additional study or for the completion of assessment tasks. Students who wish to
make use of the school library at this time can do so to complete tasks but must still follow all
school rules and procedures as if they were in attendance for a normal school day.

Students must have permission from a parent / caregiver to leave school at 12.00 on a Monday

and must also return appropriate documentation. The Senior Half-Day Monday is to be accepted
as a privilege which can be withdrawn by the school at any time.

14.3.5.1 Senior School Study Day Referral Policy

The aim of the Senior School Study Day (Senior Half-Day Monday) referral is to provide support for
students who are at risk of not meeting course outcomes due to:

e persistent lateness/absence from class,

e failure to complete assessment tasks and/or

e failure to complete substantial class work (multiple tasks).
Students who are referred to the Senior Study Day will be issued with a permission note and
supervised in the library. Attendance will be taken and students will be advised to show evidence
of their work to their referring teachers.

When referring a student to the After-School Study Centre, a teacher will:

1. Identify students who are persistently late and/or absent and have missed a substantial
amount of work, or who have failed to complete assessment tasks and/or substantial
class work (multiple tasks) for lack of effort. Appropriate contact will be made with
parents/carers regarding these concerns and the concerns will be documented on
Sentral.

2. Create an incident on Sentral (referral, senior study referral). Contact will be made with
the parent/carer to inform them of the referral.

3. Notification of this referral will be actioned by the Head Teacher Community
Consultation, who will generate a permission note and distribute it to the student.

4. Students will be assisted to complete the work by the Head Teacher Community
Consultation during period 5, lunchtime and period 6. The referring teacher must
provide copies of the tasks to the Head Teacher Community Consultation.
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5. The Head Teacher Community Consultation will provide feedback on Sentral, outlining
whether the student attended the session and completed the tasks.
6. Follow up on their own students and take the appropriate action.

14.3.6 Additional Assistance Available to Students — Senior Study Periods

A Year 11 or Year 12 student studying an extension course or a Year 12 student who has dropped a
course to study 10 units will have “Study Periods” on their timetable. This is a series of timetabled
periods during which students must attend the library or sit in the back of the classroom of the
subject they have dropped in the event that the library is closed to students. These periods are to
be used by students to complete private study and to complete assessment tasks.

14.3.7 Additional Assistance Available to Students — Assessment Planners

All students in Years 7-12 are provided with a copy of the year-specific Assessment Booklet
outlining all assessment tasks to be completed across all courses during the year. Included in each
Assessment Booklet is a copy of the JBHS Assessment Planner. Students are encouraged to
transfer all information pertaining to assessment tasks in their own courses across to their
personal Assessment Planner to allow clear access to dates for upcoming tasks.

One Wellbeing Meeting will be set aside for each year group to complete this process of
transferring assessment information to personal Assessment Planners.

14.3.8 Additional Assistance Available to Students — Additional Staff

Many staff members are employed at James Busby High School to either directly or indirectly
assist students to complete assessment tasks or to deal with the pressures related to assessment
processes. Students are responsible for seeking the assistance of these staff members for issues
that go beyond the general assistance provided at a school level to entire cohorts of students. The
staff who students may wish to consult regarding individual issues include:

e Head Teacher Secondary Studies

e Year Adviser(s)

e Deputy Principal(s)

e Head Teacher(s) Welfare

e Members of the Learning Support Team

e Librarian and other Library Staff

e Careers Adviser
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15. Offensive Material in an Assessment Task

15.1 What is ‘Offensive Material’?

‘Offensive material’ is any material from which a reasonable person may take offense.
Consideration will be given to context, purpose and audience when attempting to determine the
offensive nature of material, but decisions on whether material is offensive or not will be dealt
with on a case-by-case basis using a common-sense approach. ‘Offensive material’ could include
words, phrases, quotes, images or suggestions used to cause offense.

15.2 Dealing with Offensive Material in an Assessment Task

If a student includes information that is deemed offensive in an assessment task, then penalties
will be imposed. If offensive material is included in an assessment task, the teacher will consult
with the faculty Head Teacher to determine the extent of offense and the penalty to be imposed.

15.3 Possible Penalties for Offensive Materials

If an assessment task is deemed to include offensive material, the penalties imposed will differ
depending on the seriousness of the offense. Generally, the assessment task will be deemed a
‘non-serious attempt’ and appropriate penalties will result, including a mark of zero and the
recording of a non-attempt for the task. Consequently, an ‘N’ Determination Warning Letter will
be sent for the task if the student does not rectify the issue and re-submit the task by a date
negotiated with the Head Teacher of the faculty.

Further disciplinary action may be taken at a school level by the Deputy Principal if the matter is
deemed serious enough. Generally, if the offense caused by the material is deemed serious
enough to warrant the action outlined above, then the matter could also be referred to the
Deputy Principal. Further action in such situations will be covered by the James Busby High School
Discipline Policy.

15.4 ‘Offensive Material’ vs ‘Inappropriate Material’

At times the line between material included in an assessment task that is ‘offensive’ and
‘inappropriate’ may not be clear. All offensive material will also be deemed inappropriate, but
some material may be inappropriate without necessarily causing offense. Cases where a student
has included material that is deemed ‘inappropriate’ but not ‘offensive’ will be dealt with in an
appropriate manner, which may include a mark penalty to reflect outcomes related to
‘communication’, ‘use of sources’ or other similarly linked outcomes or may include a suggestion
to the student to remove or amend the inappropriate material and re-submit the task.
Alternatively, the section deemed inappropriate could be ignored by the teacher and the
remainder of the task marked without the inappropriate material being considered. These options
should be discussed between the teacher and Head Teacher of the faculty and will be handled on
a case-by-case basis using a common-sense approach.

15.5 The Right to Appeal Against a Ruling of ‘Offensive’ or ‘Inappropriate Material’

If a student disagrees with a decision made by a teacher or Head Teacher about the offensive
nature of material in a task, they should discuss the matter with that teacher or Head Teacher. If a
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student wishes to appeal the decision of the Head Teacher, then they should arrange to meet with
the Deputy Principal about the issue. The decision of the Deputy Principal, on behalf of the
Principal, shall be final. Students and parents/carers retain the right to appeal or escalate any
concerns.
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16. Vocational Education and Training (VET) Subjects

16.1 What Are Vocational Education and Training (VET) Courses?

Vocational Education and Training (VET) courses are offered as part of the Higher School
Certificate (HSC) or Record of School Achievement (RoSA). VET courses are designed to deliver
workplace-specific skills and knowledge and cover a wide range of careers and industries. VET
courses for secondary students are developed by the NSW Educational Standards Authority (NESA)
and are based on national training packages.

VET courses allow students to gain both HSC or RoSA qualifications and a qualification recognised
throughout Australia as part of the Australian Qualification Framework (AQF). These qualifications
are widely recognised by industry, employers and tertiary training providers, such as TAFE NSW
and Universities, and will assist students to move between various education and training sectors
and employment. Public Schools NSW, Ultimo, is accredited as a Registered Training Organisation
(RTO) to deliver and assess VET qualifications.

Board Developed VET courses have specified workplace requirement and include industry specific
mandatory work placement (70 hours) or, occasionally, simulated workplace hours at school.

16.2 How Are VET Courses Assessed?

Assessment in all VET courses is competency based. The student is assessed on what they can do
(the skills) and what they know (the knowledge). Students who have successfully achieved
competencies will have the skills and knowledge they need to complete workplace activities in a
range of situations and environments and to an industry standard of performance that is expected
in the workplace.

Competency-based assessment materials are designed to ensure that each learner has achieved
all of the outcomes (skills and knowledge). Competency-based training is based on performance
standards that have been set by industry. Students will receive documentation showing the
competencies achieved for the VET course undertaken.

16.2.1 VET and Competency-Based Assessment

VET subjects are assessed in the same manner as all other subjects. However, as VET subjects are
based on the achievement of competencies, students who attempt an assessment task and are
deemed ‘not yet competent’ shall be allowed further opportunities at an agreed time, as long as
practical considerations permit. Such considerations include:

the availability of an assessor

cost and availability of resources required

WHA&S requirements

sufficient time

VET framework courses include a mandatory work placement component as required by NESA.
Failure to complete this placement will result in an ‘N’ Award Warning Letter and, if not
completed, an ‘N’ Determination for that course.
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16.3 NESA Requirements Related to VET Subjects

Students undertaking a VET course must meet the requirements of NESA for the award of the
Higher School Certificate along with the requirements of the AQF for the award of a certificate of
attainment or statement of attainment.

NESA has mandated work placement as a requirement of the HSC. Students must complete the
hours of work placement required for the course undertaken as part of the assessment process.

16.4 Recognition of Prior Learning (RPL) As Assessment Achieved

Recognition of Prior Learning is a way of giving students an opportunity to demonstrate their skills
and understanding, considering when, where and how learning was undertaken. By undertaking
the process individuals can gain credit towards a qualification based on prior achievements.
Workplace Learning is the most common area of RPL for secondary students, however, RPL should
not be limited to this aspect only if competency is evidenced. Prior learning which is relevant to
the course should be recognised within the context of the qualification being sought.

Acceptable forms of evidence of Prior Learning include:
¢ relevant documentation from a recognised RTO, such as competency records
e references from previous employers

e work samples.

The JBHS VET coordinator can provide the forms and more details of the recognition process.

16.5 Competency-Based Assessment — Additional Information

Following is a detailed explanation of the nature, processes and purposes of competency-based
assessment. Students should seek additional information from the JBHS VET Coordinator if
required.

e VET courses are competency based. This requires students to develop the competencies, skills
and knowledge described by each unit of competency.

e Students must demonstrate to a qualified assessor that they can effectively carry out the
various tasks to the standard required in the appropriate industry to be assessed as
competent.

e Demonstrating competence means that a student can consistently perform the task or show
an understanding to the level required by the industry standards.

e When a student successfully demonstrates competence against a particular standard s/he will
be judged as "competent". There is no pass/fail. A student is either "competent" or "not yet
competent".

e The units of competency a student achieves will lead to an AQF qualification or Statement of
Attainment.

e Assessment is the process of identifying, gathering and interpreting information about
student learning.

e Teachers will usually organise numerous chances for students to demonstrate a competency.

e A student may seek further opportunities to demonstrate competencies but these need to
occur without disruption to the work of fellow students.
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e Assessment tasks in VET courses follow the same rules and procedures as other Preliminary/
HSC courses. However, assessment marks are only used in the case of illness or misadventure
for the optional HSC exam

e The final assessment must cover all the course objectives including those objectives measured
by the HSC examination.

e All students are expected to carry out all assessment tasks in each course.

e ‘N’ Determinations are still awarded for non-completion of assessment tasks and non-serious
attempts of tasks.

e In the case of VET courses, assessment can span over the Preliminary and HSC course without
distinction between the two courses of study.

16.6 ‘N’ Determinations in VET Courses

A student will be ‘N’ Determined in a VET course in line with the processes outlined in Section 12
for one, two or all of the following:

e Non-completion of assessment tasks

e Non-serious attempts at assessment tasks

e Failure to complete Work-Placement requirements

16.7 Assessment Schedules for VET Courses

All assessment in VET Frameworks is continuous. Therefore, Assessment Schedules will be
presented in the same format as all other courses, but dates for tasks will be estimates and will be
used as a guide only. The specific date for assessment of “Assessment Task Clusters” will be
provided by the teacher at the appropriate time using the generic format of JBHS Notification of
Assessment Task documents, as outlined in Section 5.1.3.

16.8 Appeals

If a student believes that they have not been fairly assessed in a VET course, they have a right of
appeal. Students have the right to lodge an appeal against the assessment of their competency on
the following grounds:
e The assessment process did not provide them with a fair and reasonable opportunity to
demonstrate their competency.
e They were not informed in advance of the conditions and method of assessment.
e The process used was discriminatory in some way.
e They were ill or suffered misadventure at the time of assessment. (This must be supported by
appropriate documentation as outlined in Section 7.3.)

If a student believes they have not been assessed fairly, they should firstly discuss it with their
class teacher. If the student is still not satisfied, they should discuss it with the Head Teacher
and/or School VET Coordinator within 10 days of the warning letter.

If the student is still not satisfied, they may choose to discuss the matter with the school Principal.
The student must lodge a formal appeal in writing to the Principal. Appeals must be lodged within
five days from the date of assessment. A decision on an appeal will be made by an Appeals
Committee consisting of the Head Teacher Secondary Studies, relevant Head Teacher, Year
Adviser and Deputy Principal.
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If the student is still not satisfied, they may choose to write to the Chief Executive of the
Registered Training Organisation.

Formal appeals need to be based on identified problems with the assessment process rather than
an unsuccessful assessment result. Appropriate forms can be collected from the JBHS VET
Coordinator.

16.9 VET Reports

Students receive a VET report twice a year. The VET report identifies competencies that have been
delivered and achieved as well as work placement hours completed. Students will be given
feedback concerning their progress through access to competency records and through verbal and
written feedback from their teacher.
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17. Further Information Specific to Senior Year Groups

17.1 Further Information Specific to Year 12 Students

In addition to all information provided in Section 5 and Section 6, under the heading “Assessment
Procedures”, the following information relates to all student assessment in HSC courses (Year 12).

17.1.1 HSC Assessment Timeframe

The HSC is studied over two distinct courses: Preliminary and HSC. The Preliminary course is
undertaken in Terms 1, 2 and 3 in Year 11 and the HSC course spans Term 4 and Terms 1, 2 and 3
in Year 12. Assessment for the HSC is undertaken according to these timeframes accordingly.

To be eligible for the award of the HSC, students must satisfactorily complete 12 units of the
Preliminary course and at least 10 units of the HSC course with a minimum total of 22 units.

The assessment criteria for the two courses are completely separate. The Preliminary course is a
necessary pre-requisite for the HSC course, however, the preliminary assessment marks do not
count towards the HSC assessment mark submitted to the New South Wales Educational
Standards Authority (NESA). In Mathematics, up to 30% of the HSC examination content may come
from the preliminary course.

The HSC will show two marks: the examination mark and the assessment mark. The moderated
assessment mark and the examination mark each comprise 50% of the total HSC result. Therefore,
the school assessment is worth 50% of the final result.

At the end of the course, the marks for each course are aggregated, using appropriate weightings,
to arrive at a final assessment mark for each student. These assessment marks are then submitted
to the New South Wales Educational Standards Authority (NESA) and students receive only their
rank for their final school report.

17.1.2 Do Students Have to Attempt All Assessment Tasks?

Yes. NESA expects students to attempt all Assessment Tasks. Students must make a genuine
attempt at Assessment Tasks which contribute to in excess of 50% of the available marks. If this
requirement is not met, the course will not be deemed as satisfactorily completed.

Students should note that internal assessment tasks will not necessarily cover the entire range of
syllabus outcomes but will cover a representative sample of the outcomes for the entire course.
Similarly, the HSC examination for each subject will not seek to cover every outcome from the
syllabus.

17.2 Further Information Specific to Year 11 Students

In addition to all information provided in Section 5 and Section 6, under the heading “Assessment
Procedures”, the following information relates to all student assessment in Preliminary courses
(Year 11).
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17.2.1 Preliminary HSC Assessment Timeframe

The HSC is studied over two distinct courses: Preliminary and HSC. The Preliminary course is
undertaken in Terms 1, 2 and 3 in Year 11 and the HSC course spans Term 4 and Terms 1, 2 and 3
in Year 12. Assessment for Preliminary courses is undertaken according to these timeframes
accordingly.

To be eligible for the award of the HSC, students must satisfactorily complete 12 units of the
Preliminary course and at least 10 units of the HSC course with a minimum total of 22 units. As
most students will study only 12 units in Yr 11, an ‘N’ Determination in one subject will seriously
jeopardise their ability to qualify for an HSC.

The assessment criteria for the two courses are completely separate. The Preliminary course is a
necessary pre-requisite for the HSC course, however, the preliminary assessment marks do not
count towards the HSC assessment mark submitted to the New South Wales Educational
Standards Authority (NESA). In Mathematics, up to 30% of the HSC examination content may come
from the preliminary course.
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18. The Record of Student Achievement

The Record of School Achievement (RoSA) is the credential for students who leave school after
Year 10 and before they receive their Higher School Certificate (HSC).

A Record of School Achievement:
e isawarded to students who leave school after completing Stage 5 (Year 10) but before
completing the HSC.
e shows a student’s achievements up until they leave school.
e is based on moderated, school-based assessments.
e s arecord of courses they have attempted.
e isarecord of the date of leaving school.
e offers voluntary literacy and numeracy tests for students leaving school.
e offers optional reporting of extracurricular achievements.

Student eligibility for a RoSA include the following:
e Students who are eligible and leave school before receiving the HSC.
e A student receiving the HSC can also request a copy of their Record of School
Achievement.
e Studentsin Year 11 or 12 not leaving school can access a transcript to use when seeking
casual work, apprenticeships or TAFE enrollment. This is not an official credential.

18.1 RoSA Eligibility

To be eligible for the NSW Record of School Achievement, students must have:
e Attended a government school or accredited non-government school within NSW, or a
school outside NSW recognised by the NSW Educational Standards Authority (NESA).
e Satisfactorily completed NESA-approved courses of study.

The satisfactory completion of a course requires principals to have sufficient evidence that the
student has:
e followed the course developed or endorsed by NESA;
e applied themselves with diligence and sustained effort to the set tasks and experiences
provided in the course by the school; and
e achieved some or all of the course outcomes.

This includes ensuring that students have:
e Satisfactorily completed the school-based assessment program; and
e Satisfied attendance expectations.

If a student is ‘N’ Determined in @ mandatory Year 10 course, they will be ineligible for a RoSA
prior to the completion of Year 11.

18.2 What is Included in the Record of School Achievement at the End of Year 10?

The ROSA credential will report on student’s achievements in Stage 5 using A to E grades. Core and
elective subjects that have been satisfactorily completed in Stage 5 will be reported with a school
determined grade. Other mandatory curriculum requirements met will also be listed.
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18.3 Obtaining a Copy of the RoSA

A RoSA will only be issued when a student officially leaves school. When a student officially ceases
their enrolment with the school, the Head Teacher Secondary Studies will apply for a RoSA on the
student’s behalf and it will be available for the student to access through his or her NESA Students
Online account. The school cannot issue or access a student’s RoSA. The school can access a copy
of the student’s e-record once the enrolment has ceased and a student can access a copy of their
own e-record at any time during enrolment via their NESA Students Online account.
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19. Safe Storage of Records and Documents

It is a DoE, NESA and JBHS requirement that assessment documents, results and work samples be
stored in accordance with safe record keeping practices. The following practices will be followed.

19.1 Storage of and Access to Assessment Documents

All assessment documents referred to in this policy, especially in Section 5 (Assessment Procedures
— Notification of Tasks), Section 7 (Late Tasks and Non-Submitted Tasks), Section 10 (Disability
Provisions), Section 11 (Life Skills) and Section 12 (‘N° Award Warning Letters and ‘N’
Determinations) will be stored securely within relevant faculties. These documents will be stored
in a manner that is:

e appropriately secure

e accessible to all staff requiring their use

e an appropriate storage medium for the specific document

e accessible, at short notice, to the Principal, Deputy Principal and Head Teacher Secondary

Studies
e guaranteed to provide a backup copy if an original is lost or destroyed.

These documents will also be submitted to Supervisors when requested as part of ongoing school-
based processes and provided to the community in accordance with school policy.

19.2 Storage of and Access to Results

All assessment tasks will be marked in a timely manner and results will be entered into Sentral
Markbooks according to faculty policy. All results will be stored in a manner that is:
e appropriately secure
e accessible to all staff requiring their use
e accessible, at short notice, to the Principal, Deputy Principal and Head Teacher Secondary
Studies
e guaranteed to provide a backup copy if an original is lost or destroyed

Marks achieved by students should be entered as awarded and not amended to reflect potential,
unless specific approval to do so has been given by the Principal, Deputy Principal or Head Teacher
Secondary Studies. This approval will be based on specific needs, generally of a well-being nature,
informed by any of the above or the Head Teacher(s) Welfare.

19.3 Retention of Work Samples — Years 10, 11 and 12

It is @ NESA requirement that work samples be retained for all courses reportable to NESA that do
not have an external examination. For this reason, teachers will collect and retain work samples
for one significant assessment task, preferably later in the course, for all Year 10 and Year 11
courses and some Year 12 course as mandated by NESA.

Work samples should reflect a typical top, middle and lower end response as a minimum, with a

typical A, C and E response being preferable. Samples will be clearly labelled with the grade
awarded and student names deleted.
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Work samples are also required for some HSC courses without a mandatory HSC examination,
including English Studies and Numeracy.

Work samples will be stored electronically in the relevant faculty.

65



20. Appeals and the Appeals Committee

20.1 Right of Appeal

A student has the right to appeal the decision of a teacher or a faculty with regards to assessment.
Appeals will be against process only and not about individual marking or subject-based issues.
Before appealing, a student should be familiar with the contents of this Assessment Policy, as
rulings by the Appeals Committee will be decided based on:

1. the content of this policy or

2. where the policy is not explicit, a reasonable interpretation of this policy or

3. where the policy does not address the concern, a reading of the intent of the policy.

20.2 How to Appeal

A student will first raise any concerns with the application of this policy to their classroom teacher.
If concerns are not addressed to the satisfaction of the student, then s/he will speak to the Head
Teacher about the concern. If concerns are still not addressed to the satisfaction of the student,
s/he may elect to appeal the decision or handling of the concern to the Appeals Committee. This
appeal will initially be made to the Head Teacher Secondary Studies, who will form the Appeals
Committee if required.

It should be remembered that the Appeals Committee will not hear appeals based on individual
marks or the marking of a task, but will hear appeals related to assessment processes.

All appeals related to HSC Assessment Rankings should be directed with urgency to the Head

Teacher of the course concerned and this appeal should be escalated to the Head Teacher
Secondary Studies immediately.

20.3 The Appeals Committee

An Appeals Committee will be formed to hear an appeal by a student. This committee will be
formed by the Head Teacher Secondary Studies and will generally include the following members:
e Head Teacher Secondary Studies
e Deputy Principal
e Year Adviser
e Principal (for Assessment Ranking and HSC matters only)
The make-up of the Appeals Committee is open to change to allow for the availability of staff to sit
on the committee.

20.4 Timing of Appeals

All discussions or appeals will occur within the following time-frames:

1. Discussion with a teacher about a mark on a task or question — within the time-frame of
the lesson in which the task and mark are returned and before leaving the room. Where a
mark and the actual task are returned at different times, this process will begin once BOTH
marks and tasks have been returned.

2. Discussion or referral to the Head Teacher — within two days of the incident or concern.

Referral to the Appeals Committee — within five days of the incident or concern.
4. Appeals Against Assessment Ranks — to the Head Teacher Secondary Studies immediately.

w
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Appendix 1 — Application Due to lliness or Misadventure

APPLICATION DUE TO ILLNESS OR MISADVENTURE
YEARS 10, 11 AnD 12

James Busby High School’s fliness/Misadventure Program assists students who are prevented from
attending an examination (including a practical examination) or submitting an assessment task on time due
to iliness or unforeseen misadventure.

If you fail to attend an examination or submit an assessment task on time and you feel that you have a
genuine and well supported reason, it is YOUR RESPONSIBILITY to obtain an Application Due to lliness or
Misadventure form from the Head Teacher of the relevant faculty, complete the form and return it to the
Head Teacher promptly WITH SUPPORTING DOCUMENTATION. You must still submit the task.

Do not assume that an application for lliness / Misadventure will be successful

You should attend every examination and submit every task if at all possible. Do not miss an examination
or fail to submit an assessment task on time just because you don't feel you are able to do your best and
assume that your application will be successful.

THE PROCESS FOR APPLYING FOR ILLNESS OR MIiSADVENTURE IS;

If you fail to attend an examination or fail to submit an assessment task on time and wish to have a mark or
another attempt made available, you MUST:

e obtain an Applications Due to lliness or Misadventure form from the Head Teacher of the faculty in
which the examination or task was conducted and sit or submit the task at this time

complete the form in full, including an explanation of your reason for missing the examination or task
attach your supporting documentation, which should be as specific and detailed as possible
e hand your form back to the Head Teacher of the relevant faculty, who will give you a receipt to keep

CAN THE CASE BE TAKEN FURTHER?

If the Head Teacher believes that the application is complex, unigue or difficult to judge, it will be sentto a
panel consisting of the Senior Executive and BOSTES Coordinator to consider. This panel will advise you of
their decision.

If you do not agree with the original decision and have a good reason for doing so, you may appeal the
decision. To do this, inform the Head Teacher of your wish to appeal and they will pass it on to the panel,
who will inform you of their decision.

WHEN CAN YOU NOT SUBMIT AN ILLNESS/IVIISADVENTURE APPLICATION?

You cannot submit an application on the basis of:
« difficulties in preparation or loss of preparation time; for example, as a result of an earlier illness

loss of study time

long term ilinesses such as glandular fever, unless you suffer a flare up of the condition during the
ion or when the task is due

the same grounds for which you received disability provisions, unless you experience additional

difficulties during the examination or assessment task period

misreading an examination or class timetable

other cc i such as partici| in entertainment, work, sporting events or other school
programs or attendance at examinations conducted by other educational organisations. If an
examination or assessment task clashes with any other genuine fixed school commitments,
arrangements should be made with the Head Teacher / Classroom Teacher prior to the examination or

task.

EVIDENCE FOR YOUR ILLNESS/IVIISADVENTURE

It is very important that you provide independent evidence with your application. You should seek
independent evidence on the same day, either immediately before or after the examination or assessment
task for which you are applying. The documentation you provide must be current, specific to the date and
time of the examination or task and submitted attached to the application form.

of appropriate evid would be;
e a medical certificate containing specific dates and DETAILED information about the reason for your

for your records. absence or failure to submit a task. A medical certificate simply stating “unfit for work/school” may
°  NOTE: You must sit or submit your task on the first day you are back at school. not be sufficient.
e a police report if the misadventure involved an accident or crime.
WHAT HAPPENS NEXT? o It is very unfikely that a note from a parent will be as evid of illness or mi e.
The Head Teacher of the faculty in which you missed your examination or assessment task, in consultation
with the classroom teacher, will consider your application, make a decision on whether or not it will be
accepted and advise you of his or her decision.
SECTION A: (TO BE COMPLETED BY THE STUDENT) oh

INSTRUCTIONS FOR COMPLETING AND SUBMITTING THIS FORM:

Closing Date for Applications:

The Application for lliness/Misadventure form needs to be collected, completed and submitted on the day
you return to school and no fater than ONE week after the examination or assessment task. If your absence
is longer than ONE week, you should seek advice from the Head Teacher of the faculty by phoning the
school.

Checklist:

1 Sit or submit your task on the first day you are back at school unless other arrangements have been

made with the Head Teacher. This will generally be the day after the date for which your
documentation covers you.

[ Cotlect the form from the Head Teacher of the relevant faculty immediately on your return to schoof.

I Fill in SECTION A in full. Make sure you write your full name, examination / task details, nature of

illness/misadventure and nature of supporting evidence.

[ Attach your supporting documentation to the back of this form by stapling it.
[ Hand the completed form to the Head Teacher of the relevant faculty.
[T Keep the acknowledgment slip that is given to you for your own records.

O Await the decision of the Head Teacher or Panel and consider your right to appeal.

Application Due to lllness/Misadventure at the Time of an Examination or Assessment Task

Family Name:, First Name:

Subject: . Year:,

Examination or Task:

Date of Examination or Task:,

Nature of lliness/Mi ure:

Describe how the illness or misadventure prevented your attendance or affected your performance:,

What evidence are you providing to support your application?.

Student Declaration:

| have carefully read the information attached detailing Iliness/Misadventure applications and other
instructions on this form. | have completed all sections and items listed on the checklist.

| consider that my failure to attempt my ination or submit my task on time was affected
by genuine illness or unforeseen misadventure which occurred immediately before or during the

examination or task.
I declare that all information that I have supplied is true.

Student Signature: Date:,

Parent / Guardian Name:,

1 this form is lodged on behalf of a student, please complete the following details:

Name of person lodging application:

Reason the student is not lodging the application:

Signature: Telephone:,
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SECTION B: (To BE COMPLETED BY THE RELEVANT HEAD TEACHER)
Application Due to lliness/Misadventure at the Time of an Exarination or Assessment Task
o Ensure that the student is given the acknowledgement slip at the bottom of this page on submission

of the application.

©  Photocopy and give a copy of this page to the student on decision.

Head Teachet’s Decision: Applicationis ACCEPTED / REJECTED / REFERRED TO PANEL

Reason for decision:

Attach your supporting documentation
by stapling it to the back of this application.

Signature: Date:

Panel’s Decision: Application is ACCEPTED / REJECTED

Reason for decision:

Signature: Date:

Acknowledgement of Receipt of Application Due to lliness/Misadventure:
(To be completed by relevant Head Teacher and retained by the student)

Student’s Name:
Subject:
Examination/Task:

I'acknowledge receipt of your examination Hiness/Misadventure application.

Signed: Position: Date:
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Appendix 2 — Senior and Junior School Examination Rules

SENIOR SCHOOL EXAMINATION RULES

Supervisors of Stage 6 (Yr 11 & 12) examinations, whether they are outside supervisors or your teachers,
have been given strict instructions about what students can and can’t bring into the exam room and
behaviour which is unacceptable in the exam room. You will not be allowed to bring in any item that is
banned from the exam room and you will be removed from the exam room if you break any of the very strict
examination rules. This means that you could be ‘N’ Determined in that subject as you have not successfully
completed the examination component.

You MUST be aware that strict rules about punctuality, equipment and behaviour will be
enforced and you will have no grounds for appeal if you break one of these rules.

Basic Examination Rules - Conduct

Students MUST
e know and follow the exam timetable and be on time to every exam (AT LEAST 15 MINUTES early).
e write in BLACK pen, so bring a supply of pens with you. A pen will not be provided by supervisors.
© check all equipment to be used. Equipment failure is NOT grounds for an appeal for misadventure
so make sure your equipment works.

© consider your need to feave the exam room at any time during the exam. You will only be allowed
to leave the exam room (to use the toilet, for example) in extreme cases, and this will be logged. You
will not be allowed to leave the room under any circumstances in the first hour of an exam.

o follow the day-to-day rules of the school

« follow the supervisor’s instructions at all times

o sit exactly where directed

e behave in a polite and courteous manner towards the supervisors and other students

© make a serious attempt at answering all questions in the examination.

Students MUST NOT:
e eatin the examination room
o speak to any person other than a supervisor during an examination
e behave in any way likely to disturb the work of any other student or upset the conduct of the
examination
e attend an examination while under the influence of alcohol or drugs
* take into the examination room any equij other than the equi allowed

o take any electronic device into the exam room except for BOSTES approved calculators for certain
examinations

© leave the examination room, except in an emergency and in the company of a supervisor

© use the toilet during the first hour or last half hour of any exam

© borrow or attempt to borrow equipment in the examination room.

Basic Examination Rules - Equipment

Students MAY bring these items into the exam room:
a supply of BLACK pens
aruler
highlighters
pencils and a sharpener
a bottle of water in a clear bottle
a watch can be worn into the exam room, but it must be removed and placed on your desk

any equipment listed under specific subjects attached to your personalised exam timetable and
posted on the BOSTES noticeboard (outside A4)

an approved for certain inations (see separate list of approved calculators posted
on the BOSTES noticeboard)

All equipment brought into the examination room will be inspected by supervisors.

Students MUST NOT bring these items into the exam room:
mobile phones (even if turned off)

any electronic device except an app i ing phones, organisers, tablets, music
players, ipods, etc)

paper or any printed material, unless otherwise directed by your teacher

dictionaries (except for where permitted in language exams)

correction fluid or tape (such as liquid paper)

pencil cases (carry pens or put them in a small, clear plastic bag)

any watch with an alarm or chime that is set

food and drink (except water, as stated above)

Other Important Information:

You must make every attempt to get to your exams. If there are extreme circumstances that
prevent you from getting to your exam, you must IMMEDIATELY call the school and speak to your
teacher to explain your situation. If you miss an exam, you will be required to fill in and submit an
“Application Due to lliness or Misadventure” form IMMEDIATELY, stating reasons and providing
evidence for your inability to attend. This could include medical certificates, police reports, etc. Be
advised that applications for lliness and Misadventure do not need to be accepted, so don’t depend
onit.

Remember, you MUST BE AT EVERY EXAM EXCEPT FOR IN EXTREME AND
RARE CIRCUMSTANCES.

If you do not make a serious attempt at an examination, you will not receive a mark in that course.

If you break any of the rules stated above, you may be asked to leave the examination and may be
‘N’ Determined in that subject.

JUNIOR SCHOOL EXAMINATION RULES

Teachers supervising your exams will enforce strict rules about what students can bring into an exam and behaviour which is
unacceptable in an exam. You will not be aflowed to bring in any item that is banned from the exam and you will be removed
from the exam room if you break any of the very strict examination rules. This means that you could receive an ‘N’ Award as you
have not successfully completed the examination. You will also need to complete the examination during lunchtime.

You MUST be aware of the strict rules about p ity, and behaviour.

Basic Examination Rules - Conduct

Students MUST
©  know and follow the exam timétable and be on time to their exams (arrive at the start of the period).
write in pen, so bring a supply of pens with you. A pen will not be provided by teachers.
e checkall equipment to be used. Make sure your equipment works.
o follow the day-to-day rules of the schaol
o follow the teachers’ instructions at all times and behave in a polite and courteous manner to all.
* sit exactly where directed
©  make a serious attempt at answering all questions in the examination.

Students MUST NOT:
e eatinthe examination room
©  speak ta any person other than a teacher during an examination
* behave in a way likely to disturb the work of any other student
® takeinto the iination room any equi other than the allowed

©  take any electronic device into the exam room except for BOSTES approved calculators
°  leave the examination room, except in an absolute emergency and in the company of a teacher
*  borrow ar attempt to borrow equipment in the examination raom.

Basic Examination Rules - Equipment

Students MAY bring these items into the exam room:
e stationery, including a supply of pens, a ruler, highlighters, pencils and a sharpener
©  abottle of water in a clear hottle
awatch can be worn into the exam room, but it must be removed and placed on your desk
anapproved calculator for certain examinations (this includes the calculator you use in class).
* Al equipment brought into the examination room will be inspected by teachers.

Students MUST NOT bring these items into the exam room:
©  mabile phones (even if turned off) and any electronic device except an approved calculator {including phones, organisers,
tablets, music players, ipods, watches with alarms, etc)
©  paper or any printed material, unless otherwise directed by your teacher
o dictionaries (except for where permitted in language exams)
«  correction fluid or tape {such as liquid paper)
°  pencil cases {carry pens or put them in a small, clear plastic bag)
+  food and drink (except water, as stated above)

Other Important Information:

®  You must make every attempt to get to your exams. If there are extreme circumstances that prevent you from attending,
Yyou must see your teacher, with a medical certificate, as soon as you return.
You MUST BE AT EVERY EXAM EXCEPT FOR IN EXTREME CIRCUMSTANCES.
°  ffyou donot make a serious attempt at an examination, it will be treated as a non-attempt and you wil sit the exam again.
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Appendix 3 — Assessment Schedule (Sample)
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Appendix 4 — Assessment Task Notification

James Busby High School [l e

Equality, Academic Success, Respect and Safety AUTHORITY

ASSESSMENT TASK NOTIFICATION
[ - ] e

|Year: - ”Course: - HESI( Number: - |
gNature of Task: - | Topic(s) Assessed: B
\Esk Submission: - :‘
iDue Date: Wk - Tm- Pﬁ Due Dates: (Additional information if required)
|Weighting: - || Marks: - ‘
Outcomes Assessed:
Task Description:

Task Instructions / Procedure:

Detailed Submission Requirements:

Feedback:
Feedback will be provided to students by -

Additional Information About Assessment:

* Failure to sit or submit this task on time will result in a mark of zero being awarded and a non-attempt being recorded.
* if you are aware of anything that may prevent you from completing this task, see your teacher immediately.
* You MAY be eligible for Disability Provisions or an Application Due to lliness or . See your teacher

* Read your Assessment Booklet carefully to understand requirements for the awarding of your credential.
* For additional i ion about please visit

Additional Information About This Task: (If required)
Suggested Revision:

Equipment Required:

General Information:

Disability Provisions:

This task has been designed and distributed in i with the Disability Di don Act (1992).

Appropriate differentiation has been made and any student eligible for Disability Provisions has been notified. ||
A copy of this notification will be provided to the Learning Support Team for use with Disability Provisions.

Marking Guidelines:
Detailed Marking Guidelines are provided

Marking Guidelines:

Notice of a Change to this A Task (Where licable)

Notice is hereby given of a change to the published Assessment Schedute. The following change has been made to this task:

Except for the change(s) detailed above, all other efements of the task remain unchanged.

Student Return Slip (student to complete and return immediately)
Iacknowledge that | have received notification of the following assessment task:

Year:__~ Course: " Task No,

Name: Class: Signed: Date:

Student Return Slip - Change to an Assessment Task (student to complete and return immediately)

I acknowledge that | have received notification of the following change to this assessment task:
Details of Change:

Name: Class:, Signed:, Date:,
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Appendix 5 — Assessment Booklet (Sample Cover)
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Appendix 6 — Application For Extended Leave — Travel

APPLICATION FOR EXTENDED LEAVE — TRAVEL

&‘ [ (31 HPART AlREIEAcompleted by the student’s parent
Education & and returned to their child’s school principal.
Communities P ications are to be for each school if

siblings do not attend the same school.

PART A: STUDENT DETAILS

Please complete table below with details of all students associated with the period of travel:

FAMILY NAME GIVEN NAME DOB AGE GRADE | SRN
Student address:
Postcode:
School name:
Dates of extended leave applied for: From ! / to / /

Number of school days:

Reason for travel
Relevant travel documentation such as an e ticket or itinerary (in the case of non flight bound travel within Australia only)
must be attached to bonus case de pariuri this application.

DETAILS OF PRIOR EXEMPTIONS/EXTENDED LEA TRAVEL (if applicable)

Date of prior exemption/extended leave: From: / f to: !/ /

Number of school days:

Copy of Certificate of Exemption/Extended Leave-Travel attached (Please tick M):Yes O No O

PARENT DETAILS (Applic

t)

Family name: Given name:

Address: Postcode:

Telephone number: Relationship to student:

As the parent and applicant, | hereby apply for a Certificate of Extended Leave-Travel and understand my
child will be granted a period of extended leave upon acceptance by the principal of the reason provided.

that if the ication is
-l am responsible for his/her supervision during the period of extended leave
The provided period of extended leave is limited to the period indicated

- The provided period of extended leave is subject to the i listed on the Certif of
Leave-Travel

- The period of extended leave will count towards my child’s absences from school
| declare the information provided in this application is to the best of my knowledge and belief; accurate and
complete. | recognise that should statements in this application later prove to be false or misleading any
decision made as a result of this application may be reversed. | further recognise that a failure to comply with
any condition set out in the Application for Extended Leave- Travel may result in the provided period of
extended leave being cancelled.

Date: i /

Signature of parent/s:

PRIVACY STATEMENT
The Department of Education and Communities is subject to the Privacy and Personal Information Protection Act 1998. The
information that you provide will be used to process your child's Application for Extended Leave-Travel during the period indicated.
It will only be used or disclosed for the following purposes.
o General student administration relating to the education and welfare of the student
Communication with students and parents
To ensure the health, safety and welfare of students, staff and visitors to the school
State and National reporting purposes
For any other purpose required by law.

The information will be stored securely. You may access or correct any personal information by contacting the school. If you have a
concern or complaint about the way your personal information has been collected, used, or disclosed, you should contact the school.

PART B : TO BE COMPLETED BY THE PRINCIP

| accept this Application for Extended Leave- Travel (Please tick one box M):
Yes O No O

oo s e

Please provide more detail here (if required):

Principal's name (please print): T number:
Signature of principal: Date: / !
Note: Please complete the Certificate of Extended Leave - Travel if leave is to be pi
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Appendix 7 — Application For Principal’s Leave & Certificate of Extended Leave - Travel

James Busby High School

Brolga Crescent Green Valley, N.S.W 2168
Telephone: 9607 7766, 9607 7222
Facsimile: 9607 2277

Application for Principals leave

Any ishing to take fed periods of leave (5 days+) must complete the
following application in addition to the form:

‘Application for Extended leave — Travel (Part A)’.

Name: 1 Roll Class:
Reason For

Leave:

Last day at Date Returning
School: to School:
Parent /

Caregiver Date:
Signature:

Note: You must see each of your teachers with this form to identify learning
requirements whilst on leave.

LEARNING TO BE COMPLETED WHILST ON LEAVE

Subject Teacher Yes | No Teacher Si

Fees to be paid:

Year Advisor: . Date:
HT Secondary Studies {(Mr. T. Costa): Date:
Your leave is approved by:
Principal: Date:
Please return to OFFICE when completed. —l

CERTIFICATE OF EXTENDED LEAVE - TRAVEL

A
NSW

The student/s whose details appear below has been provided a period of
Education&  extended leave from school for the purpose of travel.
Communities

Where an application is made by a parent with more than one child a
separate copy of this Certificate should be placed in each student’s file.

DE

DET,

Please complete table below with details of all students associated with the period of travel:

FAMILY NAME GIVEN NAME DOB AGE GRADE | SRN i
Address: Postcode:
School name: School’s telephone:
Dates of extended leave: From ! / to ! /

Reason for providing the period of extended leave:

Conditions applicable to providing the period of extended leave:

It has been explained to the parent of the above mentioned student/s that they are responsible for his/her
supervision during the provided period of extended leave.

The parent understands that the period of extended leave is limited to the period indicated and
acknowledges that the provided period of extended leave is subject to the conditions listed.

Principal name: Principal signature: Date: ___/__/

This certificate has been issued without alteration and must be produced
when requested by police or other authorised attendance officers.
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Appendix 8 — ‘N’ Determination Warning Letter (Sample)

o
Ak Education
sovemeent | PUblic Schools

o S W 2165 James Busby High School P.O Box 1616

Gi A% NSW 21
Telephone: 9607 7766 Pincipal 0. Batoiio 8 A Dip 0 IR Aoty
9607 7222

Facsimile: 9607 2277

Mrand Mrs

Friday, 18th May 2018
Dear Mr and Mrs
OFFICIAL WARNING - Non-completion of a Higher School Certificate Course

This letter is to advise that your son, is in danger of not meeting the requirements for
satisfactory completion of the Higher School Certificate course in 12 .

The NSW Education Standards Authority (NESA) requires schoals to issue students who are in danger of
not meeting course requirements with official warnings in order to give them the opportunity to correct the
problem. A minimum of two course-specific warnings must be issued prior to a final non-completion of
course determination being made.

This is the 1st official warning we have issued notifying you that is at risk of not completing the
above course.

Criteria for satisfactory completion of a course

For a student to satisfactorily complete a course, NESA requires the principal to have sufficient evidence
that the student has:

{a) followed the course developed or endorsed by NESA; and

(b) applied himself with diligence and sustained effort to the set tasks and experiences provided in
the course by the school; and

(c) achieved some or all of the course outcomes.

Where it is determined that a student has not met the course completion requirements, they place
themselves at risk of receiving a determination of non-completion of course requirements. This will mean
that the course will not be listed on the student's Record of Achievement and may affect the student's
eligibility for the Higher School Certificate. In Year 12, students must make a genuine attempt at
assessment tasks that contribute in excess of 50% of the available marks. Completion of tasks worthy of
exactly 50% is not sufficient; tasks worth in excess of 50% must be completed.

not currently meeting one or more of these requirements. In particular, he must reattempt the
assessment task by the revised due date.

Opportunity to correct the problem

The following tasks or requirements need to be completed by to correct the problem,

Task Name/Course Percentag  Date Action Required by Student Date to

Requirement/Course Outcome ask e
Weighting initially Complet
Due ed by

EResaarch Essay: Rome: The|15% 16/3/201 must reattempt the|6/6/2018
| Julio-Claudians and the Roman 8 research essay by the revised due
|Empire AD 14 - 69 date

Action by parent/guardian

To support meeting the course requirements, we request that you discuss this matter with him,
and encourage and support him to carry out the required actions. If you have any questions about this
matter, please contact -

Please complete the acknowledgement below and return it to the school. Please feel free to add
additional comments if you wish.

- Teacher -Head Teacher ~ Mr Troy Costa - Secondary Studies HT

Acknowledy of Official Warning
Please return to the school office

| have received the letter dated Friday, 18th May 2018 advising me that

is in danger of not meeting the
course completion requirements for

, and am aware that this is the official warning.

| am aware that any course not satisfactorily completed will not be listed on the student's Record of Achievement
and may affect the student's eligibility for the Higher School Certificate.

Parent/

F ian’s sigl 3 Date:

Student's signature: Date:
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Appendix 9 — Assessment Planner (Sample)

Term 2

Term 4

Week /
Subject

Week /
Subject

Term 1

Week /
Subject

Term 3

Week /
Subject

ASSESSMENT FREE WEEK

ASSESSMENT FREE WEEK

ASSESSMENT FREE WEEK

ASSESSMENT FREE WEEK
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