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INTRODUCTION

This booklet outlines:

e the requirements for satisfactory completion of HSC courses
e what is school assessment

e the assessment process

e assessment task procedures

e specific information for vocational courses

and provides:

o the 2023-2024 HSC Assessment Schedule

e individual course assessment information and schedules
e acopy of the Assessment Variation Form

e Assessment Notification option

HSC COURSE REQUIREMENTS

To be eligible for the award of the HSC, students must satisfactorily complete the NSW Education
Standards Authority (NESA) requirements for courses studied at least to the value of the minimum
number of mandated units. For satisfactory completion of a course, a student must:

» follow the course developed or endorsed by NESA

» apply themselves with diligence and sustained effort to the tasks and experiences
provided by the school

» achieve some or all of the course outcomes

» complete HSC assessment tasks which contribute more than 50% of the total HSC
Assessment Mark for that course

» successful completion of the minimum standards tests

A student at risk of unsatisfactorily completing a course will receive a warning by means of official N
Determination warning letters. The school is obliged to provide at least two such warning letters in
time for the student to redeem their situation. Warning letters will identify the cause of the risk and
will provide advice as to how the student can rectify the issue.

WHAT IS SCHOOL ASSESSMENT

School Assessment is an essential part of any HSC Course. It allows students to demonstrate their
achievements throughout the year and in alternative ways to a single, final exam.

The School Assessment mark contributes 50% towards a student’s HSC mark for each course. The
purpose of the assessment process is to:

» assist student learning

» assess student achievement

» provide evidence of satisfactory completion of a course
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The assessment process lessens the pressure on students during the senior years of schooling by
providing several forms of performance measures over time. It does not rely upon interest, attitudes
or conduct of a student; however, these factors invariably will affect a student’s performance.

THE ASSESSMENT PROCESS

Students will find within this book an assessment schedule for each subject, setting out:

» syllabus component areas and their weightings as defined in each course syllabus

» the timing and weighting of each task

» the course outcomes to be assessed in each task

» the type of assessment task; eg practical work, essay, test, research or oral presentation.

To achieve the best possible assessment mark, students should:

carefully study the marking criteria and weightings issued for each task
produce quality work in all tasks

complete tasks by due dates

plan time to give equal effort to all subjects

ask for help when needed

VVYVY

At the end of each task, students receive a mark. Any concerns should be discussed with the class
teacher and relevant head teacher concerned immediately.

ASSESSMENT TASK PROCEDURES

a) Notification of tasks.

Teachers provide at least two weeks written notice of each assessment task. The task outline will
include:

the course outcomes that are to be assessed
date due and weighting of the task

an explicit explanation of the task

the criteria that will be used to mark the task
the marking scheme that will be used

VVYVYVYYVY

This notification should be on the Assessment Task Notification form (Appendix 2)

NOTE: Following any absence, it is the student’s responsibility to check with the teacher for information
regarding any assessment task issued during the absence.

b) Submission of tasks.
The time of submission of a task is 8:45am unless otherwise stated in the written notification.
It is the student’s responsibility to ensure that any electronic copies of tasks are easily accessible.

(Files that open with the programs on the current image of DER laptops will be the only ones deemed
easily accessible; submission of tasks for other websites must be negotiated with the class teacher.)
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Submission of tasks in two ways ONLY
1. By handing to the class teacher. If, for any reason, the teacher is unavailable submit the task to

the appropriate head teacher, the deputy principal or principal. Do not leave a task on a teacher’s
desk.
2. By email, however, this option must be in consultation with the classroom teacher and it is

the responsibility of the students to ensure that the email is received by requesting a receipt

for the email.

Administration staff are not responsible for accepting assessment tasks.

The advice to students: Retain a copy of your work.

Non-submission of assessment tasks.

For all Board Developed Courses (except VET courses and Life Skills courses) NESA requires all students
to follow an assessment program and have an assessment mark submitted.

The minimum requirement is that the student must make a genuine attempt (i.e more than just
multiple choice) at assessment tasks that contribute in excess of 50 percent of available marks in the
course.

A student who does not comply with the assessment requirements and receives a non-completion
determination in a course will have neither an assessment mark nor an examination mark awarded for
that course.

Students will also be placed on the Non Mandatory Excursion list, “No go” list. This excludes them
from participating in extracurricular events until the task is competed and submitted.
Late submissions of tasks.

If a student submits a task late and without a VOA and Doctor’s Certificate, 0% is given for that
task.

Although no marks are recorded for this task, the task must still be submitted and will be
marked.

Should a student wish to appeal such a penalty, an Assessment Variation/Appeal Form (available at
the office) is to be completed. Successful appeals may require the student to complete the task or an
alternative as soon as practicable.

Acceptable grounds for appeal include illness, bereavement and unavoidable appointments.

Unacceptable grounds may include work or other course commitments.

Failure of technology (eg. Unable to print, file unable to open by programs on school
computers, email not received) is not an acceptable ground for appeal.

6
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e) Planned absence on the day a task is due or an in-class task is scheduled.

For a take-home task, every reasonable effort is essential to submit the task early or have it
submitted on your behalf.

Application for a variation in the assessment schedule by means of an Assessment
Variation/Appeal Form is mandatory prior to the absence.

f) Absence due to illness or misadventure on the day an assessment is scheduled.

If a student misses an assessment task due to illness or misadventure, they must contact their class
teacher as soon as possible and complete an Assessment Variation/Appeal Form. This form is
submitted, with relevant documentation, to the Head Teacher or Examination Coordinator for
consideration as soon as practicable. Examples of illness or misadventure are:

» Serious illness (letter from parent/carer, doctor’s certificate)
» An accident preventing attendance (police report, letter from parent/carer)
» Death in the family (letter from parent/carer)

The task is recorded as 0% until appeal upheld, and the task completed at the date and time on the
appeal form.

In the case that unforeseen circumstances such as, but not limited to, fire, flood or death of a staff
member, students may be required to re-sit or re-submit tasks. It is highly recommended that students
retain copies of completed assessments in the unlikely event of a school misadventure.

When a task is more than five days late and there has been no successful appeal, the teacher, in
conjunction with the Head Teacher, will send home an official N Determination warning letter. The
student will receive a mark of zero for the purpose of assessment, however, will still be required to
make a serious attempt at the task to the best of their ability. The task will then be marked with the
result recorded, but the official assessment mark of zero will stand.

g) Malpractice.

Malpractice includes:

cheating (or an attempt to cheat)

claiming another’s work as your own (this includes unacknowledged material from internet sites)
allowing other students to copy your work

truancy or absence from classes for the purpose of completing tasks or studying for a task
mis-use of electronic devices under exam conditions eg. phones, MP3 players

deliberately disrupting an assessment task

VVVYVYVYY

Where malpractice deemed to affect part of a task, a mark of zero for that part of the task may be
awarded. The other aspects of the task should be marked in accordance with the marking criteria for

7
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that task.

A non-serious attempt at an assessment task may result in a mark of zero for that task. Completing
only the multiple-choice section of an exam is considered a non-serious attempt.

h) Variation to an assessment schedule instigated by the teacher.

Should there be any variation to the published Assessment Schedule, students will receive two weeks
written notice.

i) Appealing the assessment mark awarded.

If a student considers that he / she is unfairly disadvantaged by an assessment decision, they must:

» discuss the matter with the course teacher and head teacher

» if dissatisfied with the decision at this level, lodge an appeal on the Assessment Variation/Appeal
Form (Right Side). This form is submitted, with relevant documentation, to the Principal for
consideration as soon as practicable. An appeal must contain all of the evidence in support of the
claim.

» The committee that will consider the claim will be:

Principal or delegate, Faculty Head Teacher and Year Advisor.
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VOCATIONAL EDUCATION

a)  Complaints and grievance procedures.

A complaint, grievance or allegation should be orally or in writing. If oral, it may need to be put in
writing and, if requested, assistance will be provided (a form is available from the front office on
request). There are no associated fees for this service.

It is preferable, but not essential, that it includes the complainant’s name and signature. Note that a
complaint that would normally proceed by the negotiation procedure cannot if the complaint is

anonymous or if the complainant requests that their identity is withheld.

A complaint, grievance or allegation can be made to a teacher, vocational coordinator, head
teacher, deputy principal or principal.

These complaints, grievances or allegations are handled according to the DoE policy.
Timeframes
The complainant will receive a formal response within five days. If further action is considered

necessary, then the normal departmental timeframes will apply (see — Responding to Complaints
and Allegations).

b) Appeals.

A student may appeal any assessment procedure on the ground of process.

c) Recognition of prior learning (RPL).

Any student may apply for RPL. Students should discuss their intentions to apply for RPL with their
teacher and VET Coordinator, who will facilitate the process.

Students who wish to apply for RPL should bring any appropriate documentation with them that
supports their case.

Teachers, at their discretion, can give students mastery tests in the absence of appropriate
paperwork.
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Warialda High School HSC Assessment Booklet 2022-23

Appendix 1 — Assessment Variation/Appeal Form

A copy of this is available from the front office and should be filled out well before the
intended Variation of Routine

Assessment Variation/Appeal Form — Warialda High School

STUDENT’S NAME: DATE SUBMITTED:
SUBJECT: TEACHER:
ASSESSMENT TASK NUMBER: DUE DATE:

Reason For Variation (Please Tick)

PART A PART B

Non — completion/submission of Assessment Task on specified

date (before the task) Appeal (after the task)

Iliness O R Appeal

| wish to appeal on the following grounds

Misadventure

Other Approved Commitment

DETAILED EXPLANATION AND DOCUMENTATION

If appeal is for appealing assessment procedure- staple any
documentary evidence to this form, including Assessment
Other documentation: Task Cover Sheet, your submitted task, marking guidelines

Medical Certificate

Explanation If appeal is for illness and misadventure complete
documentation section on the left.

SIGNATURE of STUDENT: DATE:

SIGNATURE of PARENT/GUARDIAN: DATE:

Hand this form in to the front office for a decision to be made about the assessment variation or appeal

Gl
DECISION
For change of assessment date Appeal Process
DECISION BY HEAD TEACHER OR EXAM COORDINATOR: Appeal Committee Findings

Has this been discussed with the class teacher? YES/NO

Variation: Approved Denied

Alternate Date and Time of Task:

SIGNATURE OF HEAD TEACHER OR EXAM COORDINATOR:
SIGNATURE OF PRINCIPAL/DP:

Date:

Date:

Student notified of decision: Signed: Date:
39




Warialda High School HSC Assessment Booklet 2022-23

Appendix 2 - Assessment Notification
Each assessment should be notified by a form similar to this:

Assessment Notification

; Subject:
-':;:" o Year:
’"ﬂ Assessment Task __ of
Weighting: _ %
Due Date (or Task Date): A
This assessment will be in the e.g. Test, report, digital portfolio
form of:

Description of Task

Outcomes to be assessed:

Marking Criteria: (either attached or state here)
U Attached

Or

Marks will be awarded for the following skills:

| acknowledge that | am aware of the above assessment task and the rules regarding assessment
tasks, including the necessity of a doctor’s certificate or other documentation if a task is not

attended or handed in on time.

| also acknowledge that | am in receipt of the assessment outcomes and marking criteria for this
task.
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Warialda High School HSC Assessment Booklet 2022-23

Appendix 3 - Change to Assessment Notification

Change to Assessment Notification
Subject:
Year:

Assessment Task __ of

Weighting: _ %
Original Due Date (or A
Task Date):
New Due Date (or Task Y A
Date):
This assessment will be in the e.g. Test, report, digital portfolio
form of:
Description of Task

Outcomes to be assessed:

Marking Criteria: (either attached or state here)
U Attached

Or

Marks will be awarded for the following skills:

I acknowledge that | am aware of the above assessment task and the rules regarding assessment
tasks, including the necessity of a doctor’s certificate or other documentation if a task is not

attended or handed in on time.

| also acknowledge that | am in receipt of the assessment outcomes and marking criteria for this
task.
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Appendix 4 — Sign Off for Assessment Notification

Subject:

Year:

Assessment Task _ of

Date):

Weighting: %
Original Due Date (or S
Task Date):
New Due Date (or Task A

This assessment will be in the
form of:

e.g. Test, report, digital portfolio

Description of Task

PLEASE READ BEFORE SIGNING

By signing below, | acknowledge that | am aware of the above assessment task and the rules regarding
assessment tasks, including the necessity of a doctor’s certificate or other documentation if a task is not
attended or handed in on time. | also acknowledge that | am in receipt of the assessment outcomes and

marking criteria for this task.

Name:

Signature:

Date Notification Received
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