
 

Assessment Handbook 

2024 

 
YEARS 7-10, Assessment Policy 

 
 

 
  





3 

MACKILLOP CATHOLIC COLLEGE WARNERVALE | Assessment Handbook 2024 ɀ Assessment Policy 

LEADER OF CURRICULUM’S
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COLLEGE CURRICULUM TEAM 

Secondary Principal  Mr P Lynch 

Secondary Assistant Principal  Mrs M McGuinness 

Religious Education Coordinator  Mrs C Price 

Leader of Curriculum  Mr R Jones 

Leader of eLearning and Innovation  Mrs S Winkler 

 

Leaders of Learning and Teaching 

Creative Arts (Visual Arts)  Mrs J Young 

English  Mrs K Yates 

Human Society & Its Environment  Mrs M Boyd 

Languages  Mrs H Beech 

Learning Support  Mrs M Lowe 

Mathematics  Mr G Taylor 

Performing Arts (Music/Dance/Drama)  Mrs S Baird 

Personal Development/Health/Physical Education Mr D Tomsett 

Science  Mr R Herbert 

Technological and Applied Studies  Mr D Clair 

Vocational Education Training [VET]/Careers Adviser Mrs K Pearce 

 

 

Leaders of Pastoral Care 

Leader of Wellbeing  Mrs K Ardern 

Leader of Year 7  Mrs R Elcoate 

Leader of Year 8  Mr M Rickards  

Leader of Year 9  Mr J Legge 

Leader of Year 10  Mrs C Patil 
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NESA MANDATORY STUDY REQUIREMENTS - YEARS 7-10 

Based on the Education Act requirements, NESA has determined that for students to be eligible for a 
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ASSESSMENT PROGRAM  

The NSW Education Standards Authority (NESA) suggests that a total of 3-5 assessment tasks are 

sufficient to measure student achievement against syllabus objectives and outcomes. 

As a matter of policy, all students will be notified of an Assessment Event in writing: 

● at least two weeks prior to the due date. 

● indicating the nature of the task and the outcomes itɅs seeking to assess. 

● date of issue. 

● the marking criteria that will be applied, where appropriate. 

● any alteration to the Assessment calendar will be conveyed to parents and students in writing. 

Marking and Grading 

As a general guide, teachers should aim for a 2-week turn around in marking, ensuring that feedback is 

close to the assessment event. ϥn accordance with NESAɅS general principles of ɈAssessment for 

Learningɉ, students should receive meaningful and constructive feedback on how they have achieved 

the outcomes(s) for a particular assessment task.  

As to maintain consistency with NESA, a Common Grading Scale will be used; the descriptions of levels 

of achievement for both Stages 4 & 5 will be categorised into 5 broad bands of achievement: 

 

 

A 

The student has an extensive knowledge and understanding of the content and 

can readily apply this knowledge. In addition, the student has achieved a very 

high level of competence in the processes and skills and can apply these skills to 

new situations. 

 

B 

The student has a thorough knowledge and understanding of the content and a 

high level of competence in the processes and skills. In addition, the student is 

able to apply this knowledge and these skills to most situations. 

 

C 

The student has a sound knowledge and understanding of the main areas of 

content and has achieved an adequate level of competence in the processes and 

skills. 

 

D 

The student has a basic knowledge and understanding of the content and has 

achieved a limited level of competence in the processes and skills. 

 

E 

The student has an elementary knowledge and understanding in few areas of 

the content and has achieved very limited competence in some of the processes 

and skills. 
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REPORTING AND APPLICATION AWARDS 

Reporting 

All reporting of student achievement at MacKillop Catholic College is compliant with Federal 
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APPROVED LEAVE  

Granting of Leave is a matter for the Secondary Principal to determine. The Principal has discretion in 

granting Leave provided that he/she is satisfied that the reason for the absence is valid and that the 

progress of the student towards course outcomes will not be unduly affected.  

The Leave Application Form must be completed and forwarded to the Secondary Principal ɀ this form is 

located at the end of this Assessment Handbook or can be collected from the Pastoral Leader, Leader 

of Curriculum or Front Office. As a matter of courtesy and to assist arrangements, the student should 

also speak with their class teacher regarding the period of Leave and learning activities which will be 

missed. 

If a student needs to take leave from an assessment task, they must apply to the Secondary Principal 

using the Leave Application Form at least 2 weeks prior to departure providing clear evidence as to 

why leave should be given. Students must wait until the Principal has given permission, before taking 

leave. Students should not automatically assume Leave has been granted.  

If Leave is granted from an assessment task: 

● Any hand-in assessment task due within the Leave period must be submitted to the relevant 

Leader of Learning & Teaching (LoLT) prior to the student departing the College.  

● For any in-class assessment task the student will complete the task within a week of returning, 

the exact day to be determined by the Leader of Learning & Teaching. Students should be 

prepared to sit the task on the day of their return.  

● In some circumstances the Leader of Learning & Teaching may need to make an alternative 

decision regarding assessment tasks; such as when an experiment/practical ar80 G
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ASSESSMENT POLICY 

Submission of Tasks (Assessment Box) 

All assessments (other than class tests/ oral presentations/ folios, 3D models), must be submitted by 

the student personally to the Assessment Box located near the West Wing staff study, unless other 

arrangements have been made by the relevant Leader of Learning and Teaching. No responsibility 

will be taken if a student gives their assessment to another student, teacher or office staff 

member. If a student is absent on the day and the Assessment is brought to school by someone else ɀ 

they must personally lodge it into the Assessment Box. (This Box is locked at all times.) Therefore, no 

responsibility is taken for a misplaced Assessment Task.  

Cheating 

Cheating is regarded as a non-genuine attempt and automatically receives a zero grade. Deliberate 

plagiarism and excessive downloading, breaching school examination rules, buying/stealing another 

personɅs work, paying someone to write material, assisting another student in malpractice will also be 

regarded as cheating. Students caught cheating will be required to resubmit the task.  

Plagiarism  

Plagiarism refers to the practice of presenting the ideas of another person as your own. This may be in 

the form of; 

● Downloading information from the Internet (cut/ paste)  

● Taking information from a published source without acknowledgement  

● Copying another studentɅs work  

● Getting help or ideas from another person without acknowledgement  

Students who commit plagiarism in assessment tasks may receive a zero for that task and will be 

required to resubmit the task. 

Information Technology Misadventure Policy 

Technical problems  (hard drive failure, loss of internet provider, lost/ corrupted email attachment, 

printing glitches or software incompatibility) is not an acceptable excuse for the late submission of 

any assessment task. Students who submit an assessment task late due to technical difficulties or 

malfunctions will be penalised the same as other late submissions ɀ 20% per day. 

The only exception to this rule is when the student can provide the Leader of Learning and Teaching 

(LoLT) with hard evidence (earlier draft copies) of the content and standard of the outstanding 

assessment task. This evidence will need to be presented to the LoLT no later than recess on the day 

that the assessment task is due.  

It is strongly recommended that draft copies should be kept and students should regularly save and 

print off hard copies of earlier versions of the assessment. When students are using technology to 

produce an assessment task, they should aim to complete the task ahead of time so those last minute 

technical problems/ malfunctions may be resolved. 
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ASSESSMENT PROCEDURE SUMMARY:  IN CLASS TESTS 

 

IN CLASS TYPE TEST YEAR 7- 9 YEAR 10 YEAR 11-12 

TEST DATE SET BY LoLT LoLT LoLT 

ASSESSMENT NOTIFICATION Assessment Handbook distributed Term 1 

Individual Assessment Notifications distributed at least 2 weeks prior to in-class task. 

UNABLE TO ATTEND IN-CLASS 

TASK  DUE TO A 

PLANNED ABSENCE 

Student informs the LoLT, 

and provides a note from 

Parent / Guardian with 

reasonable justification.  

 

LoLT adjudicates  

 

In the case of extended 

absence (3 days or greater) 

the student applies for Leave 

at least 2 weeks prior. 

With Holiday Leave students 

will sit any missed in-class 

assessments within a week 

of returning.  

Student completes either: 

 

Illness/ Misadventure Form 
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ASSESSMENT PROCEDURE SUMMARY:  TAKE HOME TASKS 
 

 YEAR 7- 9 YEAR 10 YEAR 11-12 
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Suspension from School 

 

If a student is under suspension from school, they must assume they will complete the same tasks in 

the same time period as other students.  

 

ϥn the case of an Ʉin-classɅ test type or examination based assessment task students will be directed by 

the school to either;  

● return to School to complete the task at a time and place designated by the Leader of 

Curriculum 

● sit the test upon return to the College 

● complete a task under supervision at a separate venue and return it to school via; 

another person (not a student) OR by Express Post OR electronically 

 

Students suspended from school and refusing to attempt and submit an Ʉin-classɅ test type or 
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YEARS 7-9 LEAVE APPLICATION FORM  

Completed form to be forwarded to the Secondary Principal. 

Student Name:       
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YEARS 10-12  LEAVE APPLICATION FORM 

 

Student Name:        Year Group: ______________ 

Start of Leave:        Return to School:       

Total Number of College days missed:    

Reason for Leave:            

              

I       as parent/guardian of     in Year 

10 seek approval for Leave of my child from formal education in order to pursue an alternative 

activity. This application is made in advance (a minimum of 2 weeks prior to the commencement of 

leave) in order for the College to make a judgement about the allocation of grades and potential 

eligibility for academic acknowledgement of my child.  I accept that failure to complete this declaration 

will adversely affect my childɅs ability to demonstrate the academic course requirements and may 

withdraw them from potential academic awards.  

 

The determination of the type of leave will come from the following two definitions: 

 

 

 

 

 

 

 

 

 

 

 

Also complete the second page 

           Learning Leave 

Learning leave will need to be applied for when the student will be withdrawn from formal 

lessons which form the normal school day Monday to Friday during the designated school term. 

The student would NOT miss any formal assessment tasks, as per the Assessment Calendar.  
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