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Responsibilities and Procedures in Assessment 

School Responsibilities and Procedures  

For each course the school has developed an assessment program which 
- Outlines the requirements for satisfactory completion of the course. 
- States the number and type of tasks to be completed during the semester/year. 
- Lists the schedule of tasks. 

- Provide planned assessment timetable that ensure a maximum of three tasks per week. Ensuring no student has 
more than 3 assessment tasks due within the same week, excepting examination blocks. 

- When a cohort is on a work placement, assessment tasks will not be scheduled during or throughout that 
allotted time. Examination blocks will not have assessment tasks due one week before and one week after. 

- States the weighting of each task. 

- Clearly states date of completion or due date of task. 
- Each assessment goes through a checking process through Head Teachers for each subject. 
- Regulating the assessment program to align with the expectations of HSC Monitoring processes, which are 

sent to the DEL by the end of Term 1 each year by the principal. 
- Ensuring student confirmation of entries for stage 6 are signed and checked by students and deputy for 

accuracy and ATAR eligibility by: 
- HSC – End Term 4 
- Preliminary – End Term 1 

- The school communicates procedures for change of date for assessments, extension requests and 
illness/misadventure to staff and students. 

- Understand AI usage and definitions.  
 

This program will be distributed to each student in each course at the commencement of the course for each 
academic year. 

 

Staff Responsibilities and Procedures  
For each course staff have responsibility to: 

- Teaching and learning program support concept and skill development 

- Producing accessible assessment items for all students e.g. Life Skills or adjusted tasks 

- Assessments are appropriately aligned with course learning outcomes.  

- Grades are entered into Faculty Markbook on Sentral. 

- Task is distributed and registered two weeks before submission date.  

- Feedback is provided to students within two weeks of submission.  

- Action N Award Warnings issued within 1 week of submission date and follow up appeals. 

- Follow up concerns of malpractice with HT.  

- Registration of task notification and student submission kept on. 

- HT to consider the outcome of illness and misadventure, extensions in collaboration with course teacher.  
- HSC procedure for authentication and submission of HSC major works and performances are checked by HTs each 

year. 
- To explicitly guide students through the usage of AI and clearly indicate how it can and can’t be used in assessable 

items.  

 

Student Responsibilities and Procedures  
For each course the school has developed an assessment program which 

- Complete the ‘All My Own Work’.  

- Complete ethical work.  

- Submit assessment tasks on the due date and time (always before 9am of the due date). 

- Submission is to the agreed platform as specified by the teacher of the course.  

- Seek extension before the due date as per school requirements (see below).  

- MUST attend whole school day within two days of due date (unless medical certificate provided).  

- Illness and misadventure forms must be sought by the course teacher.  
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Reporting on Student Progress 

 
The Henry Lawson High School provides written student progress reports for each year group twice a year. 
 
Achievement levels are recorded for course identified outcomes by a grade scale using word descriptors. The 
standard of achievement corresponding to each level of the grade scale is shown in the table below. 

 
 
 
 
 

Outstanding 86-100 

▪ demonstrates extensive knowledge and understanding of content 

▪ displays comprehensive understanding of content, processes, concepts 

▪ critically analyses, synthesises and interprets information 

▪ demonstrates high-level competence in particular skills, processes 

▪ demonstrates high-level skills in critical judgement, reasoning, prediction, inference, evaluation, 

problem-solving, interpretation 

▪ demonstrates high-level skills in the use of appropriate technologies 

▪ demonstrates outstanding performance and technique 

▪ effectively communicates in a coherent, creative, succinct, logical, sophisticated manner with precision, 

originality or flair using terminology extensively and appropriately. 

 
High 

71-85 

▪ demonstrates thorough knowledge and understanding of content 

▪ displays detailed understanding of content, processes, concepts 

▪ analyses, synthesises and interprets information 

▪ demonstrates competence in particular skills, processes 

▪ demonstrates competent skills in critical judgement, reasoning, prediction, inference, evaluation, 

problem-solving, interpretation 

▪ demonstrates competent skills in the use of appropriate technologies 

▪ demonstrates accomplished performance and technique 

▪ competently communicates in a coherent, creative, succinct, logical, sophisticated manner with control 

or originality using appropriate terminology. 

 
Sound 

46-70 

▪ demonstrates sound knowledge and understanding of content 

▪ displays clear understanding of content, processes, concepts 

▪ analyses and interprets information 

▪ demonstrates ability in particular skills, processes 

▪ demonstrates skills in critical judgement, reasoning, prediction, inference, evaluation, problem-solving, 

interpretation 

▪ demonstrates skills in the use of appropriate technologies 

▪ demonstrates sound performance and technique 

▪ communicates in a creative, succinct, logical manner with coherence, control or originality using 

appropriate terminology. 

 
Basic 

26-45 

▪ demonstrates basic knowledge and understanding of content 

▪ displays basic understanding of content, processes, concepts 

▪ interprets information 

▪ demonstrates basic ability in particular skills, processes 

▪ demonstrates basic skills in judgement, reasoning, prediction, problem-solving, interpretation 

▪ demonstrates basic skills in the use of appropriate technologies 

▪ demonstrates basic performance and technique 

▪ communicates with adequate control or originality using some appropriate terminology. 

 
Limited 

0-25 

▪ demonstrates elementary knowledge and understanding of content 

▪ displays simple understanding of content, processes, concepts 

▪ interprets information 

▪ demonstrates elementary ability in particular skills, processes 

▪ demonstrates elementary skills in argument and problem-solving 

▪ demonstrates elementary skills in the use of appropriate technologies 

▪ demonstrates elementary performance and technique 

▪ demonstrates limited communication abilities. 
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Malpractice or non-serious attempts 
The honesty of students in completing assessment tasks, examinations and submitted works, and of teachers 

and others in guiding students underpins the integrity of the Year 11 Preliminary and HSC course. Throughout 
the assessment process, the highest level of honesty is required. 

 
All students must complete HSC All My Own Work prior to commencing Stage 6 courses. 
 
Each student’s mark is determined by the quality of the work produced by the student only. To demonstrate 

honesty, any component of a student’s work that has been written, created or developed by others must be 
acknowledged in accordance with NESA subject specific documentation. Use or inclusion of material from other 
sources such as books, journals and electronic sources, including the internet, must be acknowledged. General 
teaching and learning do not require formal acknowledgement. 

 
In the case of suspected plagiarism, students will be required to provide evidence that all 

unacknowledged work is entirely their own. Such evidence might include, but is not limited to, the 
student: 

 

• Providing evidence of and explaining the process of their work, which might include diaries, journals or 
notes, working plans or sketches, and progressive drafts to show the development of their ideas. 

• Answering questions regarding the assessment task, examination or submitted work under investigation, 
to demonstrate their knowledge, understanding and skills. 

 

What constitutes malpractice? 
 

All work presented must be your own or must be acknowledged appropriately. Malpractice, including 
plagiarism, could lead to you receiving zero marks for the task or examination. 

 
Malpractice is any activity that allows you to gain an unfair advantage over other students. It includes, but is 

not limited to: 

- evidence of the use of generative AI without relevant supporting evidence or acknowledgement.  

- Using any AI tool other than specified by the teacher.  

- copying someone else’s work in part or in whole, and presenting it as your own 

- using material directly from books, journals, CDs or the internet without reference to the source 
- building on the ideas of another person without reference to the source 
- buying, stealing or borrowing another person’s work and presenting it as your own 
- submitting work that another person, such as a parent, coach or subject expert, has contributed to substantially 
- using words, ideas, designs or the work of others in practical and performance tasks without 

appropriate acknowledgement 

- paying someone to write or prepare material 
- breaching school examination rules 
- cheating in an examination 

- using non-approved aids or electronic devices during an assessment task 

- contriving false explanations to explain work not handed in by the due date 
- assisting another student to engage in malpractice. 
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AI policy guidelines  

1. Understanding AI Use 

Students should understand the capabilities and limitations of generative AI tools. While these tools can assist 

in learning and research, they should not replace original thought or effort in assessments. 

Refer to teacher for clarification and your assessment task notification.  

2. Educator Responsibilities 

• Teachers will provide clear guidelines on the acceptable use of AI in their specific subject areas. 

• Educators will include discussions on the ethical implications of using AI in learning and assessment. 

3. Prohibited Use of AI 

• Submitting AI-generated work as one's own without proper attribution is considered academic 

misconduct. 

Examples; 

1. (Website): Mayo Clinic (2017). Nutrition and healthy eating. https://www.mayoclinic.org/healthy-

lifestyle/nutrition-and-healthy-eating/in-depth/caffeine/art-20045678?p=1  

2. (Text): Smith, J. (2023) 'The Future of AI', Tech Journal, 15(2), pp. 45-60. 

• Students should not rely solely on AI for completing assessments or assignments. 

4. Assessment Integrity 

• Schools will implement measures to uphold the integrity of assessments, including the use of 

plagiarism detection tools and oral assessments when necessary. 

• Any suspected misconduct related to AI use will be investigated in accordance with the school’s 

academic integrity policy. 

• If assessment has sections or component that are identified as AI student will receive a 0 for the 

component but may be eligible for marks for separate components. 

5. Support for Students 

• Students are encouraged to seek guidance from teachers on how to effectively and ethically integrate 

AI into their learning. 

• Schools will provide resources and training on the responsible use of AI technologies. 

6. Review and Evaluation 

 

This policy will be reviewed annually to ensure it remains relevant and effective in addressing the evolving 

landscape of AI in education. 

 

Definitions 

Generative AI: Artificial intelligence systems capable of generating text, images, or other content based on user 

prompts. 

Assessment: Any task, project, or examination used to evaluate student learning and achievement. 
 

 

 

 

 
 
 

 

 

 
 
 
 
 
 

https://www.mayoclinic.org/healthy-lifestyle/nutrition-and-healthy-eating/in-depth/caffeine/art-20045678?p=1
https://www.mayoclinic.org/healthy-lifestyle/nutrition-and-healthy-eating/in-depth/caffeine/art-20045678?p=1
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N Warnings and Determinations 

An N Warning recognises students that are not meeting course requirements and may be given in the following 
circumstances: 

- Where a student’s attendance in a course is below 85%. (NESA requirement) 
- Task not attempted 
- Proven malpractice in assessment task 
- Refusal to carry out work in class 
- Failed to make reasonable attempt 
- Missed assessment due date.  
 

What occurs if an N Warning is given? 
The student must take reasonable action that reflects the course teacher’s instruction.  
Example: 
Student receives an N Warning after missing a due date. The Warning letter specifies a new date for the task to be 
resubmitted. The student must make a reasonable attempt to resubmit the task on the date specified on the 
Warning letter.  
 
The student will still receive a zero (0) mark for that task.  
 

When will a zero (0) mark be awarded?  
- If the work is deemed not your own or malpractice.  
- Not submitted by the due date and time.  
- An unexplained/unjustified absence within 2 days of the due date will be investigated to determine if a zero (0) 

mark is applicable.  
 

What if a student takes no action when an N Warning is given? 
If the student does not submit the task on the new specified date according to the N Warning letter, a second N 
Warning letter will be issued. If no action is taken, an N Determination can be created, and the student will not be 
eligible to receive the HSC in that course.  
 
Extension 

 

Illness and misadventure 

Paper copies of this form can be supplied by teacher in each staffroom and are provided in the assessment 
booklets and at the front office.  

 
If a student is absent from an assessment task, or unable to complete an assessment task by or on the due date 
(i) it is the student’s responsibility to contact the school and the relevant Head Teacher of the course concerned and 

begin the application process.  
(ii) submit the completed Illness/Misadventure Application within five (5) school days of the due date of the 

assessment task or your return to school (if not within 5 school days of due date). 
(iii) A student must obtain a medical certificate.  
It is important this form is returned promptly to the Head Teacher involved so that a determination can be made.  
 
The approval of the Illness and Misadventure Application is completed by the course Head Teacher.  
 
A student is ineligible for an Illness and Misadventure under the following circumstances, but not limited to: 
- absent from school for anything other than school business 
- alleged inadequacies of teaching or long-term matters 
- disabilities for which the school has already granted disability provisions, unless an unforeseen episode occurs 

during the assessment period (e.g. a hypoglycaemic event suffered by a diabetic student or a student who has 
been isolated but is still ill) or further difficulties occur, the authenticity of which is supported by the principal 

- unexplained non-attendance without the support of a medical certificate  
- where a sick note or phone call is provided from a parent or carer 
For circumstances that arise outside of the identified circumstances is at the discretion of the Head Teacher.  
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Supporting evidence – What counts as suitable evidence? 
Student supporting evidence must include:  
a. a statement from the student explaining how they were affected during the assessment task; 
b. a statement about how the student’s performance during the assessment task may have been affected. The 
dates featured on the illness evidence must cover the actual date of the assessment task and all subsequent 
absences until the task is completed. 
c. In cases of misadventure, evidence from other sources (e.g. Police statements and/or statutory declarations 
explaining how the student’s performance in the assessment task may have been affected) should be provided 
with the date and time of the occurrence and subsequent events. The dates featured on the misadventure 
evidence must cover the actual date of the assessment task and all subsequent absences until the task is 
completed. 
Other factors not specified may be considered and is at the discretion of the Head Teacher and Principal.  

 
Supporting evidence – What does not count as suitable evidence? 

Student supporting evidence will NOT include: 
a. A phone call from parent/carer or a sick note signed explaining misadventure.  
b. Verbal conversation between the course teacher and student.  

 
Factors without evidence – When may a student be approved without evidence? 

In some circumstances, The Henry Lawson High School recognises circumstances where a student is unable to 
supply sufficient evidence in a timely manner. These circumstances are considered by the course Head Teacher 
and the Principal.  


