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POLICY DETAILS 
 
 

1.0 Preamble 
 
Townsville Grammar School’s policy on assessment adheres to the Queensland Curriculum & 
Assessment Authority (QCAA) policies on assessment.  In broader terms, QCAA policies address 
assessment conditions, assessment submission, inclusivity of students and special consideration 
for students.  
 
The QCAA syllabus documents are founded on standards-based assessment, therefore all 
stakeholders, including students, parents, guardians and teachers, need to be aware that marks 
and grades cannot be awarded where no work is submitted and only where authentication of 
student work can occur. 
 
This document outlines for parents, guardians and students, as well as teaching staff, the 
responsibility to adhere to School protocols and timelines; and understand consequences that can 
follow possible occurrences of breaches. 
 
Furthermore, the School’s Assessment Policy reflects the ethos that underpins the TGS Academic 
Charter. 
 
 
 

2.0 Townsville Grammar School Academic Charter 
 
At Townsville Grammar School we believe that teaching and learning is our core purpose.  We 
believe that the achievement of enhanced academic outcomes and personal best performance is a 
product of shared values, practices and commitment to excellence. 
  

At Grammar we believe that: 

 Excellence is a product of personal best effort. 
 Academic honesty and integrity are not negotiable. 
 Students must accept responsibility for their own performance. 
 Excuses for academic underachievement are always unacceptable. 
 Teachers play a pivotal role in the management of optimal student learning 

experiences. 
 Girls and boys learn differently and teaching practices must recognise not only 

differences in what boys and girls can do, but what boys and girls want to do. 
 Engaging and authentic teaching and learning practices will integrate learning 

technologies to enable our students to be more fully prepared for life beyond school. 
 Families and the boarding environment play a key role in enhancing student learning 

outcomes. 
 The School accepts responsibility for reporting to parents in a manner that is both timely 

and meaningful. 
 The School accepts responsibility for promoting an academic culture where learning 

and scholastic achievement are highly valued. 
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The Townsville Grammar School Assessment Policy reflects QCAA Policies and Australasian 
Curriculum, Assessment and Certification Authorities (ACACA) guidelines.  The following policies 
relate to assessment: 
 
3.1 Late and non-submission of student responses to assessment 

instruments in Authority and Authority-registered subjects. 
(QCAA October 2010) 

   
3.2 Policy on Special Provisions for School-based Assessments in 

Authority and Authority- registered subjects. 
(QCAA January 2009) 

   
3.3 Using standards to make judgments about student achievement in 

Authority and Authority-registered subjects. 
(QCAA A-Z of Senior 

Moderation October 2010) 

   
3.4 Inclusive Strategies: What are they? Catering for diversity using the 

Australian Curriculum. 
(QCAA February 2012) 

   
3.5 Strategies for a School-based Policy for Late and Non-submission 

of Student Responses to Assessment Instruments. 
(QCAA January 2009) 

   
3.6 P-12 assessment policy. (QCAA April 2009) 
   
3.7 Guidelines for Assessment Quality and Equity. (ACACA August 1995) 
 
 

 
ACACA: The national body for the chief executives of the statutory bodies in 

the Australian States and Territories and in New Zealand, responsible 
for certificates of senior secondary education, eg. the Queensland 
Certificate of Education. 
 

Academic Award: An award presented on Speech Night based on results available up to 
the end of third term and in some cases, very early fourth term, Levels 
of Achievement and rank order performance across subjects. (for 
more information, see the School Handbook)   
 

Assessment: The purposeful, systematic and ongoing collection of information 
about students’ learning. 

 
Assignment: A task undertaken over an extended period of time, with sufficient class 

time allocated to it to facilitate a satisfactory result.  Assignments may 
be research projects, extended writing tasks, reports, folios, models, 
works of art, oral presentations, field reports or practical performances. 
 

Cum Laude Award: (With praise) - Is an academic award presented to students on the 
basis of Semester 1 results as reported in Semester 1 Reports. (for 
more information, see the School Handbook). 
 

Head of Faculty: Member of staff who oversees and manages a faculty/discipline of 
subjects with responsibilities for facilitating learning and assessment 
programmes. 
 

 
  

3.0 QCAA and ACACA Policies 

4.0 Terminology 
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Special Consideration: Official School recognition of exceptional circumstances, generally 
provided by the Director of Studies, which allows for extended time or 
other alterations to Assessment tasks, conditions or programmes. 
 

Subject Prize Winner: A winner of a prize which is awarded on the basis of a rank order of 
academic performance in a subject, on Speech Night. (for more 
information, see the School Handbook). 
 

Unexplained Absence: An absence from school for which there is no prior notice or no notice 
given at the time of the absence. 
 

 
 

 
5.1 The purposes of assessment are to: 

 
5.1.1 Promote, assist and improve learning. 
5.1.2 Inform programmes of teaching and learning. 
5.1.3 Provide information for those people- students, parents, guardians, teachers- who 

need to know about the progress and achievements of individual students to help 
them achieve to the best of their abilities. 

5.1.4 Provide information for the issuing of certificates of achievement. 
5.1.5 Provide information for the determination of Cum Laude Awards and Speech Night 

Academic Awards and Subject Prizes. 
 

5.2 Assessment helps improve teaching, helps students achieve their personal best standards 
and provides for meaningful reports.  

 
5.3 As assessment is used to determine awards and prizes, the integrity of timelines and 

protocols regarding assessment conditions is essential to ensuring the fair and transparent 
determination of recipients and winners.  

 

 

 
The qualities of respect, responsibility, character and honesty underpin the concept of academic 
integrity. 
 
All students must: 

 Be honest and responsible about their own work 
 Acknowledge all references 
 Use their own words and ideas 

 
Plagiarism refers to representing the ideas or work of another as your own.  The usual reasons 
students plagiarise include: 

 Lack of confidence in their own abilities 
 Trouble planning and using their own time 
 Competing demands such as work, sport and School 
 Not wanting to do the ‘work’ 
 Wanting to get an academic advantage over other students 
 

The School can often assist students with the first three of the above situations.  Should a student 
realise that his/her commitments will preclude him/her from having adequate time to complete an 
upcoming assessment, he/she needs to speak to the Head of Faculty or Year 7 Core Curriculum 
Co-ordinator, before the work is due. 
  

5.0 Purpose and Principles of Assessment 

6.0 Academic Honesty and Integrity 
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The student’s circumstances will be considered and if judged to be valid, the student will be given 
an extension of time to complete the task.  (For more information, refer to pages 7-8 and 10) . 
 
Where a student chooses to use the work of another, however, consequences will apply, and the 
student’s result will be penalised. 
 
Collusion refers to supporting malpractice by another candidate, for example allowing work to be 
copied.  In the case of collusion both parties are involved:  one person knowingly supplies work to 
another student who decides to present the work as their own.  The student who colludes is as 
much in the wrong as the student who relies on the work of others.  Penalties apply to students 
who are involved in collusion.  Students need to understand their own responsibility in relation to 
assessment and demonstrate honesty. 
 
 
7.0 Breaches of Assessment Conditions (Cheating) 
 
7.1 The Subject teacher will collect any evidence immediately, and the nature of the breach will 

be recorded.  If applicable, the student will be allowed to complete the remainder of the task. 
 
7.2 At the end of the examination, the student will discuss the incident with the HOF and the 

supervising teacher.   
 
7.3 The HOF will investigate the problem and, if necessary, the student will be brought to the 

attention of the Director of Studies for an immediate interview.   
 
7.4 Each case will be considered depending on particular details, but in general marks will NOT 

be awarded for the assessment (or relevant section) and this will be carried through into the 
calculation for the Semester report.  As well, the student’s parents/house parents/guardians 
will be immediately informed and a Saturday morning detention will be given. 

 
NB. The Principal reserves the right to exclude students from Cum Laude and/or Speech Night 
Awards for serious instances of Academic dishonesty or malpractice. 
 

 
The Assessment Calendar is posted on the School website for students and parents to access. 
 
The Semester 1 Assessment Calendar is normally available by Week 4 of Term 1.  The Semester 
2 Assessment Calendar is normally available by Week 2 of Term 3. 
 
Changes to the Assessment Calendar are only permitted if the Head of Faculty seeks approval 
from the Director of Studies.  Changes will then be made to the website. 
 
 

 
Most student assessment is prepared electronically; necessitating the practice of backing up data.  
Therefore, the School encourages students to keep files of submitted assessment.  It is not usual 
practice to return assessment items to students.  Assignments and test papers are returned in 
class for perusal but are taken up again and kept by the class teacher.   
 
In Years 11 and 12 complete folios of student work are kept by the class teacher.  It is a QCAA 
requirement that these folios be kept until the end of April, the year after students exit Year 12. 
 

8.0 Assessment Calendar 

9.0 Retention of Student Work 
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10.0 Guidelines for Written Assignments 
 
 
10.1 Guidelines for Presentation 
 
Students are encouraged to submit word-processed copies of their assignment, as appropriate. 
 
Assignments should be submitted with:  
 

10.1.1 A title page which contains student name, Form Class, subject teacher’s name, 
the generic title of the assessment piece (eg. Comparative review; Personal 
recount) and the due date, if stipulated on the task sheet.  

 
10.1.2 A footer on each body page which contains the student’s name, Form Class and 

the generic title of the assignment.  
 
10.1.3 Numbered pages assembled in the correct order. 
 
10.1.4 The task sheet and criteria sheet stapled to the front of the assignment, the good 

copy of the assignment attached next, with any rough drafts attached under the 
good copy at the back of the assignment. 

 
10.2 Guidelines for Referencing 
 

10.2.1 To avoid plagiarism and to maintain academic honesty in assignments, students 
must acknowledge their information sources by providing: 

 
 in-text citations (Years 8-12 students) 
 a bibliography (Years 7-12 students) 

 
10.2.2 Townsville Grammar School students are expected to follow the APA style for in-

text citations and referencing as is stipulated in the School diary.  (It is 
recommended that students use Endnote to facilitate this process.) 

 
10.2.3 Students are also required to submit their work to Turnitin! if stipulated on the 

task sheet. 
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PROCEDURAL ROUTINES 
1.0 Special Consideration Application 
 
There may be times during the course of the year when students require emergent special 
consideration due to illness, bereavement, representative sport or other unforeseeable life 
circumstances that may impact on their opportunity to engage in learning and be assessed fairly.   
 
1.1 In this situation a student/parent/house parent/guardian must complete the TGS 

Assessment Variation Request found on the School website and submit to the Director of 
Studies. 

 
1.2 It is the student’s responsibility to alert the Director of Studies to the request for 

Special Consideration.  In the case of Years 10-12 students, documentation such as a 
medical certificate is imperative to support such a request or parental letters of explanation 
are required for other reasons. 

 
2.0 Examination Procedures 
 
During formal testing, examination conditions will apply. 
 
2.1 No bags, or other materials (other than the stated equipment) will be allowed into the 

examination room:  students are only to bring in the required equipment. 
 
2.2 All pencil cases, hats, mobile phones (turned off), notes and diaries will be placed at the front 

of the examination room.  No extraneous materials will be left with students. 
 
2.3 The subject teacher/examination supervisor will ensure that all desks are separated with as 

much space as possible between them.  Where possible, students will be seated, facing the 
same direction. 

 
2.4 No borrowing of equipment will be allowed during examinations.  Students will be given no 

consideration for inadequate preparation. 
 
2.5 Students will not speak, other than to the supervisor, in an examination.  They will raise their 

hands and wait for the supervisor to approach them. 
 
2.6 Dual language/electronic translators may be brought into the examination by ESL students 

when they are enrolled in ESL studies.  The supervisor will adhere to School guidelines ie. 
Variation to Enrolment document, in relation to these students (Years 10-12). 

 
2.7 All test work (including student responses) shall remain the property of Townsville Grammar 

School and no copies will be given to parents/students or tutors. 
 
2.8 Graphics calculators (Years 10-12) will be RESET at the beginning of all examinations.   The 

RESET key strokes are as follows: 
 
 SYSTEM icon 
 F5 Reset 
 F5 > 
 F2 All 
 F1 Initialise all? Yes 
 EXIT 
 

2.9 Extra time is only allowed as per the examination instructions OR the Variations to School 
Routines document - issued by the Director of Studies. 
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3.0 Absence from Examinations 
 
3.1 Absence due to illness or similar unforeseeable circumstance (Special Consideration 

Applied) 
 
Procedure for Absence on the day of the Examination 
 
Years 7-9  When ill or legitimately unable to attend School, and absent from 

examinations, parents/house parents/guardians should: 
 

  3.1.1 Ring the School to notify of absence.  
 

  3.1.2 Email or deliver the completed TGS Assessment Variation Request to the 
Director of Studies - email:  stephen.monk@tgs.qld.edu.au.  Relevant Heads 
of Faculty and Subject teachers will be notified with conditions for variation 
explained. 

   
  On return to School the student must: 

 
  3.1.3 Follow up with the Subject teacher to organise a new timeline to sit the 

missed examination.  (Preference is given to lunch or after School to avoid 
further disruption to learning). 

 
Years 10-12  When ill or legitimately unable to attend School, and absent from 

examinations, parents/house parents/guardians should: 
 

  3.1.4 Ring the School to notify absence.  
 

  3.1.5 Attach the medical certificate/letter explaining circumstances to the TGS 
Assessment Variation Request and email or deliver to the Director of 
Studies – email:  stephen.monk@tgs.qld.edu.au.  Relevant Head of Faculty 
and Subject teachers will be notified with conditions for variation explained. 

 
  On return to School the student must: 

 
  3.1.6 Follow up with the Head of Faculty to organise a new timeline to sit the 

missed examination. Preference is given to lunch/after School/or Thursday 
Periods 5 & 6 (Years 11 and 12) to avoid further disruption to learning. 

 
 
3.2 Unexplained Absence from an Examination 
 
If the TGS Assessment Variation Request and a medical certificate/letter explaining 
circumstances have not been presented, then Special Consideration will not be granted.  In these 
circumstances the following procedures apply to unexplained absences. 

Years 7-9  On return to School: 
 

  3.2.1 The student will need to sit the missed examination.  The student is to 
proceed to the Head of Faculty or Year 7 Core Curriculum Co-ordinator 
on his/her return to School to negotiate to complete the examination. 

 
  3.2.2 The examination should be completed by the student at lunch time or 

after school and, as conditions have changed, the student’s response/s 
will be assessed according to the altered conditions. 

 
  

mailto:stephen.monk@tgs.qld.edu.au
mailto:stephen.monk@tgs.qld.edu.au
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Years 10-12  On return to School: 
 

  3.2.3 The student will need to sit the missed examination.  The student is to 
proceed to the Head of Faculty on his/her return to School to arrange to 
complete the examination. 

 
  3.2.4 The examination should be completed by the student in Thursday 

Periods 5 and 6 (Years 11 and 12 specifically) or after school.   
 

  3.2.5 In the case of failure to explain absence for an examination in Years 10-
12, the HOF is empowered to make judgements about LOAs based on 
existing evidence of student work.   

 
  3.2.6 The examination response (for which there is no Special Consideration) 

will be assessed according to the changed conditions of the item. 
 

 
 

4.0 Submission of Assignments 
 
4.1 For the successful completion of assignments, it is expected that an outline of structured steps 

will be provided by the subject teacher.  Teaching will be supportive of the assignment 
process and monitoring of student progress throughout the development of the task, will be an 
integral part of encouraging successful student participation and completion. Progressive 
monitoring of student work is an expectation with set dates for such monitoring to be clearly 
established between the teacher and the class. (eg. draft due date).  If such dates are not met, 
a parent/house parent/guardian will be notified by the teacher. 

 
4.2 The responsibility lies with the student to ensure successful submission of the assignment in 

the scheduled class.  If no class occurs on the due date, the work must be given to the subject 
teacher on that day (eg. by 3.30 pm).  Assignments may not be handed to office staff and 
should have Turnitin! Originality Reports attached (if appropriate). 

 
4.3 In Years 11 and 12, failure to complete a course of study in a particular subject by not 

submitting all required assessment instruments or attending mandatory field trips/excursions 
may result in that subject not appearing on a Queensland Certificate of Education (QCE).   

 
4.4 Incomplete coverage of Year 11 and 12 courses also has possible implications for semesters 

of credit, which will have further impact on meeting the requirements for the QCE and on the 
student remaining OP eligible. 

 
4.5 Drafts or other proof of process are considered an important part of the process involved in 

assignment writing.  Such evidence may be required to be submitted with final assignments for 
a variety of reasons, including evidence that the work is that of the student.  Students must 
keep a copy of their drafts or proof of process, as well as their final assignment.  In addition, to 
avoid loss of work, students are encouraged to back up all assignment work, including drafts, 
on U drive and/or USB.  

 
4.6 If a student is absent on the day an assignment is due, endeavours should be made to submit 

the assignment either electronically, prior to the due date (if absence is known in advance) or 
by other means.  If this is not possible, the student must send notification via the TGS 
Assessment Variation Request to the Head of Faculty that the assignment is unable to be 
submitted.  It must be submitted the next day. 

  

A satisfactory explanation of an absence, through the submitted TGS Assessment Variation 
Request, (emailed to the Director of Studies) at the time of the commencement of the absence, 
may enable the student to complete the task (or a similar one) without penalty being applied. 
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5.0 Application for Assignment Extensions 
 
5.1 Students are to approach the appropriate Head of Faculty or Year 7 Curriculum Coordinator if 

they wish to apply for an extension of time in advance of due date.  They will submit the TGS 
Assessment Variation Request at the time of application. 

 
5.2 This form needs to be signed by the student and a parent/house parent/guardian as well.   
 
5.3 All advanced extensions must be negotiated no later than 3 days prior to the due date.  

Applications the day before are generally inappropriate. 
 
5.4 The final decision to permit an extension, and the length of any extension will be made by the 

relevant HOF/Year 7 Curriculum Co-ordinator after consultation with the subject teacher. 
 
 
 
6.0 Late Submission Assignments 
 

6.1 Students should be aware that there are consequences that will be enforced for those who 
submit assignments after the due date without an approved extension from the Head of 
Faculty or Special Consideration from the Director of Studies.  In the event that an extension 
has not been granted, the student will be required to submit drafts and his/her current work in 
progress on the due date, which will be marked according to the criteria and a result assigned.  

 
6.2 In the case of Years 7-9 students, the draft may be updated the next day without penalty. 
 
6.3 In the case of Years 10-12 students, in some circumstances, subject teachers may (after 

discussion with their HOF), selectively update this draft with a “final copy” of an assignment 
submitted by the student after the due date. 

 
6.4 It should be noted that computer problems associated with the completion or submission of 

assignments will not be accepted as valid reasons for lateness.  A lost file, email failure, printer 
failure, lack of printing credit or "down" computer is not an excuse for failure to submit an 
assignment.   

 
6.5 To avoid loss of work, students are advised to make and retain an initial print-out of the work, 

and to back up their work on U drive/USB, well before the due date. 
 
6.6 In the event of a technology failure, a hand written copy or draft is to be submitted with a note 

of explanation from the parent/house parent/guardian. 
 
6.7 Students should note that a late submission will mean that the conditions of the task have 

changed and the task will be marked accordingly. Assignments could be marked more 
critically as the student could have benefitted from more time, eg. expectation of more content 
and analysis, error free. 
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If a student fails to submit any work on the due date (including a draft), the following procedures 
apply: 
 
Years 7-9 7.1 Subject teacher will discuss non-submission with the student, during the 

lesson, and contact a parent/house parent/guardian. The subject teacher 
will negotiate with the student expedient submission of the assignment. 

 
7.2 The Head of Faculty will be notified for recording purposes.  
 
 

7.3 If an assignment is not submitted to the subject teacher as negotiated, the 
student will write the assignment at a detention as determined by the HOF 
and submit whatever is completed. Submitted work will be marked against 
the full suite of assessment criteria. 

 

7.4 An assignment which is initially a ‘non-submission’, when completed, will 
have been completed under changed conditions and will be marked 
accordingly. Assignments could be marked more critically as the student 
could have benefitted from more time, eg. Expectation of more content and 
analysis, error free. 

 
7.5 Names of students who continually fail to submit work on time will be given 

to the Director of Studies.  Academic consequences will follow.  
 
 

Years 10-12 7.6 Subject teacher will discuss non-submission with the student, during the 
lesson, and contact a parent/house parent/guardian.  

 
7.7 The Head of Faculty will be notified for recording purposes. 
 
7.8 The student must submit the assignment electronically on the day the non-

submission is discussed, or in a negotiated detention with the teacher.  
 
7.9 The submission of a late assignment, after an initial ‘non-submission’ will 

mean that the conditions of the task have changed and it will be marked 
accordingly. 

 
7.10 Continual inability to submit work will result in an interview with the Director 

of Studies and can impact on requirements for completion of a QCE. 
 

  

7.0 Failure to Submit Assignments 
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TGS ASSESSMENT VARIATION REQUEST 

 
 

1. Extension to timeline for upcoming assignment from Head of Faculty/Year 7 Curriculum Co-ordinator  
2. Extension to timeline for upcoming examination being sought from Head of Faculty/Year 7 Curriculum 

Co-ordinator. 
 

3. Medical condition necessitating special consideration to assessment is obtained from the Director of 
Studies. 

 
4. Non-medical circumstance necessitating special consideration to assessment (ie. bereavement, 

representative sport) is obtained from the Director of Studies 
 

 
Student Name:…………………………………………………..  Year Level:  ………... 

Reason:  Student is making the request to vary conditions because: 
(If medical, please attach Medical Certificate Years 10-12). 
 

 

 

 

 
Request Details (please indicate Subject, Title of Assessment, date due, date of extension):   
 

 

 

 

 
In applying for this variation I assure the School that I am not seeking unfair advantage over other students 
in this course. 

_______________________  _________________________  ……/…../…… 
 Student’s Name (please print)   Student’s signature            Date 
 
 
_______________________  _________________________  ……/…../…… 
Parent/House Parent/Guardian:     signature                         Date 
Name (please print) 
 

 

Office Use Only 
Action taken: 
 
 

 

 

 

 
Copies to: 
  Director of Studies 
  Head of School 
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SPECIAL CONSIDERATION 

(ISSUED BY DIRECTOR OF STUDIES  

 

Student Name: Form: 

Date of Absence: ……../….…/….….       to         ……../….…./….…     Ongoing 

 
Reason for Special Consideration: 
 

 Illness  Representative Sporting Commitments 

 Family Bereavement  Family Travel/Holidays 

 Stress Related Issues  Other 
 
Special Consideration does apply.  Please action: 
 

 An outline of classwork covering above dates and emailed to ……………………………………………………. 

 New timelines for assignments negotiated with the student. 

 Student to sit missed exam at a negotiated time to complete assessment requirements. 

 Student to sit the missed exam upon return to your next lesson. 

 No penalty to apply to missed assessment; mark the student as absent, with no penalty. 

 Finalised school report based on work done until (_____/_____/_16).   
No penalty to apply to work missed beyond above date. 

 
Changes to the criteria for assessment.  Due to extended conditions surrounding this assessment subject 
teacher will need to reflect these variations in the way the holistic mark is awarded ie. if the result is ‘atypical’ 
then it may not necessarily be factored into rankings. 

No Special Consideration is given in these circumstances: 
 No Special Consideration is to apply.  Assessment must be completed and marked but the holistic mark 

needs to factor lateness.  A penalty applies for late submission in this instance. 
 
The proforma is distributed to: 
 

Head of School:   Susie Ahern Form Teacher: 
Year Level 
Coordinator:  

Year 7  
K Kybus 

Year 8 
A Moran 

Year 9 
F Wood 

Year 10 
L Watson 

Year 11 
Y West 

Year 12 
S Ahern 

Class Teachers: 
1. 7. 
2. 8. 
3. 9. 
4. C Kybus (Year 7) 
5. K. Hill/K Ludlow/C Moores/P Partanen (Years 8-9) 
6. K Hill/K Ludlow/C Moores (Years 10-12) 
Comments: Parental email: 
 

 

 

 
 
…………………………………….     Copied/distributed:  ……./……./…… 
Stephen Monk   
 


	Townsville Grammar School

