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Section 1 – Policy 
 
Purpose 
The following document is designed to guide teachers and students at Concordia Lutheran 
College in topics that relate to assessment. The Policy covers assessment, both tests and 
examinations and assignments. 
 
Who must comply with the policy? 
This policy applies to all students of Concordia Lutheran College. The majority of the sections 
relate specifically to Years 7-12.  
 
Definitions 
A Test is distinguished from an examination in that examinations occur in specific examination 
blocks that usually occur at the end of semester.  A Test normally occurs within the lesson time 
allotted to a subject in the normal timetable.  Orals and practical tasks also are considered to be 
tests or examinations if they fit the criteria below. 
 
Tests and examinations have in common: 
 work must be completed within the time frame set, 
 work completed must be entirely the student’s own, 
 work is completed by all students at the same time as far as is possible when security of 

the paper is an issue, and 
 teachers ensure the conditions of the test are communicated to students beforehand then 

enforced. 
 
 
Section 2 – Assessment Calendar 
 
Management 
The Director of Studies is responsible for the management of the Assessment Calendar. 
 
Heads of Departments are responsible for: 
 checking that all assessment items for classes in their subject areas have been placed on 

the calendar; and 
 collecting and keeping the class work programs that each teacher prepares at the start of 

semester. 
 
The calendar is drawn up at the start of each term, and clashes are resolved by the Curriculum 
Committee.  After that time, any changes in dates will be made only after consultation with the 
Head of Department and the Director of Studies. 
 
Students and parents will be given a copy of the assessment calendar at the start of the term and 
notified of subsequent changes via College newsletters. Assessment calendars are available on 
the website. 
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Student Workloads 
No Student will have more than two assessment items due on the one day.  Exceptions are: 
 tests for Year 10 classes in Semester 1 just before they leave for Ballon; and 
 tests in class time, which require no preparation by the students. 

 
Moratorium 
The purposes of the moratorium are: 
 to allow teachers to have uninterrupted class time to prepare students for examinations; 

and 
 to allow students to concentrate at home on study for examinations rather than on time-

consuming assignments 
 The length of the moratorium is three (3) working days before the start of an examination 

block (as publicised in advance by the Director of Studies). 
 During the moratorium there should be: 
 no assignments being completed or due; and 
 no excursions. 
 The following exceptions may be considered in consultation with the Director of Studies: 
 Assignments may be allowed when there is no other assessment in that subject during 

the exam block.   
 Tests (during class time) of a practical nature (such as aural or listening tests where there 

is no preparation required) may be allowed provided there is no other assessment in that 
subject during the exam block;  
 

Vacation Periods 
Any assessment item set prior to a vacation period shall not be due in the first week after the  
vacation period.  Students should be given enough term time to complete an assignment to allow 
them to have a break free from school work during vacations. 
 
Word Length 
The maximum length should reflect the requirements of the subject’s syllabus. 

 

Class Time 
Sufficient in-class time should be provided by teachers to allow the majority of students to attain a 
sound level of achievement in an assessment item. 
 
 
Section 3 – Summative Tests and Examinations 
 
The conditions below apply to summative tests and examinations including orals and practical 
tests.  Where a student is absent from a formative or diagnostic test, the Head of the Department 
will make any decisions necessary. 
 
Absence because of illness 
If a student is ill at the time of the test, it is expected that the parent will telephone, email or write 
a note explaining the sickness. When a Year 11 or 12 student misses a summative assessment 
item he or she must supply a medical certificate. 
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Consequently: 
 The student may still be required to sit the exam at the discretion of the Head of the 

Department, (it is desirable that the recovered student should be given the exam for 
experience purposes.); and 

 the teacher will determine the student’s semester result from work completed during the 
semester. 

 
Absence because of other commitments or trauma 
Absence may occur because of unavoidable travel arrangements, timetable clashes, 
bereavement etc. In such cases, the parent should apply for leave for the student, in writing, prior 
to the test (wherever possible), to the Director of Studies. Normally, leaving school for an early 
holiday is not seen as a valid reason to miss examinations. 
 
Consequently: 
    the Director of Studies will determine another time for the student to sit the exam as close 

as possible to the actual exam time for test security reasons, but without advantaging the 
student concerned or other students; or 

 If the exam cannot be completed by the student, the teacher will determine the student’s 
semester result from work completed during the semester. 

 
 
Section 4 – Assignments 
 
Purpose of assignments 
An assignment is an extended research-type activity involving work both in and outside of school. 
The spirit of this policy is also applicable to English tasks and extended practical projects such as 
those required by Art, Technical Studies, Hospitality etc. 
 
 Assignments are an integral part of the teaching process.  Therefore there should be work 

in the classroom: 
 before the assignment (so that students understand its purpose and receive instructions); 
 during the assignment (to give students help and overcome difficulties); and 
 after the assignment is completed (to provide feedback). 
 The use of an assignment should be justifiable on the grounds that it is the most suitable 

medium to develop or assess the skills or knowledge required by the work program. 
 All assessment items (assignments, tests or examinations) must be saved on the 

Redlands Campus network. 
 
Setting of Assignments 
The timetable of assignments should be given to students at the beginning of semester. 
Teachers setting assignments are asked to consult with the Teacher Librarian, to ensure the 
availability of resources, and the Head of the Department regarding all aspects of the 
assignment. 
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Information given to the student at the time of setting the assignment should be provided in 
writing and should include the following: 
 clear and specific statements of criteria/objectives/outcomes in a standards matrix; 
 clear and specific statements of procedures; 
 clear definition of conditions including 

 length 
 structure (e.g. genre) 
 time allowed for assignment 
 draft or check dates 
 date due (for both draft and final drafts) 
 method of presentation; 
 weighting for different sections; and weighting in assessment program – if relevant 

 
A declaration on the task sheet from students stating that the work is the student’s own, should 
also be included. 

Criteria sheets should be provided for oral and practical tasks as well as written tasks. 

All assignment tasks, as well as being saved on the College network, should be saved into the 
Assessment folder designated for each Year Level and Subject on the Student Drive. 

In setting assignments, teachers are to bear in mind the needs of students for whom special 
consideration should be given - for example ESL students or those with disabilities or learning 
difficulties.   
 
Presentation of Assignments 
 
Word processing and typing may be encouraged but not required. However, poor, handwritten 
presentation should not be accepted. 
 
In the interests of ensuring equity among students, students who have access to expensive  
equipment and computer software should not receive higher ratings for their presentation than 
others who have done their best with what they can afford. 
 
When a bibliography is required, the student must use the guidelines contained in the College 
Student Dairy. 
 
Plagiarism 
Plagiarism is “the appropriation or imitation of another’s ideas and manner of expressing them, to 

be passed off as one’s own”.  Generally in schools this consists of: 
 directly copying another student’s work; 
 directly copying from a book, website or other source without recognition of source; or 
 receiving too much help from parent or tutor in the writing of an assignment.  

 
Teachers need to be on the lookout for plagiarism and should take the following steps to  
avoid it: 
 warn students in advance that plagiarism should not occur and the penalties if it does 

occur; 
 ensure rough drafts are examined before submission of the assignment, and then handed 

in with it; 
 include a section on the task sheet for parents to sign declaring the student’s authorship; 

and 
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 ensure the work program has a balance of test and assignment tasks. 

 
 If plagiarism is detected the matter is to be referred to the Head of the Department and the 

Director of Studies 
 

Generally, proven plagiarism will result in the student gaining no credit for the assignment. 
 
In cases where excessive parent help is involved, the Director of Studies will exercise discretion. 
 
Submission of Assignments 
Draft assignments must be submitted on the draft due date or check dates (as specified on the 
task sheet) otherwise an afternoon detention will be issued, during which the student will work on 
and submit the draft assignment.  The afternoon detention for draft assignments not submitted 
will take precedence over any other College activity. 

 
 Assignments must be submitted on the due date at the start of the lesson.  They may also be 

submitted before the due date. 

The teacher will collect the assignments during the lesson and record those submitted on time. 

Assignments not submitted in the lesson should be handed in at Main Staffroom up to 3:30 pm on 
the due date.  It is the responsibility of the student to obtain a receipt.  The assignment must be 
annotated with the time and date of receipt.  If assignments are not submitted by 3:30 teachers 
must email the Director of Studies, one of whom will follow up with the student.   

Students should know clearly, ahead of time, the penalties for late submission of assignments. 

Non-submission of student responses to assessment instruments will result in standards not 
being awarded as there is no evidence and will result in the student being not rated for that piece 
of assessment. 

 
Extensions 
Assignments must be submitted on time on the due date unless there are exceptional 
circumstances. 

 An extension may be granted if a parent applies in writing or email to the Director of Studies who 
decides in consultation with the subject teacher or the Teacher in Charge of the Department.  An 
extension will only be given if it is agreed that sufficient reason exists ie circumstances beyond 
the student’s control. 

Circumstances beyond the student’s control may include illness up to and including the deadline, 
personal trauma, exceptional school commitments (such as the College musical) etc. 

 For illness on the day of the deadline, either the assignment should be brought to school by a 
 friend or relative, or the parent must contact the Director of Studies.  Students in Years 11 and 12 

are expected to provide a doctor’s certificate when they return to the College. 

 Computer malfunction will not be accepted as reason for an extension unless the subject teacher 
has previously sighted a completed draft/research notes. 

 
Late Assignments 

          If an extension has not been given and the assignment is not submitted on the due date, the 
student will receive an automatic Academic Afternoon Detention on the Tuesday or Thursday 
immediately following the due date of the assignment.  The Director of Studies will be responsible 
for issuing the Academic Afternoon Detentions.  The Academic Afternoon Detention takes 
precedence over any other school activity. 
 



                                                                                                                          Assessment Policy 

 
 Parents will be notified by letter ‘Afternoon Detention’ if their student is given an Academic 

Afternoon Detention. 

 If any student receives two Academic Afternoon Detentions in the same semester, he or she will 
be on Intervention for two weeks with the attendant loss of privilege.  The time period will 
increase in the event of subsequent failure to comply with assessment deadlines. 
 
Marking 
In order to provide necessary feedback to students, assessment items should be returned to 
them as quickly as possible, but at least before a second assessment item of the same type is  
due or within the space of one term. 
 
Appeal Process  
 The subject teacher should be approached first for clarification. 
 The student may then ask the teacher to reassess the assignment or test. 
 If there is still dissatisfaction, an appeal may be made to the Head of the Department, who 

will assess the work in question and make recommendations to the subject teacher.  If the 
Head of the Department is also the subject teacher, the appeal should be made to the 
Director of Studies. 

 After the subject teacher has acted on these recommendations and the student has been 
given a written statement of the action taken, the Appeal Process is closed. 

 
Any appeal to the Head of Campus may only be concerned with the actual carrying out of the 
above process. 
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