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¶ maintain accurate records of student achievement and modifications made to assessments 
and/or test conditions  

¶ meet College and external timelines for assessment and reporting 

¶ inform students and parents of academic progress, as appropriate  

¶ utilise formative assessment (in conjunction with summative assessment) as assessment ‘for’ 
and ‘as’ learning 

¶ engage in moderation processes, including external moderation, where required. 
 

2.3. Parent Responsibilities 
 

It is the responsibility of the parent to: 

¶ familiarise themselves with the Servite College Year 7-10 Summative Assessment Policy and 
learning and teaching documents for each of their child’s courses  

¶ maintain communication with their child about assessment programs, curriculum content and 
the importance of submitting all work by due dates  

¶ access SEQTA Engage to find out about upcoming events, assessments, content, homework 
requirements and teacher feedback 

¶ inform the relevant school personnel of any changes to circumstance, conditions or 
arrangements which may impact the learning of their child, including absence from school  

¶ respond to advice about course selections, methods of study and application to targeted skill 
development as provided by teaching staff.  

 
 

3. INFORMATION PROVIDED TO STUDENTS 
 
Before teaching starts, the teacher will provide access to the following documents: 
 

¶ a course outline for the course that includes: 
o the content (as determined by the WA Curriculum) and the sequence in which it will be 

taught 
o the approximate time allocated to teach the content 

¶ an assessment outline for the course that includes: 
o the number of tasks to be assessed 
o a general description of each assessment task 
o an indication of the content on which each task is based  
o the approximate timing of each assessment task (i.e. the week the task will be 
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¶ significant personal circumstances,  
¶ College endorsed events,  
¶ State or National representative sports team or equivalent, and/or 
¶ other, at the discretion of the Principal. 

 

5.1. 

mailto:studentservices@servite.wa.edu.au
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5.2. Requesting an Extension 
 
To qualify for an extension, the student must contact their teacher within three days of the planned due 
date. This contact must include a justification for the requested extension, as well as parental 
acknowledgement. If the teacher, in consultation with the Head of Learning Area, deems the request 
reasonable based on the acceptable reasons listed above, an extension may be granted. 
 

5.3. Catastrophic Events and the COVID-19 Pandemic 
 
Where a catastrophic event (e.g. a pandemic) affects delivery of the teaching program, the completion or 
submission of one or more assessment tasks and/or completion of the College examination timetable (for 
Year 10), students will be advised by the College of adjustments to the task requirements and/or the 

https://servite.paperlyapp.com/public/f/student-extended-absence-request-form
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6.1. Penalties  
 
Where an out-of-class assessment task is submitted after the due date, or is not submitted, and the 
student does not provide a reason which is acceptable to the College (see Section 5 for details), the 
following penalties apply: 
 

¶ 
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¶ Collusion between candidates will lead to cancellation of the examination marks for each of 
the students involved. 

¶ Possession or knowledge of examination questions before an examination will lead to 
cancellation of the student’s examination mark(s).  

¶ Possession of unauthorised materials or technologies during an examination will lead to 
cancellation of part or all of the student’s examination mark(s). 

¶ Markings on authorised materials in the examination room will lead to cancellation of part or all 
of the examination mark(s). 

¶ Unauthorised removal of examination materials from the examination room will lead to 
cancellation of part or all of the student’s mark(s). 

¶ Blatant disregard of examination room regulations and/or instructions will result in the removal 
of the student from the examination room. 

 
If an examination contains an error or there is a breach of security, the College will: 
 

¶ remove the question containing the error, or 
¶ set a new examination if there is breach of security that affects all students, or 
¶ penalise the students involved if there is a breach of security limited to only them (i.e. a mark of 

zero).  
 
Where health issues or significant personal circumstances prevent a student from completing one or more 
school examinations, the student’s parent/guardian must submit a medical certificate, other suitable 
evidence and/or a letter of explanation to the Deputy Principal Teaching and Learning. The College will then 
determine whether the reason is acceptable (see Section 5 
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to ensure that no students are unfairly advantaged, the question papers used for in-class assessment tasks 
will be collected at the end of the lesson and retained by the teacher until the task has been completed by 
all classes. In their own interests, students must not discuss the nature of the questions with students from 
other classes until after all classes have completed the task. Discussion of the questions will be treated as 
collusion and the students will be penalised (see Section 7 for details).   
 

10.1. Retention and Disposal of Student Work 
 
Following the completion of an assessment and the release of marks and feedback, all written 
assessments will be returned to the student. Students are responsible for retaining all of their marked 
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¶ the percentage mark in the school-based examination (for Year 10 students). 
Other methods the College will use to ensure timely feedback about academic performance is provided to 
students and parents/guardians are: 
 

¶ parent/student/teacher interviews at set points in the year and on an as-needs basis 
¶ returning marked work to students containing feedback in a timely manner 
¶ providing a range of formative tasks to shape future learning 
¶ providing detailed analytical or criteria-based marking keys for each task.  
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https://k10outline.scsa.wa.edu.au/home/teaching/curriculum-browser
https://senior-secondary.scsa.wa.edu.au/__data/assets/pdf_file/0015/1051602/Year_10_Information_Handbook_2023.PDF

