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Scope

Balmoral State High School is committed to upholding a consistent, whole-school approach to the delivery of
quality assessment that aligns with the policies and procedures of the Queensland Curriculum Assessment
Authority (QCAA). The College is committed to ensuring that students have an awareness of the expectations of
QCAA Assessment practices and ensure that all assessment submitted by students is valid, authentic and
upholds the integrity of assessment.
This policy provides information for teachers, students and parents/carers about roles, responsibilities,
processes and procedures to ensure the integrity of assessment that contributes to the Queensland Certificate
of Education (QCE). The framework for this policy is developed from the QCE and QCIA Policy and Procedures
Handbook available from: www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook and
applies to all Year 10 subject offerings, Year 11/12 Applied, Applied (Essential), General subjects and Short
Courses across all faculties.

Purpose

This Assessment Policy ensures that all students have a fair and equitable opportunity to access assessment and
encourages all students to achieve personal excellence by developing their talents and abilities. This policy is
designed to empower teachers and students to understand the expectations, roles and responsibilities of each
party in the completion of summative assessment in the senior school.
Assessment includes any examination, practical demonstration, performance or product that allows students to
demonstrate the objectives as described by the syllabus. Assessment should be:
•
•
•
•
•
•

aligned with curriculum and pedagogy
equitable for all students
evidence-based, using established standards and continua to make defensible and comparable
judgments about students’ learning
ongoing, with a range and balance of evidence compiled over time to reflect the depth and breadth of
students’ learning
transparent, to enhance professional and public confidence in the processes used, the information
obtained and the decisions made
informative of where students are in their learning

Ensuring Academic Integrity

Balmoral State High School has procedures to ensure that there is a consistent application of the assessment
policy and that staff and students optimise opportunities to understand academic integrity. The following
procedures will be applied in this context;

Scaffolding

Scaffolding for assessment helps students understand the process for completing the task. Scaffolding will
maintain the integrity of the requirements of the task or assessment instrument, allowing for unique student
responses and not lead to a predetermined response. Across the phases of learning, students will gradually be
given more responsibility for understanding the processes required to complete their tasks.
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Checkpoints

Teachers may set systematic checkpoints over the course of delivery. Checkpoints will:
- be detailed on student task sheets
- clarify assessment expectations for students
- monitor student progress towards task completion
- help students develop strategies to submit assessment by the due date
- gather evidence on or before the due date
- provide points of intervention, if needed
- be used to establish student authorship.
Students will work on assessment during designated times and show evidence of progress at scheduled
checkpoints. Teachers will use these checkpoints to identify and support students to complete their assessment.
Heads of Departments and parents/carers will be contacted if key checkpoints are not met.

Drafting

A draft is a preliminary version of a student’s response to an assessment instrument and applies to assignments
or practical projects only and not exams. The quality of a draft may vary from a brief outline to a response that is
nearing completion. A draft can be used to provide feedback on a response as well as to authenticate student
work. Before submitting a draft students may be required to develop an outline or discuss their approach with
the class teacher. The type of draft students submit differs depending on the subject and assessment
technique. For example, if an assessment instrument requires a presentation as the response, a draft might be a
rehearsal of this presentation.
Draft due dates will be one of the key checkpoints students must meet. Teachers will be responsible for
contacting parents and caregivers within 2 days if the student fails to meet the draft due date. A letter may also
be sent home outlining the implications of non-submission and failing to meet due dates. Teachers may use a
range of strategies to collect drafts including remaining in class until complete, detention or internal suspension.
Feedback on a draft is:
- provided on a the number of drafts as stipulated in the syllabus or otherwise at teachers discretion
- a consultative process that indicates aspects of the response to be improved or further developed
- delivered in a consistent manner and format for all students
- provided within one week of a submission of a draft.
Feedback on a draft must not:
- compromise the authenticity of a student response
- introduce new ideas, language or research to improve the quality and integrity of the student work
- allocate a mark.
A copy of the draft and feedback given will be stored by the teacher and may be used if the student fails to
submit final version by the due date without an approved AARA.

Managing Response Length

In developing a response to an assessment instrument, students are required to meet the conditions outlined in
the syllabus. Syllabuses describe assessment techniques and conditions for each assessment technique. All
assessment instruments are to indicate the required length of a response as a word length, duration of time, or
page count to match syllabus requirements.
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Balmoral State High School policy is that student responses may exceed the word limit by a margin of no more
than 10%. Allowing the 10% leeway ensures that student’s do not have to be unduly aware of the word count
while formulating their response, while making sure that they do not exceed the word count by any more than a
modest margin.
Determining word length and page count of a written response
INCLUSIONS

Word Length

Page Count

all words in the text of the response
• all pages that are used as evidence when
marking a response
title, headings and subheadings
tables, figures, maps and diagrams containing
information other than raw or processed data
• quotations
• footnotes and endnotes (unless used for
bibliographical purposes)
EXCLUSIONS
• title pages
• title pages
• contents pages
• contents pages
• abstract
• abstract
• raw or processed data in tables, figures and
• bibliography
diagrams
• reference list
• bibliography
• appendixes*
• reference list
• appendixes*
• page numbers
• in-text citations
*Appendixes should contain only supplementary material that will not be directly used as evidence when marking the
response.
•
•
•

Before the assessment is submitted, teachers proactively support students to meet the syllabus requirements
for the response length indicated in the assessment conditions when they:
- develop valid assessment instruments of suitable scope and scale
- implement teaching and learning strategies so students can learn effective skills to use when responding to
assessment instruments
- provide explicit feedback at checkpoints and draft due dates
After the assessment is submitted and response is still shown to be over the limit, the student will have 24
hours from the time the teacher is made aware to adjust their work to ensure their response is compliant with
response length requirements. This may include deleting words, moving content to an appendix (while noting
that work in an appendix is not marked, rather it is seem as supplementary material) or removing sections of
work
If the response is still not compliant after the student has been given the opportunity to redact the teacher will:
- mark only the evidence in the student response that meets the assessment conditions for response length,
excluding evidence outside the required length
- annotate the student response to indicate the evidence used to determine the result
Students are encouraged to include the following statement on the title page of their assignment tasks: ‘The
word count of this document is ### words, excluding the title pages, table of contents, reference
list/bibliography, appendixes and in-text citations’. Including this statement helps indicate compliance with
QCAA word count/page count requirements.
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Strategies for establishing authorship

Teachers can collect evidence during the development of responses in order to establish authorship of final
responses. Teachers may:
- monitor, collect or observe progressive samples of each student’s work at various stages. This process may be
documented using an authentication record, checklist or photographs.
- interview or consult with each student at checkpoints during the development of the response to ensure that it
was based on the student’s own work.
To establish authorship of final responses, teachers may:
- directly compare the responses of students who have worked together in groups.
- analyse final student responses using plagiarism-detection software.
- interview a sample of students after their responses were submitted to determine their understanding of and
familiarity with their responses.
- use internal quality assurance processes such as cross-marking if there is more than one class for a subject
cohort.

Non-submission of student responses

When a student does not submit a final response to an assessment instrument on or before the due date set by
the school (other than for an examination and without an approved AARA), a result should be awarded using
evidence:
•
•

from the preparation of the response during the assessment preparation period
available on or before the due date, e.g. class work, a draft, rehearsal notes, photographs of student
work.

If a student is eligible for AARA and an extension of time is granted, this becomes the revised due date for this
student. It is not appropriate to award a lower result, mark or standard as a penalty for non-submission. Match
evidence collected on or before the due date to the relevant syllabus marking guides or standards. Where there
is no evidence collected by the school in response to the planned assessment instrument, a Not-Rated (NR) is
awarded for the response to the instrument.
For General and General (Extension) subjects in Units 3 and 4, a mark of zero for the internal assessment
instrument cannot be allocated if there is no evidence. For all other subjects, an E cannot be awarded when
there is no evidence for that grade.

Internal Quality Assurance Processes

Balmoral State High School’s quality management system ensures valid, accessible and reliable assessment of
student achievement. This includes:
•
•
•

quality assurance of all assessment instruments before they are administered to students using quality
assurance tools provided by the QCAA
administering only endorsed assessment instruments from the QCAA portal to students to ensure
reliability of assessment in alignment with syllabus
quality assurance of judgments about student achievement are adhered to before submission for
Confirmation. This could include teachers engaging in moderation meetings, blind marking and/or peer
reviewing randomly selected responses

All marks for summative internal assessment for General and General (Extension) subjects are provisional until
they are confirmed by the QCAA at a Confirmation event.
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Results for Year 10 assessment, VET, Applied and Applied (Essential) subjects and Short Courses may be subject
to advice from the QCAA.

Academic Misconduct

Academic misconduct incorporates a broad range of behaviours by which students inappropriately and falsely
demonstrate their learning. Balmoral State High School is responsible for managing school- based processes and
consequences through this school-developed assessment policy when there is evidence of academic misconduct
in internal assessment. The school will use proactive strategies to minimise opportunities for academic
misconduct.

Types of academic misconduct, examples of behaviours:
Type of misconduct
Cheating while under
supervised conditions

Collusion

Contract cheating
Copying work

Disclosing or receiving
information about an
assessment
Fabricating
Impersonation
Misconduct during an
Examination
Plagiarism or lack of
Referencing
Significant contribution of
Help
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Examples
A student:
- begins to write during perusal time or continues to write after the instruction to stop
writing is given
- uses unauthorised equipment or materials
- has any notation written on the body, clothing or any object brought into an
assessment room
- communicates with any person other than a supervisor during an examination, e.g.
through speaking, signing, electronic device or other means such as passing notes,
making gestures or sharing equipment with another student.
When:
- more than one student works to produce a response and that response is submitted
as individual work by one or multiple students
- a student assists another student to commit an act of academic misconduct
- a student gives or receives a response to an assessment.
A student:
- pays for a person or a service to complete a response to an assessment
- sells or trades a response to an assessment.
A student:
- deliberately or knowingly makes it possible for another student to copy responses
- looks at another student’s work during an exam
- copies another student’s work during an exam.
A student:
- gives or accesses unauthorised information that compromises the integrity of the
assessment, such as stimulus or suggested answers/responses, prior to completing a
response to an assessment
- makes any attempt to give or receive access to secure assessment materials.
A student:
- invents or exaggerates data
- lists incorrect or fictitious references.
- A student arranges for another person to complete a response to an assessment in
his or her place.
- A student completes a response to an assessment in place of another student.
- A student distracts and/or disrupts others in an assessment room.
- A student completely or partially copies or alters another person’s work without
attribution (another person’s work may include text, audio or audio-visual material,
figures, tables, design, images, information or ideas).
- A student arranges for, or allows, a tutor, parent/carer or any person in a supporting
role to complete or contribute significantly to the response.
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Consequences for plagiarism, collusion, copying work, fabricating and/or impersonation

Students cannot be rated on work that is not their own. If plagiarism is confirmed, the sections of work in
question cannot be used to make a judgment about student achievement.
Where a student is found to have plagiarised significant portions of the task, only the elements of task that are
their own original work will be rated. Where a student is found to have plagiarised the entire task, it will be
treated as a non- submission. In both cases, further consequences may be applied.

Consequences for cheating while under supervised conditions (including exams and external exams),
copying work, disclosing or receiving information about an assessment and/or misconduct during an
exam

When a student is suspected of or observed participating in an act of academic misconduct, students will be still
required to complete the assessment despite the alleged incident of misconduct. Serious incidents that are
unable to be reasonably managed by the exam supervisor or the external assessment supervisor (eg disrupting
other students) may result in one or combination of the following:
•
•
•
•
•

the student being excluded from the assessment room
sections of student work where misconduct has occurred taken out and not rated for achievement
required to start again, completing a comparable assessment instrument at a different time and/or
venue
parents/care givers and Head of Department/Deputy Principal notified and the incident recorded as a
behaviour incident in One School
Incident reported to QCAA

Consequences for failing to meet due dates/sit exams

In the event that a student is unable to submit an assessment item on the due date or is unable to attend an
exam for any reason, the student has 5 (five) days from the due date to submit an Illness and Misadventure
AARA. If the AARA is approved – the student can negotiate with the classroom teacher when the next best time
to sit exam or submit assessment is. If the AARA is not approved or failed to be submitted, the teacher will
determine achievement based on available evidence at the time. This may be in the form of a draft, class notes
or observable evidence. For summative assessment in General subjects, QCAA will also be notified.
See appendix 1 for assessment scheduling, drafting and collection flowchart.

Access arrangements and reasonable adjustments (AARA)
The Queensland Curriculum and Assessment Authority (QCAA) recognises that some students have disability,
impairment and/or medical conditions, or experience other circumstances that may be a barrier to completing
assessment. Access arrangements and reasonable adjustments (AARA) are designed to assist these students.
AARA minimise barriers for eligible students to demonstrate their learning, knowledge and skills in assessment.
The school will use the information in the AARA application to inform their decisions about appropriate
adjustments and arrangements for all senior summative assessment.
The Guidance Officer (GO) and Head of Special Education Services (HOSES) have developed a school-based AARA
process that supports the early identification of students with unexpected, existing long-term and chronic
conditions so the school, parents and students can confidently negotiate and implement AARA according to the
guidelines. Please see the Appendix two for more information, or see the GO or HOSES for an application form.
All students in Years 10, 11 and 12 who are wanting extensions and/or variations to the delivery and
completion of assessment will be required to complete an AARA application.
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Appendix 1 – AARA/Assessment Scheduling and collection flowchart – TEACHER PROCESS
Start of new Term / Unit of work
•

Upcoming assessment and due dates
communicated to parents and students with
expectations around AARA and assessment
submission

Assessment given to students (if an assignment)
•
•
•

N.B:
Whilst it is the student’s responsibility to
apply for an AARA – class teachers are
often the ones best positioned to recognise
a student’s needs and encourage them to
make an appointment with GO or HOSES

Due dates reinforced
Criteria discussed
Requests for variations to assessment (AARA)
discussed
IF NO - FIRST CONTACT

Is the student progressing through the task /unit of
work appropriately so far?
•
•
•

Check points met
Formative ‘tests’ on track
Draft submitted on time

•
•
•

•

•

Provide feedback to students
•
•

Contact home if required
Option to submit further drafts (depending
on Syllabus conditions)

Final assessment submitted /sat on time
Any special considerations approved (check
approved AARA list -

•

G:\Coredata\Common\SCHOOL APPROVED AARA)

•

If no, 2nd Contact

Provide feedback to students
•
•
•

Items marked and moderated and returned
to students within 2 weeks
Student results entered on student profiles
Student review and goal setting
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Teacher also collects evidence at this
point if assessment is an exam (to be
used in case of non-attendance)

IF NO - SECOND CONTACT
•

•

Check for any approved AARAs
Teacher contacts parent/care giver
Record on One School and refer to
curriculum HOD
Student remains in class at next available
opportunity (or returns for detention) until
draft/evidence submitted

•

•
•

Teacher contacts parent/care giver and
explains that student has 5 days to apply
for an AARA otherwise evidence up to that
point will be used for assessment (see
template Appendix 3)
If no approved AARA - Assess task based on
available evidence up to and including the
due date against the task-specific criteria.
If an exam – student sits comparable
instrument at next available opportunity
(or uses class evidence to determine level
of achievement)
Record non-submission as incident on One
School
Refer contact to curriculum HOD and
Senior School HOD
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Appendix 2 – AARA/Assessment submission flowchart – STUDENT PROCESS
Start of new Term / Unit of work
•
•

Students and parents informed of
assessment and AARA application process
Review assessment scheduled for respective
unit of work and determine if eligible to
apply for an AARA based on known evidence

Drafts / Assessment check points
•

•

•

Students submit drafts and/or formative
assessment evidence by due date as set by
class teacher
If requiring an extension or absent time of
due date – student may apply for an AARA to
avoid penalty
If no draft submitted and no approved AARA
– student must stay behind after class or at
next available opportunity to submit

Final assessment submission (exams and
assignments)
•
•

•

•

Teachers check approved AARA register and
enact any student AARAs
Students must have applied for and
submitted their AARA applications at least 3
days prior to final due date for known
conditions
If absent on the day of due date, students
have 5 days from final due date to submit an
AARA for temporary illness, accident or
misadventure
If not present for exam or did not submit
final copy of assessment with no approved
AARA – class teachers will use evidence
collected at draft check points as final copies
or ask student to sit comparable exam at
next available opportunity
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IF YES TO NEEDING/WANTING TO APPLY
FOR AN AARA
•

•

•

•

It is the Student responsibility to make
appointment to see Senior Guidance
Officer or Head of Special
Education/Inclusion to start AARA
application process
Student and GO/HOSES determine if
eligible for long-term, short-term or
temporary injury/misadventure AARA
Student completes AARA form and
submits. Decisions on AARA published
in AARA spreadsheet and
communicated to student
Approved AARAs enacted for
assessment by class teacher and/or
respective Heads of Department
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Appendix 3 – Non Submission of Assessment communication to
parents and students
Non-submission of assignments by due date:
Dear parent / caregiver,
This email is to inform you that your child failed to submit the final copy of their ________
assignment which was due on the ___________.
If there were any extenuating circumstances as to why the assignment could not be submitted on
time, students have 5 days from the initial due date to apply for an AARA (access and reasonable
adjustment) and submit as soon as they can. Students can only apply for an AARA through our
guidance officer Ms Kate Niland (knila1@eq.edu.au). The link to our AARA application form can be
collect from Ms Niland or downloaded at the below link:
https://balmoralshs.eq.edu.au/supportandresources/formsanddocuments/documents/senior%20sc
hool/bshs%20senior%20aara%20application.pdf
Failing to submit an assessment item without an approved AARA will result in a student’s draft
assignment becoming their final attempt. Further to this, repeated failures to submit assessment
items may impact a student’s QCE (QLD Certificate of Education) eligibility and ultimately, their
enrolment at Balmoral State High School.
For further information relating to senior assessment policies and procedures, please visit our school
website at https://balmoralshs.eq.edu.au/ or feel free to email our Head of Senior School – Mr Tony
Byrnes (abyrn53@eq.edu.au).

Failure to sit exam on due date:
Dear parent / caregiver,
This email is to inform you that your child failed to present themselves for the scheduled ________
exam which was set for the ___________.
If there were any extenuating circumstances as to why they could not attend the scheduled exam,
students have 5 days from the initial due date to apply for an AARA (access and reasonable
adjustment) and submit as soon as they can. Students can only apply for an AARA through our
guidance officer Ms Kate Niland (knila1@eq.edu.au). The link to our AARA application form can be
collect from Ms Niland or downloaded at the below link:
https://balmoralshs.eq.edu.au/supportandresources/formsanddocuments/documents/senior%20sc
hool/bshs%20senior%20aara%20application.pdf
Failing to sit an exam without an approved AARA may result in their final level of achievement being
based on evidence collected in class previously or a comparable exam being completed at the next
available opportunity. Further to this, repeated failures to submit/sit for assessment items may
impact a student’s QCE (QLD Certificate of Education) and ultimately, their enrolment at Balmoral
State High School.
For further information relating to senior assessment policies and procedures, please visit our school
website at https://balmoralshs.eq.edu.au/ or feel free to email our Head of Senior School – Mr Tony
Byrnes (abyrn53@eq.edu.au).
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Appendix 4 – AARA Application (see GO for electronic fillable version)
Access Arrangements and Reasonable Adjustments (AARA)
Application Form – CONFIDENTIAL
STUDENT DETAILS
Student Name:

Year Level:

Student Signature:

Date:

LUI:

I am applying for:
Access arrangements and reasonable adjustments (for existing, known and chronic conditions).
Applications must be submitted at least three (3) days BEFORE assessment due date.
COMPLETE PART A, C, and D
Illness and misadventure (for unforeseen circumstances occurring on day of or day before due date).
Applications must be submitted within four (5) days from assessment due date.
COMPLETE PART B, C, and D
Note: Granting of an AARA is at the discretion of the Principal, Principal’s delegate and approved only when the student
successfully meets eligibility criteria AND the student’s circumstance provides a barrier for demonstrating knowledge and
skills in assessment

Part A – Access Arrangement and Reasonable Adjustment
Period applied for:
Current assessment
Temporary/Intermittent
Permanent
Additional evidence may be required
task/s only
Start date:
End date:
Category applying for (may be more than one):
AARA Category
Documentation / evidence required
Medical report and/or school statement
Cognitive (eg. Intellectual disability; learning disorder)
☐
Medical report and/or school statement
Physical (eg. Physical injury or disability)
☐
Medical/verification report, school statement
Sensory (eg. Autistic Spectrum Disorders)
☐
Medical/verification report, school statement
Social/Emotional (eg. Anxiety, depression)
☐
HODSS/GO Support and/or school statement
Other (eg. Traineeships, extra-curricular commitments)
☐
Provide a brief history of your barrier, disability, impairment and/or medical condition – including symptoms
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Comment on how this condition/barrier affects your daily functioning in the classroom and access/responses to
assessment

What kind of arrangements help you to be able to complete assessment?

Subjects and provisions applying for:
Subject
Assessment
type

All subjects

All types

Due date

NA

Adjustment/s
(see appendix for options)

Part B – Illness and Misadventure
Subject/s:
Original Due Date/s:
Date able to submit/sit assessment:
Student statement explaining reason for application:

Supporting evidence:
☐ medical documentation
☐ evidence of verified disability
Notes:
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☐ legal documentation
☐ Guidance Officer/school aware

Approved by
GO

Senior Student Assessment Policy

Part C - Parent / Care Giver Acknowledgement:
I have discussed the grounds for this application with my child and I support the request for additional support for my
student. I acknowledge that this is merely a request only and is subject to approval from the Deputy Principal in line
with College and Queensland Curriculum and Assessment Authority procedures.
Name:
Date:
Signature:
Comment:

Part D – Medical Report AARA (this section is ONLY to be completed by the health professional)
Diagnosis
Date of Diagnosis
Date of occurrence/onset
Provide a brief history of the student’s disability, impairment and/or medical condition, including symptoms

Is the student currently receiving treatment? Please indicate

Comment on the probable effect this disability, impairment and/or medical condition on the student’s capacity to
complete assessment/function in classroom
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Professional recommendations for assessment adjustments

Health professional details
Name:

Profession:

Phone:

Place of Work:

Registration number:

Practice stamp
(if applicable)

Signature or email:

Date:

Part E – School Statement
Comment on the probable effect this disability, impairment and/or medical condition on the student’s capacity to
complete assessment/function in classroom

What kind of arrangements has the student used previously at school that help them to be able to complete
assessment?

Staff member details
Name:

Role:

Phone:

School:

Signature:

Date:
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Appendix 1 – adjustment options
Alternative/comparable task
Assistance
Assistive technology
Extra time
Varied seating/venue
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Rest breaks
Scribe
Reader
Extension

Physical equipment/environment
Reader
Vision aids
Food or drink

