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TENNANT CREEK HIGH SCHOOL
Middle School Assessment Policy
Rationale
The school policy is in alignment The NTBOS Curriculum, Assessment and Reporting Policy Transition to Year 9 which outlines what all Northern Territory teachers are expected to do in relation to assessment.  This school policy states procedures, expectations, responsibilities, rules and guidelines related to assessment at Tennant Creek High School. These have been developed with close consideration of, and sensitivity to, the unique nature of the school, its location and community.
The purpose of this policy is to maintain a consistent approach to assessment across the school and for teachers, students and parents to have a common understanding and reference point for school assessment practices.  It makes clear the particular roles and responsibilities that teachers, students and parents have in school assessment.
Definition of Assessment 
Assessment is the process of gathering, analyzing and reflecting on evidence to make judgments about student learning and to improve future student learning.  The judgment is always made against the relevant achievement standards.
Scope of policy 
The Tennant Creek High School Assessment Policy applies to all learning areas and all students in Years 7, 8 and 9, including those students with special learning or language needs as assessment strategies are differentiated or adapted to cater for student diversity such as English proficiency. The policy applies to all summative school assessment tasks. The Assessment Calendar summarises the summative assessment tasks for each subject area and each year level. 

Beliefs about assessment
Assessment is an integral part of the teaching and learning cycle and teachers at Tennant Creek High School believe that using everyday classroom assessments will provide authentic and valid feedback loops for ongoing improvement in teaching and student learning. Ongoing assessment enables our school’s teachers to provide regular information about student progress to parents and report using plain English.
Teachers assess student learning against achievement standards. Assessment tasks are designed in keeping with the principles of assessment to be explicit, valid and reliable, accessible, instructionally useful, student-centred and practically convenient. Assessments being accessible enables all Tennant Creek High Middle School students to have opportunities to demonstrate their learning in a variety of ways. Students with special needs, English as an additional language or dialect or giftedness will be catered for in assessments.
Teachers at Tennant Creek High School value student input to assessment practices including engaging students in developing assessment criteria, self and peer assessment and providing effective feedback. A marking rubric is provided by the teacher and discussed with the student for each summative assessment task.
Because assessment is vital to the teaching and learning cycle, assessment tasks must be completed. Teachers at Tennant Creek High School do not use ‘marks’ and there is no ‘zero’ for an incomplete task. Teachers assess against the achievement standards and the assessments are important evidence of learning.  When necessary students will be encouraged to take opportunities offered outside of the classroom to complete unfinished assessments. Possible scenarios for catch up include Homework Club, recess or lunchtime sessions in the library.


Quality Assurance Assessment Cycle 
Each semester Tennant Creek High School uses the Quality Assurance Assessment Cycle (QAAC) to plan, review and improve assessment practices. This cycle ensures all teachers plan assessment using achievement standards, design quality tasks, make consistent judgments about student achievement, improve student learning and collaborate professionally with other teachers in the school.  
The following outlines the timetable for Quality Assurance Assessment Cycle at Tennant Creek High School.

	Terms 1 and 3

	Week 1 - 4
	· Planning Phase
· Programs finalised and submitted to leadership team.
	Planning


	Week 1 - 6
	· Clarifying Phase
· Teachers align tasks to Achievement Standards and Principles of Assessment.
	Clarifying


	Week 6 - 10
	· Ongoing monitoring of student learning by teachers. Assess students using clarified tasks. Teacher evaluates and provides targeted feedback.
	

	Term 2 and 4

	Week 1 - 4
	· Continue ongoing monitoring of student learning
· New staff are introduced to the SAIS system by school administrator
http://test.sais.ntschools.net 
· Report templates customised in SharePoint site by school administrator 
	

	Week 1 - 6
	· Confirming Phase
· Collaboration and consensus assigning A-E grades and constructing comments for each student (can be started in Terms 1 and 3 using a Word document)  
	Confirming


	Week 6 - 7
	· School administrator sets up class groups in SAIS http://sais.ntschools.net 
	

	Week 7 - 8 
	· Teachers prepare data and comments for school administrator
· Check and review reports
	

	Week 9
	· Reviewing and improving phase


	Reviewing


	Week 9 - 10
	· Approve and print student reports from SharePoint by school administrator
· Close assessments in SAIS for the semester
	



Roles and responsibilities 

	Teachers/Administrators:
· Ensure assessment practices are aligned to this school policy
· Follow the Quality Assurance Assessment Cycle as stated in the NTBOS Curriculum, Assessment and Reporting Policy and Guidelines
· [bookmark: _GoBack]Teachers use the 8 Learning Management Questions to drive the teaching and learning sequence so students have the skills and knowledge to succeed in the assessment task 
· Teachers provide students with:
·  an overview of the term’s assessments in Week 2 of each term
· fair notice of assessment task outlines: what, when and why
· opportunities to develop the necessary skills to participate in self and peer assessment
· effective and timely feedback to students and parents that highlights what students have demonstrated and what they need to improve
· guidance with the task (ongoing monitoring)
· Where an assessment is not submitted by the due date teachers:
· make a judgment based on the draft work or monitored, in-class work of the student prior to the assessment task due date
· inform parents when tasks are incomplete
· implement measures to ensure students complete the task
· Encourage student to attend Homework Club
· Provide student with materials relevant to the task so they complete the task in their own time or lesson time
· School administrator ensures monitoring and evaluation records are recorded in preparation for entry into the Student Assessment Information System (SAIS)
· Teachers/administrators ensure standardised testing is carried out as mandated or appropriate and results are available to all staff in suitable format eg PAT Testing, NAPLAN, Multilit, Macqlit, Burt Reading, PM Benchmarking

Students:
· Participate in self and peer assessment activities constructively and honestly
· Submit tasks that are the student’s own work, not paraphrasing or plagiarizing other’s work
· Respond to assessments made by peers, teachers and others
· Meet assessment deadlines as agreed upon with classroom teachers
· Make constructive and honest assessments of their own and other’s learning
· Reflect and respond for future improvements
· Complete tasks to a standard that shows a genuine attempt to address the criteria
· Use in-class assessment time productively, setting targets and completing specific amounts of work each lesson
· Actively seek teacher assistance if required
· Submit drafts when appropriate and provide work in progress when required
· Understand that where an assessment is not submitted by the due date, the classroom teacher will make a judgment based on the draft work or monitored, in-class work of the student prior to the assessment task due date
· Hand in or email assessment tasks to teacher by the due (or extension) date
Parents/Caregivers:
· Contact the school if student is unable to attend school on the day an assessment is due
· Contact the school/subject teacher if there are any queries or concerns about the assessment task prior to the due date
· Communicate relevant information and feedback that might affect their student’s learning or completion of assessment tasks
· Take advantage of opportunities to be informed or to learn about assessment procedures
· Provide feedback about assessment practices in relation to their impact on the student
· Support the school’s measures to ensure assessment tasks are complete eg through Homework Club
Plagiarism
Plagiarism is where students submit the work of others as their own, without appropriate acknowledgement or referencing of the original work.
Examples:
· Word for word copying of sentences or paragraphs from one or more sources which are the work or data of other persons (including books, articles, working papers, conference papers, websites or other students’ assignments) without clearly identifying their origin by appropriate referencing
· Closely paraphrasing sentences or paragraphs from one or more sources without appropriate acknowledgement in the form of a reference to the original work/s.
· Using another person’s ideas, work research data without appropriate acknowledgement
· Copying computer files, including images and graphics, in whole or in part without indicating their origin.
· Submitting work which has been produced by someone else on the student’s behalf as if it were the work of the student.
· Producing work in conjunction with other people (other students, a tutor, parents) when it is purported to be work from the student’s own independent research.
· Teachers will advise students during the drafting process of any instances of plagiarism or suspected plagiarism in their assignment.  Students will then be given the opportunity to rewrite these sections of the draft, before the submission date.
· It is the student’s responsibility to prove authorship.  Students MUST submit all drafts or other evidence that can be used to verify authenticity.
· In cases of plagiarism, only those sections that are the students work (if any) will be assessed/used as evidence of learning by the teacher. The remainder will be disregarded and the student might be required to complete the assessment at an alternative time/venue.

All plagiarism matters will be referred to the Assistant Principal.




Due Date
· Assessment items are to be handed or emailed to the teacher by the DUE DATE as stipulated on the task sheet.
· Assessment due dates will be expressed clearly as a specific calendar date eg 15th May 2015 or as a school calendar week eg Friday Week 5.
· Unless otherwise stated on the task sheet the time deadline for submission of assessment is assumed to be 3pm on the due date. 
· In the case of oral presentations, all students must hand in their written speech on the due date regardless of whether their presentation is on that day.
· For students who do not submit their assessment on the due date (and have not negotiated an extension) their parent/caregiver will be contacted and an arrangement made to complete the assessment either under parent/caregiver supervision at home or under teacher/tutor supervision at Homework Club.

Student Absence
· Contact must be made with the school if the work cannot be delivered on the due date because of absence.
· A medical certificate may be needed to be presented if a student is absent on or has an extended absence due to illness up to and including the due date. Parents/caregivers should communicate with the Principal or Assistant Principal to outline and discuss relevant circumstances.  
· Absence due to bereavement or other special circumstances on the ‘due date’ must be supported by written parental or telephone communication with the Principal or Assistant Principal.
· Any application for an extension of the due date must be made in advance.  Only in extreme circumstances verified by parents (e.g. unexpected illness) can an extension be requested on the due date.  A parent letter or telephone communication must be made with the Principal or Assistant Principal.
· In cases of non-submission of assessment, absence from in-class assessment or absence on day of examination without an approved extension the following will apply:
· Student will complete the assessment at the earliest possible opportunity and
· Feedback will be given by the teacher and the assessment will contribute to the teacher’s evidence of student learning against the achievement standard.



Exemption (allowing non-completion of a particular piece of school based assessment)
· An exemption should only be granted when there is sufficient alternative information to make a judgment about student learning without having to complete a particular assessment task.  For example, an exemption may be appropriate where a student has missed an assessment task due to illness, involvement in a school sanctioned alternative course or some other legitimate absence, and completing the assessment would place an unnecessary burden on the student.
· An exemption is inappropriate if it results in insufficient evidence being available to make a judgment about the student’s learning against the achievement standard, or if the student would be unable to meet the mandatory requirements stated in the curriculum.
· Exemptions will not be a substitute for the school and the teacher making efforts to remove barriers to a student’s access to learning and assessment opportunities.  Exemption is not an option where reasonable adjustment is appropriate.
· Any application for exemption must be supported by parental written or telephone communication with the Principal or Assistant Principal.
Special Consideration for School Based Assessment 
Students are entitled to receive special consideration for assessment tasks if their work is affected by circumstances beyond their control.  Tennant Creek High School tries to ensure that all students are able to demonstrate the extent of their knowledge, skills and understanding.
Special consideration may include:
· an extension of time to complete an assessment task
· modified assessment to suit the disability or circumstance (e.g. an oral instead of a written task for a student with a broken arm)
· exemption from completion of an assessment task
· use of computer, calculators or dictionaries for students with handwriting, severe numeracy or literacy needs in a subject where these elements are not critical to the assessment criteria
· use of a reader and writer where a student has dyslexia or similar
· opportunity for the student to demonstrate their learning through alternative methods as negotiated with the teacher eg an oral presentation rather than written
· opportunity, as appropriate, to improve a result through extra study at Homework Club in negotiation with the teacher.
Examples of such circumstances and suggested modes of consideration are:
· medical – physical eg. Short term illness, chronic illness, accident (exemption from test, extension on text or assignment, use of computer.  For chronic illness causing slowness, extended time for test)
· medical – psychological eg. Diagnosed mental illness, diagnosed ADD or ADHD (extension of assignment, 10 minutes extra per hour on tests)
· disability – appraised students for whom funding is received (EAP)
· disability – non appraised e.g. students with learning disabilities, as defined by learning support teacher (maybe modified assessment; for very low literacy level test may be read to the student or dictionary used where subject is not English, extra time for tests)
· personal trauma – e.g. bereavement, family breakdown (exemption from test, extensions)
· EALD – extra 10 minutes per hour for tests


Frequently asked questions (FAQs)
· How does the school decide on what tasks students do in each subject and when they will be done?
Every course has a Learning and Assessment Plan or Program (based on Australian Curriculum) that clearly indicates the assessment requirements. These assessment tasks are varied in their type to capture the learning of all students regardless of their preferred way of learning.
· [bookmark: effectiveandtimely]What is ‘effective and timely feedback’?
Effective feedback tells the student:
· successful areas or features of the assessed work
· areas that need improvement
· how the task work could have been improved
· how better work can be done in the future
Timely feedback is feedback that is not provided too soon before a student can reflect on the work or too late to be useful in the learning. 
· When is an ‘E’ grade awarded?
If evidence of student learning is not provided a judgment cannot be made.  An ‘E’ grade is awarded where there is evidence at an ‘E’ grade against the achievement standard.
· How does a teacher mark a piece of work that is late?
No penalty should be applied to a piece of work that is handed in late. If the piece of work is accepted then judgment should be made against the relevant standard.
· What if a student is absent on the day of an assessment task?
The class teacher negotiates a suitable time to complete the task as soon as possible upon return to school.
· What if the student’s family has a holiday planned in the week an assessment task is due?
Where possible, if the absence is known in advance, then an arrangement can be made to complete the task either before or after the absence in negotiation with the family.
· Does a student have to submit a hard copy of a task or is it acceptable to only email the task to the teacher?
If a task is only emailed and a hard copy is not provided the student must make sure they have sent ‘receipt’ for proof of submission.
· What if a teacher suspects a student has cheated or ‘cut and pasted’ from someone else’s work or the internet?
Refer to Plagiarism section of this document.
· What happens if a student’s computer crashes or the internet connection is broken and the student cannot email the task to the teacher by the due date?
Computer failure (eg loss of USB, printer problems, access issues at school or home) is not a reason for non-submission. Students should keep hard copies of work at each stage. Files should be backed up regularly.

Review of Assessment Policy: 
This policy will be reviewed at the School Council Meeting in 2016.
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