Advice for Students

By following these guidelines you will provide youself with the
best opportunity to achieve your HSC goals.

1.

Keep a copy of this Assessment Policy in your wonkg folder
so that it can be referred to at anytime.

. Ensure that you attend class regularly.

. Ensure that you make a serious attempt to complet¢he

work set by your teacher. A diligent and sustaineceffort
throughout the course is required.

. Make a serious attempt to complete all PreliminaryfHSC and

HSC Assessment Tasks.

. Follow the procedures outlined in this document. IKow

them.

. Contribute to a quality-learning environment in ead class.

Regularly check your diary for upcoming Assessmentasks.

. Notify/phone the relevant Head Teacher prior to the

Assessment Task if you will not be able to completbe task
on the due date, in the case of illness or misadvere.

. Use the correct forms for requesting an extension ral

reporting illness/misadventure. Copies of the form are
attached to this document. It is the student’'s rgmnsibility
to ensure that they have copies of these documerds all
times. Extra copies of these forms are availabledm Head
Teachers, Student Adviser, Careers Adviser.
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The Higher School Certificate — An Overview

The booklet “Studying for the Higher School Certifica¥eear 12 2008” and the Board of

Studies website _(www.boardofstudies.nsw.edu.provides you with a range of useful

information about the HSC and its requirements. Bleesnsult this document for

information about eligibility for the HSC, study remgments, types of course and course
restrictions, changing course, general assessment irtffonnaatisfactory completion of

courses, attendance and application, reporting HSCtsesndl the Universities Admission

Index (UAI).

Rationale
Each Higher School Certificate course is divided into parts.
1. Preliminary (studied in Year 11, Terms 1, 2 & 3)
2. HSC (studied in Year 11, Term 4 and Year 12 Terms 1, 2 & 3)

The Board of Studies requires all students sitting foH8€ to complete Assessment Tasks
set by the school for each course.

Preliminary HSC Assessment Tasks contribute towardsPtiediminary HSC Record of
Achievement which will be gained at the end of the Prelary year.

HSC Assessment Tasks contribute towards the HSC RexfoAthievement and Higher
School Certificate which will be gained at the end efH5C year.

Assessment Tasks allow measurement of student perfoenmanelation to course outcomes,
including those not readily measured by an examinations Séives to provide several types
of measurement over a period of time.

What is Assessment?

1. Preliminary HSC Assessment and HSC Assessment is ¢éam3rby which schools
will assess a student’s level to be satisfactorytler award of the Higher School
Certificate which includes the Preliminary HSC Record ehidvement and HSC
Record of Achievement.

2. HSC Assessment is the means by which schools wilrm@te the rank order and
spread of students from measurements taken over the peEgmching in Year 11,
Term 4 until Year 12, Term 3.

3. Assessments should involve a variety of measuremenmntimshts eg. Practical work,
fieldwork, oral presentation, essays, tests, majog@asgnts, etc.

4. Assessments must encompass all syllabus outcomes extaptea and interests
which are not to be assessed.

5. Assessments should be carried out regularly without negctiie point of over-
assessing eg. Not all work needs to be included in an ass@ss
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HSC SCHOOL ASSESSMENT POLICY AND PROCEDURES

1. Assessment Tasks and Examinations

An assessment mark will be submitted for most coursehest by a student. Some courses
have competency-based assessment reported through at dogderFor courses having a
formal assessment program, the final mark submitted tBdlaed of Studies will represent a
measure of the student’s achievement relative to th@rmpeahce standards designated by
Board of Studies Syllabuses.

a. Courses with formal Assessment Programs, have as#rtaskswvhich are used to
assess the Board of Studies components.

b. Students will be advised in writingf any variations made to a course’s Assessment
Procedures or Program at least two weeks prior to the task.

c. Students must make a genuine attempt at Assessment Ta#his. is not the case,
the Principal must indicate that the course has een Isatisfactorily completed. An
‘N’ Determination will be made and the course will mppear on the HSC Record
of Achievement and may lead to the non award of theei§ichool Certificate.

d. Students must be provided with a guide of the school'essaggent requirements
which will include:
* The components and weightings as specified in the Suldjantial for each
course;
* The general nature of each Assessment Task and the @stessessed;
* A schedule of when Assessment Tasks will take place;
* The value of each task in relation to the total markHercourse.

e. Proven dishonesty and cheating in the completion of \anften or oral task,
practical or research will result in a zero mark beingarded. Examples of
behaviour considered cheating and generally referred tagisugtm are as follows:

» Copying, buying, stealing or borrowing someone else’s viloiiart or in whole
and presenting it as the student’s own work.

 Using material directly from books, journals, CDs dre tinternet without
acknowledging the source.

» Submitting work that contains a large contribution fromoaer person, such as a
parent, coach or subject expert that is not acknowledged.

» Paying someone to write or prepare material that iscagged with a task, such as
process diaries, logs and journals.

2. Assessment Information for Individual Courses
This HSC Assessment Booklet contains Assessment infioirm#or individual courses and
should be kept in your working folder for easy access.

Students should take notice of the approximate dates,ghe of tasks and the value of each
task. It is theaesponsibility of the studentto be aware of this information and ask questions
when unsure about something. It is alsoré@sponsibility of the studentif absent from class
for any reason, to ensure that the student approachededtieer for information about the
missed lesson.

Sustained and constant effort will be critical to a sttidesuccess throughout the Preliminary
and HSC Courses. When students are given the exactodatdask it should be recorded
immediately in their diary. All tasks must be contpteby the due date to achieve a result
which reflects the student’s ability.

Assessment Tasks should be completed and/or handed mbyrtlee due date. If a specific
time is not indicated then the deadline will be 3.25pnthendue date.
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3. Prior Notification of Assessment Tasks

« Two weeks written notice of each assessment taskldshmmugiven to the class,
except in the case of TAFE Delivered VET courses whtrdents will be notified
by the TAFE. The Assessment Task notice must includghtieg, outcomes,
assessment criteria and due date. Formal Examinatidnbennotified 2 weeks
prior via the Examination Timetable.

» If a student is absent from class on the day that ficabibn for an Assessment
Task is given to students then it is tesponsibility of the studentto speak to the
Teacher or Head Teacher to obtain a copy of the Assa# Task. Note, unless the
student formally applies for an extension of time tdek is to be completed by the
due date on the written Assessment Task notificatlba. student fails to approach
the teacher and obtain a copy of the notificatibthe Assessment Task and as a
result does not submit/complete the Assessment Task ebylub date then the
procedure as outlined in the Assessment Policy will bewied.

» Faculties must keep a record that all students haveseeceotification of tasks.

» School-based assessment for Preliminary HSC courdiédsevaonducted in Year 11,
Terms 1, 2 and 3.

* To ensure an even distribution of Assessment Tasksame than two assessment
tasks can be scheduled on any one day and no more thafssfeessment Tasks per
week excluding examination periods.

* In general, Assessment Tasks cannot be scheduled inedle ieading up to an
examination period. However, in special circumstaecgsHSC major works or a
short school term, variations to this determination rbay negotiated with the
Deputy Principal.

4. Granting of Extensions for Assessment Tasks
In the situation where a student requires an extensiotimaf for the submission of a
Preliminary HSC Assessment Task it is the student{soresbility to:
a) Make contact with the Head Teacher prior to the subansate.
b) Complete a KHS Assessment Task Extension Proforma #adhaappropriate
documentation.
c) Submit the KHS Assessment Task Extension Proformaetélead Teacher.

The Head Teacher of the course concerned will decid¢heh
a) An extension of time can be given;
b) An alternative task can be completed;
c) The task can be repeated without disadvantaging other ssuden
d) An estimate can be given.
e) This decision must be written on the proforma, a agipgn to the student and one
placed in the student file.

The granting of an extension will be recorded on the KA&kSessment Task Extension
Proforma and attached to the Assessment Task whesubmitted.

Where an extension has been approved for the submigsigpl&tion of an HSC Assessment
Task the student will not be disadvantaged in the maldksaaéd.

In cases of dispute the Head Teacher will confer vighRrincipal.
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5. Non-Completion of Assessment Tasks / Examinations

In the case of non-completion of Preliminary HSC esssnent Tasks a UPR (Unsatisfactory
Progress Report) warning letter will be issued. The studénteceive one UPR warning
letter per non-completed Preliminary HSC Assessmesk.TaThe student will have the
opportunity to make up the task but will be awarded a zerk.ma

Students must complete tasks which contribute in exafés3% of the final Preliminary HSC
Assessment mark in a course in order to be deemedstatist

A. Assessment Tasks
* Any student who cannot submit or attend an Assessmetkt Shemild notify the
relevant Head Teacher before the due date of the Assetsdrask. Failure to
follow this procedure may result in the award of a zero m&k. The Head
Teacher will inform parents in writing when this occurs.

* When a student has a valid reason for not attemptingsaes&ment Task (eg. illness
or misadventure) appropriate documentation should be subntitethe Head
Teacher within 3 school days of the due date of the task.

Appropriate documentation includes:
a) A Medical Certificate in the case of illness;
b) A Statutory Declaration in the case of misadventuma] ather relevant
supporting documentation if appropriate.

* The Head Teacher of the subject concerned will deciagheht
a) An extension of time can be given;
b) An alternative task can be given;
c) The task can be repeated without disadvantaging other ssuden
d) An estimate can be given; or
e) In cases of dispute, consult with the Principal

When making contact with the Head Teacher it is thelesit’s responsibility to
negotiate an alternative date to complete the non-letetbAssessment Task.

» Computer or associated hardware malfunction is not regasie valid reason for
the non-submission of an Assessment Task. To ernsatredmputer problems are
minimised, students must maintain back-up copies on diskgrantdd hard copies.

* Where there is no valid reason for non-completiommfAssessment Task, a zero

mark must be recorded for that task. The student willlksilrequired to complete
the task so that the achievement of outcomes can bendénated.
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B. Examinations

This procedure is to be followed for students who aréedfbre or are taken ill during an
examination or suffers a misadventure before a foewamination set by Katoomba High
School ie. Final Preliminary HSC Examinations.

» If a student is ill or suffers a misadventure befaneExamination they must make
contact with the Principal before the Examination.

* A student who feels that their performance during the |H#valiminary HSC
Examinations may be affected by illness or misadvenheg tust see/contact the
Examination Supervisor before the Examination star{go@kible).

» If a student falls ill or suffers a misadventure durindg-inal Preliminary HSC
Examination they must contact the Examination Superuisorediately.

In the case of iliness or misadventure a student must:
a) Obtain an lllness and Misadventure Form which is abkalérom the Examination
Supervisor or Student Adviser.
b) Fill out and return the lllness and Misadventure FornméoStudent Adviser no later
than 3 days after the affected Preliminary HSC Exananatias been completed.
Any appeal submitted after 3 days will not be consideredmxin extraordinary
cases.

The Student Adviser will:
a) Inform the Principal who will approve/disapprove the appasad complete the
relevant section on the form.
b) Forward a copy of the appeal with the determinatioredhoto the relevant Head
Teacher.
c) Place the original documentation on the student’s file.

Where an lliness and Misadventure Appeal has been approved Preliminary HSC
Assessment Task or Final Preliminary HSC Examinatibe student will not be
disadvantaged in the marks allocated.

6. Appeals for Preliminary HSC Assessment Tasks
If a student wishes to appeal a decision or marks awandexdation to a Preliminary HSC
Assessment Task then the following procedure should take: plac

a) The student should firstly discuss their concerns tighclass teacher and submit a
letter outlining their appeal to the Head Teacher.

b) If still not satisfied with the outcome, the studembld submit a formal Appeal for
Review to the Principal.

7. Satisfactory Completion of a Preliminary HSC ©urse
A student will be considered to have satisfactorily cletgal a course if, in the Principal’s
view there is sufficient evidence that the student has:
a) followed the course developed or endorsed by the Board; and
b) applied themselves with diligence and sustained efforth® set tasks and
experiences provided in the course by the school,
c) and achieved course outcomes.
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8. ‘N’ Determination and Appeal

* An ‘N’ Determination is given to a student who is deemasdatisfactory.

» Satisfactory completion can be judged by attendancel, déwevolvement in class,
assignments completed, tasks completed and level ofvachént. Failure to meet
one or more of these requirements can lead to an &&fination.

» If a student does not complete tasks for a course whiatniloote in excess of 50%
of the final assessment mark an ‘N’ Determination lbellgiven.

The school is required to issue warning letters to stadantisk of not meeting assessment
requirements in a course or are at risk of being unaet@ly due to the factors listed above.
The Principal must:

a) advise the student in writing, in time for the problem tocberected specifying
details of action required by the students and alertingstiindent to the possible
consequences of an ‘N’ Determination;

b) advise the parent or guardian in writing if the student isub8g

c) request from the student and/or parent a written acknowrieglgfeof the warning;

d) issue at least one follow-up warning letter (if the studenstill at risk of not
meeting requirements);

e) retain a copy of the warning notice and other relevant dentation.

If a student is to be given an ‘N’ Determination thené€lpal must:
a) submit the ‘N’ Determination via Schools Online;
b) advise the student of the determination, its consequamckthe student’s right to a
school review and subsequent appeal to the Board of Susiiegsthe form supplied
by the Board of Studies.

If a student receives an ‘N’ Determination for a 2 Watrse and is studying the associated
Extension course then they will also be deemed unsabsfain that Extension course.

If a student receives an ‘N’ Determination in a PrelimmdSC Course(s) by the Board of
Studies the course will not appear on the Preliminary IR8€ord of Achievement. As a
result, in some cases the student may not meet ttegrpaf study requirements and hence be
ineligible for the award of the Higher School Cecatie in that year.

10. Maintaining Records

* Marks for Assessment Tasks will be aligned with Assesg Grids and Preliminary Higher
School Certificate Assessment Policy.

* Notification of Assessment Tasks will be issued by ctaasher and a record of collection
by the student will be kept by the teacher.

» Arecord of receipt of Assessment Tasks will be kephbyGlass Teacher.

* VET Competencies that are achieved will be recorded éWT teacher and also entered
on EBOS.

» Assessment marks will be kept in a Central Registéhinvieach Faculty and the Head
Teacher will be responsible for keeping a back up copyarks off site.

11. Reporting on Student Progress
Katoomba High School will formally report on student gness for the Preliminary Higher
School Certificate at the completion of the Pretiamy Higher School Certificate Courses.

These Reports will give students clear feedback on peeformance. This advice will:
* Indicate achievement of course outcomes.
* Indicate the student’s progress within the course.
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12. Work Placement

Two Work Placement weeks of 35 hours in duration are gutsory component of each
VET Course. In order to be satisfactory in a VET CeussthWork Placements must be
completed.

Students_mustomplete the 35 hour Work Placements during the Prelimir&8¢ VET
Course in Year 11, Terms 2 or 3 and the HSC VET Cour¥ean 12, Terms 1, 2 or 3. Non
completion of Work Placement will lead to an ‘N’ Detenation. Should a student not
complete the Preliminary and/or the HSC Work Placembah the Assessment Policy
procedures will be followed. In the case of lliness asddventure, Work Placement may
only be completed by negotiation outside of the specified periods.

13. Work Placement and Preliminary HSC Assessment Tasks

It is the VET student’'s responsibility to satisfy any Assessment Task requirements
scheduled during Work Placement. Should a student expedéficalties with any aspect

of the negotiations then the student must discuss titis their VET teacher or the VET
School Coordinator at least 3 days prior to the staMVofk Placement. If not, then the
Assessment Policy procedures will be followed.

* An Assessment Task that is unseen prior to the set atadeis required to be
completed in class must be completed at the set tiAreangements must be made
with the employer at least one week, where possibler ps the Work Placement
week so that attendance to complete the task by the stisdassured. Should an
employer be unable to accommodate a change in Work ridantetimes then the
school and Head Teacher may make other arrangemenite fAssessment Task to be
completed.

* Where an Assessment Task is to be completed in afasthe question for the task
has been given beforehand then the student may negotihtthevieacher to complete
the task_beforehe Work Placement week. If it is not possible tonptete the
Assessment Task prior to the Work Placement then dagl Heacher may consent for
the task to be completed after Work Placement. #rgements are not negotiated by
the student beforehand then the Assessment Task mosiripdeted on the set date.

* Where an Assessment Task has been assigned for ¢ompheeither class time or in
the student’s own time and is to be handed in on a settldaethe student may
submit the task before the Work Placement week or matengements for the
Assessment Task to be handed in on or by the set date.

* If a student is completing Work Placement locally andhes to complete the
Assessment Task in class on the set date then thepegayiate with the employer to
release them for the period of time required to completeAssessment Task. The
student must ensure that the hours missed at Work Plataneemade up.

 Where a student does not attend an Assessment Task doeingeek of Work
Placement without prior negotiation with the Head Teadfd¢he Faculty setting the
Assessment Task then the procedure as outlined in thesgxassnt Policy will be
followed.

* |If a student is unable to attend an Assessment Task durexgvéek of Work
Placement due to lllness and Misadventure then the pracedunoutlined in the
Assessment Policy is to be followed.

Katoomba High School Page 9 February 2008



Assessing Standards

Elements of an internal Assessment Program

Standards
The Syllabus The Levels of Achievement
y y
Outcomes Internal Assessment Marking Guidelines

The specific things
students are expected
to know, and how to
do.

Components

Areas of the syllabus
to be assessed.
Weightings

Relative importance of
overall assessment of
student achievement.

Types of Tasks

Types of tasks that ca
be used to assess
student achievement
as outlined in the
syllabus.

each component in the

-

Katoomba High School

Designed to assess student
achievement against Standards

Aspects of the Program:

Program

A range and balance of
tasks to assist students
to demonstrate their
levels of achievement

3 to 5 tasks suggested
to assess the standards

Indicate the marks to be
awarded for different
levels of performance in
individual tasks.

Internal
Assessment Mark

achieved by students.

Tasks scheduled so tha
students have had the
learning experiences to
achieve the outcomes.

Individual tasks
weighted to reflect the
relative importance of
each task in assessing
overall achievement of
the standards.
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Reflects the
achievement of the
standards.
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GLOSSARY OF KEY WORDS

ALL Assessment Tasks and Teaching Programs use a vafr@iffeoent words.

Syllabus outcomes, objectives, performance bands andreatgon questions have key words
that state what students are expected to be able to dimsgary of key words has been
developed to help provide a common language and consistanig in the Higher School
Certificate documents. You need to be familiar veiélch of these.

Using the glossary will help teachers and students unddrathat is expected in responses to
examinations and assessment tasks.

Account Account for: state reasons for, report on.
Give an account of:  narrate a series of eventsansactions
Analyse Identify components and the relationship betvtieem:;
draw out and relate implications
Apply Use, utilise, employ in a particular situation
Appreciate Make a judgement about the value of
Assess Make a judgement of value, quality, outcomedisesisize
Calculate Ascertain/determine from given facts, figunemformation
Clarify Make clear or plain
Classify Arrange or include in classes/categories
Compare Show how things are similar or different
Construct Make, build, put together items or arguments
Contrast Show how things are different or opposite
Critically Add a degree or level of accuracy depth, knowdealgd
(analyse/ understanding, logic, questioning, reflecti@hcprality to
evaluate) (analysis/evaluation)
Deduce Draw conclusions
Define State meaning and identify essential qualities
Demonstrate Show by example
Describe Provide characteristics and features
Discuss Identify issues and provide points for and/or against

Katoomba High School
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Distinguish

Evaluate
Examine

Explain

Extract
Extrapolate
Identify
Interpret
Investigate
Justify
Outline
Predict

Propose

Recall

Recommend

Recount
Summarise

Synthesise

Katoomba High School

Recognise or note/indicate as being distndtifferent from; to note
differences between

Make a judgement based on criteria; determeneaibe of
Inquire into

Relate cause and effect; make the relation&i@pgeen things evident;
provide why and/or how

Choose relevant and/or appropriate details

Infer from what is known
Recognise and name

Draw meaning from

Plan, inquire into and draw conclusions about
Support an argument or conclusion

Sketch in general terms; indicate the maatufes of
Suggest what may happen based on available atfiorm

Put forward (for example a point of view, j@gggument, suggestion)
for consideration or action

Present remembered ideas, facts or experiences
Provide reasons in favour

Retell a series of events

Express, concisely, the relevant details

Putting together various elements to mak®k w
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