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AGS ASSESSMENT POLICIES AND PROCEDURES 2011 

 
 
The following is official school assessment policy, as approved by the Board of Trustees. 
 
 
Appeals 
 

1. This policy applies to work that contributes towards school marks or external 
qualifications. 

 
2. Every student shall have the opportunity to 
 See his work after it has been marked 
 Learn why assessment decisions were made 
 Have the assessment decision re-considered upon written appeal . 

 
3. Any appeal must be submitted to the HOD in writing within 5 days of the return of 

marked work. ( An assessment Result Appeal Form is included on the last page of 
this document. ) 

 
4. The HOD will objectively consider the substance of the appeal and, where justified, 

reconsider the assessment decision. 
 
5. A student may make final appeal for reconsideration of an assessment decision to the 

Director of Studies. This includes the right to appeal any HOD decision made in 
relation to assessment misconduct. 

 
 
Late Submissions/Extensions 
 

1. This policy applies only to work contributing towards external qualifications. 
Extensions for work contributing to school grades only, are determined by the 
departments concerned. 

 
2. Grounds for an extension are   

 Legitimate absence from school within the two days before the due date of an 
assignment 

 Legitimate absence on the due date 
 Lengthy and legitimate absence from school within the fortnight before the due 

date of the assignment. 
 Extraordinary circumstances - at the discretion of the Director of Studies.  These 

include lengthy and debilitating sickness, travel sanctioned by the school, and 
bereavement. 

 
3. The aim of granting extensions is not to ensure that all students have equal time for 

completing an assignment, but that all students have a reasonable amount of time. 
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4. Extensions can only be granted by the Director of Studies ( Mr Vella ), after a parent 

has completed an application form. These are available from the notice-board outside 
the Deputy Headmasters’ offices. 

 
Extension Procedures 
 

1. Students should apply for an extension immediately that it is clear that they will not 
be able to hand on an assignment on time. Students applying for an extension on 
medical grounds should produce a medical certificate whenever possible. 

 
2. The process for applying for an extension is: 

(a) Parent/Caregiver to complete the application form. 
(b) Student to obtain signature of the subject teacher concerned. 
(c) Student to submit completed form and the completed assignment ( where 

appropriate ) to Mr Vella. 
(d) Mr Vella will then pass the form and assignment on to the teacher concerned, 

indicating whether or not an extension has been granted. 
 
3. In the following instances - 

 legitimately absent/ill for a week or more in the fortnight before the due date;  
 legitimately absent/ill for three days or more in the week before the due date;  
 legitimately absent/ill on the day or two days before the due date - 

 

      the extension will not necessarily be of equal length to the absence, but will be:  
 long enough for the student to be able to complete the assignment under 

reasonable (but not extreme) time pressure.  The extension must take into account 
that the student may now be behind in all subjects and still recovering from 
illness; 

 no longer than the absence. 
 

4. When a student is legitimately absent on the due date (and maybe the previous and 
successive days): 
 Extension until the day of return to school (plus extra days if the absence/illness 

pre-dated the deadline). 
 
5. When a student forgot/misunderstood the deadline, or left the assignment at home: 

 No extension:  Will not accept parent's letter testifying that the work was 
completed by the due date.  This may seem harsh and inflexible, but this is too 
easy a loophole for the devious student.  

 However, if the student reports the error on the due date, he may be allowed to 
return home to retrieve the assignment, or arrange for someone else to bring it in 
that day. 

 
6. Student suffering psychological/emotional problems: 

 Extensions will always be considered, in liaison with Guidance Director/Dean.   
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Missed Assessment 
 

1. Fair and consistent treatment across faculties and departments will be given to 
students who, because of absence, illness, bereavement or other circumstances 
beyond their control :   
 are unable to perform a school-based assessment task; 
 are unable to submit an assessment task in time to meet an extended deadline 

date; 
 perform or submit a task which does not meet the necessary standard. 

 
2. A student who is unable to complete a school-based assessment task for an internally 

assessed Standard because of absence, illness or other legitimate reason, may be 
awarded a grade if sufficient, actual evidence of performance of the standard exists. 

 
3. Grades: 

 can only be granted by the Director of Studies, after a parent has completed an 
application form. 

 will be determined by the relevant HOD on the basis of student performance of 
the assessment criteria. 

 
4. When assessment has suffered or been missed because of absence, illness or other 

legitimate reason, and insufficient evidence exists to make a judgement, the student 
concerned will, where possible, be given another opportunity to provide evidence 
that the learning outcomes embodied in the Standard can be met.  

 
5. To distinguish between the late submission of student work and provision of another 

assessment opportunity for reason of absence, illness or other legitimate reason, the 
latter will be known as Delayed Assessment. 

 
6. The following guidelines for illness that qualifies for Delayed Assessment will be 

observed: 
    

For a school-based assessment task 
 illness for two or more of the four days immediately before the task, or 

 illness during the performance of the task 
For a home-based assessment task 
 illness for three or more of the five  days immediately before the due date, or 
 Illness for six or more of the ten days immediately before the due date. 

 
In all cases a medical certificate of illness will be produced. Even for medical 
conditions that are certifiable, every case will be different. Other circumstances (ie. 
bereavement) will require even more flexibility. 
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7. If it is possible to allow a student who qualifies for Delayed Assessment to undertake 
the original assessment task that was missed, this will be done.  If it is now too late 
for the original assessment task to be used ( e.g. the tasks of others have been marked 
and returned) a similar but different task will be used.  

 
8. In cases of Delayed Assessment, deadlines will be sympathetic towards students, 

who may be recovering from illness or bereavement and generally behind in their 
work. Immediate and undue pressure will be avoided. 

 
9. All cases of Delayed Assessment are to be processed by the Director of Studies         

( DOS ). 
 
10. A student whose performance is significantly impaired or is prevented from 

attending particular external examinations due to a temporary sickness, non-
permanent disability or another event close to or during the examinations, may apply 
to NZQA for compassionate consideration.  

 
 
Delayed Assessment Procedures 
 

1. Students meet with Mr Vella to discuss their situation. A medical certificate must be 
provided for an application on the grounds of illness. Students should apply for a 
Delayed Assessment immediately upon their return to school following the missed 
assessement. 
 

2. The DOS will: 
 discuss the application with the relevant HOD regarding the administration of the 

Delayed Assessment. 
 indicate to the student whether or not the application has been approved and 

inform him of the arrangements that have been made. 
 

3. The HOD will administer the Delayed Assessment.  
 
4. If a student undergoing Delayed Assessment did submit an initial piece of 

assessment, the grade awarded will be the higher of the two grades gained.  
 
 
Application Procedure of Compassionate Consideration ( for external assessment only ) 
 
1. Student or his parent/caregiver to collect an application form from the DOS. 
 
2. Student and/or caregiver to complete the application form and return it to the DOS by 

the return date stipulated by NZQA. 
 
3. DOS processes the application and supplies information to NZQA so that grades can 

be determined. 
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Further Assessment Opportunities 
 

1. A student who has not provided evidence of meeting the Standard(s) will have the 
opportunity to attempt the same course the following year. 

 
2. Assessment tasks for internally assessed Standards will only be administered 

following: 
 completion of the relevant units of learning; 
 an opportunity for students to analyse, reflect on and improve their performance of 

the assessment criteria prior to the assessment task being administered. 
 
3. Other evidence of student performance of the assessment criteria may be considered in 

conjunction with that gathered in the formal assessment task provided that this 
evidence is produced under conditions consistent with those outlined in the School’s 
Qualifications Policies and Procedures Manual. This provision is limited to Level 1 
students and Level 2 students who have not achieved the standard, and to Level 3 
students. 

 
4.  Where failure to perform to the standard in a single element of an assessment task is 

the only thing preventing a student from achieving the whole standard, a student may 
be invited to re-submit that element. Re-submission of the element should take place 
within 72 hours. This opportunity is limited to Level 1 students and Level 2 students 
who have not achieved the standard, and to Level 3 students. 

 
 
Authenticity of Student Work 
 While it is appropriate to learn from others and gather information from a variety of 
sources, all assessed work must be authentic, i.e. work processed and produced by the 
student. Any student who submits as his own, work that is directly or substantially 
produced by, or through the assistance of , another person will be considered guilty of  
assessment misconduct ( see below ). 
 
Strategies that teachers use ensure the authenticity of student word may include: 
 Changing the topic or context of assessment from year to year; 
 Being familiar with or controlling the resources available; 
 All plans and rough notes to be submitted with the completed work. (This also 

applies if the work is produced on computer); 
 The teacher monitors student progress during the course of the assessment activity, 

through discussion and observation of work notes.  
 Supervising the research process by including regular checkpoints; 
 Keeping on-going work on-site; 
 Oral questioning to confirm a student’s understanding, or, requiring a repeat 

performance where there is doubt; 
 A final piece of work is produced in the classroom under supervised conditions; 
 Where applicable, students  include a bibliography; 
 Requiring parent and student signatures on an authenticity statement. 
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Assessment Misconduct 
 

1. A student is considered to be guilty of assessment misconduct if he: 
 Makes use of any non-approved information source in a supervised assessment 

situation; that is, using notes in a test or examination; 
 Copies work from another student, or allows his work to be copied by another 

student,  during an assessment; 
 Submits as his own, work which is directly and substantially:  

- Produced by, or through the assistance of , another person 
- Derived from other, unacknowledged sources ( Plagiarism ) 

 
2. Where a student is alleged to have breached the school’s assessment misconduct 

policy the case will be referred to the HOD.   
 The HOD will determine what constitutes copied work or work “directly and 

substantially produced by, or through the assistance of, another person or derived 
from other, unacknowledged sources”, as opposed to work “indirectly or partly 
derived”. 

 Plagiarism is defined as copying from someone else's work without 
acknowledgment. The original could be a published source, a computer source or 
another student's work. 

 Two teachers, one of whom will be the HOD of the subject, will determine 
whether or not there has been plagiarism. 

 Plagiarism may be established without locating the original source. 
 
3. Where a student is considered by the HOD and another teacher to be guilty of 

assessment misconduct: 
 The student will receive no marks or credit for the entire piece of work; 
 The student's parents will be notified; 
 Any recurrence of the offence will be considered a serious school disciplinary 

matter. 
 
4. In cases where the HOD has found that work is only 'indirectly or partly derived' 

from other unacknowledged sources the student will be counselled, and that portion 
of the work so affected will not contribute to the final assessment result.  

 
5. A student may appeal the decision of the HOD to the DOS who will make a final 

decision. 
   
 
 
Group and Individual Assignments 
 

1. Students should note the difference between Individual and Group Assignments 
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2. Individual assignments should represent the work of the student alone.  It is not 
acceptable that students undertaking the same individual assignment copy or share 
work. 

 
3. If similarities in individual assignments indicate copying or sharing, the students 

involved will either have to share the mark  (i.e. if two students are involved the mark 
will be halved) or will receive no mark. 

 
4. A person who allows his work to be copied is just as responsible as the person who 

copied it. 
 
 
 
Special Assessment Conditions Provisions 
 

1. Students with special needs shall receive appropriate support during assessments. 
Support offered shall conform to NZQA policy. 

 
2. Disabilities that prevent learners from performing as specified in Standards will not 

be compensated for.   
 
 
Procedures 
 

1. Parents or teachers who identify students as having special needs shall refer their 
cases to the HOD Learning Support. 

 
2. The Teacher in Charge of Special Needs will be responsible for ensuring that a 

student with special needs selects courses with Standards in which the student will be 
able to meet all the learning outcomes. 

 
3. The Teacher in Charge of Special Needs shall furnish the DOS with an annual 

summary of assistance given to students with special needs. 
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ASSESSMENT RESULT APPEAL FORM 

 
Complete the form below and submit it to the Head of Department of the subject within 5 
days of the return of the marked assessment. 
  
 
Name:                                                                Form: 
 
 
Subject:                                             
 
 
 Assessment & Result: 
 
 
 
 
 
Grounds for Appeal: 
 
 
 
 
 
 
 
 
 
 
 
Signed:                                                              Date: 
 
 
 
HOD to complete: 
 
 
HOD Decision: 
 
 
 
 
Signed:       
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