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ASSESSMENT
I hand in a hard copy and/or through TURNITIN 

on the due date

Assessment is marked using the criteria and recorded

Assessment is plagarised Only the parts of the assessment that are not 
plagiarised will be considered for marking Parents notified of the plagiarism

ASSESSMENT 
I cannot hand it in on the due date because:

I am going to be at an approved school, State, 
National, or International sporting or cultural 

commitment
'Planned Absence' form must be completed See the teacher with the 'Planned Absence' form & make arrangements 

to hand in before due date

Illness - I am sick on due date OR there is a 
family emergency or unexpected event

Get a trusted person to drop off work to the 
Curriculum Leader or the teacher of the subject

Have a parent/guardian phone the College. 
Bring a signed Assessment Variation Request Form 

(Yrs7-9) the next day you are at school with your
completed work  and hand to your teacher or 

submitted through TURNITIN

Bring a hard copy of the assessment with all of the documents necessary 
(booklets, criteria sheets etc) 

to your teacher the next day you are at school (not the next class)

Illness - I am sick for a extended period and have 
not been able to complete my work

Bring a Doctor's Certificate  or Assessment 
Variation Request Form (Yrs 7-9) to the Curriculum 

Leader
The Curriculum Leader will make an appropriate due date if necessary

I am going away for an extended period due to 
family events or holiday

'Planned Absence Request' form must be 
completed

Submit throught TURNITIN & 
email an electronic copy to your teacher prior to leaving

Non-submission - ZERO grade will be recorded

My teacher is not at school Hand it in to the supervising teacher or have 
submitted it through TURNITIN

Not handed in - NO REASON GIVEN Letter to go home from teacher

No FINAL, the submitted DRAFT/CHECKPOINT will be marked

NO DRAFT/CHECKPOINT - NO FINAL a ZERO will be recorded

• FINAL copies must be submitted with a task and criteria sheet attached

• ALL DRAFTS and FINAL submissions (year 7-12) are to be submitted 
through Turn-It-In.

• Assessments will not be marked until they have been submitted through 
Turn-It-In.

• DRAFTS are as close to a FINAL copy as possible.

• DRAFTS are due on the DRAFT due date.

• DRAFTS are to be returned to students no later than three school days 
before final is due.

• Students who do not submit work will be required to meet with the 
Assistant Principal to put a plan in place to address this issue, with parent 
support.

• Please note, except for exceptional circumstances, such as illness or 
family emergency, the College is under no obligation to alter assessment 
due dates.
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• An exam can be a written piece of work or a practical (that may be 
performance based) that is supervised by a teacher and is completed in 
class time which is designed to evaluate knowledge and skills.

• Students who do not submit work will be required to meet with the 
Assistant Principal to put a plan in place to address this issue, with 
parent support.

• Please note, except for exceptional circumstances, such as illness or 
family emergency, the College is under no obligation to alter 
assessment due dates.

• Planned absence does not equate to an approved absence or a 
variation to the exam date.
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EXAM
Attendance

EXAM
I complete the exam

Exam is marked and mark recorded

EXAM
I am unable to attend because:

I am going to be at an approved school, 
State, National, or International 
sporting or cultural commitment

'Planned Absence' form must be 
completed

See the teacher with the 'Planned Absence' 
form & make arrangements to sit the test at a 

later date. 

I am going away for an extended 
period of time

For Years 7 - 9 a 'Planned Absence' 
form must be completed, approved, 
and given to the classroom teacher a 

minimum of 2 weeks prior

Classroom teacher will re-schedule the exam if 
planned absence is approved. 

PLEASE NOTE: No exams can be sat before the date/
week in the Assessment Calendar

If planned absence is not approved a ZERO 
grade will be given

Family holidays will not be an approved 
absence

Illness - Assessment Variation Request 
Form (Yrs 7-9) to the 

Assistant Principal Curriculum

Exam is rescheduled by classroom 
teacher

Illness - No Doctors Certificate or 
Assessment Variation Request Form 

is handed in

For Years 7-9 a ZERO grade will 
be recorded
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