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This “Quick Reference Guide for Students” has been produced to highlight key elements of the Bentley Park College Year 11 
and 12 Assessment Policy. Students should be familiar with the full version of the Year 11 and 12 Assessment Policy.  

Course Planners 

Bentley Park College is required to adhere to QCAA policies for gathering evidence of student achievement on or before the due date. Due 
dates for final responses, checkpoints and drafts are published in the subject course planner. At the beginning of each unit, teachers distribute 
course planners to students that indicate what they will be learning, when and how they will be assessed, and when and how they will get 
feedback. While every effort is made to ensure that these documents are accurate when published, minor changes to assessment due dates 
may be required due to unforeseen interruptions to learning time. Teachers will advise students of any changes to assessment dates required. 

Checkpoints and Draft Submissions 

Checkpoints and drafts are used by teachers during the course of teaching and learning to provide feedback to students on their progress 
towards completing an assessment instrument. Teachers establish and communicate to students processes by which students must submit 
their checkpoint and draft evidence for each subject. This might include:   

 Producing handwritten notes, plans or sketches in class by the due date

 Submitting hard copies of assessment evidence in person at the Senior Hub counter in G block by 3:15pm by the due date

 Emailing evidence to assignments@bentleyparkcollege.eq.edu.au and CC’ing the class teacher by 5:00pm on the due date

 Submitting evidence via another agreed upon method arranged by the teacher e.g. digital drop box for large files (Note: due to occasional
glitches in dropbox submissions, this option should only be used during class time so that the teacher can ensure the submission has been
received)

Submissions are considered inadequate if they fail to meet at least 60% of the length requirement or if only some components of an 
assessment instrument have been addressed. 

Consequences for failing to meet assessment checkpoint or draft requirements (non-submission or inadequate submission) 

• Classroom-based consequences (e.g. detentions)

• Mandatory attendance at Flexi-Thursday study sessions 

• Limited or no feedback on the checkpoint evidence / draft once if it is submitted after the due date

• Teacher contact with parent / carer to discuss concerns

• OneSchool behaviour incident for failure to meet the checkpoint / draft deadline

• Commencement of or progression through the cancellation of enrolment process if the Deputy Principal Senior Secondary Student 
Services determines that the failure to meet checkpoint / draft requirements can be attributed to a refusal to participate in the 
program of instruction.

Assessment Final Submission Process 

Unless otherwise advised by the class teacher, final submissions of assessment tasks should be digital where ever possible. Final submissions of 
assessments should match the file type (e.g. mov, mp4, pptx, avi, pdf) if specified on the task sheet. If there is no file type specified, students 
must ensure that the file is compatible with standard software available on the school network (e.g. Microsoft Word, PowerPoint, Excel, 
Adobe). 

Teachers establish and communicate to students preferred processes by which students provide their final submission for each subject. Final 
submissions of assessments must made by the due date via one of the following methods: 

 In person at the Senior Hub counter in G block by 3:15pm

 Via email to assignments@bentleyparkcollege.eq.edu.au and CC’ed to the class teacher by 5:00pm

 Via another agreed upon method arranged by the teacher e.g. digital drop box for large files (Note: due to occasional glitches in dropbox
submissions, this option should only be used during class time so that the teacher can ensure the submission has been received).

Oral presentations / multimodal presentations: Students must either present a recording for oral presentations or multimodal presentations 
on the due date or be prepared to present live in front of their teacher on the due date so that the task can be recorded and graded. 
Submitting only a script, PowerPoint presentation or another aspect of the assessment will mean that students have not satisfied the task 
requirements and they may not be graded on one or more criteria of the task. Recording devices are available for loan from the library. 
Students should not be relying on loaning these items on the due date as technical issues or unavailability of equipment is not grounds for an 
extension to the due date. 

Non-Submission of Assessment by the Due Date 

Teachers will retain evidence of student responses to assessment instruments at the prescribed checkpoints and draft stages. In circumstances 
where students do not submit a final response to an assessment instrument by the due date without an approved extension, the teacher will 
grade the evidence of student work that has been collected at checkpoints and through drafts up until that point. The teacher may also access 
any evidence available in the student’s personal drive on the school network.  

If the student has provided no evidence at any checkpoints, no draft and no evidence is located on the student’s personal drive on the school 
network, the student will be resulted as “Not Rated” (NR). In Essential subjects, an ‘E’ cannot be awarded when there is no evidence for that 
standard. In General subjects a mark of zero cannot be allocated if there is no evidence. An “NR” result means the student will not meet the 
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requirements for that subject and a result for that unit cannot be awarded. This may have implications for ATAR eligibility and will result in no 
QCE credits being awarded for the unit/s. 

Inadequate Responses 

Students must ensure that they make a reasonable attempt on all assessment items. Students will be deemed to have made an inadequate 
response in situations such as: 

 Failing to meet at least 60% of the required word length / time requirement

 Failing to address the task (e.g. intentionally writing off-topic)

 Completing a limited number of components of an assessment instrument

 Improvising a speech that should have been scripted

 Attempting a very limited number of questions on an exam paper.

Absence from Exams / Performances / Presentations 

Students must attend all exams, performances and presentations at the scheduled time. Students who are absent on the day of an exam, 
performance or presentation must ensure that their absence is acceptable and the required documentation including an Application for 
Variation to Assessment Date is provided to Deputy Principal Senior Secondary Student Services prior to the assessment date in the case of 
planned absences, or immediately upon return to school in the case of unplanned absences (e.g. serious illness). 

Reasons that are considered unacceptable for missing an exam / performance / presentation include family holidays, truanting, non-urgent 
appointments (e.g. dental check-ups, sitting a Drivers Licence test) and “forgetting” or misreading the assessment block schedule. 

If students are absent from an exam / performance / presentation for an unacceptable reason, this will be considered a refusal to participate 
in the program of instruction. The student will be resulted as “Not Rated” (NR). An “NR” result means the student will not meet the 
requirements for that subject and a result for that unit cannot be awarded. This may have implications for ATAR eligibility and will result in no 
QCE credits being awarded for the unit/s.  

External Assessment – General Subjects 

Attendance at the prescribed exam time is mandatory and exams cannot be rescheduled due to unforeseen reasons (e.g. illness, misreading 
the exam timetable) or planned absences (e.g. holidays). Students will be advised of external assessment dates within one week of the QCAA 
releasing the schedule to schools. If a student is absent from an external assessment and the absence is not considered justifiable by the 
QCAA, the student will be resulted as “Not Rated” (NR) for Units 3 and 4. This may have implications for ATAR eligibility and will result in no 
QCE credits being awarded for Units 3 and 4. 

Extensions to Assessment Due Dates / Variations to Exam Dates 

Extensions will only be granted by the Deputy Principal Senior Secondary Student Services after consultation with the class teacher prior to 
the due date for an assessment. Extensions / variations to exam dates will only be considered in exceptional circumstances, for example for a 
student who:  Is suffering from an ongoing chronic illness with medical certificates as evidence

 Was absent for 3 or more consecutive lessons at a critical point in the drafting phase due to illness with a medical certificate as evidence

 Will be absent on an exam / performance / presentation date to illness with a medical certificate as evidence

 Has an extenuating family circumstance, for example bereavement, serious illness of immediate family member or family breakdown

 Enrolled in the school / subject late due to circumstances beyond their control and consequently missed a significant portion of the
drafting time

 Other circumstances beyond the control of the student that are of a serious nature.

Extensions will not be granted to students who have not met deadlines for check points or drafts for the assessment item with acceptable 
explanation.  

Planned absences: The QCAA does not recognise sporting commitments, school activities (e.g. camps), family holidays or other activities of 
personal choice as grounds for an extension to due dates. Students who will be absent on the due date as a result of a planned absence must 
submit their checkpoint evidence, draft or final version prior their planned absence or must email their submission on the due date.  

Unplanned absences: Students who have an unplanned absence on the due date (e.g. illness) must submit their assessment via email on the 
due date. If this is not possible, they must make phone contact with the Deputy Principal Senior Secondary Student Services on the due date 
to discuss their circumstances.  

USB loss or file corruption: USB loss or file corruption are not grounds for an extension. Students must ensure that they utilise multiple 
methods of backing up assessment work throughout the drafting process, for example emailing drafts to self, saving drafts to OneDrive, 
saving drafts to the school network and saving drafts to a USB. 

Application process: Students must collect an Application for Extension or Variation to Exam Date form from the G block Senior Hub or print a 
copy from the school website. Completed forms must be return to the Deputy Principal Senior Secondary Student Services as early as possible. 

Further information contained in the Bentley Park College Year 11 and 12 Assessment Policy 

 Assessment policy rationale and guiding principles

 Course planners, task and criteria sheets

 Scaffolding and feedback 

 Academic integrity, authentication of student work, managing response length and managing academic misconduct

 Access Arrangements and Reasonable Adjustments (AARA) and Illness and Misadventure Arrangements

 Quality assurance processes and release of student results


