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Scope 
This policy provides information for teachers, students and parents/ carers about roles, 
responsibilities, processes and procedures to ensue the integrity of assessment that contributes 
to the Queensland Certificate of Education (QCE) through Years 11 and 12.  The framework for 
this policy is developed from the QCE and QCIA policy and procedures handbook v7.0, available 
at  https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook and 
applies to Applied, Applied (Essential), General and Short Courses across all faculties. 

Purpose 
Bundaberg State High School is committed to an educational philosophy that encourages all 
students to achieve personal excellence by developing their talents and abilities in working 
towards their chosen pathway. 

The aims of this policy are to: 

• Provide information to students about expectations for assessment, and satisfactory 
attainment of AQF competencies, and their responsibilities in working towards QCE 
attainment and where relevant, ATAR achievement 

• Provide information to teachers / staff regarding expectations for assessment and their 
roles and responsibilities 

• Ensure consistent application of assessment policies and procedures are enacted 
consistently across all subjects and faculty areas within the Senior School. 

Principles 
Bundaberg State High School’s expectations for teaching, learning and assessment are 
grounded in the principles of academic integrity and excellence. A range of General, Applied and 
Applied (Essential) subjects are offered for study in Years 11 and 12.  In addition, students may 
be enrolled in a short course or in a VET qualification through External training providers. 

 

Assessment includes any examination, practical demonstration, performance, investigation, 
project, collection of work, practical demonstration, learning journal, extended response or 
product that allows students to demonstrate the objectives described by the syllabus.  As defined 
by the Queensland Curriculum and Assessment Authority (QCAA), assessment is the ongoing 
process of gathering, analysing and reflecting on evidence to make informed judgments about the 
achievement or capabilities of individuals and cohorts. Assessment should be: 

• aligned with curriculum and pedagogy 

• equitable for all students 

• evidence-based, using established standards and continua to make defensible and 
comparable judgments about students’ learning 

• ongoing, with a range and balance of evidence compiled over time to reflect the depth 
and breadth of students’ learning 
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• transparent, to enhance professional and public confidence in the processes used, the 
information obtained and the decisions made 

• informative of where students are in their learning 

High quality assessment is characterised by three attributes: 

• validity, through alignment with what is taught, learnt and assessed 

• accessibility, so that each student is given opportunities to demonstrate what they know 
and can do 

• reliability, so that assessment results are consistent, dependable or repeatable. 

 

Bundaberg State High School promotes academic integrity by developing students’ skills and 
modelling appropriate academic practices.  The following Senior School Assessment procedures 
support this endeavour. 
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Location and 
communication 
of policy 

The Bundaberg State High School Senior Assessment policy is located on the school 
website at https://bundabergshs.eq.edu.au/curriculum/senior-secondary.   All 
questions regarding this policy should be directed to relevant Faculty Heads of 
Department, Senior Schooling Head of Department or Senior Schooling Deputy 
Principals. 
 
To ensure the assessment policy is consistently applied, it will be revisited at the 
beginning of each unit through the Senior Skills program and communicated to 
parents at the start of each year.  Reminders about elements of the policy will be 
communicated through Senior Schooling Newsletters each term. Relevant processes 
will also be revisited: 

• at enrolment interviews 
• during SET planning 
• when tasks are distributed to students in classes 
• when the assessment schedule is distributed 
• in response to phases of the assessment cycle 

 
A student guide to the Assessment policy and Assessment protocols is also available 
through Student Sharepoint and on the school website as provided above. 
 
The policy will be revisited with staff at the beginning of each school year and 
reminders of key elements provided through fact sheets distributed by Faculty Heads 
of Department and Senior Schooling Head of Department at appropriate junctures. 

Expectations 
about engaging 
in learning and 
assessment 
Section 1.2.4 
Section 2 
Section 8.2.1 
 
 

Bundaberg State High School has high expectations for academic integrity and 
student participation and engagement in learning and assessment. The Bundaberg 
SHS Senior Agreement agreed upon by students and parents at SET Plan meetings 
in Year 10 (or at enrolment if not enrolled at the time of SET Planning), outlines 
expectations of students regarding engaging in learning and assessment.  
 
 It states that students must: 

• take responsibility for learning 
• work to capacity in all aspects of schooling 
• undertake to achieve a ‘C’ or better in all subjects and complete all certificate 

courses in which they are enrolled 
• undertake to achieve a ‘C’ or better in Effort and Behaviour in reporting for all 

subjects 
• undertake to achieve a Queensland Certificate of Education (QCE) or 

Queensland Certificate of Individual Achievement (QCIA) 
 
QCE 
Students become eligible for a Queensland Certificate of Education (QCE) when they 
have accrued the set amount of learning, at the set standard, in a set pattern, while 
meeting literacy and numeracy requirements.  Successful completion of units of study 
and certificate qualifications contributes to the required 20 points.  Students’ progress 
towards this achievement is monitored closely by the Senior Schooling team. 
Decisions about student subject enrolments and pathway opportunities at Bundaberg 
State High School are made in consideration of QCE requirements and in support of 
QCE eligibility for students.   

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://bundabergshs.eq.edu.au/curriculum/senior-secondary
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook-2019/1-senior-schooling-qld/1.2-key-elements#3
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook-2019/2-qce
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#0
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Further information about QCE eligibility can be found at   
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce/eligibility-
requirements.  Students are also encouraged to access the QCAA student 
information page https://myqce.qcaa.qld.edu.au/ for information about the QCE and 
engaging in learning and assessment. 
 
QCIA 
The Queensland Certificate of Individual Achievement (QCIA) recognises and reports 
the achievements of students whose learning is part of an individual learning program 
during senior secondary schooling.  The QCIA is an official record for students who 
have completed at least 12 years of education.  It provides students with a summary 
of knowledge and skills demonstrated.  The QCIA records educational achievement 
in two ways – the Statement of Achievement and Statement of Participation both of 
which are useful to present to service providers, training providers and employers.   
 
At Bundaberg State High School, the decision to implement and manage this 
pathway for students is a collaborative one, involving parents/ carers, students and 
staff.  The QCIA co-ordinator is responsible for developing individual QCIA plans for 
relevant students.  Further information about the QCIA can be found at 
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qcia.  
 
Assessment Requirements 
In Units 1 and 2, students will be expected to complete all assessment items in each 
unit (as per the individual subject Teaching and Learning Plan) in order to receive 
QCE credit for each unit.  Units 1 and 2 are completed in Terms 1 – 3 of Year 11. 
 
In Units 3 and 4 of General subjects, students will engage in three internal pieces of 
assessment and a piece of externally produced assessment.  In these subjects, the 
internal assessment contributes 75% to the final subject result except in Mathematics 
and Science subjects, where it contributes 50%. 
 
 In Units 3 and 4 of Applied subjects, a student’s subject result is based on their 
achievement in four internal assessments.  For Applied Essential English and Applied 
Essential Mathematics, schools develop three of the four internal assessments while 
the fourth is a common internal assessment (CIA) developed by the QCAA and 
marked by schools. 
 
General subject External Assessment is developed by the QCAA and is an 
examination held at the end of the course of study – in Term 4 of Year 12 – common 
to all schools, administered by schools under the same conditions on a date and time 
outlined in the External Exam timetable provided by QCAA.  
 
Students are expected to: 

• engage in the learning for the subject or course of study 
• take ownership of their learning and assessment responsibilities 
• work collaboratively with teachers and support staff in meeting requirements 
• meet all checkpoints outlined for tasks 
• submit a completed draft by the specified due date 
• produce evidence of achievement that is authenticated as their own work 
• complete every assessment item to at least a satisfactory level of effort 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce/eligibility-requirements
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce/eligibility-requirements
https://myqce.qcaa.qld.edu.au/
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qcia
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• submit responses to all scheduled assessment on or before the due date. 
• prioritise assessment over sport, traineeships, VET and/or other offsite 

education as per QCAA requirements 
 
Students are required to complete all course and assessment requirements on or 
before the due date for their results to contribute to their final result and to contribute 
credit to the QCE.  Access Arrangements and Reasonable Adjustments (AARA) 
provide support for eligible students to meet these requirements. 
 
Failure to receive a result in an individual piece of assessment will result in the 
student being Not Rated for the corresponding unit.  In the case of Units 3 and 
4, being Not Rated in one piece of assessment results in the student being Not 
Rated for the subject and not receiving a result on the Senior Statement. This 
will have significant impact on a student’s QCE eligibility. 
 
Failure to meet the mandatory requirements of a course may result in the student 
being removed from the course.  Repeated failure to meet these requirements may 
be considered as refusal to participate in the program of instruction and may lead to a 
process of cancellation of enrolment. 
 
ATAR eligibility 
For students seeking to continue their studies after school, their final results from a 
combination of five General subjects, or four General subjects and one Applied 
subject or vocational qualification, are used by QTAC to calculate an Australian 
Tertiary Admission Rank (ATAR) for tertiary selection purposes.  More information on 
the ATAR is available on the QTAC website https://www.qtac.edu.au/.  
 

Academic 
Integrity 

Academic integrity requires academic responsibilities to be approached in an honest, 
moral and ethical way.   Bundaberg State High School fosters a learning environment 
that encourages mutual trust and respect with regard to assessment and relies on: 

• consistent application of policies to develop academic integrity and minimise 
academic misconduct 

• assessment implementation that maintains the integrity of assessment at all 
times and in all cases 

• clear communication of expectations for academic integrity and policies 
• clear communication of expectations for student authentication of their work 

 
All students must complete the online QCAA Academic Integrity Course available 
through their Student Portal accounts at https://myqce.qcaa.qld.edu.au/.  This course 
aims to emphasise the importance of sound academic practices and is a compulsory 
component of QCE eligibility.  Failure to complete this course results in students 
being deemed QCE ineligible by QCAA.   
 
Students must familiarise themselves with this range of behaviours by which 
they may be seen to have inappropriately and falsely demonstrated their 
learning.   Students are responsible for maintaining academic integrity at all 
times. 
Students will complete the QCAA Academic Integrity course in Term 1 of Year 11 in 
Senior Skills (SSK) classes.  Students who are timetabled to attend alternate training 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qtac.edu.au/
https://myqce.qcaa.qld.edu.au/
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during SSK classes will be provided with the relevant materials and required to 
complete this in their own time by the end of Term 1. 
Staff are also strongly encouraged to complete the course to enhance their 
understanding of Academic Integrity principles.  Teachers of SSK classes should 
undertake this course in conjunction with their students. 
 
Further information on Academic Integrity can be found at 
https://www.qcaa.qld.edu.au/senior/assessment/academic-integrity  

Internal 
Assessment: 
 
Examinations 

To ensure fairness to students completing assessment under exam conditions, 
consistent and appropriate conditions must be maintained.  Internal Assessment 
exams may be scheduled during regular timetabled lessons, at alternate times in the 
week to allow for extended exam times or as a block exam period.   
School responsibilities: 

• communicate scheduled exam dates through Student Course Planners with 
specific session arrangements provided in writing to parents and students at 
least 2 weeks prior to administration   

• provide an appropriate venue, minimising distractions 
• provide a block exam timetable/ classroom arrangements which allow 

appropriate working time 
• provide clear and accurate directions at the commencement of exam 
• monitor student conduct throughout to maintain exam conditions 

 
Student responsibilities: 

• access and read the Examination Instructions for Students outlining 
expectations of behaviour   

• use provided timetable and/or other information to attend all required exams 
on time 

• use all working time to complete exam to the best of their ability 
 
Students with flexible learning arrangements or off-campus commitments 
when exams are scheduled must prioritise assessment and make suitable 
arrangements with other training providers to attend the exams as timetabled. 
 

Internal 
Assessment: 
 
All other 
assessment 
types 
Section 8.2.1 
Section 8.2.7 
 
 
 
 
 
 
 

School responsibility 
Bundaberg State High School is required to adhere to QCAA policies for gathering 
evidence of student achievement on or before the due date. 
 
The assessment schedule will: 

• align with syllabus requirements 
• provide sufficient working time for students to complete the task 
• demonstrate equity for students within subjects/ cohorts 
• allow for internal quality assurance processes 
• enable timelines for QCAA quality assurance processes to be met 
• be clear to teachers, students and parents/ carers 
• be clear and consistent in identifying whether due date refers to a draft, 

checkpoint or final due date 
• be consistently applied 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/assessment/academic-integrity
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#0
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#6
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Due dates 

• be clearly communicated to all stakeholders 
• give consideration to allocation of workload 

 
Student responsibility 
Students are responsible for submitting assessment on or before the due date by: 

• accessing Student Course Planner in One School and recording due dates 
• planning and managing their time to meet the due dates 
• accessing necessary resources via QLearn to meet assessment 

requirements 
• informing the school as soon as possible if they have concerns about 

assessment load and meeting due dates 
• following submission requirements as outlined on assessment task sheets 

 
Due dates for final responses, checkpoints and drafts will be published and available 
to students as a Student Course Planner through One School.  This assessment 
schedule will be provided to students by the end of Week 3 in Term One and will 
include assessment for the school year.   Students are responsible for meeting all 
assessment deadlines or to make application for an extension or alternate 
arrangement (see AARA processes).  
 
Students with flexible learning arrangements, off-campus commitments or approved 
absences must ensure that assessment is submitted on or before the due date.   
 

Submitting, 
collecting and 
storing 
assessment 
information 
Section 9 

Assessment Instruments may require submission via the following modes: 
• paper-based copy and/or physical product directly to the teacher 
• paper-based copy and/or physical product to the Senior HUB office, where a 

receipt will be issued 
• electronically via email/ One Drive 
• electronically via QLearn to the designated assessment folder 

 
School responsibility 
• Provide information on assessment instruments regarding the due dates, conditions 

of task and file / response types required 
• Provide clear directions as per Faculty guidelines regarding preferred / required 

submission mode(s) for each draft, checkpoint and final assessment task. 
• Secure assessment instruments and student work within student folios and in a 

central location within the Faculty as determined by Faculty HODs. 
• Store records of results digitally in a central location as determined by Faculty 

HODs 
• Retain student work used in determining results for internal assessment and VET 

completion for QCE or for QCIA learning until the of Term 1 of the year following a 
student’s exit from the school, as per QCAA requirements 

 
Student responsibility 

• Submit all drafts, checkpoint requirements or final tasks on or before the due 
date no later than 11:59pm. 

• Submit assessment responses via the required submission mode 
• Submit all components of the required assessment task response  

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook-2019/9-internal-assessment-qa
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• Keep a record of submission such as a receipt from the Senior HUB 
administration or a time stamp from digital submission 

Appropriate 
materials 
Section 8.2.2 

Bundaberg State High School staff select materials in accordance with syllabus 
requirements, curriculum priorities and Department of Education principles of 
inclusivity.   
Students are responsible for considering the appropriateness of any materials 
accessed or produced, ensuring they are aligned with the school values. 

Ensuring academic integrity 
Bundaberg State High School has procedures to ensure that there is consistent application of the assessment 
policy and that staff and students optimise opportunities to understand and demonstrate Academic Integrity, 
including developing students’ skills and modelling appropriate academic practices.  Bundaberg State High 
School demonstrates a proactive approach designed to support student achievement.  The following procedures 
are to be applied in this context. 

QCE and QCIA 
policy and 
procedures 
handbook 

Policy and procedures 

Scaffolding 
Section 8.2.3 

Scaffolding is an intentional instructional strategy through which teachers support 
students to develop greater independence in completing a task or responding to an 
assessment instrument.   
Bundaberg State High School curriculum leaders manage a pre-moderation process 
to ensure all assessment aligns with the principles of accessibility, validity and 
reliability.  Across the phases of learning, there will be a gradual release of 
responsibility to students. 
During the teaching and learning phase, scaffolding may include: 

• Breaking a complex task, learning experience, concept or skill into discrete 
parts 

• Modelling thought processes required to complete parts of an assessment 
instrument 

• Pre-teaching vocabulary specific to the subject and assessment instrument 
• Questioning to develop students’ conceptions, describe interpretations or 

challenge opinions that inform a response 
• Showing examples of responses and demonstrating the match to 

performance descriptors 
• Fore-fronting the marking guide to ensure students are aware of task 

expectations 
• Using visual frameworks or graphic organisers to plan responses 

 
Scaffolding for assessment instruments 
When scaffolding in an assessment context it is important that scaffolding: 

• Maintains the integrity of the requirements of the task or assessment 
instrument 

• Allows for unique student responses and does not lead to a predetermined 
response 

 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#1
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#2
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Checkpoints 
Section 8 

Checkpoints are an integral part of the assessment process and are used by 
teachers to check student progress towards successful completion of assessment 
tasks.  Students are required to work on assessment during designated lesson times 
and show evidence of progress at scheduled checkpoints. 
Checkpoints will: 

• be outlined on student task sheets 
• monitor student progress towards successful completion of task by due date 
• allow for clarification of assessment expectations 
• provide a point of intervention if needed 
• be used to establish student authorship 
• be identified on the Student Course Planner if the checkpoint is a draft due 

date 
 
School Responsibility: 

• provide clear expectations of required checkpoints 
• monitor student attainment of checkpoint requirements 
• make contact with parents/ guardian of any student who does not meet 

required checkpoints by due date and record contact on One School with 
Faculty HOD referred. 

• Record any non-submission as a behaviour entry on One School ensuring that 
Faculty HOD is referred.  The referral should be recorded as Academic 
Misconduct. 

• ensure that evidence of checkpoint is gathered from each student, even if 
not received by due date 

 
Student Responsibility: 

• meet all required checkpoint obligations on or before the due date as per the 
task sheet 

• use designated lessons to progress towards completion of assessment in 
order to meet all checkpoint requirements 

• show evidence of task completion as per checkpoint requirements to support 
establishment of student authorship 

 

Drafting 
Section 8.2.5 

Drafting is a key checkpoint.  Types of drafts differ depending on subject eg. written 
draft, recorded or digital elements, rehearsal of a performance piece or a product in 
development.  Drafts may be used as evidence of student achievement in the case of 
illness or misadventure, or non-submission for other reasons. 
 
School Responsibility: 

• provide clear due dates and instructions for student submission of drafts 
• utilise Qlearn for submission of drafts using a plagiarism detection program 
• monitor student submission of drafts 
• make parent contact for any student who does not submit an acceptable 

draft by due date and record contact on One School with Faculty HOD 
referred. 

• Record any non-submission as a behaviour entry on One School, ensuring that 
Faculty HOD is referred. The referral should be recorded as Academic 
Misconduct. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#4
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• collect a draft response from each student as evidence of student progress, 
even if not submitted on the due date (see Feedback) 

• maintain copies of student draft material as evidence of student authorship 
and for use in awarding a grade if necessary 

 
 
Student Responsibility: 

• submit a completed draft via Qlearn on or before the due date 
• meet all requirements of draft submission as per the task outlines 
• use class time in completion of draft to verify student authorship 
• make use of teacher feedback in completion of final task 

 

Feedback 
Section 8.2.4 

Feedback on a draft is: 
• provided on a maximum of one draft of each student’s response 
• a consultative process that indicates aspects of the response to be improved 

or further developed in relation to the standards/ descriptions 
• individual, specific and written but in addition, may include verbal and whole 

class/ cohort advice 
• clearly communicated and readily interpreted 
• delivered in a consistent manner and format for all students 
• provided within 3 school days of submission of a draft 

 
Feedback on a draft must not: 

• compromise the authenticity of a student response 
• introduce new ideas, language or research to improve the quality and 

integrity of the student work 
• significantly edit or correct spelling, grammar, punctuation and/or 

calculations 
• allocate a mark 

 
Drafts which are not submitted by the due date may only receive verbal 
feedback. 
 

Managing 
response 
length 
Section 8.2.6 

Students must adhere to assessment response lengths as specified by Syllabus 
documents.  The procedures below support students to manage their response 
length. 

• All assessment instruments indicate the required length of the response 
• Teaching and learning programs embed subject-specific proactive strategies 

about responding purposefully within the prescribed conditions of the task 
• Model responses within the required length are available for students 
• Opportunities are provided for students to practise responding within the 

required time duration in preparation for examination 
• Feedback about response length is provided on drafts and at other 

checkpoints where appropriate 
 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#5
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If a student’s response exceeds the required length as outlined by the syllabus and 
specific task, the school will: 

• Allow a student to redact their response to meet the required length within 72 
hours and prior to a result being awarded. 

• Mark only the work up to the required length once the submission time has 
passed, excluding any evidence over the prescribed limit 

 
When marking student responses, schools cannot: 

• Change the tool being used for making a judgment 
• Penalise students for submitting an over-length response by arbitrarily 

reducing their results eg a 2 mark penalty 
• Increase the upper limit of a length eg allow a tolerance of +10% 
• Increase working time eg allow students to take an over-length assignment 

home to redact beyond submission due date and time 
• Allow students to redact work completed under exam conditions 

 
If response length has been exceeded, the student work and marking guide 
must be annotated to clearly indicate the evidence used to determine a mark. 
 
Determining word length of a response 
Response requirements are expressed in syllabuses as a word length, duration of 
time, or page count and vary according to the technique and response type such as 
written, spoken/signed and multimodal or performance responses. 
Elements to be included in or excluded from the word length or page count of a 
written response are provided in the following table. 
 

 Word Length Page Count 
Inclusions *All words in the text of the response 

*Title, headings and sub-headings 
*Tables, figures, maps and diagrams 
containing information other than raw or 
processed data 
*Quotations 
*Footnotes and endnotes (unless used for 
bibliographical purposes 
*abbreviations including initialisms (eg LPG), 
units of measurement (eg kg, m) and 
chemical formulas (eg KOH, HCl)  

*All pages that are used as 
evidence when marking a 
response 

Exclusions *Title pages 
*Contents pages 
*Abstract 
*Visual elements associated with written 
responses* 
*Raw or processed data in tables, figures 
and diagrams 
*Numbers, symbols, equations and 
calculations 
*Bibliography/ Reference List 
*Appendixes (see below) 
*Page numbers 
*in-text citations 

*Title pages 
*Contents pages 
*Abstract 
*Bibliography/Reference List 
*Appendixes 
*Blank pages 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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* For example, by-lines, banners, captions and call-outs that are the visual elements of written genres 
suitable for a print or online publication, such as a literary article, blog, essay or column.  
Note: Appendixes should contain only supplementary material that will not be directly used as 
evidence when marking the response. 
 
Elements to be included in or excluded from the word length or page count of a non-
written response are provided in the following table. 
 
 

 Word Length 
Inclusions *Any items that form part of the response 

and chosen by the student for inclusion in the 
multimodal or presentation including 
introductory slides or excerpts such as video 
or music                                                    
*Any required referencing of texts or citations 
chosen for inclusion, e.g. as a note on a slide 
in a multimodal presentation 

Exclusions *Extraneous recording prior to the beginning 
of the response, e.g. setting up microphones, 
waiting for an audience to settle, talking 
about setting up 

 

Authenticating 
student 
responses 
Section 8.2.8 

Accurate judgments of student achievement can only be made on student 
assessment responses that are authenticated as their own work. 
 

School Responsibility: 

• take reasonable steps to ensure that each student’s work is their own across 
a range of conditions, particularly when students 

o have access to electronic resources, including AI 
o are preparing responses to collaborative tasks, and 
o have access to others’ ideas and work 

• collect evidence of the authenticity of student responses throughout the 
process (such as classwork, outlines, plans or a draft). 

• use plagiarism-detection software for submission of responses where 
possible 

• develop assessment tasks which vary each year and which expect each 
student to independently develop and produce a unique response 

• provide sufficient class time for students to complete the assessment task 
and for teachers to monitor the development of the response. 

• Use internal quality assurance processes such as cross-marking to compare 
student work 

Student Responsibility: 

• complete responses during the designated class time to ensure teachers can 
observe the development of work and authenticate student responses 

• participate in authentication processes as required by tasks, such as to 
o sign a declaration of authenticity 
o submit a draft 
o submit the final response using plagiarism-detection software, 

where required 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#7
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o participate in interviews during and after the development of the final 
response 

In cases where a student response is not authenticated as their own work, 
procedures for managing alleged academic misconduct will be followed. 

Artificial 
Intelligence 

Unless explicitly indicated as permissible in the assessment instrument, use of 
Artificial Intelligence (AI) or Generative AI by students to complete an 
assessment is prohibited. 
 
Any permissible use of AI or Generative AI must be attributed using correct 
conventions.  The use of AI or Generative AI without attribution and/or contrary to the 
direction of teachers, is considered a form of plagiarism/ contract cheating and will be 
considered academic misconduct. 
 
Any permissible use must be attributed using correct conventions.  References 
should provide clear and accurate information for each source including but not 
limited to text, images, video, and audio, and should identify where they have been 
used in the submitted work. If AI or Generative AI is used to help generate ideas or 
plan processes, an acknowledgement of how the tool has been used must be 
included in the assessment submission.  
Students must also be able to produce a transcript of the cited material from AI or 
Generative AI if requested to verify the accuracy of their citations. 
 
Further information on Artificial Intelligence can be found at: 
https://www.qcaa.qld.edu.au/about/k-12-policies/artificial-intelligence  

Access 
arrangements 
and reasonable 
adjustments, 
including 
illness and 
misadventure 
(AARA) 
Section 6 

Access arrangements and reasonable adjustments (AARA) are designed to assist 
students who have disability, impairment and/or medical conditions, or experience 
other circumstances that may be a barrier to their performance in assessment.  All 
adjustments to assessment due dates and/or conditions in Year 11 and 12 
require an approved AARA. 
AARA minimise barriers for eligible students to demonstrate their learning, knowledge 
and skill in assessment. 
These barriers fall into three categories: 

• long-term and chronic conditions 
• short-term conditions and temporary injuries 
• illness and misadventure 

AARA may be provided for barriers of the following nature: 
• cognitive 
• physical 
• sensory 
• social/emotional and/or 
• unforeseen personal circumstances (ie illness and misadventure) 

 
Students may be eligible for AARA when participation in assessment is adversely 
affected by disability, medical condition/s or other circumstances outside their control. 
 
For AARA, disability has the same definition as the DDA. The definition of disability 
used in the DDA is broad, including physical, intellectual, psychiatric, sensory, 
neurological and learning disabilities. It also includes physical disfigurement, the 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/about/k-12-policies/artificial-intelligence
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook-2019/6-aara
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presence in the body of disease-causing organisms and disability that is imputed to 
the person. 
 
AARA for long-term and chronic conditions 
 
Applications for QCAA-approved AARA for students with disability or medical 
condition/s require the submission of a current medical report that provides:  

• diagnosis of disability and/or medical condition  
• date of diagnosis, occurrence or onset of the disability and/or medical 

condition  
• information about how the diagnosed disability and/or medical condition may 

affect the student participating in assessment, particularly timed assessment.  
 
The medical report may be completed by a registered medical practitioner including a 
general practitioner (GP), medical specialist, psychologist, occupational therapist, 
physiotherapist or optometrist, a certified practising speech pathologist or a speech 
pathologist who is eligible for membership of Speech Pathology Australia (SPA) as a 
certified practising member. 
 
The application must also include a school report and a student statement.  
Application for a long-term AARA is negotiated through the Senior Guidance Officer 
who will provide all necessary information and templates and will submit the 
application the student’s behalf. 
 
Examples of provisions for timed assessment include such things as: 

• extra time  
• rest breaks  
• alternative format papers  
• assistive technology  
• use of computer  
• variation to venue 

 
AARA for short-term conditions, temporary injuries, illness and misadventure 
 
Short-term conditions may improve or deteriorate over time depending on a range of 
influences and factors. Supporting medical documentation for short-term conditions 
and temporary injuries must cover the date/s of the assessment/s for which the 
application is made. 
 
Students whose ability to attend or participate in an assessment is adversely affected 
by illness or an unexpected event may need an AARA or illness and misadventure 
application. Illness and misadventure can affect a single student or a group of 
students.  
 
The following principles apply:  

• The illness or event is unforeseen and beyond the student’s control, such as 
personal circumstance or emergent cultural obligation, e.g. 
summons/subpoena to appear in court, close family member’s death/funeral, 
Sorry Business.  

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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• An adverse effect must be demonstrated.  
• The situation cannot be of the student’s own choosing or that of their 

parents/carers, such as a family holiday, or something that the student could 
have avoided, such as misreading the examination timetable or examination 
instructions.  

• AARA cannot be used to compensate for learning that has not occurred or to 
exempt a student from the learning or knowledge and skills requirements of 
a subject or course. 

 
AARAs for short-term conditions or circumstances are negotiated through HOD 
Senior Schooling and require supporting documentation.  Parents/ students are 
required to contact HOD Senior Schooling on or before the due date to discuss 
application to QCAA for AARA . 
 
To make an informed decision about an illness and misadventure application for 
medical reasons, the QCAA requires a report from an independent health 
professional that includes:  

• details of the illness, condition or event (including details of a diagnosis, 
where applicable)  

• date of diagnosis, onset or occurrence  
• treatment or course of action related to the condition or event, as relevant  
• explanation of the probable effect of the illness, condition or event on the 

student’s participation in the assessment.  
 
Illness and misadventure applications for non-medical reasons require written 
evidence from a relevant independent professional or other independent third party, 
such as a social worker, member of the clergy, police officer, solicitor or funeral 
director.  
In all circumstances, the person providing the supporting documentation must have 
specific knowledge of the illness, injury, personal trauma or serious intervening event, 
and must not have a close personal relationship with, or be related to, the student. 
 
AARA INELIGIBILITY 
 
According to QCAA’s QCE Policy and Procedures Handbook (Section 6.2.1) students 
are not eligible for AARA on the following grounds:  
 

• unfamiliarity with the English language  
• teacher absence or other teacher-related difficulties  
• matters that the student could have avoided, e.g. misreading an examination 

timetable, misreading examination instructions  
• timetable clashes  
• matters of the student’s or parent’s/carer’s own choosing, e.g. family 

holidays or sporting events  
• matters that the school could have avoided, e.g. incorrect enrolment in a 

subject. 
 
Parents should contact HOD Senior Schooling to discuss individual 
circumstances. 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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Managing non-
submission of 
assessment by 
the due date 
Section 8.2.7 
Section 11.1.4 

Teachers will collect progressive evidence of student responses to assessment 
instruments at the prescribed checkpoints as outlined on the task sheet as a 
proactive approach to avoiding incidents of non-submission. This includes: 

• collection of a draft which meets task requirements from each student 
• parent contact when checkpoint due dates are not met by students 
• ensuring that assessment evidence is collected from each student on or 

before the due date 
 
When a student does not submit a final response to an assessment item on or before 
the due date, a result is awarded using evidence that is available on or before the 
due date.  This student evidence must be marked against the marking guide and be 
available to submit for QCAA quality assurance purposes.  This evidence must be: 

• from the preparation of the response during the assessment preparation 
period 

• available on or before the due date eg. class work, a draft, rehearsal notes, 
photographs of a student work 

 
Where there is no evidence that can be used to determine a result, the student will 
receive Not Rated (NR) for the assessment piece and consequently for the 
corresponding unit(s).  A blank submission does not constitute evidence. 
 
School Responsibility: 

• provide clear due dates and instructions for student submission of final tasks 
• monitor student submission of final tasks 
• make parent contact of any student who does not submit a final task by the 

due date and record contact on One School with Faculty HOD referred. 
• Record any non-submission as a behaviour entry on One School, ensuring that 

Faculty HOD, HOD Senior Schooling and relevant Senior DP are referred. The 
referral should be recorded as Academic Misconduct. 

• Use evidence collected on or before the due date to award a result 
 
Student Responsibility: 

• submit assessment tasks on or before the due date 
• meet all requirements of submission as per the task outline 
• use class time in completion of task to verify student authorship 
• make use of teacher feedback in completion of final task 

 

Internal quality 
assurance 
processes 
Section 9 

Bundaberg State High School’s quality management system ensures valid, 
accessible and reliable assessment of student achievement.  This includes: 

• quality assurance of all assessment instruments before they are 
administered to students using quality assurance tools provided by the 
QCAA 

• compliance with the QCAA Endorsement process 
• quality assurance of judgments about student achievement through faculty 

based moderation processes such as cross-marking  
 

https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook
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All marks for summative internal assessments for General subjects are 
provisional until they are confirmed by QCAA through the Confirmation 
process. 

Review 
Section 11.1 

Student results (including NR) for all General subjects (Unit 1 and 2), Applied 
subjects and Short Courses may be subject to review by the Faculty Head of 
Department, Head of Senior Schooling or Senior Schooling Deputy Principal. 

External assessment administration 

QCE and QCIA 
policy and 
procedures 
handbook 

Policy and procedures 

External 
assessment is 
developed by 
the QCAA for 
all General and 
General 
(Extension) 
subjects 
Section 10 
 
See also: 
External 
assessment — 
administration 
guide (provided 
to schools each 
year) 

The External Assessment process at Bundaberg State High School is managed by 
the Head of Department, Senior Schooling as per the QCE and QCIA policy and 
procedures handbook and the QCAA Directions for Administration: External 
Assessment. 
 
The process of preparing the school for the External Exam period requires the 
External Examination Administrator to: 

• Communicate External Exam processes and policies to staff, students and 
parents 

• Work collaboratively with school staff and students to ensure compliance 
with QCAA requirements 

• Provide access to relevant documents outlining policies and procedures 
such as Directions for Students 

• Provide students with access to External Exam timetables when available 
• Establish examination environments/ venues in line with QCAA requirements 
• Provide a mock examination period to support student awareness of 

expectations 
 

Managing academic misconduct 
Bundaberg State High School is committed to supporting students to complete assessment and 
to submit work that is their own, and minimising opportunities for academic misconduct.  
Proactive strategies implemented by the school include: 

• Requiring students to complete the QCAA Academic Integrity course 

• Actively engaging students in learning about research, referencing, note-taking and 
summarising skills 

• Actively engaging students in learning about types of academic misconduct and how they 
can be avoided 

• Providing student guidelines regarding academic misconduct 
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Students may inappropriately and falsely demonstrate their learning.  This following table includes 
some examples of academic misconduct. 

 Types of misconduct 

Cheating while 
under supervised 
conditions 

A student: 
• begins to write during perusal time or continues to write after the instruction to 

stop writing is given 
• uses unauthorised equipment or materials 
• has any notation written on their body, clothing or any object brought into an 

assessment room 
• communicates with any person other than a supervisor during an examination, 

e.g. through speaking, signing, electronic device or other means, such as 
passing notes, making gestures or sharing equipment with another student. 

Collusion When: 
• more than one student works to produce a response and that response is 

submitted as individual work by one or multiple students 
• a student assists another student to commit an act of academic misconduct 
• a student gives or receives a response to an assessment. 

Contract cheating A student: 
• pays for a person or a service to complete a response to an assessment 
• sells or trades a response to an assessment. 

Copying work A student: 
• deliberately or knowingly makes it possible for another student to copy responses 
• looks at another student’s work during a supervised assessment 
• copies another student’s work during a supervised assessment. 

Disclosing or 
receiving 
information about 
an assessment 

A student or other person: 
• gives or accesses unauthorised information that compromises the integrity of the 

assessment, such as stimulus or suggested answers/responses, before a 
response to an assessment is completed 

• makes any attempt to give or receive access to secure assessment materials. 

Fabricating A student: 
• invents or exaggerates data 
• lists incorrect or fictitious references. 

Impersonation A student arranges for another person to complete a response to an assessment in 
their place, e.g. impersonating the student in a performance or supervised 
assessment. 
A student completes a response to an assessment in place of another student. 

Misconduct 
during an 
examination 

A student distracts and/or disrupts others in an assessment room. 

Plagiarism or 
lack of 
referencing 

A student completely or partially copies or alters another person’s work without 
attribution (another person’s work may include text, audio or audiovisual material, 
figures, tables, design, images, information or ideas). 
 
Plagiarism also includes the use of a translator, including an online translator, as 
the work produced is not the work of the student. 
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 Types of misconduct 

Self-plagiarism A student duplicates work, or part of work, already submitted as a response to an 
assessment instrument in the same or any other subject. 

Significant 
contribution of 
help 

A student or other person arranges for, or allows, a tutor, parent/carer or any 
person in a supporting role to complete or contribute significantly to the response. 

For authorship issues: 

When authorship of student work cannot be established or a response is not entirely a student’s 
own work, the school will provide an opportunity for the student to demonstrate that the submitted 
response is their own work 

For all instances of academic misconduct: 

Results will be awarded using any evidence from the final response or from the preparation of the 
response that is verifiably the student’s own work and that was gathered in the conditions 
specified by the syllabus, on or before the due date.  Student responses will be annotated to 
identify the evidence which was matched to the marking guide in awarding a result. 

For instances of academic misconduct during examinations: 

Students will be awarded a Not Rated (NR). See the QCE and QCIA policy and procedures 
handbook (Section 8.1.2 and Section 8.2.1) 

 

Further consequences of Academic Misconduct may be applied as per the Bundaberg 
State High School Code of Conduct. 
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