


Stage 6 school-based assessment procedures checklist
Purpose
The purpose of this checklist is to support schools when developing and reviewing Stage 6 school-based assessment procedures to be implemented by teachers and the school executive.
Schools must comply with:
[bookmark: _Int_C2W0eCDA]the department’s Curriculum policy standards 
HSC monitoring advice (available via HSC monitoring advice)
NESA’s Assessment Certification and Examination (ACE) Rules.
ACE Rules provide current information to principals, teachers, parents, and students about NESA’s curriculum, assessment and credentialling requirements. Schools develop their own administrative procedures for school-based assessment in alignment with ACE 2.1.1 and ACE 2.1.2. Additionally, schools must have procedures for marking, recording and reporting students’ performance on all assessment tasks. 
Assessment procedures – considerations
The checklist items provided in the table below serve as points for reflection, discussion and decision-making when developing or reviewing assessment procedures.


Table 1 Stage 6 school-based assessment procedures
	Assessment requirement
	Checklist items

	Academic integrity
	Procedures:
☐ 	Have a statement about the expectations the school has regarding academic integrity.
☐	Outline student and teacher responsibilities in upholding the integrity of HSC school-based assessment, including that student performance in assessment should reflect students’ knowledge, skills and understanding and not the use of generative AI.
☐	Highlight the requirements for all students (except those doing Life Skills courses) to complete All My Own Work.
☐	Include a statement on NESA’s course completion criteria.
☐	Outline that the school will provide students with written advice regarding the procedures for school-based assessment at the commencement of a Stage 6 course.
Refer to: ACE 2.1; All My Own Work

	Marking procedures
	Procedures:
☐	Outline how student assessments will be marked in relation to the Common Grade Scale or outcomes being assessed.
☐	Outline that teachers must mark students’ actual performance, not potential performance.
☐      Outline that marks will be awarded based on the students’ own knowledge, skills and understanding and not the use of generative AI.
☐	Identify that student work samples may be used to verify the consistency of teacher judgement.
☐	Highlight that assessment activities or tasks used are appropriate to the outcomes being assessed and that they have been developed to reflect students’ knowledge, skills and understanding.
☐	Outline that teachers must provide reasonable adjustments for students with disability, if required, to enable their access to the full range of grades or marks and to demonstrate what they know and can do in relation to syllabus outcomes and content.
☐	Outline the timeframe for marking assessments with a provision for longer times for large cohorts/assessments (such as Trial HSC).
☐	Outline the types of feedback teachers should provide to students for each assessment task (such as a mark, comments about the students’ progress against outcomes and cumulative rank order).
☐	May outline what actions a teacher may take if there is some uncertainty about a grade or mark allocation.
Refer to: ACE 2.1; ACE 2.1.3; Determining grades

	Recording grades and marks procedures
	Procedures:
☐	Identify a central location for storing grades and marks for student assessment.
☐	Identify the process to be used by teachers to allocate grades, based on evidence of the students’ own knowledge, skills and understanding.
☐	Identify the timeframe for entering student grades or marks, once an assessment is marked.
☐	Include a clear statement regarding entering aggregated marks, with no moderation.
☐	Outline a process for collecting work samples for grades allocated in Stage 5, Preliminary and HSC courses (English Studies, Mathematics Standard 1 and Numeracy only).
☐	Identify that the retention of marks is 24 months, as NESA may request these for rank appeals.
Refer to: ACE 2.1; ACE 2.3

	Reporting on assessment
	Procedures: 
☐	Outline that a standards-reference approach is used to report student achievement.
☐	Highlight that teachers may use on-balance judgement to determine student grades for reports.
☐	Identify that HSC students should receive a rank only in their final report, not a mark.
Refer to: ACE 2.1

	Breaches and malpractice
	Procedures: 
☐	Outline students’ responsibility to know and comply with the HSC Rules and Procedures guide.
☐	Include a definition of a breach or malpractice in school-based assessment.
☐	Include steps for teachers and school executive in investigating malpractice.
☐	Outline the role of decision-makers in determining malpractice offences.
☐	Outline a range of possible penalties for malpractice.
☐	Outline an appeals process for students concerning malpractice that is resolved at the school level.
☐	State that incidences of malpractice will be recorded on a NESA register.
Note: Schools must not use AI detection software to determine incidences of malpractice.
Refer to: ACE 2.1; ACE 10.1; Breaking HSC rules; HSC Rules and Procedures guide; Preventing and managing malpractice in Stage 6 school-based assessment 

	Absence from an assessment task
	Procedures:
☐	Outline clearly the steps a teacher must follow if a student is absent on the day of an assessment task.
☐	Describe how teachers can provide an illness/misadventure form to students and how students then submit the form.
☐	Identify how, when and by whom students will be notified of the outcome of their application.
☐	Outline the process that a teacher could follow if a student is absent, for example, on school business or the day before an assessment task.
Refer to: ACE 2.1

	Late submission of assessment tasks
	Procedures:
☐	Describe clearly the method for submitting assessment tasks.
☐	Outline the steps a student must follow if they submit an assessment task late.
☐	Identify how, when and by whom students and teachers will be notified of the outcome of the application for late submission.
☐	Explain how, if a student has a valid reason, an extension of time or substitute task will be granted by the principal (or delegate).
☐	Outline that students who don’t complete an approved illness/misadventure application, or have an application declined, and submit an assessment task late will have a zero mark recorded for the task.
Refer to: ACE 2.1

	Illness/misadventure procedures
	Procedures:
☐	Have a clear description of what constitutes illness/misadventure and what is not covered by illness/misadventure.
☐	Outline steps a student must follow for illness/misadventure suffered immediately before or during an assessment task including:
☐	who to apply to
☐	where to submit an illness/misadventure form
☐	how, when and by whom, they will be notified of the outcome of their application.
☐	Include a list of what is required by the student as evidence of their illness/misadventure.
☐	Outline that if the student has a valid reason for not completing an assessment task, the school must provide an opportunity for the student to attempt the task by providing either an extension of time or a substitute task.
☐	Provide a definition of what constitutes exceptional circumstances in which a student may be unable to complete an assessment task.
☐	Describe a process for determining an estimated mark which must be based on completed comparable assessment tasks with comparable outcomes.
☐	Outline that teachers must retain documentation regarding illness/misadventure for monitoring purposes.
Refer to: ACE 2.1

	Invalid or unreliable results procedure
	Procedures:
☐	Identify what makes an assessment task produce invalid or unreliable results.
☐	Identify the decision-makers who declare the results of an assessment task invalid or unreliable.
☐	Outline the process that teachers must follow in the case of an invalid or unreliable assessment task.
☐	Describe the process for when and how students will be notified of invalid or unreliable results.
☐	Outline support provided for students to reduce stress if an assessment task produces invalid or unreliable results.
☐	State that results of assessment tasks that have been completed by students and declared invalid or unreliable will not be discarded and that marks will be retained for 24 months.
Refer to: ACE 2.1

	Non-serious attempts
	Procedures:
☐	Outline what a non-serious attempt at an assessment task is.
☐	Define a timely communication process that ensures students are notified in the event of a non-serious attempt.
☐	Outline an appeal process if a student wishes to appeal a school decision of a non-serious attempt.
Refer to: ACE 10.3

	Non-completion determinations – ‘N’ determinations
	Procedures:
☐	Outline NESA’s course completion criteria.
 ☐	Outline the N-determination warning process in a clear and understandable way.
☐	Outline reasonable timeframes and reliable methods of communication to warn students of non-completion.
☐	Communicate to students what actions are required if they are issued with a warning of non-completion.
☐	Describe the process for how parents/carers are requested to provide written acknowledgement of the warning.
☐	Highlight that follow-up warnings are issued if the concern has not been resolved.
☐	Include the conditions for an ‘N’ determination which is determined by the principal.
Refer to: ACE 4.2

	Appeals procedures
	Procedures:
☐	Define what will be accepted as grounds for an appeal (marks, non-completion and/or illness/misadventure determinations).
☐ 	Outline the decision-makers, timeframes, communication processes and that each appeal will be resolved within the school (where possible).
☐ 	Outline that an individual appeal over marks will be resolved within 2 weeks of the assessment task being returned.
☐ 	Communicate the process of appeals via a flow chart (optional).
☐ 	Outline final grade appeals for Preliminary courses.
☐ 	Outline a separate process for final rank order appeals for HSC courses or final grade appeals for English Studies, Mathematics Standard 1 and Numeracy.
Refer to: ACE 2.1

	Assessment schedules
	Assessment schedules:
☐	Include the syllabus outcomes assessed in each assessment task.
☐	Detail the mandatory components, component weighting and course-specific requirements allocated to each assessment task.
☐	Indicate when formal assessment tasks are to be attempted or submitted.
☐	Identify the number, type and weighting of assessment tasks required in the course.
☐	Only have ONE take-home task, worth no more than 15% of the school-based assessment mark.
Note: Schools must design formal assessment tasks to ensure marks are reflective of a student's own knowledge, skills and understanding, independent of and not the use of generative artificial intelligence.
Refer to: ACE 2.1

	Assessment notifications
	Procedures:
☐	Indicate that students will be provided with sufficient notice in writing (typically 14 days) about an upcoming assessment task.
☐	Outline how students will be required to sign when receiving notifications and return of assessment task.
☐	Include a task notification template as an example for students which includes outcomes, weighting, scheduled date and time and type of assessment task.
☐	Include a sample notification with a marking criteria (where appropriate).
Refer to: ACE 2.1


For HSC support, join the Teaching and Learning 7–12 Statewide staffroom via this short form or email secondaryteachingandlearning@det.nsw.edu.au. For clarification of ACE Rules, contact NESA’s Liaison team. 
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