
Non-Submission/Completion of Assessment Process 
This policy reflects: 
• Our goal to maximise opportunities for students to receive a result  for all assessment pieces/subjects; 
• The importance of developing responsibility and commitment in young people; 
• An awareness of the increasing complexity of life for young people and the resultant demands on their time;  
• A progression of strategies designed to support and facilitate the completion of assessment requirements by students; and 
• A focus upon proactive strategies facilitating completion of required assessment and communication among all parties before the due date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

^ QSA policy does not allow a ‘sliding scale penalty’ to be applied to late assessment (i.e. deducting a grade for each day late). Consequently ALL assessment submitted late must be accompanied by a Special 
Consideration Application- HOD judgement and discretion will be applied. 

 * Student profiles are to be recorded as ‘NS’, indicating non-submission/completion of work. Students who fail to submit work may lose semester credit.  

PROCESS 
Assessment  

Task 
Notification 
(Task Sheet) 

Teacher Monitoring & 
Documentation: 

 
 

• Set negotiate/deadline 
• Set drafting process/dates 
• Guided practice/models 
• Liaison with student/parent 
 

Contact parent by phone if no 
adequate drafting evident OR 

concern about non-completion. 
 

Special Consideration 
Application 

(Prior to Due Date granted by 
HOD for Year 10-12 OR 

Classroom Teacher Year 8-9. 
APPLICATION ATTACHED TO 

ASSIGNMENT 

Due 
Date 

Assessment  
Submitted  

Assessment NOT 
Submitted 

���� 
Special Consideration 

(Post Due Date granted 
by HOD) 

Amended  
Due 
Date 

 
^  Grade Awarded 

(Contributes towards 
semester credit) 

���� 

NO Grade 
Awarded 

(Recorded 
as ‘NS’ on 

the 
student 
profile) 

Assessment Data Base updated 
by teacher, letter generated 

home & Subject HOD notified. 

Year Coord, Sen Sch 
HOD & Deputy 

Principals monitor 
assessment database 

for multiple non-
submissions.  

Continued non-
completion places 
senior students’ 

enrolment in jeopardy.  
Senior students with 

multiple non-submits x 
2 will be issued a Non 
Compliance and are at 
risk of non-certification.  

* Semester Credit 
Judgement 

 
Teacher & HOD 

discuss student profile 
to determine semester 

report/credit. HOD 
notifies Deputy 

Principal Reporting if 
judgement of NO 

semester credit for 
subject is made. HODs 
have the discretion to 

modify/waive 
assessment 

requirements within 
approved syllabus 

guidelines. 
    

Student Support Team Liaison 
–  

Learning Support, Guidance, 
Year Coordinator, Youth 

Worker, Nurse, Community 
Liaison, AVT services.    

Year 8 & 9 
 

After 
school 

detention 
issued to 
complete 

assignment 
– student 
hands in 

work 
completed.  

Year 10-12 
 

Student 
interviewed 
by Senior 
Schooling 
HOD with 
parents. 

Warned re 
non-

compliance 

YES 

NO 

Student  
who fails to 
turn up or 

does 
nothing 
refer to 

Behaviour 
Plan 

Students with outstanding 
assessment will NOT be 

permitted to attend school 
functions such as Formals, 

Graduation Ceremonies etc OR 
represent the school at official 

events (eg. sport, musicals etc ). 


