
 

Issue 6 – 12 February 2024 

SUBMISSION OF WORK POLICY 

YEARS 7 TO 12 
PURPOSE 

• Submitting assessment tasks set by teachers, within the timelines negotiated, is essential for achieving 
success at secondary school. 

• Submitting assessment tasks not only allows teachers to assess student learning and give appropriate 
feedback, but also enables students to build on their skills and knowledge base in a sequenced way. 

• Completion of assessment tasks at school, as in life outside of school, builds confidence, a sense of 
• achievement and a preparedness to take on new opportunities and responsibilities. 
• To be fair to the majority of students who meet the assessment requirements. 

 

Teacher Responsibilities  
It is the teacher’s responsibility to action “Consistent Predictable Routines” by:  

• Providing students with a clear learning and assessment plan / scope and sequence that is uploaded onto 
Daymap. 

• Communicating learning intentions and clear instructions for every lesson on Daymap. 
• Explaining the assessment task requirements as clearly as possible, explicit scaffolding of how the task needs 

to be structured. 
• Providing sufficient time and differentiation where appropriate to enable students to complete assessment. 
• Following Reset Space procedures for students who are not ready to learn 
• Liaising with Learning Support and Curriculum Leaders to modify Learning Plans, subject conversions, special 

provisions and One Plans for eligible students 
• Providing verbal/informal feedback on students’ assessment task in progress. 
• Negotiating and setting one formal draft where appropriate, then following this up using teacher discretion 
• Ensuring that students upload progress throughout an assessment task (per lesson, per week, or with 

teacher discretion) so that teachers can track student progress 
• Notifying parents within 24 hours when final has not been submitted  
• Communicating with Curriculum Leaders for students of concern 
• Marking, providing written feedback and publishing assessment task result on Daymap within 2 weeks 

 

Director of Curriculum & Learning/Learning Area Leaders 
• Support teachers to provide learning and assessment plan for students and parents to access on Daymap 
• Support teachers to modify Learning Plans, subject conversions, special provisions and One Plans for eligible 

students 
• Meet with subject teachers and discuss possible strategies to support students’ submission of assessments. 
• Monitor student achievement within learning area and support communication/liase with LCL and parents of 

students of concern 
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Learning Community Leaders 
• Monitor student achievement across all subjects and communicate with parents of students at risk. 
• Enact an academic contract for students who are not meeting attendance or academic requirements  
• Monitor the implementation of subject conversions, special provisions and One Plans for eligible students 

Students Responsibilities  
It is the student’s responsibility to follow Consistent Predictable Routines by: 

• Logging in during morning Yungkurrinthi Marni session and look at lessons for the day, including checking 
instructions their teacher has for the lesson and for assessment tasks and due dates. 

• Attending each lesson and ready to learn. 
• Communicating regularly with their teacher. 
• Submitting regular progressions of work (per lesson, per week, or by teacher discretion) on Daymap 
• Submitting one formal draft at a negotiated time set by the teacher. 
• Submitting an extension request through Daymap at least 48 hours prior to final due date with appropriate 

reasoning/documentation.  
• Submitting final assessment task by the due date. 
• Monitoring and tracking own learning. 

 

Parents/Caregivers Responsibilities  
It is the parent’s/caregiver’s responsibility to: 

• Access Daymap regularly to monitor assessments. 
• Talk with their child about their assessment task. If child does not understand the assessment task support 

them to follow up with their teacher 
• Ensure their child starts and completes the assessment task. 
• Encourage their child to develop good study habits. 

Granting Extensions 
There may be extenuating circumstances that will allow an extension and this can be negotiated. Extensions can be 
granted based on the following grounds: 

- Medical 
- Family circumstances 
- Compassionate grounds 

 
Students should seek an extension 48 hours prior to a due date by submitting a Daymap request. 
 
It should be clear that students do not get an automatic extension if they attend camp/excursions or subject to 
suspension.  
 
Students should provide evidence of some work being completed prior to the extension being granted. 
Year 11 and 12 students must provide a medical certificate (if required) if they are sick on the day of a timed 
assessment (e.g. tests, practicals). Students must complete the timed assessment as required by the teacher. 
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Non-Completion of Work 
Notification about the non-completion of work for each summative assessment task will be sent to parents/caregivers 
when work has not been submitted within 24 hours of the original due date. Conversation with parents/caregivers 
needs to occur for two or more instances in each subject. 
 
Students will have 72 hours to submit overdue work. If a student has not completed the overdue assessment task 
after this time, they will be marked on any work that has been completed for the task. 
 
If no work has been completed/submitted, they will be awarded a zero grade (IB) or N for no evidence (SACE). The 
assessment task result will be published on Daymap and subject teachers will send a Daymap note/email to 
parents/caregivers. 
 

Related RMSC policies and initiatives 
- Academic Honesty Policy 
- Assessment & Reporting Policy 
- Completion of Work Policy 
- Online learning – student checklist; parent guide learning from home; school guide learning from home 
- Focus on Academic Achievement - IBMYP/SACE/IB Diploma - Years 7 to 12 students 
- SACE Action Plan 
- Learning Area Action Plans 
- The Learning Hub 



Submission of Work Policy

Teachers set final due date

Work is Submitted 
on time?

Yes

No

Send Daymap alert to 
parent/caregiver within 

24 hours

Work is 
Submitted within 72 

hours?
Yes

Mark assessment task and 
publish results on Daymap 

within 2 weeks

Assign a 0/N grade AND 
send a notification to 

student and 
parent/caregiver

No


	Submission of Work Flowchart_Issue 6_12 February 2024 
	Submission of Work Policy_Issue 6_12 February 2024 - Page 1
	Page 1


	Submission of Work Policy Yrs 7 to 12_Issue 6_12 February 2024
	SUBMISSION OF WORK POLICY
	YEARS 7 TO 12
	Purpose
	Teacher Responsibilities
	Director of Curriculum & Learning/Learning Area Leaders
	Learning Community Leaders
	Students Responsibilities
	Parents/Caregivers Responsibilities
	Granting Extensions
	Non-Completion of Work
	Related RMSC policies and initiatives



