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Purpose

| Purpose

Students are strongly encouraged to enter
deadlines for all assessment tasks into their personal
diaries or digital calendars. This supports planning,
organisation and improved study habits.

These Submission of Work Guidelines outline the
rights and responsibilities of students in both the
Middle Years and Senior Years regarding the
submission of work, including the ethical use of
digital technologies and artificial intelligence (Al).

| Rationale

The Submission of Work Guidelines support the following
aims:

a) to encourage students to develop effective time
management skills that will support their success
at school, further education, training and
employment

b) to ensure fairness for all students who meet
assessment deadlines

c) to enable teachers to provide timely and high-
quality feedback by maintaining a clear
assessment timeline

d) to support ethical and responsible use of digital
technologies, including Al tools, in alignment with
school expectations and SACE Board
requirements

Teacher
Commitment
Charter

Teachers are committed to:

. providing students with a Semester or Term Learning
and Assessment Plan for each subject, accessible via
SEQTA, including task types, weightings and
approximate due dates

. giving at least five school days’ notice of the confirmed
due date for each assessment task

. providing a draft due date at least five days prior to the
final due date

. referring students to a Study Centre in Lower Penny
and contacting home if a draft is not submitted by the
draft deadline

. providing appropriate class time for students to work
on assessment tasks

. providing ongoing feedback in a timely manner for
drafts and final submissions

. making necessary adjustments to assessment
schedules, in consultation with relevant staff, for
students with:

o disabilities

o learning difficulties

o mental health needs

o emotional or social disadvantage
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Student
Commitment

Students are committed to:

e submitting a draft assessment by the draft due date

e submitting the final assessment task by the due date
and time set by the teacher

. ensuring the assessment task is submitted in the
correct format (e.g., SEQTA upload, hard copy, or
alternative method negotiated with the teacher)

. checking in with subject teachers following any
absence to determine missed work or tasks

. ensuring all work submitted is their own and adheres to
Woodville High School and SACE expectations
regarding academic integrity, including ethical Al use

Parent/Caregiver
Commitment

Parents/Caregivers are committed to:

. monitoring reports, folios and student diaries, including
regularly accessing SEQTA (parent portal)

. encouraging their child to submit drafts and final
assessments on time

e attending Parent/Teacher Evenings

e supporting their child to take responsibility for
completion and submission of assessment tasks

. informing the school of prolonged iliness or injury

Assessment
Extension

Subject teachers determine due dates for assessment

tasks. Where a student identifies a conflict with other

deadlines at the time a due date is set, the student must

inform the teacher.

. Extensions may be granted at the teacher’s discretion

. Negotiation must occur at least two days prior to the
due date

. Students requesting an extension must provide
evidence of work completed to date

. In extenuating circumstances, further clarification can
be sought from the Deputy Principal, Director of
Teaching & Learning or the SACE Coordinator

Digital Technology
& Al Use

Students must submit assessment tasks electronically via

SEQTA or another method negotiated with the teacher.

When using digital technologies, students are responsible

for:

. providing evidence (timestamp, screenshot, submission
receipt) that work was submitted on time

. retaining copies of drafts, research notes and working
files, these must be available upon request
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Al Use in Learning and Assessment

e saving work in multiple locations (e.g., Google Drive,
USB, cloud storage)

. understanding that computer issues are not acceptable
grounds for late submission or non submission

Al Use in Learning
and Assessment

Al tools (e.g. ChatGPT, Grammarly, text-to-image or
summarisation tools) may be used only when permitted by
the teacher and must be used ethically.

Students must:

e follow task-specific instructions about whether Al use is
allowed, limited or prohibited
clearly acknowledge and reference any Al-generated
assistance in accordance with SACE Board academic
integrity requirements
ensure that all submitted work reflects their own
understanding, thinking and skills
Do not use Al to generate full responses or sections of
work unless explicitly approved
retain evidence of their process (drafts, notes, Al
prompts) if required

. Misuse of Al such as submitting Al-generated work as
original will be treated as a breach of academic
integrity/plagiarism.

Procedure for
Submitting Late
Work

If a student is unable to complete an assessment task by
the due date, the following procedures apply:

a) Senior Students (Years 10 -12)

e The subject teacher will refer the student to the Study
Centre in Lower Penny to complete the outstanding
work under the supervision of a Woodyville High School
staff member.

The teacher will log the required work via the Study
Centre in Lower Penny Referral Google Form, and the
supervising teacher will access this information.

The subject teacher must contact the parent/caregiver
to advise that the student is required to attend
lunchtime Study Centre in Lower Penny sessions until
the assessment task is completed and submitted.
Partial completion of an assessment will still be
awarded a grade based on evidence provided.

b) Middle Years Students (7-9)

. Middle Years teachers will negotiate an appropriate
adjusted timeline with students and families.
Students who do not meet the negotiated deadline will
be referred to the Study Centre in Lower Penny to
complete the outstanding work.
Parents/caregivers must be informed by the subject
teacher of the referral and requirement to attend the
lunchtime Study Centre in Lower Penny until
completed.
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c) Partial Completion
. Partial submissions will be awarded a grade based on
the evidence of learning provided.

d) Parent Notification

e  The subject teacher will inform parents/caregivers of
the late submission and resulting actions. Parents will
also be reminded of their access to SEQTA (parent
portal).

e) Acceptable Explanations
If a student cannot submit a task on the due date, the
teacher must receive:

. a medical certificate (required for Years 11-12)
e aletter/email from a parent/caregiver
e a phone call from a parent/caregiver

f) Absence on Due Date
Students who are absent on the day an assessment is due
must ensure the task is:

. submitted electronically via SEQTA, or
delivered/emailed to the teacher on the due date.

g) Anticipated Difficulty

Students must approach teachers at least two days prior to
the due date if they believe they cannot complete the task
on time. Renegotiation may not always be possible.

h) Missed Tests

If a student misses a test for an approved reason (see
section e), a new opportunity to sit the test will be provided
when they return to school.

i) Appointments

If a student has a scheduled appointment on the day of a
test or due date, notification to the teacher must be
provided at least two days prior.

SACE Board of SA
Guidelines for
Senior Students

All policies are available on the SACE Board of
SA website.



