School assessment policy
Sunshine Beach SHS June 2026

Purpose

Sunshine Beach SHS is committed to an educational philosophy that encourages all students to
achieve personal excellence by developing their talents and abilities. This policy is designed to build
capacity as students work towards assessment completion. It provides information for teachers, students
and parents/carers about roles, responsibilities, processes and procedures to ensure the integrity of all
assessment in both the Junior (Years 7-9) and Senior (Years 10-12) phases of education.

Principles

Sunshine Beach SHS’s expectations for teaching, learning and assessment are grounded in the principles
of academic integrity and excellence.

Assessment includes any examination, practical demonstration, performance or product that allows
students to demonstrate the objectives described by the syllabus.

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

. 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.
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Promoting academic integrity

Sunshine Beach SHS promotes academic integrity by developing students’ skills and modelling appropriate
academic practices. The following whole-school procedures support this endeavour.

QCE and QCIA
policy and

procedures
handbook

Location and
communication of
policy

Policy and procedures

The school’s assessment policy is located on the school website at
https://sunshinebeachhigh.eq.edu.au.

To ensure the assessment policy is consistently applied, it will be revisited:

« at enrolment interviews

* during senior education and training (SET) planning

» when the assessment schedule is published

+ when tasks are handed to students

* in the newsletter and by email in response to phases of the assessment cycle.

Expectations
about engaging in
learning and
assessment
Section 1.2.4
Section 2

Section 8.2.1

Sunshine Beach SHS has high expectations for academic integrity and student participation and
engagement in learning and assessment. Students become eligible for a QCE when they have
accrued the set amount of learning, at the set standard, in a set pattern, while meeting literacy and
numeracy requirements. Students are required to complete all course and assessment requirements
on or before the due date for their results to contribute credit to the QCE.

Student responsibility

Students are expected to:

* engage in the learning for the subject or course of study

» produce evidence of achievement that is authenticated as their own work

» submit responses to scheduled assessment on or before the due date.

To emphasise the importance of sound academic practices, senior students will complete the QCAA
academic integrity courses.

Examination conditions

Teacher responsibility

« Communicate to school staff, students and parents/caregivers: date and time of test/ conditions/
rules/ approved equipment list.

» Maintain exam conditions: silent environment, students separated, mobile phones/smart watches
left outside

« Display exam time on board
+ Actively supervise students: walk around

Student responsibility

+ Arrive on time

» Come prepared

+ Stay for the duration of the exam

» Meet the behaviour expectations for conduct during exams.
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Due dates ALL ASSESSMENT IS DUE ON OR BEFORE THE DUE DATE
Section 8.2.1
Section 8.2.7 Due dates for final responses, checkpoints and drafts will be published in the assessment schedule.
All students will be provided with their assessment schedule by the end of Week 4.
The assessment schedule will:
« align with syllabus requirements
» provide sufficient working time for students to complete the task
« 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 consistently applied
* be clearly communicated
» consider workload.
Unless specified otherwise on the endorsed task sheet, all assignments must be submitted by end of
school day (3pm).
Student responsibility
Students are responsible for:
» recording due dates
+ planning and managing their time to meet the due dates
+ informing the school as soon as possible if they have concerns about assessment load and meeting
due dates.
In cases where students are unable to meet a due date
* due to iliness or misadventure, they are required to apply for an AARA extension. (See page 7)
+ due to school approved absences, they are required to complete a Request for a School-Approved
Absence’ (see page 6)
Submitting, Assessment instruments will provide information about Sunshine Beach SHS’s arrangements for
collecting and submission of draft and final responses, including due dates, conditions and file types.
storing
assessment All assessment evidence, including draft responses, will be submitted by their due date and, where
information appropriate, via the school’s academic integrity software. Checkpoints will include submissions in the
Section 9 same mode e.g. recorded spoken segment, rehearsal. Draft and final responses for all internal
assessment will be collected and stored in each student’s folio.
Spoken/multimodal presentations or live performances —
All students submit scripts/ multimodal component of presentation/performance on the due date. A
random list is generated for the presentation order. Students without evidence present on the due
date. In Senior, presentations/performances will be recorded and stored as required for QCAA
processes.
Teachers will return assessment in a consistent and timely manner for all students.
Appropriate Sunshine Beach SHS is a supportive and inclusive school. Material and texts are selected in
materials accordance with syllabus requirements, curriculum priorities and Department of Education principles
Section 8.2.2 of inclusivity

School assessment policy

Students are responsible for considering the appropriateness of any materials accessed or produced
and ensuring they are aligned with the school values.
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Ensuring academic integrity

Sunshine Beach SHS has procedures to ensure that there is consistent application of the assessment policy and
that staff and students optimise opportunities to understand academic integrity. The following procedures are to be
applied in this context.

Internal assessment administration

QCE and QCIA Policy and procedures

policy and

procedures

handbook

Scaffolding Scaffolding for assessment helps students understand the process for completing the task.
Section 8.2.3 Scaffolding will:

* maintain the integrity of the requirements of the task or assessment instrument
« allow for unique student responses and not lead to a predetermined response.

Across the phases of learning, students will gradually be given more responsibility for understanding
the processes required to complete their tasks.

Checkpoints Checkpoints will:
Section 8 * be detailed on student task sheets
* monitor student progress

* be used to establish student authorship.

Students will work on assessment during designated times and show evidence of progress at
scheduled checkpoints.

Teachers will use these checkpoints to identify and support students to complete their assessment.
Heads of departments and parents/carers will be contacted if checkpoints are not met.

Drafting Drafting is a key checkpoint. Types of drafts differ depending on subject, e.g. written draft, rehearsal
Section 8.2.5 of a performance piece or a product in development. Drafts might be used as evidence of student
achievement in the case of iliness, misadventure or non-submission for other reasons.

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
+ delivered in a consistent manner and format for all students

Parents and carers will be notified by email about non-submission of drafts and the processes to be

followed.
Managing Students must adhere to assessment response lengths as specified by syllabus documents. The
response length procedures below support students to manage their response length.
Section 8.2.6 » All assessment instruments indicate the required length of the response.

» Teaching and learning programs embed subject-specific strategies about responding purposefully
within the prescribed conditions of the task.

* Model responses within the required length are available.

« Feedback about length is provided by teachers at checkpoints.

After all these strategies have been implemented, if the student’s response exceeds the word length
required by the syllabus, the school will mark only the work up to the required length, excluding
evidence over the prescribed limit and annotate any such student work submitted for confirmation
purposes to clearly indicate the evidence used to determine a mark.
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Authenticating
student responses

Accurate judgments of student achievement can only be made on student assessment responses that
are authenticated as their own work. It is the student’s responsibility to ensure that they have

Section 8.2.8 evidence that authenticates their work. This may include:
« evidence of work completed in class
« draft and checkpoints
» document properties, track changes and comments and version history
Sunshine Beach SHS uses the authentication strategies promoted by the QCAA. These include:
+ changing assessment tasks from year to year
* providing class time to observe task completion
* requiring reference lists and acknowledgement of sources
« collection of evidence of student response development via classwork, outlines, photographs, plans
and drafts
* post-moderation processes such as cross-marking for subjects with multiple cohorts
« individual monitoring, feedback and results for students working in groups
« a student declaration of authenticity
The authentication strategies will be specified on assessment instruments.
In cases where a student response is not authenticated as a student’s own work, procedures for
managing alleged academic misconduct will be followed. These procedures may include:
« providing an opportunity for the student to demonstrate that the submitted response is their own
work
* making a judgment about the student’s knowledge and skills using the parts of the response that can
be identified as the student’s own work.
In cases where a student response is not authenticated as their own work, procedures for managing
alleged academic misconduct will be followed. (See page 7)
Access Applications for AARA
arrangements and  Sunshine Beach SHS is committed to reducing barriers to success for all students. AARA are actions
reasonable taken by the school to minimise, as much as possible, barriers for a student whose disability,
adjustments, impairment, medical condition or other circumstances may affect their ability to read, respond to or

including illness
and misadventure
(AARA)

Section 6

School assessment policy

participate in assessment.

The school follows the processes as outlined in the QCE and QCIA policy and procedures handbook
available from www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook.

The school principal manages all approval of AARA for students.

All AARA applications must be accompanied by the relevant supporting documentation (outlined in
Section 6.4.5) and made as far in advance as possible to meet the QCAA published timelines. All
evidence used to make decisions is recorded in the student’s file by the principal or their delegate.
Students are not eligible for AARA on the following grounds:

¢ unfamiliarity with the English language
teacher absence or other teacher-related issues

matters that the student could have avoided
matters of the student’s or parent’s/carer’'s own choosing
matters that the school could have avoided.

Applications for extensions to due dates for unforeseen illness or misadventure
There are two grounds for applying for an extension of a due date:

1. lliness

2. Misadventure (an adverse event is unforeseen and beyond the student’s control) such as
- Bereavement, family breakdown etc.

- Essential cultural commitments

- Long-term illness of a family member.
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School-approved
absences

School assessment policy

When unexpected circumstances arise on the day of submission causing a student to not attend
school, the assessment should be emailed to their teacher and then upon return to school, a hard
copy submitted.

Reasons not valid for an extension:

» Technology failure (such as printer not working, work not being saved, or computer malfunction)
« School excursions or events

« Extra-curricular activities

* Holidays

To apply for extensions students and parents/carers must follow these steps:

1. Obtain an AARA Extension Application Form from the school website as early as possible prior
to the due date https://sunshinebeachhigh.eq.edu.au/curriculum/teaching-and-learning/assessment-

policy
2. Complete and return form to the relevant Curriculum Head of Department (if a single subject) or

Head of Teaching & Learning Junior/Middle/Senior (if multiple subjects). Provide supporting
documentation:

+ Senior Students (Years 10-12) Medical certificate or other documentation required.
+ Junior Students (Years 7-9) Parental explanation is required.

3. The relevant Head of Department will consult with relevant class teacher/s and inform the
student, parent/guardian and teacher/s on the outcome:

« for examinations — students are to complete the exam on the re-scheduled date

« for non-examinations — students are required to submit/present the assessment on or before the
extended due date.

Students may engage in a range of learning experiences or activities that exist outside traditional
school-based activities. These activities, which may involve prolonged absences from school, do not
meet the requirements for AARA or illness and misadventure applications and may coincide with
scheduled assessment periods.

Examples of school-approved absences may include:

« school excursions that cannot be scheduled at another time, e.g. performances being viewed as part
of the assessment program

« school, district, regional, state or national representation for school-supported sport or artistic
endeavours

« student exchange programs
« audition or entrance exams (state, interstate or international).

Please seek advice from Head of Teaching & Learning Junior/Middle/Senior if absences will have an
impact on the completion of assessment as soon as possible.

Situations that are of the student’s or parent/carer's own choosing are not eligible for consideration.
Senior Students (Years 10 Sem 2 — year 12)

If the school approves the absence and the student will be absent the day assessment is due, the
following actions apply:

« for examinations — subjects may be able to offer a comparable examination before the due date.
Student may be able to complete prior to absences.

« for non-examinations — students are required to submit/present the assessment on or before the
due date.

If a student is participating in a state or national representative activity during the external examination
period, they may submit a variation to venue application.

Junior Students (Years 7-10 Sem 1)

If the school approves the absence and the student will be absent the day assessment is due, the
following actions apply:

« for examinations — students are to complete the exam on the re-scheduled date, decided through
consultation with Curriculum HODs. This date should be prior to the date the exam occurs.

Sunshine Beach SHS June 2026

Page 6 of 16


https://sunshinebeachhigh.eq.edu.au/curriculum/teaching-and-learning/assessment-policy
https://sunshinebeachhigh.eq.edu.au/curriculum/teaching-and-learning/assessment-policy

Managing non-
submission of
assessment by the
due date

Section 8.2.7
Section 11.1.4

Internal quality
assurance
processes

Section 9

Review
Section 11.1

Referencing

School assessment policy

« for non-examinations — students are required to submit/present the assessment on or before the
due date.

Applying for a school-approved absence

Students must complete a ‘Request for a School-Approved Absence’ to advise the school of an
unavoidable impending absence as soon as possible after they become aware of it. Documentary
evidence must be supplied with the ‘Request for a School-Approved Absence’ form and submitted to
the relevant Year Level Deputy Principal or Head of Teaching & Learning Junior/Middle/ Senior.

Teachers will collect progressive evidence of student responses to assessment instruments at the
prescribed checkpoints. The checkpoints on the instrument-specific task sheets provide details of the
evidence that will be collected.

In circumstances where students do not submit a final response to an assessment (other than unseen
examinations) a result should be awarded using evidence:

+ provided by the student for the purposes of authentication during the assessment preparation period
+ available on or before the due date

* in the same mode e.g. recorded spoken segment, rehearsal,

If no evidence is provided by the student on or before the due date, ‘Not-Rated’ (NR) must be entered
in the Student Management system by the date published in the SEP calendar. In circumstances
where a student response is judged as NR, the student will not meet the requirements for that subject.

Heads of departments and parents/carers will be contacted if due dates are not met.

Sunshine Beach 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

- engaging in moderation for quality assurance of judgments about student achievement.

Sunshine Beach State High School internal review processes for student results (including NR) for all
7-10 Australian Curriculum, General subjects (Units 1 and 2), Applied subjects, and Short Courses is
equitable and appropriate for the local context.

A QCAA review of assessment and judgments from Units 1 and 2 for Applied, Applied (Essential),
General subjects and Short Courses occurs annually, generally in the first part of the summative year.
Timelines are published by QCAA in the SEP calendar.

Confirmation is an annual quality assurance process for General and General (Extension) subjects
(Units 3 and 4) based on the reliability attribute of quality assessment. Confirmation examines the
accuracy and consistency of teachers’ judgments about students’ responses to summative internal
assessment instruments to ensure comparability of results across Queensland. The confirmation
process aims to ensure fair and reliable results for students.

SBSHS uses the APA reference system across the school.

Student’s must acknowledge direct quotation, statistics or key ideas from another person’s writing
or Al tools that are used in their assessment. Similar information taken from non-print sources such as
a speech or a television program should also be sourced. If you do not acknowledge the source of
these ideas, you will be plagiarising (taking and using another person’s or Al’s writing as your own).

A Reference List or works cited or bibliography is a list of all sources used in your essay or
assignment. This list must include all books and articles noted in acknowledged sources throughout
the assessment. The reason for the Reference List is to show the sources of your information.

You need to include an in-text reference immediately after you:

* quote from a guest speaker or website or Al generated material OR
« take an idea (not actually a quotation) and use it assessment OR

* quote statistics or figures in assessment
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External assessment administration

Policy and procedures

External See the QCE and QCIA policy and procedures handbook (Section 10) and follow the External
assessment is assessment — administration guide for processes, roles and responsibilities of the EA coordinator,
developed by the teachers and students.

QCAA for all
g:::::: and See also: External assessment — administration guide (provided to schools each year)
(Extension)
subjects

Section 10

School assessment policy
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Managing academic misconduct

Sunshine Beach SHS is committed to supporting students to complete assessment and to submit work that is their
own, and minimising opportunities for academic misconduct. Students may inappropriately and falsely demonstrate
their learning. The following table includes some examples of academic misconduct along with procedures for

managing them.

Artificial
Intelligence /
ChatGPT etc.

For more
information see
SBSHS Al Policy
(Appendix 1)

Cheating while
under supervised
conditions

Collusion

Contract
cheating

Students must understand that while Al tools can
assist aspects of their academic work, it is their
responsibility to ensure the integrity of their own
work.

Different assessment types
Option 1 — the task evaluates students’ abilities,
knowledge and skills without the aid of Al tools

Option 2 — Assessment tasks are designed to use
Al tools for support and guidance. All uses of Al
must be referenced. Students must demonstrate
comprehension of their response independent of Al
tools

Misconduct occurs when a student:

¢ engages with an Al tools to gain assistance with
writing assessment for them.

o fails to acknowledge Al generated information
e uses Al tools to complete class tasks.

Misconduct occurs when a student:

¢ begins to write during perusal time or continues
to write after the instruction to stop writing is
given

e uses unauthorised equipment or materials

¢ has any notation written on their body, clothing or
any object brought into an assessment room

e 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.

Misconduct occurs when:

e more than one student works to produce a
response and that response is submitted as
individual work by one or multiple students

e a student assists another student to commit an
act of academic misconduct

¢ a student gives or receives a response to an
assessment.

Misconduct occurs when a student:

e pays for a person or a service to complete a
response to an assessment

¢ sells or trades a response to an assessment.

School assessment policy
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Types of misconduct Procedure

For authorship issues

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

It is the student’s responsibility to ensure that
they have evidence that proves that the work is
their own.

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.
This could include:

- an interview

- written questions

- evidence from checkpoints or document version
history

to determine a student’s understanding of and
familiarity with their responses.

For all instances of academic misconduct

Results will be awarded using any evidence from
the preparation of the response that is available
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.

Teachers will communicate decisions on ISMG
for QCAA confirmation.

For instances of academic misconduct during
examinations:

- unauthorised equipment and material is
removed and progress in exam noted and
student completes exam, or

- disruptive students will have one intervention
and if the student disrupts again will choose
to leave and will be marked on work
completed

Students may be awarded a Not-Rated (NR).

See the QCE and QCIA policy and procedures

handbook (Section 8.1.2 and Section 8.2.1).

Where appropriate, the school’s behaviour

management policy will be implemented.


https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.1-understanding-academic-integrity#1
https://www.qcaa.qld.edu.au/senior/certificates-and-qualifications/qce-qcia-handbook/8-school-assessment-policies/8.2-integrating-learning-assessment#0

Copying work

Disclosing or
receiving
information
about an
assessment

Fabricating

Impersonation

Misconduct
during an
examination

Plagiarism or
lack of
referencing

Self-plagiarism

Significant
contribution of
help

Misconduct occurs when a student:

¢ deliberately or knowingly makes it possible for
another student to copy responses

¢ looks at another student’s work during a
supervised assessment

e copies another student’s work during a
supervised assessment.

Misconduct occurs when a student or other person:

e 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.

Misconduct occurs when a student:
¢ invents or exaggerates data
e lists incorrect or fictitious references.

Misconduct occurs when 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.

e completes a response to an assessment in place
of another student.

Misconduct occurs when a student:

e distracts and/or disrupts others in an assessment
room.

Misconduct occurs when a student:

o 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).

¢ uses of a translator, including an online
translator, as the work produced is not the work
of the student.

Misconduct occurs when a student:

o duplicates work, or part of work, already
submitted as a response to an assessment
instrument in the same or any other subject.

Misconduct occurs when a student or other person

e arranges for, or allows, a tutor, parent/carer or
any person in a supporting role to complete or
contribute significantly to the response.
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APPENDIX 1: SBSHS Al Policy

1. Purpose
This policy establishes expectations for the safe, ethical, and responsible use of Artificial Intelligence (Al)
by students and staff. It ensures alignment with the Queensland Curriculum and Assessment Authority
(QCAA) standards for academic integrity and the Department of Education’s guidance on generative Al in
schools.

2. Definitions
Artificial Intelligence (Al) refers to digital systems capable of performing tasks that usually require human
intelligence.
Generative Al is Al that creates new content, such as text or images.
Al tools include ChatGPT, Co-pilot, Gemini, Corella etc

3. Principles of responsible Al use
Students and staff must follow these principles:
- Al supports learning- it does not replace human thinking.
- Al-generated content must be verified for accuracy, bias, and relevance.
- Al must never compromise academic integrity.

4. Student Al use framework (Green & Red Zones)
Al use must not affect the authenticity of a student's assessment response.
This means students must not use Al for any part of a task that will be formally assessed in the marking
guide.

GREEN - Allowed RED - Not allowed
v" Al helps me learn and understand. X Al helps create, edit, or improve my task.
Students may use Al for: Students must not use Al to:
¢ understanding concepts or unfamiliar terms e write any sentence, paragraph or section of a
e summarising information for understanding task
e brainstorming broad topics or possible areas e rewrite, paraphrase or improve wording
to research ¢ fix grammar or expression in submitted writing
e creating study notes or flashcards e generate arguments, analysis or conclusions
e suggesting questions to think about e create thesis statements or topic sentences
e understanding the criteria e create structures specific to the task
¢ researching topics and helping format e continue or finish incomplete writing
references e turn notes into paragraphs
¢ accessibility support (read aloud, simplify text | ¢ produce creative writing responses
etc.) e answer unseen test questions
e any additional use explicitly stated on the task
sheet

5. Academic integrity requirements

Academic integrity means that all assessment work must reflect the student’s own knowledge,

understanding, and skills. To maintain academic integrity, students must:

- ensure their submitted work is your own work and can be verified.

- use Al tools only in permitted ways and never for generating assessment content.

- reference all sources, including any permitted use of Al.

- provide evidence of their learning process if asked (including version history in QLearn)

- follow the school’'s and QCAA’s Academic Integrity and assessment policies during all stages of
assessment.
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To support authenticity, students must:

- produce their own original work.

- keep evidence of their progress, including drafts, planning notes, and version history (QLearn or other).

- retain evidence of any permitted Al use, including the prompts entered and a copy or record of the
Al-generated output.

- complete all required checkpoints such as drafts or planning tasks.

- participate in class learning activities that support task development.

- be prepared to produce an aspect of the work in test conditions.

- attend drafting or feedback conferences if required.

- be able to explain their ideas, processes, and final response when asked.

- acknowledge any permitted Al use at the end of their assignment.

- submit their final response through Q-Learn or as directed.

6. Referencing
Students must check that the use of generative Al is allowed before using it in an assessment task.
If Al use is permitted, it must be acknowledged in the assignment.
Al tools must be referenced using the APA system.
This includes text generated by Al and images created using Al.

Simple rule for students
If you use Al in your assignment, you must say which tool you used, when you used it, and what it helped
you with.

Referencing Al Text (e.g., ChatGPT, Copilot, Gemini)

When Al produces text, ideas, explanations, summaries, or examples that influence your work, you must

include an APA reference.

- Reference list entry format (APA 7t edition)

Author/Organisation. (Year). Title or description of output (Version if known) [Large language model]. URL
e.g. OpenAl. (2026). Response to the prompt: “Explain the causes of the French Revolution.” [ChatGPT].

https://chatgpt.com/

- In-text example

(OpenAl, 2026)

Referencing Al Images
All Al-generated images included in an assignment must show:
- afigure number
a short caption stating it is Al-generated
- anote explaining which Al tool created the image , including the year and URL
- Format (APA example)

Figure X. Short description of image (Al-generated).

Note. Created using [Al Tool] ([Organisation], Year, URL).

e.g. Figure 1. A medieval village at sunrise (Al-generated).

Note. Created using ChatGPT (OpenAl, 2025, https://chatgpt.com/).

In-text Citation Rule

Whenever students refer to content influenced by Al (e.g., an idea, explanation, or summary), an in-text
citation needs to be included.

- Format (APA example)

(Organisation, Year))

e.g. (OpenAl, 2026)
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7. School response to suspected Al use
Staff are to follow the process as outlined below.

ASSESSMENT AUTHENTICITY PROCESS

TEACHER

Prior to assessment submission, classroom teacher outlines
expectations for Al use in task through instructions on tasksheet,

scaffolding documents and/or classroom instruction.
S

L

Ve

Following submission, where concerns regarding authenticity are identified,
the classroom teacher discusses these concerns with the student and considers relevant evidence.

* checkpoints or drafts

« evidence of classwork

EVIDENCE COULD INCLUDE:

o Turnitin report (not to be used in isolation)

e comparison with known student work

e approved Al use

¢ Turnitin reports may indicate the need for further review

STUDENT IS REMINDED THAT:

¢ only work verified as the student’s own can be assessed

« student can provide further evidence to demonstrate
authorship of their work

must be acknowledged and referenced

QCAA requirements.

Note: During the drafting process, students may be required to revise or rewrite sections
where authorship cannot be established. Feedback will be provided in accordance with

Following the discussion
and review of available
evidence, if concerns are
resolved, teacher awards
marks for work that is
verified as the student's
own.

L%

STUDENT REQUESTS
AUTHENTICATION

INTERVIEW
1

- ——

YES

Are
concerns
resolved?

|

If concerns regarding student authorship remain,
teacher emails parent/carer and student via school
email template advising that authorship concerns
remain following review of available evidence and
discussion with student. (Turnitin report is not sent
to parent unless requested). Within 5 school days,
the student must either:

e advise the classroom teacher that they accept
that only verified portions of the assessment
piece will be considered for marking, OR

¢ email the HOD (cc the classroom teacher) to
request an authentication interview and provide
evidence of authorship.

| as the student’s own work.

\

¥
NO RESPONSE WITD*'HN 5 SCHOOL DAYS

If no response is received within 5 school days,
the classroom teacher will assess only those
portions of the assessment that can be verified

with the student to review the
available evidence. During this
meeting, the student has the
opportunity to:

HOD records in OneSchool.

P

©

Where an authentication interview
has been requested, HOD meets

¥

¥

Classroom teacher awards marks for work that
is verified as the student’s own.

* explain aspects of their task or writing process

* answer questions about the content

* provide version history, drafts, and planning materials
* provide evidence of their development of the assessment

HOD reviews the available evidence and communicates
the outcome to the student, parent/carer and teacher.

Where academic misconduct is substantiated,

Version: 3.0 Date: 15 June 2026
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TEACHER RESPONSIBILITIES:
Steps 1-5and 9

|| HOD RESPONSIBILITIES:
: Steps 6-8

All decisions and actions are in line
with school policy and QCAA requirements.

Note. Flowchart created using ChatGPT (OpenAl)
based on school-developed assessment
authentication procedures.



8. Staff Al use
Staff may use Al for:
- lesson preparation and differentiation materials
- resource creation
- drafting communications
All staff Al-generated outputs must be checked, edited, and approved by a human teacher. Staff are
responsible for evaluating Al content for accuracy, bias, reliability, and alignment with curriculum.
Staff must not:
 upload student data into Al systems (privacy requirement)
* make assessment decisions based on Al outputs

9. Privacy, safety, and data handling
Students and staff must not input:
+ sensitive or personal data (including names, photos, EQ IDs, contact information)
For Corella you can share most Queensland Department of Education information (unlike ChatGPT and
others) but please don't share any information that could be classified PROTECTED as above.

10. Appendix: Statement of authenticity
The sections below should be added to all assessment task sheets, so students clearly understand what
they are confirming when they submit their work.

Senior:
By submitting this assessment, | am certifying this response is my own work based on my own effort and
research. | can prove authorship through producing planning notes and drafts.

I am willing to answer questions about the development and content of my final copy response. For that
purpose, | have kept a copy of this assignment including all stages of drafting and research as required.

| am aware of the school’s Academic Integrity and Assessment policies and confirm that in preparing and
submitting this work | have not breached any aspect of academic integrity.

Student signature:

Junior:
| declare that this assignment is my own original work, except where | have referenced the work of
others. | have shown my drafts and planning, and | can explain how | made this assignment.

Student signature:
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11. Appendix: HOD / Student conference

Academic integrity conference

Name: Date:

Student’s perspective

Planning and research
- Media texts

Document editing and
time

Understanding of key
ideas / vocabulary

Teacher’s perspective
- meeting
checkpoints
- working on
assessment in
class
- conferencing

Outcome
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12. Appendix: Assessment Submission and Academic Integrity Process (Al Monitoring)

To support academic integrity and enable appropriate verification of student authorship, it is
recommended (years 10 to 12) that written assessment tasks will use a two or three-stage submission
process.

1. Draft Submission (Method A - Live Document / Version History)
o Students complete their drafting in a live document on QLearn
o Students have a clear consistent name for drafting document e.qg. ‘Draft and revise here’

« Version history will be used to monitor student progress, providing evidence of the development of
the work overtime.

o Once students get draft feedback they need to go back to the ‘Draft and revise here’ document to
continue tracking version history.

2. Checkpoints (Method B - Turnitin Submission)

o Teacher configures QLearn checkpoints for students to submit to Turnltin. Students download
their ‘Draft and revise here’ document and submit their checkpoint assessment tto QLearn with
Turnitin enabled

o This submission enables similarity checking and Al writing indicators, including comparison against
external sources and other student work prior to final submission.

e Once students get draft feedback they go back to the ‘Draft and revise here’ document to continue
editing and tracking version history.

3. Final Submission (Method B — Turnitin Submission)

o Students download their ‘Draft and revise here’ document and submit their final completed
assessment QLearn with Turnitin enabled

e This submission enables similarity checking and Al writing indicators, including comparison against
external sources and other student work.

(Turnitin indicators do not confirm misconduct and must be interpreted alongside other evidence.)

Note:

e Version history (Method A) is not compatible with Turnitin and therefore both submission methods
are required.

4. Follow-Up

e If concerns about academic misconduct arise—either through Turnitin flags or teacher judgment -
the teacher will review the student’s draft document and refer to HOD if required.

« Version history may be used to identify irregularities in the development of the work (e.g. large
unexplained additions, limited drafting evidence, or inconsistencies in writing style).

Summary
o Draft: Live document — monitored via version history
e Checkpoints & Final: Uploaded submission — checked through Turnitin
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