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Holy Spirit is a school which operates with the consent of the Catholic Archbishop of Melbourne and 
is owned, operated and governed by Melbourne Archdiocese Catholic Schools Ltd (MACS), where 
formation and education are based on the principles of Catholic doctrine, and where the teachers 
are outstanding in true doctrine and uprightness of life. 

This section sets out the steps that are taken at Holy Spirit to adhere to the rules of the policy and 
achieve the policy purpose. 

1. Methods used to assess student learning progress and achievement 

1.1. Formative assessment to guide future learning 

1.2. Summative assessment of learning to determine and report 

1.3. Ongoing assessment to provide regular opportunities for teacher/student reflection and 

adjustment of goals 

1.4. Students with additional learning needs are measured against modified assessment tasks 

and their Personalised Learning Plan goals 

2. Process for developing assessment tasks 

2.1. Formative assessment tasks are developed at level planning meetings and are based on the 

needs of the students, the desired learning outcomes and Victorian Curriculum requirements 

2.2. Summative assessment tasks are reviewed regularly for their suitability and timing of 

administration; they can be found in the Holy Spirit Formal Assessment Schedule 

2.3. Ongoing assessments are developed for particular students and cohorts of students when 

deemed necessary and/or as needs arise 

2.4. Personalised Learning Plans goals are reviewed and adjusted regularly in consultation with 

parents 

3. Cycle of review of assessment practices and processes 

3.1. Teachers develop a system of keeping records that will provide a mixture of observations, 

results, reflections and discussions. These records are archived at the end of each year 

3.2. A whole-school assessment schedule for teachers includes a list of testing to be completed at 

designated times. This includes two days at the beginning of each year dedicated to collecting 

formative assessments 

3.3. Assessments are collected from a variety of sources including NAPLAN Testing at Years 3 and 

5, Foundation-Year 2 Literacy assessments, standardised testing as indicated in the school’s 

assessment schedule, pre and post-topic Mathematics assessments and ongoing teacher 

and/or student generated assessments 

3.4. Teachers use the data they collect to make judgements about, and report on, student 

achievement against the Victorian Curriculum F-10, (or, if applicable, the EAL Developmental 

Continuum P-10) and the Religious Education Framework 

3.5. The achievements of students with additional learning needs are assessed against their 

Personalised Learning Plan and, if appropriate, the Victorian Curriculum F-10. Future goals for 

PLPs are based on the student’s next stage of learning, as indicated by evidence collected about 

progress and needs 
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3.6. Students for whom English is a second language are assessed against the EAL Developmental 

Continuum P-10 

3.7. Staff participate in moderation involving curriculum maps, school-generated scope and 

sequence documents and annotated work samples so that they can apply consistent 

judgements of student progress against the Victorian Curriculum F-10 and determine the next 

stage of learning 

3.8. Assessment records are discussed during Family Conferences, Program Support Group 

meetings, Professional Learning Team meetings and Planning Team sessions and inform goal 

setting. Classroom planning reflects the assessment data and students’ next stages of learning 

3.9. Assessment data is used to provide effective feedback to students. This includes information 

about what happened or was done, an evaluation of how well or otherwise the goal, action 

and/or task was performed, guidance as to how performance can be improved and future goal-

setting 

3.10. Feedback can occur at any point in the learning cycle e.g. while students are working on a task; 

while students are presenting a task; at the end of the task 

3.11. Family Conferences provide an opportunity for feedback and goal-setting involving teachers, 

students and parents 

4. Reporting practices 

4.1. Formative assessment includes, but is not limited to, Learning Intentions and Success Criteria, 

teacher observation and anecdotal records, peer feedback, students’ self-assessment, rubrics 

4.2. Summative assessment – refer to  Holy Spirit Formal Assessment Schedule  

4.3. Written reports are completed in Semester 2 and Semester 4 

4.3.1. Reports are guided by the CECV 2021 Guidelines and  Victorian Curriculum requirements 

4.3.2. nForma is the platform used for developing the reports 

4.3.3. Reports are distributed to families in an online format, however are available in hard 

copy if required 

4.4. Family Conferences are held early in Term 1 and provide an opportunity:  

4.4.1. For families to share information with the teacher about the student (things that 

have supported their learning in the past, special interests, strengths, challenges etc) 

4.4.2. For teachers to share testing results from the beginning of year English and 

Mathematics testing; things that have been achieved and next stages of learning 

4.4.3. To jointly formulate and record 1-2 broad learning goals and the actions required to 

address these 

4.4.4. To discuss things that the family can do at home that can support the student’s 

learning 

4.5. Family Conferences are held early in Term 3 

4.5.1. For students to share some work that they are proud of 

4.5.2. For students to identify areas that challenge them in their learning 

4.5.3. To jointly formulate and record 1-2 broad learning goals and the actions required to 

address these 

4.5.4. To discuss things that the family can do at home that can support the student’s 

learning 
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4.6. Students with significant additional needs have Program Support Group meetings at least 

three times a year to discuss their Personalised Learning Plan, their progress and to set new 

goals. Additional meetings are held when required and may be formal or informal in nature 

4.7. Students with minor additional needs have meetings as necessary to discuss progress and 

adjustments and to set goals  

5. Personalised Learning Plans are developed for students who have significant learning needs or need 

very specific targeted support. These are reviewed and adjusted on a regular basis and are shared 

with parents at Program Support Group meetings 

6. NCCD data is collected is collected in various forms 

6.1. Files for each student requiring adjustments and/or additional support are housed in a folder 

on Google Drive. All teaching staff have access to these folders in order to link relevant 

adjustments and documents 

6.2. Hard copies of sensitive material, such as formal assessments, are kept in folders in the Deputy 

Principal’s office 

6.3. Relevant email communication with parents is forwarded to a school-devised NCCD email 

address, where it is filed for each student 

6.4. Regular full or part Staff Meetings are held to discuss students with additional needs and to 

update staff on NCCD requirements 

7. All Year 3 and Year 5 students participate NAPLAN, unless an exemption is requested and signed 

for by a parent or guardian 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


