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Ringwood Secondary College 
Year 7-10 Work Submission Policy 
 

Help for non-English speakers. 
If you need help to understand the information in this policy, please contact Ringwood 
Secondary College on (03) 9870 2002. 

 
Ringwood Secondary College is committed to creating and maintaining a child safe and child-friendly 
organisation. The Child Safe Standards are compulsory minimum standards for all Victorian schools 
to ensure they are well prepared to keep children and young people safe and protect them from 
abuse. Ministerial Order 1359 provides the framework for child safety in schools. 

Purpose 
 

The submission of work for assessment is an integral part of the teaching and learning process. It is 
expected that students complete all assessment tasks for the subjects that they study. Teachers 
provide feedback and assess the progress of student knowledge, skills and understanding through 
student work submissions. Parents/carers can support their child’s education outcomes by 
monitoring their child’s submission of work.  

This policy provides a framework to support students by enacting the school values of respect, 
resilience and achievement. At Ringwood Secondary College we have developed a process that is 
applied consistently and is equitable and fair to students.  
Students can receive support by joining the Learning Enrichment Program (LEP). Information from 
the college about this program will be distributed to students and parents/carers. 

 
Aims 
 

• To establish protocols and procedures that support students to submit work 
• To maintain a culture of high expectations for the completion and submission of schoolwork 
• To provide support for students who need assistance in effectively managing time to meet 

deadlines 
• To build students’ sense of individual responsibility, practice self-regulation and establish 

time management processes 
 
Implementation 
 

Protocols and procedures  
a) The submission of all assessment material by the due date is the responsibility of the student. 

Students must plan their workloads to meet deadlines. 
b) Submission items and due dates will be clearly communicated to students via Compass 

Learning Tasks and/or information distributed by the teacher and should be recorded by 
students in their chosen calendar system. 

c) All submitted material must be the student’s own work. Plagiarism, copying of other students’ 
work and inappropriate use of AI will result in sanctions. 

d) If the submission is handwritten, it must be legible and presented neatly. 

https://www.education.vic.gov.au/Documents/about/programs/health/protect/Ministerial_Order.pdf
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e) Ringwood Secondary College recognises that on occasion, meeting submission deadlines is 
difficult due to factors such as extended absence, illness or medical conditions. In such 
cases, teachers require communication from a parent/carer which notifies that the work will 
be submitted late, at least 24 hours before the submission due date. 

f) Students are advised that commitments outside of school are not a sufficient reason for 
seeking a due date extension.  

g) If a student repeatedly does not submit work, parents/carers may be called for a meeting with 
a Year Level Coordinator. At this meeting, an agreed action plan will be developed for 
assisting the student in completing work. This may include the student attending the Learning 
Enrichment Program. 

h) Students can be allocated to the Learning Enrichment Program by their subject teacher when 
the student shows a lack of academic progress evidenced by Progress Checks and/or 
Assessment Tasks. 

i) Students may self-nominate for the Learning Enrichment Program to access support to 
complete work. 

j) The following procedures will be undertaken when students do not meet the due date for 
work submission: 

 
Type of 
work  

Procedure Impact  

Progress 
check or 
homework  

Teachers will follow up on late submission in class 
and may post a ‘non-submission’ chronicle if 
warranted. Students will be required to complete 
the work by the revised due date set by the class 
teacher.  
Year Level Coordinators will monitor the 
completion of work by students and will 
communicate with students and parents/carers 
when necessary. 

Impact on progress and 
semester reports.  

Assessment  
Task 

Teachers will follow up on late submission and will 
post a ‘non-submission’ chronicle. Students will 
be required to complete the assessment task by 
the revised due date set by the class teacher.  
Note: Middle School conducts the Year 10 
Assessment Catch Up/Redemption process.  
Year Level Coordinators will monitor the 
completion of work by students and will 
communicate with students and parents/carers 
when necessary. 

Not submission/ 
unsatisfactory 
completion of an 
Assessment Task will 
affect a student’s 
progress, overall grade 
for a semester, and the 
ability to meet subject 
requirements. 

      

Communication  
The Year 7-10 Work Submission Policy is published on the College website, included as an annual 
reference in the school newsletter and hard copies available from school administration upon 
request. 
 

Policy status and review 
Assistant Principal is responsible for reviewing and updating the Year 7-10 Work Submission Policy 
at least every three years. 
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Approval 
Policy last reviewed February 2026 

Consultation College Council  

Approved by Rosina Fotia (Principal) 
 

Next scheduled 
review date 

February 2029 

 


