
 
 

VILLA MARIA COLLEGE 
Assessment Regulations 

 
Principal’s Nominee (PN): Jan Miller  

Email: jmi@villa.school.nz  
 
 

1. Course Outlines and Assessment Deadlines 
a. Students will be provided with a course outline for each of their subjects which will include 

course content, skills and learning, assessment and timing.  
 

2. Due Date and Time 
a. Assessments are outlined in the Course Outline for each subject. Students are assessed 

when the teacher judges their readiness for an assessment.  
b. Students will be informed of the Due Date for an Assessment at the beginning of the 

assessment process.  
c. All Assessments must be submitted by 7pm.  
d. Assessments not handed in by the due date/time will be given a Not Achieved unless there 

has been an extension granted by the PN.  
e. Students will not be withdrawn as a consequence of getting a Not Achieved grade or if they 

are expected to get a Not Achieved grade. 
 

3. Extensions 
a. An extension is an approved, renegotiated due date for an Assessment.  
b. All extensions for NCEA Assessments must be made using the Extension Request Form, 

which is found in the Year Level Teams.  
c. The PN will process this request and will inform students, via email, about the outcome of 

the request.  
d. The PN may request to see all partially completed work at the time of the request.  

 
4. Guideline for Extension Requests 

a. If a due date will be missed because of a planned absence, then an application should be 
made well in advance.  

b. Assessment activities take precedence over all other activities including non-urgent 
appointments (eg. medical, dental, physiotherapy, driving tests etc).  

c. Explained (but unjustified) absences will not be a valid reason for an extension.  
d. If the absence is unplanned (for example, illness), the student must apply for an extension 

as soon as possible. A medical certificate may be required, in accordance with the school’s 
Absence Policy https://www.villa.school.nz/explore-villa/our-policies-procedures/  

e. Once an assessment has begun, a student will be awarded a Not Achieved if they have not 
submitted work by the due date.  
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5. Re-submissions 
a. In line with NZQA, a resubmission is only available for students who are close to Achieved 

and the outcome of any resubmission is limited to an Achieved grade.  
b. A resubmission is limited to specific aspects of the assessment and no more than one 

resubmission will be provided per assessment opportunity.  
c. A resubmission will take place before the teacher gives feedback on the work done. If more 

teaching has occurred, a resubmission is not possible.  
d. The resubmission will take place in a timely fashion and under secure conditions.  

 
6. Further Assessment Opportunities  

a. A course is not required to offer a Further Assessment Opportunity.  
b. In cases where there is a further assessment opportunity, there will be a maximum of one 

opportunity within the school year. This will be made available to all students entered for 
that standard.  

c. All students must be able to use the further assessment opportunity to improve their 
original grade.  

d. Students will not be able to access the further assessment opportunity if they have chosen, 
for unacceptable reasons to not take the first opportunity. Students will have access to any 
grade from Not Achieved to Excellence in the further assessment opportunity.  

 
7. Assessment Conditions 

a. Students are expected to attend and attempt to the best of their ability all assessment 
opportunities for all their subjects (this includes, but is not limited to College and external 
examinations, and all internals). 

b. Formal test conditions apply for College and external examinations, as well as Internals 
completed in test conditions. These conditions include: 

i. Student bags must be left at the front or near the entrance of the examination room.  
ii. Writing and drawing implements must be in a clear container such as a plastic bag.  

iii. Cell phones and smart watches must be switched off and left in the student’s bag. 
They cannot be used as a calculator, language translator or dictionary.  

iv. Students cannot take paper or written material into the examination room.  
v. Students must not communicate with each other in any way.  

vi. In digital examinations, notifications must be turned off, students must stay on the 
examination platform and all devices must be fully charged. Sounds must be muted.  

 
8. Authenticity/Plagiarism 

a. Plagiarism of any type is unacceptable. This includes, but is not limited to, using Generative 
AI to construct your assessment or reword information. All work must be in your own words 
and sources cited.  

b. A signed authenticity statement will be required at the beginning of each year.  
c. A number of practices will be in place to check that student work is authentic. These may 

include: 
i. The requirement for all rough notes and plans to be included in the final 

presentation 
ii. Check points during the task 

iii. Writing the final report under test conditions 
iv. A teacher interview to review work 
v. Electronic evidence  

vi. Turnitin report 
d. Any student found cheating, or whose work is found to be not authentic, will be given a Not 

Achieved for that standard. 



e. Any students that aid cheating by supplying information to other students about an 
assessment are considered to be equally culpable and will receive a Not Achieved grade. 
This includes sharing their progress on an assessment. 

f. The Deputy Principal Curriculum will handle any investigation and decisions relevant to the 
misconduct. A letter will be sent to the parents of the students involved outlining the 
incident and detailing the action taken.  Copies will be held by the Deputy Principal 
Curriculum.   

g. There will be no further assessment opportunities for that standard as a consequence of 
misconduct.  

 
9. Appeals   

a. Students have a right to appeal marking decisions when tasks are returned if they feel they 
have not been given a correct or fair assessment. 

b. Students must initiate any appeal within 5 days of receiving a piece of marked work.  
c. The student must speak to the classroom teacher in the first instance. If that is 

unsatisfactory, the student needs to fill out an Appeal Form: Appeal for Reconsideration 
Form.   

d.  This form needs to be sent to the Deputy Principal who will complete the Appeal process.  
e. Work written in pencil (unless approved at the time of the assessment) or with “white out” 

corrections are ineligible for appeal. Students who present electronic work must be able to 
show their editing history on the document.  Students are expected to use Onenote or 
OneDrive for all preparation of assessment and to keep all draft work. 

 
10. Acceptance of Final Internal Assessed Grades 

a. Students will be given the opportunity to check the grades that have been entered into 
KAMAR during the year.  

b. Results are reported to NZQA in a timely manner.  
 

11. Derived Grades 
a. If a student feels her performance during an NCEA external examination is impaired due to 

illness or other reasons she will be able to apply to NZQA, through the school, for a Derived 
Grade.   

b. The derived grade will be taken from College examination results, or other practice external 
examination opportunities. It is therefore important for students to be mindful of this and 
ensure they do as well as possible in these examinations.  

c. The Principal’s Nominee processes all Derived Grade applications. More information about 
Derived Grades can be found on the NZQA website Derived Grades for NCEA Externals  

 
12. Student Work  

a. Student work is retained by the College. This may be used for external moderation. Student 
work can be used as an exemplar in future years, in this case all identifying information will 
be removed.    
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