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ST MARY’S COLLEGE    TOOWOOMBA 

 
 

Application for Enrolment           Assignment Policy 
 
 
Assignment Procedure 
 

1. Presentation of assignments is important – these things should be given careful 
consideration: 
 
− spelling 
− logical sentence construction 
− paragraphing 
− neat hand writing or double spaced typing 
− referencing (Harvard method – see 2006 Diary) 
− bibliography 
− title page 
− task sheet 

 
Your assignments must be presented on paper not a computer disk. 

 
2. Plagiarism  

 
– is taking the work of another person and passing it off as your own – the work is theirs, 
therefore you will receive no credit for it. 
 

3. Extensions should be requested before the due date  
 
– extensions will always be given if they are justified.  Extensions will be approved by 
Assistant Principal Curriculum. 
 

4. Assignments are due in the lesson on that day: 
 

− so receipt of them can be formally recorded 
− and simply THEY SHOULD BE FINISHED 
− teachers will record information on a class list 

 
5. Assignments not submitted on due date: 

 
As a matter of justice and equity, certain procedures must be followed. 
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(1)  Due to Illness 
 

− Parent/guardian must contact AP Curriculum the day assignment is due 
− A doctor’s certificate should accompany the assignment when it’s submitted 

 
(2)  Other Extenuating Circumstances 
 

− Parent or guardian should contact the relevant teacher or AP Curriculum and inform them  
why the assignment can not be submitted on the due date. 

 
(3)  No genuine attempt to complete work by the due date 
 

− student writes what he can on the given assignment topic at a time convenient to the class 
teacher.  This is submitted as his assignment because this is his knowledge of the given 
topic at the end of the allocated time. 

 
(4)  Academic Support  
 
Teachers may use the academic support on Tuesday afternoons from 3.10pm-4.30pm 
 

6. Parents will be notified by letter (from the Teacher and Assistant Principal 
Curriculum) that their son has failed to submit his work on time and consequently his marks 
have been affected. 
 
A defective printer/computer is not an excuse for being late with your work.  WRITE IT 
BY HAND. 
 
Hand your work in on time.  It is unjust to allow some students more time than others, 
unless there is good reason. 
 
I have read and understood these course requirements. 

 
AGREEMENT 

 
I________________________Age______Year____ understand my responsibilities under the Assignment 
Policy and agree to abide by these and other College Policies for my own and the wellbeing of others. 
 
………………………………  ……………………………...........    …………………………… 
Student     Signature    Date 
 
………………………………  ……..….. ………………………… …………………………… 
Mother/Guardian    Signature    Date 
 
………………………………  ……..….. ………………………… …………………………… 
Father/Guardian    Signature    Date 


