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Reporting is the process of communicating information about student achievement and progress gained 
from the assessment process. The purpose of reporting is to support teaching and learning by providing 
feedback to students, parents and teachers. Students' learning achievements and progress are also 
reported to other schools and to employers. This information about students' achievements is valuable for 
school and system wide planning and reporting. 

 

Policy Standards for Curriculum Planning and Programming, Assessing and Reporting to Parents 
K-12 (Updated July 2018) 

Context: These policy standards outline the requirements for all NSW public schools to plan curriculum, 
develop programs, assess and report to parents in line with the Education Act 1990; the NSW Education 
Standards Authority (NESA) syllabuses; credentialing requirements; obligations under the Disability 
Discrimination Act 1992; and the Disability Standards for Education 2005. 
 

3. Reporting to parents – components of the written report. 
The parents of all students are to be provided with a written report twice a year. The written report for 
each student will:  

♣ use plain English  
♣ provide information on a student’s learning in each of the KLAs or subjects, as described in 3.1 
♣ compare the student’s achievement in each KLA or subject against state-wide syllabus 
standards (1) using a scale as defined in 3.2  
♣ include teacher comments for each KLA or subject; comments will identify areas of student 
strength and areas for further development  
♣ have information about the student’s attendance at school  
♣ provide information about student achievement in relation to school programs that extend or 
are additional to syllabus requirements  
♣ provide information about the student’s social development and commitment to learning.  
 

3.1 Reporting to parents – achievement in each Key Learning Area  
3.1.1 Years K-6 (Early Stage 1 to Stage 3)  

Schools will report on the six KLAs of English; mathematics; creative arts; human society and its 
environment (which includes history and geography); personal development, health and physical 
education; and science and technology.  
Languages will be reported in schools that provide students with a languages program of two or 
more hours per week. 

 

1. Syllabus standards are described by the components of a syllabus. The components that contribute to teachers’ 
understandings of syllabus standards include objectives, stage or foundation statements, syllabus outcomes and 
syllabus content or indicators. Foundation statements (K-6) and Stage statements (Years 7-10) encompass, at a 
broader level than syllabus outcomes, the nature and scope of learning in each stage. 5  
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3.2 Reporting to parents – comparing student achievement against state-wide syllabus standards in each 
KLA  
3.2.1 Kindergarten  
Reports will describe how a child’s achievement compares with syllabus standards through teacher 
comments.  
3.2.2 Years 1-10  
Schools will use the following five point achievement scale to report to parents for students in Years 1 to 
10. Achievement is judged in relation to syllabus standards.  
The achievement scale is to be used for reporting all KLAs or subjects, except VET courses where 
competency will be reported.  
 

 
Where the word summaries are used, the report will contain a statement to explain that the five point 
achievement scale used in this report equates to the A – E scale. 
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Effective and informative assessment and reporting practice:  
[NSW DET Teaching and Learning K-6 Principles for Effective Assessment and Reporting in NSW 
government schools]  
Has clear, direct links with outcomes  
Assessment and Reporting The assessment strategies employed by the teacher in the classroom need to 
be directly linked to and reflect NSW syllabus outcomes. Syllabus outcomes in stages will describe the 
standard against which student achievement is assessed and reported.  
Is integral to teaching and learning  
Effective and informative assessment practice involves selecting strategies naturally derived from well 
structured teaching and learning activities and should provide information concerning student progress 
and achievement that helps inform ongoing teaching and learning, as well as the diagnosis of areas of 
strength and need.  
Is balanced, comprehensive and varied  
Effective and informative assessment practice involves teachers using a variety of assessment strategies 
that give students multiple opportunities, in varying contexts, to demonstrate what they know, understand 
and can do in relation to the syllabus outcomes. Effective and informative reporting of student 
achievement takes a number of forms including traditional reporting, student profiles, state and or 
national criterionbased testing, parent and student interviews, annotations on student work, comments in 
workbooks, portfolios, certificates and awards.  
Is valid  
Assessment strategies should accurately and appropriately assess clearly defined aspects of student 
achievement and reflect the actual intention of syllabus based teaching and learning activities.  
Is fair  
Effective and informative assessment strategies are designed to ensure equal opportunity for success 
regardless of students' age, gender, physical or other disability, culture, background language, 
socioeconomic status or geographic location.  
Engages the learner  
Effective and informative assessment practice is student-centred. Ideally there is a cooperative interaction 
between teacher and students and among the students themselves, with the intended outcomes and 
assessment processes to be used made explicit to students. Students should also participate in the 
negotiation of learning tasks and actively monitor as well as reflect upon their achievements and progress. 
Values teacher judgement  
Good assessment practice involves teachers making judgements, on the weight of assessment evidence, 
about student progress towards the achievement of outcomes. Teachers can be confident a student has 
achieved an outcome when the student has successfully demonstrated that outcome a number of times, 
and in varying contexts.  
Recognises individual achievement and progress  
Effective and informative assessment practice acknowledges that students are individuals who develop 
differently and therefore must be given appropriate opportunities to demonstrate individual achievement 
and demonstrate their progress and achievement of syllabus outcomes across stages, not just within 
stages. The school’s assessment and reporting practice will also be sensitive to the self-esteem and 
general wellbeing of students, providing honest and constructive feedback and demonstrate an 
understanding that values and attitudes outcomes are an important part of learning that should be 
assessed and reported as distinct from knowledge, understanding and skill outcomes.  
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Is time efficient and manageable  
Effective and informative assessment practice is time efficient and supports teaching and learning by 
providing constructive feedback to the teacher and student that will guide further learning.  
Conveys meaningful and useful information  
Good reporting practice takes into account the expectations of the school community and system 
requirements, particularly the need for information about standards that will enable parents to know how 
their children are progressing. Student achievement and progress can be reported by comparing 
students' work against a standards framework of syllabus outcomes [outcomes approach], comparing 
students’ achievement and progress in comparison to predetermined criteria [criterion-referenced] or 
comparing their achievements to those of other students [norm-referenced] – effective reporting should 
involve a combination of these methods.  
Profiling Student Progress  
Students will work toward the achievement outcomes at their own rate and NSW BOS Syllabus indicators 
are very useful in assessing a student's achievement of outcomes against a standards framework. 
Teachers should use these indicators when assessing students, but there is no set number of indicators 
nor one assessment task that needs to be accomplished before a teacher makes a decision that a student 
has achieved the outcome. 
  

Collecting evidence of students work may consist of…  
• student's rough notes and first drafts of writing  
• student plans for an oral presentation of debate  
• student reading logs  
• research project progress reports and plans  
• discussion of explanation strategies used in problem solving  
• debate the pros and cons of an issue  
• explanations, opinions and thinking skills  
• ability to recall facts  
 

Collecting evidence from the final piece of quality work  
• diagrams, maths working, finished written work (including handwriting and I.T. skills)  
• oral reports  
• photographs of students' work, video/audio tape performances  
• completed research projects Collecting evidence from observation, listening and anecdotal notes  
• observing students completing class activities, answers to questions, talking to other students  
• comparing evidence of achievement with other students [norm-based]  
• talking with parents and/or students  
• conferences with students  
• running records and miscue analysis Formal assessment tasks  
• a balance of formative and summative assessments at key points of teaching and learning  
• practical tests, oral reports  
• assignments, research reports  
• comparing evidence of achievement against syllabus standards (outcomes approach) and/or 
predetermined  
• set of criteria (criterion-reference approach) 
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Reporting Guide 
Word/Problem Usage Example 
Capitals 
 
*NO capitals for KLAs except for 
English. No capitals for strands or 
substrands. 

Proper Nouns 
Student’s year 
Stage 
Term/Semester 
Languages 

Person, Place 
Kindergarten; Year 3 
Stage 1; Stage 2 
Term 3; Semester 1 
In English… 

Commas Used after a dependent clause, when it precedes the 
independent clause. 

During writing, James is demonstrating…. 

Used to break up items in a list, but not used before the 
“and” and final item (referred to as the Oxford comma). 

 

Used to enclose a dependent clause within an 
independent clause (when, if the dependent clause is 
removed the sentence will remain intact). 
Note: this is the only instance where a comma may 
precede the word “and”. 

Jack counts by 10s, on and off the decade, to 
200. 
 
Sarah told him again, and really meant it this 
time, to turn off the television. 

When a dependent clause is added using the 
conjunction “and”, a comma is not required. 

Give me the keys and get in the car. 

A dependent clause, added to the end of a main clause 
may or may not require a comma. This will depend on 
the length and readability of this sentence. 

 

Example in contracted form Needs to be replaced with for example or specifically. Can multiply by a two-digit number, for 
example, 25 x 3. 

Forward Slashes / No forward slashes. Should be replaced with a 
conjunction (and/or) 

Bob automatically integrates a range of 
grammar and letter or sound relationships. 

Hyphen 
* hyphenated words do not contain 
spaces 

Between numbers 
If a noun there is a hyphen. 
No hyphen if is an adjective 

John arranges numbers of up to four digits in 
ascending and descending order. 
John applies the split strategy to addition and 
subtraction equations involving two-digit 
numbers. 

Rereading/reread: no hyphen Jo is learning to reread her own writing to 
identify and correct errors. 

two-digit 
three-digit 

Ben is able to add two and three-digit numbers 
using a variety of strategies. 

hands-on Viv utilised a range of hands-on resources to 
assist her mental computation. 

3D and 2D two-dimensional 
three-dimensional 
*as per syllabus 

Ken correctly classifies a selection of two-
dimensional shapes and angles. 

KLA/Learning areas Use learning areas Trudi has experienced success across all 
learning areas. 

Proper Noun/Pronoun Proper Noun followed by two pronouns. Name, pronoun, pronoun. Name, pronoun.. 
*Some exceptions apply for sentence variety. 

Numerals Isolated numerals up to nine must be written in word 
form. Those 10 and above should be shown as numerals 
Ranges can be expressed as numerals. 
If a number is used in plural form it must be in word 
form.  

One, five, eight…. 
10, 25, 50… 
Jack counts by tens from 0-100. 
 
fives, tens 

Practice Noun form A doctor with a private practice practises 
privately. 

Practise  Verb form 
*Ask yourself – Can I replace practise with “rehearse”? 

Josh needs to practise his times tables daily. 

semester All other references to at semester. Lauren has demonstrated a positive approach 
to her reading this semester. 

stage All other references to a stage Jack participates confidently in whole stage 
activites. 

Verb Ensure same verb is not repeated in a sentence.  
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However 
The word ‘however’ is an adverb. It is not a synonym for ‘but’. In fact, if you can substitute the word ‘but’ 
then the sentence is not correct. 
For example, it is not correct to write: 
Anna writes imaginatively however she needs to edit more thoroughly. 
Correct possibilities: 
Although Anna writes imaginatively, she needs to edit more thoroughly.  
Anna writes imaginatively. She needs, however, to edit more thoroughly. 
Anna writes imaginatively. She needs to edit more thoroughly, however. 
Anna writes imaginatively. However, she needs to edit more thoroughly. 
 
Affect/Effect 
In the context of reports, affect will always be a verb. 
Simon’s hearing has been affected by middle ear infection. 
Lack of confidence is affecting Robert’s ability to solve problems. 
 
When it means the consequence of an action, effect is a noun. 
Careless editing has an adverse effect on the quality of Jim’s writing. 
David’s generous nature has a positive effect on his peers. 
 
Spelling Consistency 
With regards to reports, it is important to be consistent with spelling. 

• a lot, no such thing as alot 
• although, not though 
• focused/focusing 
• benefited/benefiting (doubling the ‘t’ is the American spelling)  
• recognise, realise, analyse, organise etc, don’t use z 
• program, rather than programme 
• co-operate, just because it matches the pronunciation better  

 
Grades 
Please discuss any E (Limited) or A (Outstanding) grades with your supervisor. Students receiving an 
overall E grade must be on an Individual Education Plan. 
 
Comments 
 Use parent friendly, high quality language that reflects what was taught/learnt in class. Do not cut 

and paste from the syllabus or progressions. 
 Need to summarise where a student is up to in his/her learning – the skills/strategies and 

understandings that are demonstrated now. 
 Should show progress 
 Should be constructive 
 Reflect that you know your student 
 Should not duplicate information mentioned in other aspects of the report 
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Structure of Comments 
State the strengths or achievement highlights of the student in the learning area. 
Identify main area/s for further development. 
Suggest strategies which you will use or that parents could employ at home to support the student’s 
progress. 
 
General Comment 
 To be written in prose form. 
 Must be personal – when supervisor/parent reads this comment they should know exactly what 

the child is like. 
 Comment must include information about: 

- attitude to school i.e. effort, promptness, ability to work independently and in groups, ability to 
apply knowledge to new tasks, problem solving, creativity, ability to reflect upon and set goals for 
own learning, likes and dislikes 
- any social problems i.e. conflict resolution, friendship group, resilience, sportsmanship 
- LaST Support i.e. frequency, focus, teacher 
- how students work for other teachers i.e. library, RFF, LaST, casual/temporary teachers 
- extra curricular activities i.e. representative sport, SIMF, Public Speaking, Spelling Bee, etc. 
 

Role of the Report Reading Buddy: 
• Have your buddy proofread your reports before handing to supervisors 
• Buddies are to check for: typos, spelling/grammatical errors, sentence structure etc. 
• Ensure the attached common words/problems are addressed. 

 
Handing Reports to Supervisors: 

• Ensure you attach a class list to your reports when submitting to your supervisor. (reports must be 
in sequential order) 

• When reports are handed to supervisors they should be completed to the point where you 
believe they are good enough to be handed to a parent. 

• Supervisors are to check: content of comments (matches grades and stage relevant), 
understanding the intent of the comment, use of parent friendly language that reflects teaching 
and is not a cut and paste from the syllabus or progressions. 

• If you are having any problems speak to your supervisor early - at least two weeks before reports 
are due. 

• Supervisors will read and notate a copy of reports but individual teachers are responsible for 
going back into ESR and correcting errors. 

 
 
It is the responsibility of individual teachers to develop a schedule and manage their time in order to meet 
deadlines. 
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Week 1 – End of Week 6 
Teachers write English, Maths, KLA and General Comments. 

End of Week 6 
Reports to Buddies 

End of Week 7 
Reports to Supervisors 

Executive Check and Sign Off on Reports 

End of Week 8 
Reports to Principal 

 

Week 10 
Reports Go Home 


