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A: INTRODUCTION 
 
Sir Wilfrid Laurier Secondary School is committed to assisting students in reaching their full potential.  
The Ontario government outlines this commitment in the Growing Success document.  The following 
information outlines Laurier’s commitment to this document and ensures consistent assessment and 
evaluation for all students (Growing Success, p.1).  Learning to take responsibility for their achievement 
and improvement is an important part of each student’s education, regardless of their circumstances. 
 
 
B: ROLES AND RESPONSIBILITIES FOR STUDENTS 
 

 
1. Mastering the skills and concepts connected with learning requires the following: 

• Ongoing practice 

• Response to feedback 

• Personal reflection and commitment to learning 

• Willingness to try new activities 

• Working with peers 

• Following subject-specific safety practices  
 

2. Learning skills are an important component of success in secondary school. “As students move 
through the grades, they develop and then consolidate their learning skills and work habits in 
preparation for postsecondary education and the world of work” (Growing Success, p.12). 
 

3. Students’ attitudes can have a significant effect on learning and achievement of the expectations. 
 

4. Advance communication with all subject teachers is necessary when missing any assessment or 
evaluation. 

 
5. Late and missed assignments: 

• Students are responsible for requesting missed assignment descriptions and rubrics if 
absent. 

• Students are to seek clarification on assignment expectations and success criteria. 

• Students are to respect major assignment deadlines and must respect the consequences 
for late submission and incompletion of major assignments. 

• Students are to use class time allotted for assignment completion in a productive manner. 
Students who fail to do so will not be granted extensions. 

• Students who are unable to meet assignment deadlines due to extenuating 
circumstances should request an extension from the teacher at least one day prior to an 
assignment deadline. 

• Minor assessments are an important part of the formative assessment process and 
deadlines for these assessments should be respected in order for students to receive 
timely feedback. 

 
 
 
 
 
 
 
 



C: LATE AND MISSED ASSIGNMENTS 
 

• For major assignments (assignments that address multiple learning expectations over an 
extended period of instructional time) in a specific course, teachers may, after considering 
mitigating factors, and implementing appropriate strategies, impose mark deductions as outlined 
below.  

 

• The process for the deduction of marks for major assignments will be as follows: 
o 10% of the final mark earned by the student for the first school day that the assignment is 

deemed as late.  
o A further 5% per school day of the final mark earned by the student, to a maximum of 4 

subsequent school days following the due date of the major assignment.  
o The total number of days for which deduction of marks will apply is 5 days. 

 

• After providing multiple opportunities for the completion of the major assignment, the teacher may 
assign a mark of zero on the assignment after it is five days late. 

 
 
D: MISSED TESTS, PRESENTATIONS, AND IN-CLASS EVALUATIONS 
 
Advance Notice 

• Students who are aware in advance (e.g., dental/doctor appointment, field trip, athletics, etc.) that 
they will be absent on the day of a scheduled evaluation must make arrangements (before the 
evaluation date) with their teacher in order to complete an evaluation on an alternate day and 
time.  
 

• A note (signed by a parent/guardian if the student is under 18) must be provided to the teacher if 
the absence is not school related. This note must include the reason for the absence, and it must 
also indicate that the parent/guardian of the student is aware that an evaluation will be missed. 

 

• Students should expect to complete the evaluation the first day back to school following the 
absence. 

 
Unexpected Absence 

• Students who are unexpectedly absent on the day of an evaluation must have their absence 
reported through Safe Arrival and provide a note (signed by a parent/guardian if the student is 
under 18) to their teacher on the first day back.  This note must include the reason for the 
absence, and it must also indicate that the parent/guardian of the student is aware that an 
evaluation was missed. 
 

• Students should expect to complete the evaluation the first day back to school following the 
absence.  

 
Consequences 

• Failure to provide the necessary documentation, as indicated above, may result in the student 
being assigned a mark of zero for the evaluation. 

• Students who miss evaluations with an unexpected absence may be referred to their Vice 
Principal. 

 
 
 
E: FINAL EXAMS / ASSESSMENTS 
 

The final examination time period must be held and respected.  Students must be present to write their 
final exams/assessments during the exam period stated in the school calendar (January and June, also 
November and April for half-credit courses).  Exams will not be rescheduled for family vacations or early 
exit to seek employment.  A medical note is required for missed final assessments due to illness.  
Unsupported missed final exams/assessments will result in a mark of zero.  Any special requests must be 
made in writing to the Principal.  
 
 
F: CHEATING AND PLAGIARISM 



 

Cheating and plagiarism are serious academic offences. Students are responsible for completing all tests, 
exams, assignments and presentations in a way that shows the process work and finished product are 
their own original work. Students should seek assistance with assignment expectations and review work 
before submitting it in order to ensure that plagiarism has not occurred.  If a requirement of the 
assignment is to provide citations and a bibliography, it is expected that students will meet these 
expectations when they submit their work.  
 

These are examples of acts of plagiarism: 

• Turning in someone else’s work as your own 

• Copying words or ideas from a source without giving credit 

• Giving incorrect information about the source of quotations or ideas 

• Not using quotation marks when information is directly quoted from a source. 
 

All students have access to the TVDSB document On Your Own which provides complete information 
about plagiarism, accurate use of citations and how to create a bibliography in MLA or APA format.  
Students may use electronic bibliography and citation programs but should be aware that they are 
ultimately responsible for ensuring that their work follows the expectations outlined by their teachers. 
Students may be asked to submit work to Turnitin as part of the assignment. 
 

Personal electronic devices are not allowed in classrooms for any formal evaluation unless authorized by 
the supervising teacher. Having a personal electronic device may result in a mark of zero on an exam or 
test.  
 

Growing Success outlines that consequences for academic dishonesty may escalate based on the 
following mitigating factors:  

• The grade level of the student and course type;  

• The maturity of the student;  

• The number or frequency of incidents;  

• The individual circumstances of the student.  
 

Teachers, in consultation with the school administration, will determine the appropriate consequences. 
The final decision resides with the school Principal. For all cases of plagiarism and cheating, teachers will 
communicate information to the parents/guardians about the infraction and the consequences. 
 

Specific actions which will be taken are as follows:  

• Teachers will discuss the individual situation with the student;  

• The principal will be informed;  

• With repeated incidents, the teacher and principal will discuss the individual situation with the 
student and parent(s)/guardian(s).  
 

Consequences will be based on the factors outlined above and may include the following:  

• Redoing part/all of the assignment;  

• Completing an alternate assignment;  

• Loss of marks;  

• A mark of zero;  

• Suspension. 
 
 
 
 
 
 
 
 
 
 
 
F: LEARNING SKILLS CHART 



 

 
G: ROLES AND RESPONSIBILITIES FOR TEACHERS 
 



Assessment and Evaluation Practices 

• The purpose of assessments and evaluations is to improve student learning.  

• Assessments and evaluations are based on the provincial curriculum expectations. 
Marks/grades must only reflect a student’s achievement relative to the curriculum 
expectations for the specific course.   

• There should be a variety of diagnostic, formative and summative assessments used 
throughout a course. 

• Teachers will distribute a course outline to students at the beginning of a semester.  This 
outline will provide information concerning overall expectations, units of study, time 
allocations, due dates for major assignments, penalties for late assignments, 
assessment and evaluation strategies, mark weightings and the assessment of learning 
skills. 

• Teachers must return student work in a timely manner.  The evaluated work belongs to 
the student. 

• Final exams are kept for one year in the locked Guidance area.  Students may ask to 
see them for review. 
 

Late and Missed Assignments 

• Deduction of marks for late assignments shall follow Board policy. 

• Deduction of marks and rules for late assignments will be communicated at the 
beginning of each course and included in the course outline. Rules for deduction of 
marks are to be also included in the Student Planner and major assignment descriptions 
(ex. ISP, Unit Projects). 

• Major assignments are to be clearly identified in course outlines and identified as such 
when giving students assignment instructions. 

• The Intervention Strategies Resource (Appendix B) may be used by teachers for 
students at a risk of not meeting assignment deadlines. 

• Only after providing multiple opportunities for the completion of the major assignment, 
the teacher may assign a mark of zero on the assignment after it is five days late 
(Appendix A). 
 

Determining Marks / Grades 

• Teachers are expected to assess student achievement using the four categories of 
knowledge and skills (Knowledge, Thinking, Communication, and Application).  Course 
specific weightings will be established by the subject association. 

• Marks/grades must not include learning skills, diagnostic assessments, self or peer 
assessments, attitude, behaviour, or effort. 

• Teachers will evaluate students individually when a group task is assigned.  There will 
be no group mark. 

• Summative evaluations will be administered towards the end of the course, and will 
include at least three of the four categories of KTCA. 

• Although students are assessed using the four categories (KTCA), teachers may choose 
to report marks/grades using expectation-based weightings.   

 
Cheating and Plagiarism 

• When a student has cheated or plagiarized, the incident should be recorded in the 
Cheating and Plagiarism binder located in the Principal’s office (Student name, teacher 
name, course, name of assignment).    

• Academic dishonesty or truancy, particularly on the day of a test or evaluation, 
may result in a mark of zero being assigned. 

 
Appendix A 

Implementation Framework for Late and Missed Assignments 

THAMES VALLEY DISTRICT SCHOOL BOARD 



ASSESSMENT AND EVALUATION FRAMEWORK: Grades 7-12 

 
  



Appendix B 
INTERVENTION STRATEGIES RESOURCE 

 

Late and Missed Major Assignments 
It must be made clear to students early in the school year that they are responsible not 
only for their behaviour in the classroom and the school, but also for providing evidence 
of their achievement of the overall expectations within the time frame specified by the 
teacher, and in a form approved by the teacher.  Students must understand that there 
will be consequences for not completing assignments for evaluation or for submitting 
those assignments late. 
 

Where in the teacher’s professional judgement it is appropriate to do so, a number of strategies 
may be used to help prevent and/or address late and missed assignments.  Teacher may use 

any or all that apply. 

❑ Asking the student to clarify the reason for not completing the assignment; 
 

❑ Helping students develop better time-management skills; 
 

❑ Collaborating with other staff to prepare a part or full year calendar of major 
assignment dates for every class; 

 

❑ Planning for major assignments to be completed in stages, so that students are 
less likely to be faced with an all or nothing situation at the last minute; 

 

❑ Maintaining ongoing communication with students and/or parents/guardians 
about due dates and late assignments, and scheduling conferences with 
parents/guardians if the problem persists; 

 

❑ Referring the student to the Student Success Team or Teacher; 
 

❑ Taking into consideration legitimate reason for missed deadlines; 
 

❑ Setting up a student contract; 
 

❑ Using counselling or peer tutoring to try to deal positively with problems; 
 

❑ Holding teacher-student conferences; 
 

❑ Reviewing the need for extra support for English Language Learners; 
 

❑ Reviewing whether students require special education services; 
 

❑ Requiring the student to work with a school team to complete the assignment; 
 

❑ For FNMI students, involving Aboriginal counsellors and members of the 
extended family; 

 

❑ Understanding and taking into account the cultures, histories and contexts of 
FNMI students and parents/guardians and their previous experiences with the 
school system; 

 

❑ Providing alternative assignments or tests/exams where, in the teacher’s 
professional judgement, it is reasonable and appropriate to do so; 

 

❑ Deducting marks for late assignments; 
 

❑ Other. 
(Growing Success, p.43) 

 
 


