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MISSED ASSESSMENT TASK FLOWCHART 

  
Terrigal High School has a process in place to support all students who experience illness or misadventure in relation 
to assessment tasks. It is important that all students and families familiarise themselves with the 
illness/misadventure/alteration to task process. See the flow chart below. For more information refer to the Terrigal 
High School Assessment Policy.  

  

  
Phone call:   Notify the school by telephone 43844677 on the day of the   
assessment task and give an anticipated date for return to school. 

   
  
  
  
  
  

Assessment Task Appeal Application:  At the start of the day of return to school  
(the first school day the student is not covered by the medical certificate) see the  
Deputy Principal to obtain an   ILLNESS/MISADVENTURE/ALTERATION TO TASK   
FORM. A student must provide 

 
independent evidence of the 

  
 facts, detailing why  

circumstances prevented them from attempting the task and submit the form 
within 3 days of returning to school.      

  
  
  
  

Attach Evidence:  The student must attach evidence that covers the  
day of the assessment task and all other absences until the task is  
completed.  Pay close attention to all instructions on the Form.  
Submitting incomplete forms will jeopardise the application's success.   

  
  
  
  
  

  
Assessment Task:  Be prepared to sit for the task, or if deemed  
appropriate, a substitute task,  on the day of return to  school  ( the first  
day the student is not covered by the Medical   Certificate).   

  
    



 

 

 

 
 

ILLNESS, MISADVENTURE, ALTERATION TO TASK FORM 

(Must be submitted within 3 school days of the assessment task) 

Submit to Deputy Principal for consideration by the ROSA / HSC Committee 
SECTION A: Student is required to complete this page and submit to the Deputy Principal 
prior to the illness/misadventure/alteration to task being approved/not approved.  

NAME: ___________________________________________________________________      YEAR: 10 / 11 / 12   

SUBJECT: _______________________________  DATE SUBMITTED TO DEPUTY PRINCIPAL: ________________ 

TASK NAME: ___________________________________ DUE DATE OF ASSESSMENT TASK: ________________   

TYPE OF ASSESSMENT TASK:   

 Examination           Topic or Unit Test          Research Activity         Practical Test        
 Oral Presentation              Field Work                       In Class Task                 
 Other _____________________________________  
 

REASON FOR APPLICATION: 
 

Documentary evidence must be provided, except in exceptional circumstances.   

 Illness                 Misadventure                Work Placement               Travel   
    Other_____________________________________ 
 

Student is to write an explanation of their reasons. (State sufficient details to support your case for 
consideration):  

____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________ 
 
SUPPORTING DOCUMENTS (Please attach)  
 

 Medical Certificate                            Statutory Declaration                          Other: _________________________ 
 

Name of Doctor / Justice of the Peace: ______________________________________________________   
 

Student’s Signature:_________________________________________________  Date: _______________________ 
 

Parent’s Signature: _________________________________________________   Date: _______________________ 
 

Head Teacher’s Signature: ___________________________________________   Date: _______________________ 



 

 

  

SECTION B:   Student to write their name and teacher and then submit to Head Teacher 

  

STUDENT NAME: ________________________________    TEACHER: ___________________________ 

To be considered by the Head Teacher to make comment below and return to the Deputy Principal prior 
to the illness/misadventure/alteration to task being approved / not approved.  

HEAD TEACHER: _____________________________________________________________ 
 

Number of days late: __________________________________ Maximum mark for task: ________________ 
 

Comment:  

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Head Teacher Signature: _____________________________   DATE: _______________________________ 
  

SECTION C:   To be completed by ROSA/HSC ASSESSMENT REVIEW PANEL 

 

Decision:  Approved / Not Approved  

Outcome:     Sit task alternative time as advised by Head Teacher     Estimate     

       Alternative task           Adjust marks accordingly 

     Submit task at alternative time as advised by Head Teacher    

Comment:  
_______________________________________________________________________
_______________________________________________________________________ 
 

Deputy Principal Signature: ___________________________________________ Date: _______________ 
  

  Notification to Teacher and Head Teacher on Sentral  

  Copy to Student  

       Original in student file   

   
 
 

  



 

 

 

  
 

 

REQUEST FOR ASSESSMENT REVIEW FORM 
  

Date of Assessment Task: ………………………….   Course: …………………………….…….  Teacher: …………………………………….  

 Task Number: ……………………….           Date Submitted to Deputy Principal: ……………………………………………….  

Task Name: ……………………………………………………………………………………………………………………………………………………………  

 Student name: ………………………………………………………………………………….  Year 10    Year 11    Year 12    

I hereby apply for a review of the above Assessment. My reasons for requesting a review are:  

(Student is to write an explanation of their reasons)  

………………………………………………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………………………………………………  

………………………………………………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………………………………………………… 

Student signature: ………………………..………………………………………………………..   Date: …..……./……..…./……..….   
 

Completed form to be handed to Deputy Principal for FINAL DECISION to be made by the  
ROSA/ HSC Assessment Review Panel 

 
RECORD OF DECISION (Office use only)  
………………………………………………………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………………………………………………… 

I have noted the above request and HAVE / HAVE NOT granted the review as per above.  

Deputy Principal signature: ………………………..…………………………………….  Date student notified: ………………………….……. 

 
_________________________________________________________________________________________________________  
TO BE COMPLETED BY THE ROSA/HSC ASSESSMENT REVIEW PANEL (If Required) 
 
Scheduled Meeting Date:   …..……./……..…./……..….                  Venue: ……………………………………………………………………………………………………  

  
 Uphold the appeal    

 Dismissing the appeal  
...................................................................................................................................................................................................................................... 
...................................................................................................................................................................................................................................... 

Deputy Principal:  ....................................................................    Faculty Teacher:  ..............................................................................  

Head Teacher:  ..........................................................................                 Date: …..……./……..…./……..….                   



libguides.newcastle.edu.au/referencing/harvard 

. 

For more information see the Harvard Referencing Guide at:

Quick Guide 
to Harvard 
Referencing 

1 

3 

5

Other Sources 

6

http://libguides.newcastle.edu.au/referencing/harvard


HARVARD BASICS 
GENERAL 

• The Harvard style of author-date referencing is widely accepted in academic publications, although you may see a number of variations in the way it
is used. This guide is based on the Monash version of Harvard. Check your Course Outline for any variations required or consult your lecturer.

• References cited in your assignment text (in-text citations) must appear in the reference list and vice versa, except for ‘personal communications’.

IN-TEXT CITATIONS 

• When inserting a citation into the text of your document, include the author's surname and the year of publication, enclosed in parentheses, e.g.
(Smith & Jones 2016). This brief citation allows the reader to find the appropriate full reference in the list at the end of the document.

• An in-text citation can appear anywhere in a sentence, provided that it follows the paraphrasing of the source or a direct quote (see below).
• If you include a direct quote (word-for-word), the in-text citation must include the page number/s where the quotation appeared, e.g. …

“correct referencing is a necessity” (Smith & Jones 2016, p. 16). Page numbers are also required when paraphrasing specific information.
• Use “and” when citing authors’ names in sentences and “&” for parenthetical usage, e.g. Smith and Jones (2016) … versus … (Smith & Jones 2016).
• For multiple in-text citations within parentheses, alphabetise citations by first author and add a semi colon (;) between them to differentiate citations,

e.g. (Sato & Yamada 2014; Smith & Jones 2016).
• For different authors with the same surname and with the same publication year, include their initials after a comma, e.g. (Smith, A 2017) and

(Smith, DL 2017).

REFERENCE LIST 

• The reference list starts on a separate page and is always organised in alphabetical order.

THINGS TO LOOK OUT FOR 

• When no author is available, cite the work by its title in both its in-text citation, e.g. (‘Bespoke’ 2009), and also in the reference list. In the
reference list, ignore articles such as "A", "An", and "The" when alphabetising by title.

• When you have multiple works from exactly the same authors in the same year, alphabetise by title for your reference list and then add a, b, c, and
so on after the year to differentiate the references. For example:
Acciari, M 2014a, 'British Asian music and its networks: notes from a music-making workshop at the Apache Indian Music Academy,
Handsworth, UK', South Asian Popular Culture, vol. 12, no. 3, pp. 181-188.
Acciari, M 2014b, ‘The Italianization of Bollywood cinema: ad hoc films’, Studies in European Cinema, vol. 11, no. 1, pp. 14-25.
The in-text citation would then be (Acciari 2014a) or (Acciari 2014b), depending on which document you cited.

• When no publication date is available, use n.d. (no date) in the place of the year, e.g. Smith (n.d.) notes that …
• If a DOI (Digital Object Identifier) is available for your source, place it at the end of the reference as shown in the journal article examples below.

http://libguides.newcastle.edu.au/referencing/DOIs


JOURNAL ARTICLES 
TYPE IN-TEXT CITATION REFERENCE LIST 

One author 
Follow this format for articles 
from library databases or in print 

… notes its prominence (Acciari 2014) 
OR 
Acciari (2014) notes that … 

Acciari, M 2014, ‘The Italianization of Bollywood cinema: ad hoc films’, Studies in 
European Cinema, vol. 11, no. 1, pp. 14-25, doi:10.1080/17411548.2014.903099 

Two authors 
Follow this format for articles 
from library databases or in print 

… notes its prominence (Kummitha & 
Crutzen 2017) 
Kummitha and Crutzen (2017) state … 

Kummitha, RKR & Crutzen, N 2017, 'How do we understand smart cities?: an 
evolutionary perspective', Cities, vol. 67, pp. 43-52, 
doi:10.1016/j.cities.2017.04.010 

Three authors 
Follow this format for articles 
from library databases or in print 

… support frameworks (Wilson, 
Cordier & Wilkes-Gillan 2014) 
OR 
Wilson, Cordier and Wilkes-Gillan 
(2014) state that … 

Wilson, NJ, Cordier, R & Wilkes-Gillan, S 2014, ‘Men's Sheds and mentoring 
programs: supporting teenage boys connection with school’, International 
Journal of Men's Health, vol. 13, no. 2, pp. 92-100, doi:10.3149/jmh.1302.92 

Four or more authors 
For all in-text citations, use only 
the first author’s name, 
followed by ‘et al.’ 

… needs a change (Vromen et al. 
2017) 
OR 
Vromen et al. (2017) suggest … 

Vromen, A, Loader, BD, Xenos, MA & Bailo, F 2016, 'Everyday making through 
Facebook engagement: young citizens' political interactions in Australia, the 
United Kingdom and the United States', Political Studies, vol. 64, no. 3, pp. 513- 
533, doi:10.1177/0032321715614012 

Corporate author 
Written by an organisation or 
a group 

… trial (SPRINT Research Group 2015) 
OR 
The SPRINT Research Group (2015) 
concluded that … 

SPRINT Research Group 2015, ‘A randomized trial of intensive versus standard 
blood-pressure control’, New England Journal of Medicine, vol. 33, no. 22, pp. 
2103-2116, doi:10.1056/NEJMc1602668 

Reference within an 
article (secondary source) 
Where possible, try to access the 
work being cited, otherwise 
follow this pattern 

For this example, Baker’s work from 
2008 is being quoted in Bail’s 2016 
article. 

… was signified (Baker 2008 cited in 
Bail 2016, p. 1175) 
OR 
Baker’s study (2008 cited in Bail 2016, 
p. 1175) suggested a higher
prevalence for ...

Reference the article you have, not the one being quoted. 

Bail, CA 2016, ‘Emotional feedback and the viral spread of social media 
messages about autism spectrum disorders’, American Journal of Public Health, 
vol. 106, no. 7, pp. 1173-1180, doi:10.2105/AJPH.2016.303181 



 

BOOKS & EBOOKS 
TYPE IN-TEXT CITATION REFERENCE LIST 

One author … notes its prominence (Weller 2011) 
OR 
Weller (2011) notes that … 

Weller, M 2011, The digital scholar: how technology is transforming academic 
practice, Bloomsbury Publishing, New York. 

Two authors … national consistency (Madden & 
Hogan 1997) 
OR 
Madden and Hogan (1997) find that … 

Madden, R & Hogan, T 1997, The definition of disability in Australia: moving 
towards a national consistency, Australian Institute of Health and Welfare, 
Canberra. 

Three authors … (Garner, Ferdinand & Lawson 2016) 
OR 
Garner, Ferdinand & Lawson (2016) 
state that … 

Garner, R, Ferdinand, P & Lawson, S 2016, Introduction to politics, 3rd edn, 
Oxford University Press, Oxford. 

Four or more authors 
For all in-text citations, use only 
the first author’s name, 
followed by ‘et al.’ 

… support frameworks (Haralambos 
et al. 2013) 
OR 
Haralambos et al. (2013) state that … 

Haralambos, M, Holborn, M, Chapman, S & Moore, S 2013, Sociology: themes 
and perspectives, 8th edn, Collins Educational, London. 

Corporate author 
Written by an organisation or 
a group 

… in their guide (American Welding 
Society 2015) 
OR 
The American Welding Society (2015) 
states that … 

American Welding Society 2015, Guide for the visual examination of welds, 3rd 
edn, American Welding Society, Miami. 

Book without a date 
Use n.d. instead of a year 

… about Nelson (Southey n.d.) 
OR 
Southey (n.d.) suggests … 

Southey, R n.d., The life of Nelson, Blackie, London. 

Chapter from a book 
Where the same authors have 
written the whole book 

… fill a need (Lumby & Probyn 2003) 
OR 
Lumby and Probyn (2003) describe … 

As the whole book is written by the same authors, reference the book. 
Lumby, C & Probyn, E 2003, Remote control: new media, new ethics, Cambridge 
University Press, Port Melbourne. 

Chapter from an edited book 
Where each chapter has 
separate authors listed, 
reference the chapter. Each 
chapter cited gets a 
separate entry in the reference list 

… notes a problem (Ashman 2009) 
OR 
Ashman (2009) notes that … 

As the chapter has specific authors listed, reference the chapter not the book. 
Ashman, A 2009, ‘Contemporary cultures and education’, in A Ashman & J Elkins 
(eds.), Education for inclusion and diversity, 3rd edn, Pearson Education, Frenchs 
Forest, pp. 3-34. 



eBook 
eBooks follow the same patterns 
as above, but need the qualifier 
‘ebook’ added before the 
publisher information, plus a 
viewing date 
and an access URL 

… the most prestigious of the British 
universities (Bhopal & Danaher 2013) 
OR 
Bhopal and Danaher (2013) suggest … 

Bhopal, K & Danaher, PA 2013, Identity and pedagogy in higher education: 
international comparisons, e-book, Bloomsbury Academic, London, viewed 15 
February 2018, https://ebookcentral.proquest.com 

Chapter from an edited e-book 
Where each chapter has 
separate authors listed, 
reference the chapter. Each 
chapter cited gets a separate 
entry in the reference list 

… a child’s self-belief and motivation 
(Martin 2014) 
OR 
Martin (2014) indicates that … 

Martin, AJ 2014, ‘Student motivation and engagement: strategies for parents 
and educators’, in H Street & N Porter (eds.), Better than OK: helping young 
people to flourish at school and beyond, e-book, Fremantle Press, Fremantle, 
viewed 15 February 2018, pp. 41-47, https://ebookcentral.proquest.com 

Entries from reference 
works (encyclopaedias, 
dictionaries, etc.) 
Use title in the place of author 
if no author is listed. Note that 
editors do not count as 
authors. 

No author listed: 
… is tailor-made (‘Bespoke’ 2009) 

Author listed: 
… unfortunate condition (Opitz 2015) 
OR 
Opitz (2015) contradicts … 

No author listed: 
‘Bespoke’ 2009, B. Moore (ed.), Australian concise Oxford dictionary, 5th edn, 
Oxford University Press, South Melbourne, p. 127. 

Author listed: 
Opitz, JM 2015, ‘Congenital disorder’, Encyclopaedia Britannica, viewed 15 
February 2018, http://academic.eb.com/topic/132266/congenital-disorder 

Be sure to check with your lecturer if these kinds of resources are suitable for 
use in your assignments. 

Reference within a 
book (secondary 
source) 
Where possible, try to access the 
work being cited, otherwise 
follow this pattern 

For this example, Grieve and Gear’s 
work from 1996 is being quoted in 
Kirtley’s 2006 book. 

… the pattern (Grieve & Gear 1996 
cited in Kirtley 2006, p. 15) 
OR 
Grieve and Gear (1996 cited in Kirtley 
2006, p. 15) suggest a pattern of ... 

Reference the book (or chapter) you have, not the resource being quoted. 

Kirtley, C 2006, Clinical gait analysis, Elsevier, Edinburgh. 

http://academic.eb.com/topic/132266/congenital-disorder


WEB RESOURCES 
TYPE IN-TEXT CITATION REFERENCE LIST 

Web page with author/s listed 
Follows the same author 
formatting as other 
resources 

… notes its prominence (Palmer 2008) 
OR 
Palmer (2008) notes that … 

Palmer, LF 2008, Insufficient milk syndrome: a fallacy becomes a reality, viewed 
15 February 2018, http://babyreference.com/insufficient-milk-syndrome-a- 
fallacy-becomes-a-reality/ 

Web page with corporate author 
Written by an organisation or 
a group 

... in their care (HealthTimes 2015) 
OR 
HealthTimes (2015) suggests ... 

HealthTimes 2015, The future of aged care nursing in Australia, viewed 15 
February 2018, https://healthtimes.com.au/hub/aged-care/2/news/nc1/the- 
future-of-aged-care-nursing-in-australia/495/ 

Web page without author/s 
Title becomes main entry – use 
full title in-text; subsequent in-
text citation can be abbreviated 

… its demise ($250m funding boost 
for malaria vaccine 2003) 
Subsequent entries: 
… ($250m funding boost 2003) 

$250m funding boost for malaria vaccine 2003, viewed 15 February 2018, 
http://www.abc.net.au/news/2003-09-22/250m-funding-boost-for-malaria- 
vaccine/1482220/ 

Web page without a date 
Use (n.d.) instead of a year 

… in assessment (Australian College of 
Midwives n.d.) 
OR 
The Australian College of Midwives 
(n.d.) state that … 

Australian College of Midwives n.d., Midwifery practice review, viewed 15 
February 2018, https://www.midwives.org.au/what-mpr 

In this case there is a copyright date at the bottom of the page, but it is a 
footer repeated across every page on the site – it is not a true creation date. 

Online document 
Provide description as required, 
e.g. fact sheet,
brochure, pamphlet,
policy brief

… is important (Hand Hygiene 
Australia, n.d.). 
OR 
Hand Hygiene Australia (n.d.) state … 

Hand Hygiene Australia n.d., Hand hygiene, fact sheet, viewed 15 February 
2018, http://www.hha.org.au/UserFiles/file/Hand%20Hygiene%20Fact%20Sh 
eet%284%29.pdf 

Government report 
Use the name of the department 
as noted on the document 

… in bats (Queensland Health 2014) 
OR 
Queensland Health (2014) suggests … 

Queensland Health 2014, Lyssavirus in bats prompts reminder not to touch the 
animal: care and treatment, report 432, viewed 15 February 2018, 
http://www.health.qld.gov.au/news/stories/140313-lyssavirus.asp 

Research report 
Use the name of the department 
as noted on the document 

… that year (United Nations 2013). 
OR 
The United Nations (2013) reported … 

United Nations 2013, The Millennium Development Goals report 2013, viewed 
15 February 2018, http://www.un.org/millenniumgoals/pdf/report-2013/mdg- 
report-2013-english.pdf 
Where the author listed is a person, include the host organisation’s name 
between the report title and the viewed date 

Conference 
paper published 
online 

… notes its prominence (Bland 2010) 
OR 
Bland (2010) notes that … 

Bland, D 2010, ‘Drawing on imagination: primary students’ ideal learning 
environments’, in J. Wright (ed.), AARE 2010 Conference proceedings, viewed 15 
February 2018, pp. 1-22, http://aare.edu.au/data/publications/2010/ 
1744Bland.pdf 

http://babyreference.com/insufficient-milk-syndrome-a-
http://www.abc.net.au/news/2003-09-22/250m-funding-boost-for-malaria-
http://www.midwives.org.au/what-mpr
http://www.hha.org.au/UserFiles/file/Hand%20Hygiene%20Fact%20Sh
http://www.health.qld.gov.au/news/stories/140313-lyssavirus.asp
http://www.un.org/millenniumgoals/pdf/report-2013/mdg-
http://aare.edu.au/data/publications/2010/


YouTube and other 
streaming video 

… colour (Vsauce 2013) 
OR 
Vsauce (2013) posits that … 

Vsauce 2013, Is your red the same as my red?, online video, viewed 15 
February 2018, https://www.youtube.com/watch?v=evQsOFQju08 

Podcast … has ended (Rissian 2012) 
OR 
Rissian (2012) notes …. 

Rissian, LC 2012, Twelve parsecs, podcast, viewed 15 February 
2018, http://itunes.apple.com 

OTHER SOURCES 
TYPE IN-TEXT CITATION REFERENCE LIST 

Lectures and PowerPoints Online … notes its prominence (Smith 2018) 
OR 
Smith (2018) notes that … 

Smith, J 2018, EDUC3065 Diversity and Inclusion in Early Childhood: 
pedagogy and inclusion, online course materials, Semester 1, 2018, 
University of Newcastle. 

Personal communication Interviews, 
letters, emails, material not publicly 
available, 
etc. 

… was confirmed in her interview (C 
Dresden 2018, pers. comm. 15 
February) 

Personal communication is not included in your reference 
list. Be sure to obtain the permission of the person being 
referred to. 
Be sure to check with your lecturer if these kinds of resources are suitable 
for use in your assignments. 

ABBREVIATIONS USED IN THE HARVARD REFERENCING STYLE 

& 
Use an ampersand (&): 

• between two authors or before the final author in your reference list, or
• within the parenthesis in an in-text citation, e.g. (Jackson & Burns 2017).

Do not use an ampersand when using authors’ names in your assignment text – use ‘and’ instead, e.g. Jackson and Burns (2017) found that … 

ed. or eds. Used for editor or editors. Do not confuse with edition (below). 

edn Used for editions. You do not need to include edition information for a ‘standard’ first edition. 
Note: Editions contain major revisions – reprints do not, so it is not necessary to include a reprint number. 

et al. This is used in in-text citations when there are four or more authors to mean ‘and others’. All authors are still listed in full in the reference list. 

n.d. Used for references that have no publication/creation date listed. 

p. | pp. | para. p. is used for single page citations; pp. when multiple pages are involved; and para. for websites (count the paragraphs, e.g. para. 3).
trans. Used for ‘translated by’, e.g. trans. M Tanaka 

http://www.youtube.com/watch?v=evQsOFQju08
http://itunes.apple.com/
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