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Assessment, Evaluation and Reporting of Student Achievement 

 
 
Rationale 
Aspen View Public Schools believes that fair and just practices for assessment, evaluation 
and reporting of student achievement form an essential component of a quality education 
system. 
 
Aspen View Public Schools believes in the importance of reporting to parents/caregivers the 
assessment and evaluation criteria as well as student achievement information. 
 
Process 
The Superintendent, or designate, will be responsible to maintain this administrative practice. 
 
General Guidelines 
1.1 Assessment, evaluation and reporting of student achievement are the 

responsibility of a student’s teachers under the supervision of the school 
Principal. 

1.2 Teachers shall ensure that learner outcomes for each course and/or program 
and the criteria for successful completion of each are clearly specified and 
communicated to students and parents/caregivers at the beginning of each 
course or program. 

1.3 Teachers shall submit to the Principal or designate year plans and/or course 
outlines for approval. These documents, which shall be communicated to 
students and parents/caregivers at the beginning of each course or program, 
will include: 
• Information about how a grade is calculated (i.e. Category weightings & 

Standards calculations) 
• The expected general frequency of updating the electronic gradebook for 

each subject area 
• The general timeline students and parents/caregivers can expect to 

receive formative and/or summative feedback following the completion 
and/or submission of assignments, tasks and observations. 

• Guidelines for reassessment opportunities 
1.4 Teachers shall ensure that a variety of assessments are used to measure 

student achievement and are included in the electronic gradebook systems. 
Evidence of learning should be triangulated to include observations, 
conversations and products. 

1.5 Where applicable, grade level teams within schools should strive for 
consistency in their assessment and grading practices. 

1.6 Descriptions shall be included for all assessment tasks shown in the Teacher 
Gradebook. 
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1.7 The description shall be dated and directly relate to the learner outcomes. 
1.8 Notwithstanding the exercise of teacher judgment regarding the progress of 

any student, formative assessments will not normally be included in the 
determination of a student’s final grade. 

1.9 For grading purposes, the most consistent level of achievement is used with 
special consideration for more recent evidence of achievement. 

1.10 A “Not Handed In” (NHI) will be assigned if consistent efforts by staff and 
parents/caregivers have resulted in incomplete or unacceptable work 
completion by a student. An NHI will be calculated as a “0”. See Appendix B 
for a list of possible strategies to ensure students complete assignments. 

1.11 A student’s final standing in any course shall be based on assessment 
evidence that demonstrates achievement, performance and understanding of 
the learner outcomes throughout the course term. 

1.12 No single assessment shall be weighted more than 25% of a student’s school-
awarded mark, with the exception of course challenges, high school Career 
and Technology Studies (CTS) courses, Grade 12 Diploma courses, or in 
exceptional circumstances such as a prolonged absence due to illness or 
injury. 

1.13 Where available, evaluation of and comments about student growth as a 
learner and as an individual shall be reported in the Learner Attributes section 
of the report card. Subject area comments will focus on summary information 
about student achievement, areas of strength, areas for growth and next steps 
with respect to learner outcomes. Should a Learner Attributes section not be 
available as part of the report card, subject area comments may refer to those 
characteristics, but in balance with the summary information regarding student 
achievement of learner outcomes. 

1.14 Consideration shall be given to cultural background, language proficiency, and 
prior experiences, in order to give all students equitable opportunities to 
demonstrate their achievement of the expected learning outcomes. 

1.15 Where a graded curriculum is used as the basis for individualized program 
planning, the report card shall communicate in the comment the student’s 
grade level of instruction in each subject area when different from the enrolled 
grade. 

1.16 A schedule of parent-teacher interviews, at least twice during the school year, 
shall be approved as part of the school’s annual program planning by the 
Principal and be complemented by additional home contact as needed to 
support student growth and achievement. 

1.17 Formal reporting of student achievement in Grades K-9 shall occur twice per 
year. Kindergarten reporting shall also include an initial informal report via a 
checklist. Formal reporting of student achievement in Grades 10-12 shall 
occur at least once per semester. Aspen View School Division shall 
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communicate the deadlines for distributing report cards to Principals on a 
yearly basis. Principals are responsible for informing parents/caregivers and 
students the specific dates for report card distribution. 
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Appendix A 
Definitions 

 
The following terms for the use of this administrative procedure and the interpretation of 
related documentation and actions are defined as: 
 
1. “Fair” means free from bias or dishonesty, and “fairness” is concerned with 

addressing the student as an individual. 
2. “Just” means deserved, and “justice” is concerned with assessing groups of 

students equitably, in accordance with standards or requirements. 
3. “Learner outcomes” is concerned with what students are expected to learn 

according to provincial programs of study. 
4. “Achievement” refers to a student’s demonstration of knowledge, skills and attitudes 

relative to grade level learner outcomes. 

5. “Assessment” refers to the process of collecting, interpreting and communicating 
information about a student’s progress in relation to the learner outcomes. 

6. “Formative assessment” refers to the assessments that take place during instruction 
and learning to: 
6.1 Inform students, on an ongoing basis, about their progress towards 

achieving the intended learning outcome, 
6.2 Identify the gains and difficulties students are experiencing in what they are 

being asked to learn or perform, 
6.3 Provide specific, descriptive and meaningful feedback, 
6.4 Motivate students to learn by providing feedback on a continuous basis, 

and 
6.5 Monitor student performance toward the expected learning outcomes as set 

out in the programs of study and adjust instruction on the basis of the 
findings where necessary. 

7. Summative assessment” refers to assessment that takes place after an instructional 
segment such as a group of integrated lessons, unit, reporting period or grade to:  
7.1 Describe the degree to which each student has achieved the learning 

outcomes as set out in the programs of study, 
7.2 Understand the students’ achievement at the end of the instructional 

segment and to inform future instructional planning, 
7.3 Synthesize assessment information and results obtained from assessments 

to be communicated to students and parents/caregivers at the end of the 
reporting period, and evaluate the effectiveness of the instruction used 
during the reporting period.  

8. “Evaluation” is judgment about the student’s level of performance in relation to 
learner outcomes. 

9. “Reporting” refers to communication of student achievement; 
9.1 “Formal reporting” refers to written reports of permanent records used to 

communicate student progress to parents/caregivers and to assist in 
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promotion decisions; 
9.2 “Informal reporting” refers to written progress reports not kept in the 

student’s file or oral reporting to parents/caregivers. 
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Appendix B 
Missing or Incomplete Student Work 

 
1. Principals must ensure that teachers communicate with parents/caregivers 

promptly and regularly about missing or incomplete student work.  They must work 
with their teachers to comply with the following: 
a. evidence of student achievement has been collected by the teacher; 
b. communication plans for reporting student achievement and growth to 

 parents/caregivers are developed and aligned with school assessment and 
 intervention plans 

c. a student has been given multiple opportunities and ways to demonstrate his/her 
learning; 

d. follow up has occurred to determine the reason when a summative assessment item is 
missing or incomplete, and that opportunities for the student to fulfill the requirement of 
the summative assessment item are provided; 

e. if the student continues to be unsuccessful, the student/parents/caregivers will be 
informed and the teacher will choose a solution for holding the student accountable 
and/or plan for further learning; 

f. teachers will engage in on-going, timely communication with the 
student/parents/caregivers and the principal regarding missing or incomplete work; 
and  

g. providing all of the above have been followed, the teacher can assign the
 student a mark of zero for that missed summative assessment item. 

2. Arrangements for students to complete work may include: 
• Teacher/student discussion 
• Contact with parents/caregivers 
• Drop-in room designed for students needing help completing assignments, or, a 
designated missed assignment room 
• Peer tutoring in academic support center or teacher’s classroom 
• Targeted tutorials through subject/department teachers 
• Other 

 
Students who have missing or incomplete work will have a zero as a placeholder on 
interim reports.  Prior to reporting periods teachers and students will work together to 
complete the work and parents will be informed with regards to the plan for completion if 
there is an issue. At a given point in the term after the first reporting period if the work is 
still not completed the student may be assigned a mark of zero. 
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