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Spencer Park Primary School 
Assessment and 

Reporting Policy (Reviewed 2021) 
 
 
 

BELIEFS 
As a school our beliefs about what constitutes effective assessment and reporting are based on our overall Beliefs 
about Optimal Learning, our School Values and the Six Key Principles of Assessment from the WA 
Curriculum and Assessment Outline: 
 
 Assessment should be an integral part of the Teaching and learning process. 
 Assessment should be educative. 
 Assessment should be fair. 
 Assessment should be designed to meet their specific purposes. 
 Assessment should lead to informative reporting. 
 Assessment should lead to school-wise evaluation processes. 
 
As well as this we have identified the following descriptive words and phrases as being important when it comes to 
assessment and reporting in our school. 
 
Assessment and reporting in our school will; 
 Be a mixture of formal and informal processes 
 Be both formative and summative 
 Be across the scope of the curriculum 
 Be workable and manageable 
 Involve self and peer assessment. 
 Be regular and ongoing 
 Be holistic 
 Involve reports that are truthful, consistent and understandable 
 Involve reports with on information based on a broad range of assessments over time 
 
 

METHODS OF ASSESSMENT 
Teachers at our school will use a variety of assessment processes including:
 Observation 
 Rubrics 
 Checklists 
 Student Journals 
 Interviews 
 Open Ended Tasks 
 Peer Assessment 

 Self-Assessment 
 Teacher Made Tests 
 Standardised Tests 
 In School Moderation 
 ACER’s PAT testing 
 Systemic (NAPLAN, On Entry)

 
National Assessment Program Literacy and Numeracy (NAPLAN Testing) 
Each year students in years 3 and 5 will undertake prescribed system assessments such as NAPLAN. Our school 
will utilise this information in assessment, planning for improvement and school review processes. Information from 
the assessments will be distributed to parents with the school reports that are sent home to parents at the end of 
each year. On-line NAPLAN testing will be supported through the provision of devices and developing ICT skills.  
 
 

REPORTING 
Reporting to parents should involve the provision of information that is timely, accurate and relevant. We believe 
that if parents are to take an active and effective role in their child’s education then they require dependable 
feedback about the progress that they have made and what they need to do to ensure this progress continues at 
an appropriate rate. 
 

Requirements as far as reporting is concerned are as follows:  
1. Curriculum, Assessment and Reporting (CAR) Policy 2015  
2. School Curriculum and Standards Authority (SCSA) 2018 
3. School Education Act (SEA) 2014 2019 
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1. CAR Policy 
3.2 ASSESSMENT AND REPORTING 
Principals, in consultation with teaching staff, must develop school based assessment and reporting plans that: 

 comply with the requirements of the School Curriculum and Standards Authority for students in Pre-primary 
to Year 10; 

 specify how principals and teachers will report achievement of each student from Kindergarten to Year 12 at 
the end of each semester, including the requirements that Department-endorsed reporting templates are 
used for Pre-primary to Year 10. 

 

2. SCSA 
Schools will:  
1. Use plain language to report to parents/carers on the achievements of Pre-primary to Year 10 students in 

terms of the Western Australian achievement standards – such reports will be provided:  

 formally, in an end of semester report using a five-point scale. The components of the formal report will 
meet the Policy Standards for Pre-primary to Year 10: Teaching, Assessing and Reporting  

 informally, throughout the year in a variety of ways and for a variety of reasons, and  

 as requested from the student’s parents/carers, providing information on how a student’s achievement 
compares with the student’s peer group at the school.  

2. Disseminate to parents/carers the reports from national and state-wide assessments and, as appropriate, 
provide opportunity for discussion between teachers and parents/carers  

3. Submit to the Authority end of Semester Two achievement descriptors/grades for individual Pre-primary to 
Year 10 students.  

4. 2.3. Modified reporting 
If there is a legitimate reason for a student to be following a modified curriculum (as outlined in section 1.1), 
in consultation with parents/carers, schools report on a student’s progress/achievement in terms of the 
modified curriculum. For students with disability or for whom English is an additional language/dialect 
additional reporting on the student’s progress/achievement in terms of year-level achievement standards is 
not required. 
 
Schools use discretion in regard to the use of the ABLEWA assessment tool and the EAL/D Progress Map 
when monitoring and reporting on the progress/achievement of students with disability and additional 
learning needs and students for whom English is an additional language/dialect. 

 

3. School Education Act (SEA) 2019 – Part 2 Teachers 
9.5: Teachers are required to conduct up to two formal interview/meetings with parent/carers outside the 
normal school day or normal operating hours each year to discuss students’ progress. 

 
SCSA STANDARDS FOR REPORTING 
In Western Australia, student achievement is reported on a five-point scale for all years from PP to Year 10. 
 

For the Pre-primary year, student achievement is reported using achievement descriptors and without letter grades. 
 

For Years 1–2, student achievement is reported using system-based or school-based achievement descriptors or 
those in the table below. Schools may use letter grades. 
 

Details regarding the flexibility provided for school systems or schools in reporting on Pre-primary to Year 2 student 
achievement is detailed on the following page. 
 

For Years 3–10, letter grades and achievement descriptors outlined in the following table must be used. 
 

Letter grade Achievement Descriptor 

A 
Excellent 

The student demonstrates excellent achievement of what is expected for this year 
level. 

B 
High 

The student demonstrates high achievement of what is expected for this year level. 

C 
Satisfactory 

The student demonstrates satisfactory achievement of what is expected for this year 
level. 

D 
Limited 

The student demonstrates limited achievement of what is expected for this year level. 

E 
Very low 

The student demonstrates very low achievement of what is expected for this year level. 

 
Note 1: As the WA Curriculum is implemented, expected achievement will be defined by the achievement standards as 
described in the Western Australian Curriculum and Assessment Outline.
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PRE-PRIMARY TO YEAR 2 REPORTING 
In the Pre-primary year, schools: 

 report student achievement in English and Mathematics 

 are strongly encouraged to report in Science 

 may choose to report in other learning areas 

 report using achievement descriptors but without letter grades. The achievement descriptors used may be 
system-based, school-based or those in Table 3, but must align with the achievement standards described in 
the Outline 

 include information on the report about the student's attitude, behaviour and effort in terms other than the five-

point scale which is used as a measure of achievement 

 report on the student’s progress in personal and social learning 

 include on the report any additional information the school considers relevant, including an overall teacher 
comment. 

 

In Years 1 and 2, schools: 

 report on student achievement in all the learning areas taught 

 report using system-based or school-based achievement descriptors or those in Table 3 and may use letter 
grades. The achievement descriptors must align with the achievement standards described in the Outline 

 include information on the report about the student's attitude, behaviour and effort in terms other than the five-
point scale which is used as a measure of achievement 

 report on the student’s progress in personal and social learning 

 include on the report any additional information the school considers relevant, including an overall teacher 
comment. 

 

YEARS 3–10 REPORTING 
For Years 3–10, schools: 

 report on student achievement in all the learning areas taught 

 report using letter grades and achievement descriptors provided in Table 3 

 include information on the report about the student's attitude, behaviour and effort in terms other than the five-
point scale which is used as a measure of achievement 

 include on the report any additional information the school considers relevant, including an overall teacher 
comment. 

 
 

METHODS OF REPORTING 
For students in years 1 to 6 reporting to parents at our school will occur in the following ways:  

 Term 1 – An Interim Report will be provided, that gives parents brief but important information about how their 
child has settled into the school year in terms of work habits and personal and social development. Teachers 
will request interviews with parents at this time should further information need to be provided. SCSA/SEA 

 Term 2 - A Standard System Report as per the information provided above and following the guidelines set by 
the SCSA and according to the schools reporting schedule. Where appropriate a collection of the child’s 
completed work for this semester can be sent home. CAR/SCSA 

 Term 3 – A school Open Night is held to allow parents to view student work. SCSA/SEA 
Students in years 3 & 5 will also receive information about their NAPLAN assessments. SCSA 

 Term 4 – A Standard System Report as per the information provided above and following the guidelines set by 
the SCSA and according to the schools reporting schedule. Along with this all of the child’s work for the final 
semester is to be sent home.  CAR/SCSA 
 

Students undertaking a modified curriculum (e.g. a documented individual education plan, documented 
learning plan or differentiated learning plan)  
Student requiring a documented learning plan should have their learning plan achievements recorded alongside 
their formal semester reports. This will be in the form of SEN reporting.  Please see amended Documented Plan 
Policy (reviewed 2020). 
 

For students in years 1 to 6 who are identified as having major learning difficulties and require a documented plan, 
it is expected that at least two parent-teacher interviews would be conducted for the year to share information 
about the documented plan and student progress. (This may include case conferences or existing processes). 
 

For students in kindergarten and pre-primary teachers are required to report in English and Mathematics and 
may choose to report in the other learning areas.  Reporting to parents will occur in the following ways: 

 Term 1  Parent/Teacher interviews where required. 

 Term 2  Written formative report (as per Standard System Report) and portfolio of student’s work. 

 Term 3  A school open night is held to allow parents to view student work. 

 Term 4  A written formative report (as per Standard System Report) and portfolio of student’s work.
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As well as the processes detailed above, it is expected that; 

 Teachers will inform parents of any issue that may affect students’ learning as they become apparent 

 Parents will keep teachers informed with up to date information about their children. 

 Where possible students have input in relation to assessment and reporting processes. 
 
 

EVALUATION 
This policy will be reviewed by staff when needed. In addition, parents will give feedback about reporting as part of 
the school’s regular parent survey, this will be analysed to determine the effectiveness of this policy. 
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Spencer Park Primary School 

Assessment and Reporting Policy (reviewed  2021) 
APPENDIX 1 

 

REPORTING SCHEDULE 

Y
e
a
r 

6
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


  


  


 


 

2
0

2
6
 

2
0

2
6
 

 


 


 


 

S
1

 


 


 


 


          


  


 


 


 

2
0

2
6
 

 


  


  

Y
e
a
r 

5
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


  


  


 


 

2
0

2
5
 

2
0

2
5
 

 


 


 


 

S
1

 


 


 


 


          


  


 


 


 

2
0

2
5
 

 


  


  

Y
e
a
r 

4
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


  


  


 


 

2
0

2
4
 

2
0

2
4
 

 


 


 


 

S
1

 


 


 


 


          


   


 


 

2
0

2
4
 

 


  


  

Y
e
a
r 

3
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


  


  


 


 

2
0

2
3
 

2
0

2
3
 

 


 


 


 

S
1

 


 


 


 


          


   


 


 

2
0

2
3
 

 


  


  

Y
e
a
r 

2
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


    


 


    


 


 


 

S
1

 


 


 


 


          


   


 


   


  


  

Y
e
a
r 

1
 

S
2

 


 


 


 


 


 


 

E
V

E
R

Y
 

2
0

2
2
 

2
0

2
3
 

2
0

2
1
 

2
0

2
3
 

2
0

2
1
 

2
0

2
2
 

E
V

E
R

Y
 

E
V

E
R

Y
 


    


 


    


 


 


 

S
1

 


 


 


 


          


   


 


   


  


  

P
P

 S
2

 


 


 


 


     

2
0

2
2
 

2
0

2
4
 

2
0

2
3
 

E
V

E
R

Y
 

E
V

E
R

Y
 


          


  

S
1

 


 


 


 


   

2
0

2
3
 

2
0

2
2
 

2
0

2
4
 

     


         


  

C
u
rr

ic
u
lu

m
 A

re
a

 

R
e
a
d

in
g

 

W
ri
ti
n
g

 

L
is

te
n

in
g
 a

n
d
 S

p
e

a
k
in

g
 

N
u
m

b
e
r 

a
n

d
 A

lg
e
b
ra

 

M
e
a
s
u
re

m
e
n

t 
a
n

d
 G

e
o

m
e
tr

y
 

S
ta

ti
s
ti
c
s
 a

n
d
 P

ro
b
a

b
ili

ty
 

B
io

lo
g
ic

a
l 
S

c
ie

n
c
e
s
 

C
h
e
m

ic
a
l 
S

c
ie

n
c
e
s
 

P
h
y
s
ic

a
l 
S

c
ie

n
c
e
s
 

E
a
rt

h
 a

n
d

 S
p

a
c
e
 S

c
ie

n
c
e
s
 

S
c
ie

n
c
e

 I
n
q

u
ir
y
 S

k
ill

s
 

S
c
ie

n
c
e

 a
s
 a

 H
u
m

a
n
 E

n
d

e
a
v
o
u
r 

H
is

to
ry

 

G
e
o
g
ra

p
h
y
 

C
iv

ic
s
 a

n
d

 C
it
iz

e
n
s
h

ip
 

E
c
o
n
o

m
ic

s
 a

n
d
 B

u
s
in

e
s
s
 

M
o
v
e
m

e
n
t 

a
n
d
 P

h
y
s
ic

a
l 
A

c
ti
v
it
y
 

P
e
rs

o
n
a

l,
 S

o
c
ia

l 
a
n
d

 C
o

m
m

u
n

it
y
 

C
o
m

m
u
n

ic
a
ti
n
g

 

U
n
d
e
rs

ta
n
d
in

g
 

K
n
o
w

le
d
g
e
/U

n
d
e
rs

ta
n
d
in

g
 

P
ro

c
e
s
s
e
s
/P

ro
d
u
c
ti
o

n
 S

k
ill

s
 

K
n
o
w

le
d
g
e
/U

n
d
e
rs

ta
n
d
in

g
 

P
ro

c
e
s
s
e
s
/P

ro
d
u
c
ti
o

n
 S

k
ill

s
 

M
a
k
in

g
 

R
e
s
p
o
n

d
in

g
 

D
ig

it
a

l 
T

e
c
h
n

o
lo

g
ie

s
 

D
e
s
ig

n
 a

n
d
 T

e
c
h
n

o
lo

g
ie

s
 

E
n
g

lis
h

 

M
a
th

e
m

a
ti
c
s
 

S
c
ie

n
c
e

 

H
A

S
S

 

H
P

E
 

L
a
n
g

u
a
g

e
s
 

T
e
c
h
n
o
lo

g
ie

s
 

T
h
e
 A

rt
s
 



 

 

S:\AdminShared\E5422S01-Spencer Park PS\Administration Staff\100 Administration\109 Policy\Working Documents CURRICULUM & PEDAGOGY\Assessment and Reporting (reviewed 2021).doc 6 

 
Spencer Park Primary School 

Assessment and Reporting Policy (reviewed  2021) 
APPENDIX 2 

 

REPORT GUIDELINES 
 
Reports are one of the formal ways in which the school is required to inform parents of their student’s progress.  
The following procedures and guidelines should be used when preparing and producing your reports. 
 
PRIOR TO COMMENCING 

 Ensure that the Reporting Schedule is the same as what you have been teaching – check the contexts. 

 Ensure that you have a range of data to use in determining grade allocation and comments (PM Reading levels, 
tests, checklists, NAPLAN, work samples, etc.) 

 Check that you have all the students/classes that you require access to. 
 
GRADES 

 Check exemplars – refer to the SCSA website to look at the Judging Standards for different learning areas and 
year levels. https://k10outline.scsa.wa.edu.au/home/assessment/judgingstandards/ 

 Check Year level, Learning Area Achievement Standards  

 Collaborate with your colleagues about grade allocation – moderation of student work is still necessary to 
ensure consistency across different rooms and year levels. 

 
REPORT COMMENTS 
General Considerations 

 NO SURPRISES – Please do not write something (particularly negative) that the parent has not heard before. 

 Be truthful - we can share truths with parents diplomatically.  

 Use common language free from jargon or technical language - using ‘edu speak’ alienates parents and makes 
us less approachable.  

 Avoid lists of ‘can do’ – these tend to sound impersonal and recipe like.  

 Avoid comment banks that you have not created/modified yourself. 

 Personal voice – write to a parent like you’re speaking to a parent.  

 Relate comments to demonstrated outcomes (observable). 

 Ensure there is some parity and uniformity between comments provided by different staff who take reading, 
spelling or maths groups. 

 Limit subjective comments – refer to the behaviour rather than how it is demonstrated.  

 Make mention of any scaffolds or supports that students receives to participate appropriately or achieve. 
 
Structural Considerations for LA comments 

 Include areas of Achievement (successes). 

 Include areas of Action (needs). 

 Include comment about student’s Approach (behavioural factors). 

 Provide a short comment about expectations – are they above, below or at expected Achievement Targets. 

 Only write a comment to the student if you are a specialist teacher; classroom teachers only need a personal 
statement in the overall comment 

 Separate comments to the student from comments to the parent (miss a line). 

 Include comment about IEP or GEP, if relevant; direct the reader to SEN report in the comment. 

 Try to omit comments relating to attendance and behaviour.  
 
Overall Comment 

 Include a comment of the student’s overall academic performance for the semester. 

 Include overview of Achievement, Action and Approach.  

 Include comment about attendance, if below 80%. 

 Include comment about IBMP, if relevant. 

 Include a personalised comment to the student at the end; separated from the main comment by a missed line.  

 Include comment about personal achievements: student councillor, PEAC, sporting achievements, Spellademic 
teams, Choir etc. 

 
WHO NEEDS A REPORT? 

 Students who enrol after Week 3 of term 2 or after Week 3 of term 4 do not require a full report. 

 The students in the above category should have a note sent home by the teacher or a partial report outlining 
that: “Insufficient data is unavailable to make formal judgements on your child’s academic progress. I would 

https://k10outline.scsa.wa.edu.au/home/assessment/judgingstandards/_recache
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encourage you to make an appointment to discuss your child’s progress since their arrival at SPPS. Please 
contact me through the office.”  

 Students who have left prior to these dates require a report if they have completed at least one term. This report 
will be sent to their new schools. 

 Students who have left without completing a full term do not require a report. 

 All other students will require a report. 
 
SEN REPORTING 

 Must be treated as a stand-alone report; do not assume the reader has read or possesses a copy of a student’s 
main report when reading the SEN report. 

 Include context and ratios of support in context box.  

 Learning Area comments are optional. If including, be specific about achievement and scaffolds/supports 
provided to make gain. If not including, following statement should be made in the comments box: “Please refer 
to Valentina’s main report for more information.” 

  
PROOFING 

 Specialist teachers need to check their comments for spelling, punctuation, grammar and meaning prior to the 
classroom teachers printing out draft reports for self or peer editing.  

 Classroom teachers need to print out their reports and have them edited by a peer. Once the necessary 
changes have been made, inform administration and we will carry out the final read. 

 If the reports require major corrections, they will be sent back.  
 
FINALLY 

 Reports will be emailed to parents by administration in the final week of term 2 & 4. 

 Students who require a paper copy will have these printed by administration and be sent to classes. 

 Paper copies for buff files will be collated by administration and provided to classroom teachers. 
 

 
LEARNING AREA COMMENT EXAMPLES   
Achievement   Action   Approach 
 
Cleopatra 
Cleopatra is an avid reader who actively and enthusiastically engages in all literacy activities and is achieving at 
year level. Cleopatra’s oral reading is fluent but a little flat. She needs to practise and add more expression, 
particularly when taking on the voice of particular characters.  Although Cleopatra is capable of interpreting texts at 
a literal level, she needs guidance to understand inferential questioning and this is an area that she will need to 
work hard at improving. Cleopatra is developing the ability to write texts for a variety of purposes and is starting to 
broaden her creativity and ideas to make her narrative writing more exciting. She needs to keep expanding her use 
of emotive and figurative language so that her writing fully engages her audience. Cleopatra is progressing steadily 
with her weekly spelling lists but needs to start to apply these words accurately and in context to her written work. 
 
Madonna 
Madonna has put in a big effort this semester to learn her tables and this has resulted in a better knowledge and 
ability to link and work problems in multiplication and division. She needs to keep practising her tables at home until 
she has instant recall.  Madonna is now approaching problem solving with more confidence and success as she is 
able to break the problem down into steps and then work her way through to an answer. In Measurement, 
Madonna is confident in using the correct units for volume, capacity and mass but still has trouble with converting 
between units; such as millimetres to metres. Madonna is beginning to show greater understanding of fractional 
representations as decimals and percentages but at times is unsure of how to convert between them. Overall, 
Madonna is achieving at year level and has improved greatly over this year due to her perseverance and organized 
work habits. 
 
Michaelangelo 
Michaelangelo has exceeded the standard for Health and Physical education, displaying highly effective skills in his 
captaincy of the basketball team. Michaelangelo cooperates well, encourages others, and helps his team-mates 
with procedures and rules. He has demonstrated leadership during the school camp and in group discussions. 
Michaelangelo’s involvement in the student council will provide him with further opportunities to develop his 
negotiating skills.  
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GENERAL COMMENT EXAMPLES 
Achievement   Action   Approach 
 
Giovanni 
Giovanni is a cheerful and engaging student who always interacts well with the class. He is at all times co-operative 
and well mannered. Giovanni always behaves responsibly and carries out tasks efficiently and independently. 
I would like to see Giovanni interact and engage in small group situations a little more, to enable him to express his 
opinions at a more mature level. Overall, Giovanni has had a very successful term and should be proud of his 
achievements. 
 
I am very pleased with your effort and achievements this semester Giovanni. Keep it up. 
 
Adolf 
Adolf is creative and has a real interest in general knowledge.  He needs to continue to be more engaged with the 
tasks he is required to do and maintain more thought and effort into his work.  This improved approach to his work 
has resulted in some excellent outcomes and we are starting to see what Adolf is capable of.  Adolf is always 
respectful to both staff and his peers. 
You have put in a great effort this term Adolf and should be very proud of your achievements. 
 
 
SEN REPORTING CONTEXT EXAMPLES 
 
Francesco 
Francesco attends Reading Support sessions that run for 30 minutes, 4 times each week. The focus has been on 
consolidating phonemic awareness, sight words, reading fluency and expression and developing reading 
comprehension at an oral level.  In writing lessons, we have explicitly covered the Seven Steps to Writing Success 
program and applied these to narrative and persuasive texts. Francesco has used the scaffolds provided in class to 
create a range of text types. 
 
Valentina 
Valentina is provided 1:1 repeat instructions, scaffolded supports (such as board work printouts, task breakdowns, 
differentiated worksheet activities, use of concrete materials) and over the shoulder support throughout teaching 
and learning sessions, Valentina attends the following differentiated learning programs and support programs: 
* Targeted Literacy Support: small group (1:5) 4x per week with Ms. Sims, focusing on phonemic awareness, 
blending and segmenting, oral reading comprehension, high frequency word recognition and spelling. 
* Small group reading and writing with classroom Education Assistant focusing on blending and segmenting, 
reading and understanding decodable texts, writing cvc words and dictated sentences 4x per week. 
* Targeted learning group (differentiation) for PLD program (Stage 1, Target 1) with Mrs Collins. 
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Spencer Park Primary School 

Assessment and Reporting Policy (reviewed  2021) 
APPENDIX 3 

 

REPORTING PROCESSES 
 
SEMESTER 1 
TERM 1 – WEEK 1 

 SEN 
o RTP Report Group Maintenance 

 create reporting groups (based on classroom) 
 assign teachers (including tandem teachers) to groups 
 assign learning areas to groups 
 assign students based on student services list 

 
o RTP SEN planning 

 Associate teachers (based on support provision) 
 

 K-10 
o RTP Assessment and Reporting Management: Year Group Planning 

 Select learning area reporting schedule, based on reporting schedule 
(https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-
reviewed-2019.pdf Appendix 1) 

 
o RTP Assessment and Reporting Management: Options 

 Printing student reports – ensure email option selected 
 

o RTP Report and Print Management: Printing Setup 
 Report Type: select all (note: it is possible to select ALL year levels/SEN and edit in one go) 
 Labels: Overall Comments – Teacher name enabled 
 Left/Top Signature – empty 
 Right/Bottom Signature 

 Label – Principal 

 Name – Jeremy Hadlow 

 Signature (already uploaded) – select use 
 

o RTP Report Group Maintenance 
 Reporting groups auto generated 

 check auto generated groups according to classroom structures  

 create specialist groups 

 assign teachers (including tandem teachers) to groups 

 assign learning areas to groups, based on reporting schedule 
(https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-
reviewed-2019.pdf Appendix 1) 

 Distribute to teachers and check for accuracy 
 
TERM 1 – WEEK 4 

 SEN Plans completed, parent meetings for sign off commences 
 
TERM 1 – WEEK 5 

 Interim Reports 
o Interim report proforma updated S:\AdminShared\E5422S01-Spencer Park PS\Administration Staff\100 

Administration\114 Reporting\Interim Report 
o Interim report proforma emailed to classroom teachers  

 
TERM 1 – WEEK 8 

 Interim Reports  
o Proofed 

 

https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-reviewed-2019.pdf%20Appendix%201
https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-reviewed-2019.pdf%20Appendix%201
https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-reviewed-2019.pdf%20Appendix%201
https://www.spencerparkps.wa.edu.au/wp-content/uploads/2019/12/Assessment-and-Reporting-reviewed-2019.pdf%20Appendix%201
file:///C:/Users/e2015505/AppData/Local/Microsoft/Windows/INetCache/100%20Administration/114%20Reporting/Interim%20Report
file:///C:/Users/e2015505/AppData/Local/Microsoft/Windows/INetCache/100%20Administration/114%20Reporting/Interim%20Report
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TERM 1 – WEEK 9 

 Interim Reports 
o Address labels for each student printed, collated into class sets 
o Envelopes collated into class sets 
o Interim reports printed, collated, copied (for buff file) and distributed (with labels and envelopes) to 

classrooms to be sent home Monday/Tuesday of week 10; buff copy to be filed 
 
TERM 2 – WEEK 1 

 K-10 
o RTP Report and Print Management: Manage Student Emails 

 Office staff commence update of email contact details in RTP 
 

o Deadlines communicated to teaching staff 
 
TERM 2 – WEEKS 4-7 

 K-10 
o Report data entry minimum requirements 

 ABE 
 LA grades and effort 
 Comments: English, Mathematics, Overall 
 Direct to SEN Report where appropriate 

 

 SEN 
o Report data entry minimum requirements 

 SEN context (scaffolds and supports provided) 
 Effort 
 Achievement context (independent, with prompting, with assistance) 
 Achievement (achieved, developing, not assessed) 
 Direct to K-10 Report for more detailed comments 

 
TERM 2 - WEEK 8 

 K-10/SEN 
o Semester reports proofed, ensure minimum requirements met 

 
TERM 2 - WEEK 9 

 K-10 
o attendance report from Integris printed 
o attendance comment (from comment bank) added in Principal’s Comment box 
o SEN Report comment (from comment bank) added in Principal’s Comment box 
o reports locked 

 
TERM 2 - WEEK 10 

 RTP Report Data Entry 
o K-10 

 SELECT classes 
 Generate summary reports 
 Print, collate 

 

 RTP Report and Print Management: Generate reports 
o SEN 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 CLEAR SELECTION: Print cover pages 
o CLEAR SELECTION: Include Cover Page Background 
o CLEAR SELECTION: Include School Logo 

 CLEAR SELECTION: Print Explanatory Notes 

 SELECT: Use Scale Description 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 SELECT: Print Report Data 
 Generate 
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 RTP Report and Print Management: View Generated Reports 
o Search whole school 
o SELECT: Include Special Education Needs 
o CLEAR SELECTION: Include Years K-10 
o SELECT: all students 
o SELECT: Open 
o Print, collate 
 
Note: it is necessary to generate buff file copies in this manner, as the summary report option is not available for 
SEN reports. 

 

 RTP Report and Print Management: Generate reports 
o K-10 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 SELECT: Print cover pages 
o SELECT: Include Cover Page Background 
o SELECT: Include School Logo 

 SELECT: Print Explanatory Notes 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Include LA/Contexts Without Results 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 
o SEN 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 SELECT: Print cover pages 
o SELECT: Include Cover Page Background 
o SELECT: Include School Logo 

 SELECT: Print Explanatory Notes 

 SELECT: Use Scale Description 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 
Note: it is necessary to regenerate reports to overwrite draft version created for buff file copies. 

 

 RTP Report and Print Management: View Generated Reports 
o Search whole school 
o SELECT: Show Latest Version 
o SELECT: Include Special Education Needs 
o SELECT: Include Years K-10 
o Email 

 CLICK: Report Preference (this will sort students according to print or email preference) 
 SELECT: All email students 
 SELECT: Email 
 You will be asked You have selected multiple report types, do you wish to use the Multiple Report 

Template? 

 SELECT OK 
 Options: 

 SELECT: Family Email 

 SELECT: Include Electronic School Footer 
 Students: 

 SELECT: all students 

 SELECT: send 
 SMS all parents and caregivers, notifying reports have been emailed and direct them to check their junk 

mailbox if not received. 
 
Monitor opened reports daily, resend those not opened by following this process again. 
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o Print 
 CLICK: Report Preference (this will sort students according to print or email preference) 
 SELECT: All print students 
 SELECT: Open 
 You will be asked Do you want to format the reports for 2-sided printing?  

 SELECT: Yes 
 Print and collate.  Office staff will folder distribute to classrooms.  

 
SEMESTER 2 
TERM 3 – WEEK 1 

 K-10 
o RTP Report Group Maintenance 

 Print and distribute reporting schedule to teachers and check for accuracy 
 
TERM 3 – WEEK 4 

 SEN Plans completed, parent meetings for sign off commences 
 
TERM 4 – WEEK 1 

 K-10 
o RTP Report and Print Management: Manage Student Emails 

 Office staff commence update of email contact details in RTP 
 

o Deadlines communicated to teaching staff 
 
TERM 4 – WEEKS 4-7 

 K-10 
o Report data entry minimum requirements 

 ABE 
 LA grades and effort 
 Comments: English, Mathematics, Overall 
 Direct to SEN Report where appropriate 

 

 SEN 
o Report data entry minimum requirements 

 SEN context (scaffolds and supports provided) 
 Effort 
 Achievement context (independent, with prompting, with assistance) 
 Achievement (achieved, developing, not assessed) 
 Direct to K-10 Report for more detailed comments 

 
TERM 4 - WEEK 8 

 K-10/SEN 
o Semester reports proofed, ensure minimum requirements met 

 
TERM 4 - WEEK 9 

 K-10 
o attendance report from Integris printed 
o attendance comment (from comment bank) added in Principal’s Comment box 
o SEN Report comment (from comment bank) added in Principal’s Comment box 
o reports locked 

 
TERM 4 - WEEK 10 

 RTP Report Data Entry 
o K-10 

 SELECT classes 
 Generate summary reports 
 Print, collate 
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 RTP Report and Print Management: Generate reports 
o SEN 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 CLEAR SELECTION: Print cover pages 
o CLEAR SELECTION: Include Cover Page Background 
o CLEAR SELECTION: Include School Logo 

 CLEAR SELECTION: Print Explanatory Notes 

 SELECT: Use Scale Description 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 SELECT: Print Report Data 
 Generate 

 

 RTP Report and Print Management: View Generated Reports 
o Search whole school 
o SELECT: Include Special Education Needs 
o CLEAR SELECTION: Include Years K-10 
o SELECT: all students 
o SELECT: Open 
o Print, collate 
 
Note: it is necessary to generate buff file copies in this manner, as the summary report option is not available for 
SEN reports. 

 

 RTP Report and Print Management: Generate reports 
o K-10 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 SELECT: Print cover pages 
o SELECT: Include Cover Page Background 
o SELECT: Include School Logo 

 SELECT: Print Explanatory Notes 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Include LA/Contexts Without Results 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 
o SEN 

 File Options 

 SELECT: Print one large document with every report 
 Print Options 

 SELECT: Print cover pages 
o SELECT: Include Cover Page Background 
o SELECT: Include School Logo 

 SELECT: Print Explanatory Notes 

 SELECT: Use Scale Description 

 SELECT: Format for 2-sided Printing 

 SELECT: Print Report Data 
o SELECT: Justify Comments 
o SELECT: Include Attendance 

 
Note: it is necessary to regenerate reports to overwrite draft version created for buff file copies. 
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 RTP Report and Print Management: View Generated Reports 
o Search whole school 
o SELECT: Show Latest Version 
o SELECT: Include Special Education Needs 
o SELECT: Include Years K-10 
o Email 

 CLICK: Report Preference (this will sort students according to print or email preference) 
 SELECT: All email students 
 SELECT: Email 
 You will be asked You have selected multiple report types, do you wish to use the Multiple Report 

Template? 

 SELECT OK 
 Options: 

 SELECT: Family Email 

 SELECT: Include Electronic School Footer 
 Students: 

 SELECT: all students 

 SELECT: send 
 SMS all parents and caregivers, notifying reports have been emailed and direct them to check their junk 

mailbox if not received. 
 
Monitor opened reports daily, resend those not opened by following this process again. 

 
o Print 

 CLICK: Report Preference (this will sort students according to print or email preference) 
 SELECT: All print students 
 SELECT: Open 
 You will be asked Do you want to format the reports for 2-sided printing?  

 SELECT: Yes 
 Print and collate.  Office staff will folder distribute to classrooms.  

 
 


