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Reporting to Parents Policy 
The Department of Education’s School Curriculum and Standards Authority of Western Australia (SCSA) 
reporting policy outlines required reporting requirements https://www.scsa.wa.edu.au. 
 
A judgement of student achievement is to be made in relation to expected standards, which is linked to an 
end of year grade. This means, in mid-year reports, teachers should make a professional judgement 
regarding the level of achievement that the student is demonstrating relative to the achievement standard, 
taking into account the curriculum that has been taught and assessed to that point in time. The students 
demonstrating excellent achievement at that point in time will be allocated an ‘A’ Grade or Excellent 
Achievement etc.  
 
At Swanbourne Primary School, teachers will:  

 Provide timely and relevant written and verbal feedback to students throughout the school year 
and modify teaching through formative assessment (assessment for learning) 

 Make an on-balanced judgement at the end of a learning period (eg: each semester) as to what 
level has been achieved based on a range of assessments (assessment of learning) 

 

Formal Reports (Assessment of Learning)  

Teachers are to: 
 Record and report on student’s results, achievements and progress against Judging Standards 

grades and against their cohort 
 Communicate to parents and others the student’s areas of strength and areas where improvement 

is needed 
 Show the breadth of curriculum being implemented 
 Give a holistic view of the student 
 Demonstrate accountability 
 Enable the setting of goals 
 Guide student and school planning 

 

Grade Allocations  
Achievement results are to be based across contexts and must be demonstrated over time. The grades 
are provided to give parents a sense of how their child’s curriculum expectations compare to that of other 
children in the same year level in the state at this point in time. Grade allocations need to:  

 Match teacher comments 
 Be linked to agreed criteria and measure of achievement (within the WA Curriculum) 
 Reflect student achievement, not teacher perception of student effort 
 Be consistent, accurate honest and reflect the progress made by the student 
 Be consistent across the school, year levels and the State (moderation across year levels is 

required) 
 Have evidence to support the grade allocated, and  
 Show growth and improvement (or the opposite if this is the case)  
 There should be no surprises for parents 

 
P-2 
Pre-primary to Year 2 have achievement descriptors as follows: 

 Excellent 

 High 

 Satisfactory 

 Limited 

 Very Low 
 

Years 3-6 
Years 3–6 use letter grades A-E. 
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Learning Area Comments 

Learning area comments are only required to be written for English and Mathematics, and are restricted 
to a maximum of 1200 characters each. The comments are created collaboratively with year level 
colleagues and approved by the K-2 or 3-6 Line Manager before use.   
 
English and Mathematics comments need to report:  

 ACHIEVEMENT:  A summary of the student’s progress over the reporting period.  
 APPROACH:  how is the student going about their work? What are they doing well?  What impacts 

on their learning?  
 ACTION: How can the student make further progress?  What particular issues need to be 

addressed?  

 
Wildcards 
Wildcards are to be used throughout learning area and general comments as follows: 
<N> Name 
<N’s> Name’s 
<t> he/she 
<T> He/She 
<o> him/her 
<p> his/her 
<P> His/Her 
 

Introductory Statement 
An introductory statement for Mathematics and English is to be provided and must reflect the overall grade.  
For example: In English, <N> demonstrates (excellent, high, satisfactory, low, very low) overall 
achievement of what is expected for this year level. 
 
English and Mathematics comments need to: 

 Reflect the student’s attainments and level of effort 
 Be specific and match allocated grades 
 Be across contexts and over a period of time 
 Relate to the sub strands (eg: in English, reading & viewing, writing, and speaking & listening) 
 Where possible, express your comments positively 
 Encourage the setting of goals - aim for improvement 
 Refer to IEPs or SEN Documented Plans if they are in place  

 
English and Mathematics comments should be written in the following order: 

 

P-2 3-6 

English Mathematics English Mathematics 

1. Overall English 
descriptor statement 

2. Speaking & Listening 
3. Reading & Viewing  
4. Writing 

1. Overall Mathematics 
descriptor statement 

2. Number & Algebra 
3. Measurement & 

Geometry 
4. Statistics & 

Probability 

1. Overall English grade 
statement 

2. Reading & Viewing 
3. Writing  
4. Speaking & Listening 

1. Overall Mathematics 
grade statement 

2. Number & Algebra 
3. Measurement & 

Geometry 
4. Statistics & 

Probability 

  

Specialist Teachers  
Specialist Teachers will provide a year level contextual statement (both semesters) incorporating wildcards 
as above.  Comments should reflect the content taught in the specialist subject and be line with the school’s 
RTP Schedule.  Statements must be submitted to their Line Manager for approval and will be uploaded to 
the comment bank for remote access. Specialist teachers will need to write an individualised overview of 
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content taught for any selected students on a highly modified program. All students are to receive an effort 
grade. 
 

General Comments  
Use simple, professional language, so the intended audience understands the information being imparted.  
Comments are to be made against system expectations and observable behaviours: 
 

 Skills, processes and knowledge need to be demonstrated over a period of time  
 Don’t make disputable claims like if Billy made more effort he would/should … If Shirley applied 

herself more she could…  
 Be student specific (not generic) and give a sense of who that child is and what they have achieved, 

how they mix in the school context, both in the classroom and in the playground (social skills) and 
their attitude toward learning 

 Note improvements and positives with some goal setting information 
 Do not include further detail about learning area comments (especially English and Mathematics) 
 Do not include reference to homework not being completed 
 Do not refer to absences 

 
General comments may include:  

 Work habits: time management, organisation, ability to follow instructions, focus, behaviour 
 Attitude: eager to come to school, participates readily, anxious/confident, values (manners, 

courage, friendliness, tolerance, persistence/resilience, compassion)  
 Any information that may impact on rate of progress or amount of progress; student engagement, 

attendance, Education Assistant assistance, support / behaviour plans 
 Special events, leadership roles in the school, award winners, social friendship groups, settling in 

 
Writing Guidelines 
To ensure we maintain a high level of consistency across the school, and to assist the proofreading and 
editing process, the following guidelines should be followed: 

 Use wildcards 
 The beginning of each sentence should alternate between student name and he/she   
 The student’s full legal name should be used throughout 
 Do not use exclamation marks 
 Semester 2 and Term 1 have capital letters but ‘second semester’ has lower case 
 Numbers nine and under are expressed in words and above nine are numerals. Examples: John 

can count numbers up to nine. Jane has an attendance rate of 100%  
 Numbers that start a sentence must be expressed in words  
 No paragraphs are to be included in comments (due to formatting restrictions of printed reports)  
 School years are Pre-primary, Year 5 and Kindergarten  
 We have behaviour expectations not classroom or school rules 
 However, is to be followed by a comma 
 Which, is to be followed by a comma 
 A comma is to be used before and after names eg:  Well done, Bella, on a great year.  Best wishes 

for next year, Kate 
 Focused has one ‘s’; organised has an ‘s’; cooperate and coordinate don’t have hyphens. 
 Program has one 'm' 
 Affect can be positive or negative. Use help or hinder (or appropriate synonyms) 
 Multiplication basic facts (used to be called times tables) as per WA Curriculum  
 Refer to 3D objects / 2D shapes  
 High frequency words (not sight words) as per WA Curriculum 
 Learning areas require a capital letter eg:  Health, Music.  When the word is used in a sentence 

and is not ‘naming’ the learning area, a lower case should be used eg: when reading, Johan is able 
to … In Number and Algebra, Sarah …. 
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 Practice or practise? Practice is a noun and practise is a verb (hint: substitute using the word 
‘preparation’ (N) or ‘to prepare’ (V). Which one makes sense … put in practice (N) or practise 
(V)).  John needed more practice playing the flute so he went to music lessons to practise 

 
Audience  
Please consider the audience of the reports - these include (present & future):  

 Parents and caregivers 
 School administrators & teachers 
 The student 
 Departmental staff including school psychologists 
 External agencies - DCPFS, Family Court 
 Allied Health agencies - paediatrician, OT, speech therapists, Therapy Focus, Child Development 

Service, Disability Services Commission 
 

Attitude, Behaviour and Effort 
Ratings are: Consistently, Often, Sometimes, Seldom, Not Assessed 

 
P-2  
1. Is enthusiastic about learning  
2. Participates responsibly  
3. Sets goals and works toward them  
 

Years 3-6  
1. Works to the best of his/her ability 
2. Shows self-respect and care 
3. Shows courtesy and respect for the rights of others 
4. Participates responsibly in social and civic activities 
5. Cooperates productively and builds positive relationships with others 
6. Is enthusiastic about learning 
7. Sets goals and works towards them with perseverance 
8. Shows confidence in making positive choices and decisions 
 
If sometimes and seldom are chosen, it would be expected that teacher evidence would be available to 
back this up.  The approximate percentage of time the student needs to demonstrate the attribute to have 
that ranking:    

Consistently  90% to 100%  

Often  60% to 89%  

Sometimes  21% to 59%  

Seldom  0% to 20%  

 
Effort will be reported using the same scale ratings as Attitude, Behaviour and Effort (consistently, often, 
sometimes, seldom) and will appear as a statement: “… demonstrates appropriate effort in this learning 
area”.  

 
Personal and Social Learning (P-2 only)  
(Consistently, Often, Sometimes, Seldom, Not Assessed)  
 
1. Displays independence  
2. Makes positive choices with confidence  
3. Reflects on and talks about own learning  
4. Displays perseverance  
5. Expresses emotions appropriately  
6. Respects the ideas, feelings and needs of others  



S:\AdminShared\Administration Staff\100 Administration\109 Policy\2021-2023\Reporting to Parents policy.docx 

5 | P a g e  
 
 

 

7. Resolves conflict in a positive manner  
8. Interacts with peers and adults in acceptable ways  
9. Collaborates in group activities  

 
Kindergarten 
For Kindergarten, the five areas of learning and development in the Kindergarten Curriculum Guidelines 
will be utilised and are based on the outcomes of the Early Years Learning Framework (EYLF). They are: 

 IDENTITY - Children have a strong sense of identity 
 CONNECTING AND CONTRIBUTING - Children are connected with and contribute to their world 
 WELLBEING - Children have a strong sense of wellbeing 
 LEARNING ANDTHINKING - Children are confident and involved learners 
 COMMUNICATING - Children are effective communicators 

 

EALD Progress Maps 
Pre-primary to Year 6 students with English as an additional language or dialect where they would receive 
an E or D for English, EALD Progress Maps are to be used for reporting.  Adjustments will be made to the 
report setup for these students.  Please log in to Ikon for further information on using Progress Maps. 
 

Interview Requests 
There should be no surprises for parents when they read their child’s report.  If you have spoken to a 
parent about an impending low grade, then don't tick the interview required box.  If you are unable to see 
the parent prior to the report going home, then tick interview required.  If after receiving the report a parent 
requests a meeting with you, please ensure you have appropriate evidence to back up grades, behaviour 
etc.  It is imperative that you work closely with the family to ensure the best possible outcomes for the 
child.  Please make note of your meeting on the electronic Student Record on the shared drive.  
 
If, at any stage you have any questions or concerns, please speak with your Line Manager. 
 
 

School Curriculum and Standards Authority (SCSA) 
www.scsa.wa.edu.au 

 
  

http://www.scsa.wa.edu.au/
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Reporting to Parents Process 
 
A timeline for the reporting process will be communicated to you in a timely manner and is listed on the 
Assessment and Reporting Framework.  Your Line Manager will be responsible for signing off your reports 
unless you are notified otherwise.  Please ensure your reports are to a very high standard and basic 
mistakes are not repeated throughout, wasting time for readers at the editing stage.   
 

With year level colleagues, write comments using 
‘wildcards’ in the order as per the table above in MS Word 
for Mathematics and English against the Judging 
Standards.  Send to Line Manager for approval.  Use the 
approved comments from this point. 
 
 
 

Enter data as per the school’s Assessment Schedule.  Print 
a Missing Data report (if required).  This will ensure all 
students and required areas have been completed.  Make 
necessary adjustments and contact specialist teachers if 
grades are missing. 
 

Print Student Summary reports for all students and put into 
plastic sleeve and hand to a colleague for buddy editing.  
Your buddy will make necessary changes and initial the 
cover sheet and return it to you.  Make final edits. 
 

Reprint Student Summary sheets and hand to your Line 
Manager for proof reading. 
 

Your Line Manager will make any final changes on the hard 
copies and hand back to you for corrections and editing. 
 

Make required changes and inform Admin that this has 
been completed and are ready for electronic printing. 
 

Reports will be generated and sent to parents electronically.  
 
  
 

 


