
 

 

 
 

Reporting Policy 
 

Help for non-English speakers. 
If you need help to understand the information in this policy please contact the 
school on 5332 2598.  
 
 

 

PURPOSE 

This policy outlines school obligations relating to student reporting across Foundation to Level 10 (F-
10) (including English as an Additional Language (EAL) students) to parents/carers, the department 
and the wider community.  
 

SUMMARY 
• Schools are required to formally report student achievement and progress to parent/carers 

at least twice per school year for each student enrolled at the school. 

• The report must be a written report (print or digital), be in an accessible form and be easy 
for parents/carers to understand. 

• Schools must report directly against the Victorian Curriculum F-10 achievement standards. 

• Both student achievement and progress must be included in the report. This means that for 
each curriculum are taught, the report included: 

o a teacher judgement(s) 
o an indication of progress since the curriculum area was last reported on 
o a five-point scale 

• Opportunities must be provided for parents/carers and students to discuss the school report 
with teachers and/or school leaders. 

• The department does not prescribe a reporting format. 

• Schools, in partnership with students and their parent/carers my consider an alternative to a 
full report for students with an individual education plan. 

• Schools must upload their student achievement data via CASES21 twice yearly – by 30 June 
and 31 December each year. 

• Student reports must be kept for identified time periods. In some cases, student reports are 
considered permanent records, which prohibits their disposal. 

 
 

POLICY 
Requirements for student reporting in Victorian government schools are defined with reference to: 

• the Guidelines to the Minimum Standards and Requirements for School Registration issued 

by the Victorian Registration and Qualifications Authority (VRQA) 

• the F-10 Revised Curriculum Planning and reporting Guidelines issued by the Victorian 

Curriculum and Assessment Authority (VCAA) 

• departmental policies. 

 

https://www.vcaa.vic.edu.au/curriculum/foundation-10/Pages/default.aspx?Redirect=2
https://www.vrqa.vic.gov.au/schools/Pages/standards-guidelines-requirements-for-schools.aspx
https://www.vcaa.vic.edu.au/Documents/viccurric/RevisedF-10CurriculumPlanningReportingGuidelines.pdf


 

 

 
 
Reporting to parents/carers 
 
Schools are required to formally report student achievement and progress to parents/carers at least 
twice per school year for each student enrolled at the school. The report must be: 

• a written report (print or digital) 

• in an accessible form, and 

• easy for parent/carers to understand. 

Schools must report directly against the Victorian Curriculum F-10 achievement standards. Both 
student achievement and progress must be included in the report. This includes providing a teacher 
judgement against the achievement standards, assigned as a score, that accurately reflex where each 
student is along the relevant learning continuum for all curriculum area taught during the reporting 
period. Progress must also be shown since the last time each curriculum area was reported on. 
 
A 5-point scale must also be used when reporting on student achievement and/or progress noting 
that: 

• this requirement cannot be met by using the existing levels of the curriculum 

• at least an age-related 5-point scale is required for English, Mathematics and Science 

• an age-related scale is not required for all other curriculum areas, including EAL, and for 

students with disability and/or additional needs. In these cases, another kind of five-point 

scale must be used (for example, a scale developed around learning goals, learning 

dimensions, or expected progress) 

• more than one scale may be used for the same learning area or capability. For example, 

Science may include a scale against learning goals as well as the required age-related scale. 

The department does not prescribe a reporting format. 
 
Opportunities must be provided for parents/carers and students to discuss the school report with 
teachers and/or school leaders. 
 
Interpreting services are available for communicating with parents/carers who require assistance in 
understanding their child’s achievement and profess. Refer to Interpreting and Translation Services. 
 
Note, in the case of student with an individual education plan, there may be specific instance where 
a school decides in partnership with an individual student and their parents/carers that an alternative 
to a full report for that student is appropriate. 
 
Further support, guidance and advice regarding student reporting can be found on the Guidance Tab. 
 
 
 
 
 
 
 

https://victoriancurriculum.vcaa.vic.edu.au/
https://www2.education.vic.gov.au/pal/interpreting-and-translation-services/guidance
https://www2.education.vic.gov.au/pal/reporting-student-achievement/guidance


 

 

 
 
Reporting to the Department 
Schools must upload their student achievement data via CASES21 twice yearly- by 30 June and 31 
December each year. 
Schools must record data in the department’s specified format so that CASES21 can accept it.  
There are 2 methods for recording the data: 

• an import/export process utilising commercial reporting software, or 

• direct entry into CASES21. 

If schools use commercial reporting software, they must ensure the vendor is compliant with the 
department’s specified format. 
 
This data is used by the department to: 

• automate some reporting process for schools- for example, preparation of the performance 

summary in each school’s annual report to the school community, which is a statutory 

requirement for every school. 

• Provide school improvement reports to school leaders so they can better understand student 

achievement and progress at the cohort levels and scores the whole school – such reports can 

help inform school strategic planning and review 

• Identify characteristics and trends in data across schools that may need to be investigator or 

attended to by the department (for example, a sharp increase or decline in achievement at 

the highest levels in one or more learning areas). 

Further support or guidance can be found in the Guidance Tab. 
 
Records Management 
Schools are required to create, manage and dispose of electronic and hardcopy public records – for 
example, student records, in accordance with the Public Records Act 1973 (Vic.). 
Student reports are records. In some cases, they are considered permanent records, which prohibits 
their disposal. 
Student reports must be kept for the following time periods: 

• Prep to Year 8 (all reports): 6 years after student departure. 

• Year 9 to 12 reports (excluding final report): 30 years after student departure 

• Year 9 to 12 reports (final report): A permanent record – must be kept in the school until a 

transfer to the Public Record Office Victoria (PROV) is arranged by the department. 

For further information on records management refer to Records Management – School Records. 
 
DEFINITIONS 
CASES21 
The software component of the Computerised Administrate System Environment for Schools 
 
 
 
 
 

https://www2.education.vic.gov.au/pal/reporting-student-achievement/guidance
https://www2.education.vic.gov.au/pal/records-management/policy


 

 

 
 
English as an additional language (EAL) student 
A student for whom English is an addition language (EAL) is a student who: 

• comes from a language background other than English 

• speaks a language other than English as their main language at home 

• may or may not attract EAL index funding. 

 

COMMUNICATION 
This policy will be communicated to our school community in the following ways:  

• Available publicly on our school’s website 

• Hard copy available from school administration upon request 

 

RELATED POLICIES AND RESOURCES  
• Assessments of Student Achievement and Progress Foundation to 10 

• Curriculum Programs Foundation to 10 

• Individual Education Plans (IEPs) 

• Records Management – School Records 

 

POLICY REVIEW AND APPROVAL 
Policy last reviewed April 2023 

Approved by Principal  

Next scheduled review date April 2026 

 
 

https://www2.education.vic.gov.au/pal/assessment-student-achievement/policy
https://www2.education.vic.gov.au/pal/curriculum-programs/policy
https://www2.education.vic.gov.au/pal/individual-education-plans-ieps/policy
https://www2.education.vic.gov.au/pal/records-management/policy
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