
 

 
  

ASSESSMENT AND REPORTING POLICY  

 
 
 

 
Help for non-English speakers 
If you need help to understand the information in this policy, please contact Keysborough Secondary College. 
Phone 03 9798 1877 – Acacia Campus or 03 9546 4144 – Banksia Campus or email at: 
keysborough.sc@education.vic.gov.au. 

 
 
 
 
PURPOSE 
The ensure the Vision and Values of Keysborough Secondary College as a Learning Community are reflected and 
followed through the fair, equitable and professional application of the Assessment and Reporting Policy. That there is 
also consistent application of assessment across Years 7 to 10, and also in the Victorian Certificate of Education (VCE) 
and the Victorian Certificate of Education Vocational Major (VCE-VM). 
 
DEFINITIONS 

▪ Assessment of learning:  designed to measure the learning growth achieved during the unit.  Promoting 
students to have a growth mindset and use self-reflection to evaluate their 5P learning behaviours. An entry 
level and exit level assessment task is required for this style of assessment.  

▪ Accommodations: a change to a classroom activity or to the classroom materials in order to maximise student 
participation. 

▪ Common Assessment Task (CAT):  a common form of summative assessments used across the College. Tasks 
will vary in nature across the learning areas, but have consistent form, assessment criteria, preparation and 
timing within each subject. 

▪ Curriculum modification: a change to the curriculum outcome the student is demonstrating to meet the 
learning needs of the student. 

▪ Differentiation: learning experiences in which the approach or method of learning is adjusted to meet the 
needs of individual students, focusing on the 'how' of personalised learning. 

▪ Formative assessment: ongoing assessment used to gauge a student’s understanding and inform instructional 
adjustments such as class discussion, class work, quizzes and teacher observations. 

▪ High stakes assessment: an assessment used for assessing not only student achievement, but the College’s 
academic performance such as NAPLAN, PAT-R, PAT-M or VCAA examinations. 

▪ Inclusive education: provides all students with equitable opportunities to participate in learning and 
educational experiences by catering to diverse learning styles and individual learners needs. 

▪ Individual Education Plans (IEP): an IEP is a living document that describes the adjustments, goals and 
strategies to meet a student’s individual educational needs so they can reach their full potential. 

▪ Moderation: moderation is the practice of sharing and developing understanding of what learning looks like by 
examining examples of different types and quality of students’ work and comparing these with formal standards 
and success criteria. 

▪ School Assessed Course (SAC) work: a SAC is a task that is written by the school and is completed primarily 
during class time such as essays, case study or data analysis. 

▪ School Assessed Task (SAT): A SAT is a practical task that is examined by the school such as art folios or projects 
in technology. 

▪ Scope and Sequence: a Scope and Sequence provides a summary of what is being taught in a subject, the 
sequence it will be taught, an overview of the timing for each unit of work and the curriculum outcomes that 
will be assessed. 

▪ Standardised assessment: a formal assessment designed to measure a student’s ability compared to the 
standardised levels of achievement for their age such as NAPLAN, PAT testing, E-write, Essential 
assessments, CARS, Education perfect and fitness testing. 



▪ Summative assessment: an assessment conducted at the end of a unit of work, used to evaluate a student's 

https://www.vcaa.vic.edu.au/administration/vce-vcal-handbook/Pages/index.aspx
https://www.vcaa.vic.edu.au/curriculum/vet/Pages/index.aspx
https://victoriancurriculum.vcaa.vic.edu.au/
https://www.vcaa.vic.edu.au/curriculum/foundation-10/Pages/default.aspx?Redirect=2
https://www.vcaa.vic.edu.au/curriculum/foundation-10/Pages/default.aspx?Redirect=2
https://www.schools.vic.gov.au/english-online-interview
https://www2.education.vic.gov.au/pal/assessment-student-achievement/guidance
https://content.sdp.education.vic.gov.au/media/944


Requirements 
Requirements for the assessment of student performance in government schools are defined with reference to: 

▪ the Guidelines to the Minimum Standards and Requirements for School Registration (Minimum 
Standards for School Registration) issued by the Victorian Registration and Qualifications Authority 
(VRQA) 

▪ departmental policies relating to curriculum programs in schools. 
 
Minimum standards for school registration 
Under the minimum standards for school registration, Keysborough Secondary College has obligations in relation to 
assessment. Keysborough Secondary College must: 

▪ make sure there is ongoing assessment of each student’s performance, and that this assessment is 
embedded in the school’s curriculum program 

▪ assess student performance against the Victorian Curriculum F-10 achievement standards 
▪ formally record assessment information for every student 
▪ monitor student performance 
▪ have policies and procedures that outline expectations for the assessment, recording and monitoring of 

student performance 
▪ make sure that teachers, parent/carer(s) and students have access to accurate information about 

student performance. This requirement will be met through the minimum requirement for twice-annual 
formal reporting to parent/carer(s). Further policy and guidance on student reporting can be found 
at: Reporting Student Achievement and Progress Foundation to 10. 

▪ Keysborough Secondary College should note that effective reporting systems are continuous, including 
the sharing of assessment information formally and informally with parents/carers throughout the 
term/semester. 

 
Other Departmental requirements 
Keysborough Secondary College will document how it will assess student learning as part of the school-based 
curriculum program, including formative and summative assessment. 
 
Formative assessment is any assessment that is used to improve teaching and learning. It is timely and iterative. It can 
be immediate or planned. Best-practice formative assessment is where each step of the assessment process is deeply 
embedded in, and carefully considered as part of, the school’s curriculum program and teachers’ units of 
work/learning sequences. Formative assessment information enables teachers and students to answer questions like: 
How is learning progressing? What will be learned next? 
 
Summative assessments usually occur at the end of a unit of work/learning sequence. They are often formal 
assessment items or tasks that provide evidence of students’ knowledge, skills and understanding at a point in time. 
Summative assessments usually occur at the end of a unit of work/learning sequence. Summative assessments can 
also be used formatively, since they can inform future planning for student learning. 
 
Documentation of assessment at Keysborough Secondary College will involves identifying the what, when, how and 
who of assessment. Documentation will take the form of an assessment schedule, and/or be included in the College’s 
whole-school curriculum plan. 
 
Support to improve their formative assessment practices can be found on the Victorian Curriculum and Assessment 
Authority (VCAA) online resources which Keysborough Secondary College can use: 

▪ Guide to formative assessment rubrics 
▪ Develop your own formative assessment rubrics 
▪ Put formative assessments into practice. 

 
To support teachers to evaluate the impact of their teaching on student learning growth, the department has created 
the online Evaluate the impact of your teaching toolkit. 
 
The Guidance and Resources tabs provide further information and support around formative assessment strategies. 
 
Framework for Improving Student Outcomes (FISO 2.0) 
The department provides additional support to schools to strengthen assessment processes and practices as part of 
the Framework for Improving Student Outcomes (FISO 2.0). Within FISO 2.0, ‘Assessment’ is identified as one of 5 core 

https://www.vrqa.vic.gov.au/schools/Pages/standards-guidelines-requirements-for-schools.aspx
https://www.vcaa.vic.edu.au/curriculum/foundation-10/Pages/default.aspx?Redirect=2
https://www2.education.vic.gov.au/pal/reporting-student-achievement/policy
https://www.vcaa.vic.edu.au/assessment/f-10assessment/formative-assessment/Pages/default.aspx
https://www.vcaa.vic.edu.au/assessment/f-10assessment/formative-assessment/DevelopFormativeAssessmentRubrics/Pages/default.aspx
https://www.vcaa.vic.edu.au/assessment/f-10assessment/formative-assessment/formative-assessment-rubric-samples/Pages/default.aspx
https://www.education.vic.gov.au/school/teachers/teachingresources/practice/improve/Pages/evaluateimpactteaching.aspx
https://www2.education.vic.gov.au/pal/assessment-student-achievement/guidance
https://www2.education.vic.gov.au/pal/assessment-student-achievement/resources
https://www2.education.vic.gov.au/pal/fiso/policy


elements that together realise the goals of excellence and equity through developing the learning and wellbeing of 
every Victorian student. 
 
Keysborough Secondary College will align the design and delivery of school-based assessment to FISO 2.0. Online 
supports for the Assessment core element is available on the Guidance and Resources tabs of the Framework for 
Improving Student Outcomes (FISO 2.0)  FISO rEtcomes (FISO 2.0)

 

https://www2.education.vic.gov.au/pal/fiso/policy
https://www2.education.vic.gov.au/pal/fiso/policy
https://www2.education.vic.gov.au/pal/assessment-student-achievement/policy
https://www2.education.vic.gov.au/pal/assessment-student-achievement/policy
https://www2.education.vic.gov.au/pal/reporting-student-achievement/policy
https://www2.education.vic.gov.au/pal/reporting-student-achievement/policy
https://www.academy.vic.gov.au/
https://www.academy.vic.gov.au/
https://www.acara.edu.au/


RELATED VCAA RESOURCES 
▪ VCAA assessment principles 
▪ VCE Administration handbook 
▪ VCE Special provisions 
▪ VCE VET Programs scored assessment 
▪ Victorian curriculum F - 10 
▪ Vocational Education & Training 

 
RELATED DET POLICIES 

▪ Australian Curriculum, Assessment and Reporting Authority (ACARA) 
▪ Assessment advice 
▪ Assessment guidelines 
▪ Assessment in practice 
▪ Understanding assessment design 
▪ Supporting students with additional learning needs 
▪ Curriculum Programs Foundation to 10 
▪ EAL Support and Funding 
▪ Framework for Improving Student Outcomes (FISO 2.0) 
▪ Reporting Student Achievement and Progress Foundation to 10 

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

▪

https://www.vcaa.vic.edu.au/Documents/vce/VCEassessmentprinciples.docx
https://www.vcaa.vic.edu.au/administration/vce-vcal-handbook/Pages/index.aspx
https://www.vcaa.vic.edu.au/administration/special-provision/Pages/Index.aspx
https://www.vcaa.vic.edu.au/assessment/vet-assessment/Pages/VCEVETProgramsScoredAssessment.aspx
https://victoriancurriculum.vcaa.vic.edu.au/
https://www.vcaa.vic.edu.au/curriculum/vet/Pages/index.aspx
https://www.acara.edu.au/
https://www2.education.vic.gov.au/pal/assessment-student-achievement/policy
https://www2.education.vic.gov.au/pal/assessment-student-achievement/policy
https://www.education.vic.gov.au/school/teachers/teachingresources/practice/Pages/insight-practice.aspx
https://www.education.vic.gov.au/school/teachers/teachingresources/practice/improve/Pages/eitunderstand.aspx
https://www.schools.vic.gov.au/support-students-additional-learning-needs?Redirect=1
https://www2.education.vic.gov.au/pal/curriculum-programs/policy
https://www2.education.vic.gov.au/pal/eal-support/policy
https://www2.education.vic.gov.au/pal/fiso/policy
https://www2.education.vic.gov.au/pal/reporting-student-achievement/policy




Triangulation of data in Assessment 
Data plays a fundamental role in guiding the College’s instructional practice and accurately assessing student outcomes, as 
we strive for high quality education. Teachers are required to develop a manageable system of record-keeping that captures 
both formative and summative assessment results. 
 
Triangulation of data involves the process of analysing multiple sources of assessment data to provide a comprehensive 
understanding of a student's level of achievement. For example, multiple data sources may include observation of 
understanding demonstrated in class, PAT data, and a CAT assessment task graded against a marking schema. 
 
Teachers are expected to use a variety of data sources to inform their teacher judgements against the Vic Curriculum 
standards. The Edapt platform provides staff with access to a range of data collected across the College, this assists 
teachers to make comparison of their teacher judgement, standardised testing results including NAPLAN, PAT and 
OnDemand, student learning behaviours, attendance, and student’s growth data (based on standardised testing). 
Data is regularly updated in the system making Edapt an excellent tool to assist teachers with triangulating 
assessment data before the reporting cycle. 
 
Use of Compass Learning Tasks 
Learning Tasks are a vehicle for teachers to record student achievement, comment on progress made and provide 
support for student’s ongoing learning. It also provides student feedback and parent ongoing access to their child’s 
learning habits (eg. whether work is submitted on time) and achievements. 
 
As a minimum, all teachers are expected to put all assessment results on Compass, in addition to teacher feedback on 
each faculty area of assessment (ie: all common tasks).  Regular opportunities for students to reflect on their learning 
in response to teacher feedback are to be provided on Compass.  A Student Reflection on Compass could be a 
response to a teacher comment or question or, as a reflection on their own learning. 
 
What have they done well, what areas they may want to work on improving and how (strategies they will use). 
For information re specific faculty requirements, teachers must refer to the faculty assessment policies on Compass 
School Resources or speak to their Learning Area Leader. 
 
Creating Compass Learning Tasks 
It is the responsibility of the Leaders of Learning Areas to ensure all common and major assessment tasks (CAT’s and 
SAC’s) are set up accurately and pushed down to staff within their Learning Areas (faculties). All tasks that are 
attached to a semester report should contain the same naming conventions to ensure consistency. 
 
Naming Convention for Year 7‐10 CATs, VCE SACs and VM Outcomes: 

▪ For Year 7 – 10 classes, tasks should follow the format: Semester 1 Subject CAT: Task name 
▪ For VCE classes, tasks should follow the format:  Subject Unit_ SAC: Task name 
▪ For VM classes, tasks should follow the format:  Strand Unit_ Learning Outcome: Task name 

 
There is a checklist for staff to assist in creating learning tasks appears in the attached Appendices. 
 
Teacher Feedback Using Compass Learning Tasks 
Keysborough Secondary College provides teacher with the opportunity to give students continuous feedback via 
Compass. This includes comments on semester reports and individual Learning Tasks. Teachers are expected to 
provide ongoing feedback to all students on all faculty common assessment tasks and/or major assignments. 
 
All feedback written on Compass Learning Tasks must be addressed to the student and include guidelines for future 
learning. Comments should clearly describe what the student has achieved and what steps they can take to further 
improve their learning. Comments must be written using constructive (positive) language which is clear, specific and 
appropriate.  Grammatically correct sentence structure and spelling must be adhered to.  
 
While the comment is being written to the student, the parent audience must be considered. Therefore, subject 
specific ‘jargon’ should be avoided or defined to ensure it is understandable to parents. 
Students should be encouraged to reflect on their learning and teacher feedback. 
 
In the past, written feedback has been primarily ‘summative’ feedback.    However, the most valuable feedback is 
‘formative’ feedback and teachers must ensure this is provided on Learning Tasks, but also importantly, in everyday 
classroom practice and on student developmental pieces of work. 



 
Assessment task design 
Assessment tasks are developed to align with the curriculum and learning outcomes. They should be clear, specific and 
appropriate for the year level and subject. 
 
Common Assessment Tasks (CATs) are used throughout Years 7-10, they should be designed to provide the student, teacher 
and parent with reliable information on the student's achievement across the full range of intended subject outcomes. 
 
Learning Areas will determine the areas of assessment, examined in each of the CATs assessed during the semester, for their 
subject. Appropriate common assessment tasks for each area unit of study are then determined. The level of performance 
for each area of assessments is reported using a descriptive scale and assessment rubric in line with the Victorian Curriculum. 
 
Formative assessment 
Allows teachers to understand the learning needs of their students and guides the teaching program. Formative assessment 

https://www.vcaa.vic.edu.au/Documents/vce/VCEassessmentprinciples.docx
https://www.vcaa.vic.edu.au/Documents/vce/VCEassessmentprinciples.docx
https://www.vcaa.vic.edu.au/assessment/vet-assessment/Pages/VCEVETProgramsScoredAssessment.aspx


▪



 

https://www.vcaa.vic.edu.au/administration/vce-vcal-handbook/Pages/index.aspx
https://www.vcaa.vic.edu.au/administration/vce-vcal-handbook/Pages/index.aspx
http://www2.keysboroughsc.vic.edu.au/intranet/staff/files/curriculum/research/plagiarism_guidelines.pdf?rand=160552
http://www2.keysboroughsc.vic.edu.au/intranet/staff/files/curriculum/vce_units_1-4_assessment_moderation_process.pdf?rand=160552


 
To view the full details VCAA VCE Special provisions and the College Special Provisions Policy. 
 
Disability Inclusion student assessment 
Disability Inclusion education ensures that all students regardless of their abilities are provided with the necessary support to 
participate in assessments that demonstrate their full potential. The assessment of students with a disability needs to be 
continuous and holistic, focusing on understanding each student's unique strengths and areas for growth. 
 
Disability Inclusion students requiring modified assessment will engage in various formative and summative assessments that 
align with the Victorian curriculum, whilst catering to their individual goals and needs. Program support groups will help 
develop individual student profiles containing learning goals relating to literacy, numeracy and/or areas of specific need for 
individual students. Progress made toward achieving learning goals will be assessed and reported by the program support 
group.  
 
 

https://www.vcaa.vic.edu.au/administration/special-provision/Pages/Index.aspx
http://www2.keysboroughsc.vic.edu.au/intranet/staff/files/curriculum/exams/exam_special_provisions.pdf


https://docs.google.com/spreadsheets/d/13vPafQ59gTnPxaeUVlLQCv55rdWypwgr/edit?usp=sharing&ouid=104405371348258570024&rtpof=true&sd=true
http://www2.keysboroughsc.vic.edu.au/intranet/staff/files/reports/explanation_of_terms.pdf?rand=111773


o Humanities 
o LOTE 

o Humanities 
o LOTE 

Year 
10 

▪ Attendance for each subject 
▪ All subjects will report on 3 Common Assessment 

Tasks 
▪ Vic curriculum F-10 achievement 
▪ Semester exam for all subjects 

▪ Attendance for each subject 
▪ All subjects will report on 3 Common Assessment 

Tasks 
▪ Vic curriculum F-10 achievement 
▪ Semester exam for all subjects 

Years 
11-12 
VCE  

▪ Attendance for each subject 
▪ All Unit 1 and Unit 3 VCE subjects will report on 

learning outcomes 
▪ S/N result for Unit 1 & 3 subjects 
▪ Semester exam for all Unit 1 & 3 subjects 

▪ Attendance for each subject 
▪ All Unit 2 VCE subjects will report on learning 

outcomes 
▪ S/N result for Unit 2 subjects 
▪ Whole year exam for all Unit 2 subjects 
 
  No semester 2 report for Year 12 students 

Years 11-
12 VCE- 

VM 

▪ Attendance for each subject 
▪ All Unit 1 and Unit 3 VCE-VM subjects will report on 

learning outcomes 
▪ S/N result for the unit 

▪ Attendance for each subject 
▪ All Unit 1 and Unit 3 VCE-VM subjects will report on 

learning outcomes 
▪ S/N result for the unit 

VET 
courses 

▪ VET trainers report competencies on a continuous 
basis via the RTO’s portal 

▪ External VET students receive a progress report via 
the SELLEN portal 

 
No Semester 1 report for KSC VET courses 

▪ External VET students receive a progress report via 
the SELLEN portal 

▪ VET course competency report forwarded to schools 
for external students at the end of year, indicating all 
completed competencies 

 
No Semester 2 report for KSC VET courses 

 
 
VCE, VCE-VM and VET reporting to VASS 
 

 Semester 1 VASS results Semester 2 VASS results 

VCE ▪ Unit 1 & 3 S/N results 
▪ Unit 3 Outcome scores 

▪ Unit 3 SAT scores 

▪ Unit 2 & 4 S/N results 
▪ Unit 4 outcome scores 
▪ Unit 4 SAT scores 

▪ Unit 3&4 indicative exam grade 

VCE-VM ▪ Unit 1 & 3 S/N results ▪ Unit 2 & 4 S/N results 

VET  ▪ Summary of all VET competencies completed 

 
VCE, VCE-VM and VET scored program teachers are required to score and report on all outcomes. Teachers must assess all  indicative exam grade

https://www.vcaa.vic.edu.au/Documents/vce/VCEassessmentprinciples.docx


 
SECTION 3: GRADES AND GRADE DESCRIPTORS 
Learning Habits 
For all Years 7‐12 students, teachers are required to report on the 5P Learning behaviours. Guidelines for completing 
these learning behaviours may be found in the Keysborough Secondary College Handbook 
 
General Descriptors: Level at which students are meeting Learning behaviours 

▪ Excellent 
Consistently displays the learning habit at a high standard without the need for assistance or direction 
from the teacher. 

▪ Very Good 
Often displays the work habit, and does so without needing prompting or assistance from the teacher 

▪ Good 
Usually displays the work habit, but only with occasional prompting and/or assistance from the teacher 

▪ Acceptable 
Sometimes displays the work habit, but only with occasional prompting and/or assistance from the 
teacher 

▪ Needs Attention 
Rarely displays the work habit, often or always needing prompting and assistance from the teacher 

▪ Not Assessed (NA) 
Has not had the opportunity to display this Learning Habit 

 
It is assumed, in your role as a class teacher, that you would provide opportunities for all Learning behaviours to be 
demonstrated to some degree. Awarding of different levels of achievement is largely dependent upon the extent to 
which the student needs to be assisted in demonstrating the learning habit. 
 
The use of ‘NA’ is to be used sparingly and confined to students who have not had the opportunity to display the 
Learning behaviours 





As a general policy, the College intends to inform parents prior to students receiving a ‘Not Assessed’ or ‘Did Not 
Participate’. Prior to issuing ‘Not Assessed’ or ‘Did Not Participate’ for assessment, staff should notify Year Level 
Leaders. 
 
Common Assessment Tasks (CATs) 
Domain Leaders, in consultation with their learning area staff, determine the minimum number of pieces of work 
which must be completed for each area of assessment for each subject using the Keysborough Secondary College 
Reporting Guidelines found in the College Handbook. All Learning Areas must have agreed upon Common Assessment 
Tasks (CATs) at each year level which will be reported upon. The Domain Leader must make this information available 
to all staff teaching that subject early in the semester. 
 
It is every teacher's responsibility to ensure that they complete all required Common Assessment Tasks to enable 
them to give each student a valid grade for each area of assessment. Should this present any problems you must 
consult with the relevant Year Level Leader and/or Learning Area Leader. 
 





Progression Points are content based rather than skill based or concept –based, it is recommended that Bloom’s 
Taxonomy be used to inform decisions about how far advanced a student is beyond the expected standard. 
 
In a year-long subject, where some Victorian Curriculum 



Teachers are to provide continuous feedback to students throughout the semester on all Common Assessment Tasks 
and/or all major assessment tasks. 

▪ NOTE carefully: 
o Ensure the Victorian Curriculum levels are in line with the assessment grades and the feedback 

provided throughout the semester. 
  
  
B: VCE Reports 
Prior to starting reports, staff are to complete a results sheet for each VCE class taught to the VCE coordinators. On 
this sheet an S or N is written for each outcome. For details regarding reporting of results to VCAA refer to the Senior 
School Handbook. 
  
Guidelines for Writing Comments on VCE Reports or Progress 
Teachers are to provide detailed feedback to students throughout the semester on all common assessment tasks 
and/or major assessment tasks 
 
Process 

▪ Teachers document on the Compass template that the student requires a modified program for their 
subject.  

▪ Year Level Leader and the Inclusion Administration are notified in the compass notification chain. Both 
must approve the post 

▪ Parents are notified that a request for modification has been agreed (through the IEP).  
▪ The Year Level Leader is to consult with other subject teachers in regards to the student’s progress.  
▪ The Year Level Leader will complete an IEP for the student, to be reviewed each Semester.  





Rating 3  Usually - more often than not At Age Expected Level 

 

Student is demonstrating 
knowledge and 
understanding consistent 
with the expected state-
wide standard for this time 
of year. 

 

(level they should be) 

 

Medium 

 

Student is demonstrating 
knowledge and 
understanding consistent 
with what is expected for a 



APPENDICES  
Keysborough Secondary College Interim Report Assessment Descriptors 
 

Progress Report Descriptors  

KEYSBOROUGH SECONDARY COLLEGE ASSESSMENT AND REPORTING SCALE FOR YEARS 7 – 10 

ASSESSMENT AND REPORTING – Vic Curriculum achievement standards Years 7 – 10 
▪ Staff are required to make informed and consistent judgements about student progress against 

the achievement standards provided in the Victorian Curriculum for all learners. 
▪ These judgements should be evidence‐based and holistic judgements about where a student is 

located on the continuum of learning. 
▪ Evidence to make informed judgements for the Semester Report could include formal tasks like 

CATs, and developmental tasks or informal tasks such as class discussion and observation. 
▪ CATs should be designed so they provide enough breadth to cater for a range of student abilities 

across the learning continuum. 



VCE Achievement Standards 
 

 Keysborough Secondary College Achievement Standards reflecting Victorian Certificate of Education Assessment 

% Assessment Tasks Achievement Standards  

90 – 100% Very High  



Setting up Common Assessment Task (CAT) and School Assessed Coursework (SAC) at VCE. 
To maintain consistency across learning areas and faculties please follow the checklist below. 
 

Task 


