
 
 
 
 
  Activity  

 
TASK DESIGN 

Reviewing an existing task 

 
 
 
 
 
 
 
 
 
 
 

• In pairs, select a task that has already been developed and is intended for use in 
your subject.  

 
• Swap and read assessment tasks. As you read the task, use the proforma on the 

following page and make notes against the review questions. 
 

• Return each others’ tasks and discuss your notes 
 
• Identify gaps and amend the task instructions where appropriate.  
 
Note: You may find the following references useful for amending task instructions.
  
 
Generating top teaching ideas 
Process/Operational Words Used in Tasks

     Guiding questions for quality and suitability of an assessment task 
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Text Box
This activity is an activity developed by the SACE Board to support teachers to review  and potentially improve their assessment tasks.



Reviewing Assessment Tasks 
 
 

 
 Subject:                                     Assessment type: 
 
 Relevant specifications as described in the subject outline:  
 
 
 
 
 
 
 
 
Is the task valid? 

 
1. Read the purpose/aim of the assessment task, the assessment design criteria which are being 

addressed and the instructions to students on the assessment task. Do these align?  
i.e. If students follow the instructions on the task sheet, will the evidence they produce match the aim of 
the task and address the relevant assessment design criteria?  

 
Recommendations: 
 
 
 
 
 
 
 
 
 
 
 
2. Highlight the process/operational words provided in the task instructions (e.g. describe, explain, 

evaluate). If students follow the instructions on the task sheet, will they be able to demonstrate 
evidence of each selected assessment design criterion at a range of levels, including the highest level? 

 
Recommendations: 
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Does the assessment task layout and language support student success? 
 

1. List technical terms students will be required to know. Comment on whether students are likely to 
understand the terms or not. Is it clear to students what they must include and/or produce in order to be 
successful? 

 
Recommendations: 
 
 
 
 
 
 
 
 
 
 
 
2. Does the use of diagrams, cues, illustrations or graphics support students in understanding of what is 

expected of them? 
 

Recommendations: 
 
 
 
 
 
 
 
 
 
 
 
Is the assessment task inclusive? 

 
1. Is the assessment task culturally appropriate, avoids stereotypes, and not discriminating against 

groups of students? In what ways may the assessment task be adjusted to cater for students with 
special needs? 

 
Recommendations: 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Adapted from Quality assuring senior assessment instruments: A tool for schools 
Queensland Studies Authority www.qsa.qld.edu.au  
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(to
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e
/define)

Q
uestion

Key
G

raphics
Key

Info
Key

Brainstorm
ing

Key


W

hatis
yourposition

on...?


In
whatway

are
you

like...?


Listyourstrengths
and

weaknesses…


Describe
yourpersonal

experiences
/feelings


W

hatare
yourpersonal

goals
for...?


In

groups
of2/3/4,

show
how

…


Tella
partnerten

facts
you

know
about…


Play

a
card

/board
gam

e
based

on
recall

ofword
/num

berfacts
/

item
s

ofinform
ation




Use

m
aps

to…


M
ake

a
visualchartto

display...


Do
a

drawing
of…


To

show
whatyou

know,m
ake

a
book

/
picture

book
/collage

/
m

ural/poster


Illustrate
the

m
ain

ideas
in

a
story


Use

a
sim

ple
web

to…


Explain

how…
happens


Im

itate
the

m
ovem

ent
of...


Enacta
dram

a
to

show
how…

works
(eg

a
m

otor;an
electric

circuit;a
com

puter…
)


Play

charades
with

nam
es

ofbooks
/

characters
/m

ovies…


From

m
em

ory,sing
three

songs
about...


Learn

a
new

song
about…


Chantthe

tim
es

tables
to

rhythm
ic

clapping


Identify
the

instrum
ents

used
in

this
m

usic...


Nam
e

the
sounds

you
hearwhen…


M

ake
a

listof…


W
rite

10
facts

about…


W
hatis

the
m

eaning
of…

?


W
rite

in
yourown

words…


M
ake

a
basic

sum
m

ary
on…


Listattributes

of…


W
hatis

true
/false

about…


How

m
any…

?


M
ake

a
facts

charton...


Constructa
tim

e
line

from
the

given
inform

ation
to

show…


Use
logicalsteps

to
explain…


Look
forpatterns…


W

rite
the

form
ula

for...


Draw
up

a
table

offacts
about…

U
n

d
e
rsta

n
d

(to
explain

/
restate

m
ore

fully)
G

raphics
Key

Prediction
Key

Three
W

hys
Key

PersonalKey


W

hy
do

you
believe

…
?


Ifyou

were
…

,how
would

you
solve

this
problem

?


Sum
m

arise
how

your
own

experiences
relate

to…
(eg

the
change

in
weatherseasons

/the
writing

ofa
story...)


Explain

the
feelings

of…


W
rite

sim
ple

problem
s

…
(eg

m
aths;science;

socialissues)to
be

solved
by

others


Use
a

group
perform

ance
to

sum
m

arise
whatyou

know
about…

(eg
reconciliation

/the
watercycle)


Use

colourm
arkersto

classify…


Use
m

aterialobjects
as

a
visualm

etaphorto
dem

onstrate…


Sum
m

arise
whatyou

know
about…

in
a

…
(eg

m
indm

ap
/sketch

/
caricature)


G

ive
a

clearvisual
exam

ple
of…


Use

sign
language

to
show

understanding
of…


Use
body

m
ovem

ents
to

show
you

understand…
(eg

nervousness
/

friendliness
/electrical

flow
in

a
circuit..)


Sum

m
arise

whatyou
know

about…
in

a
…

.(eg
roleplay

/dram
a

/hand
m

ovem
ents)


Explain…

using
…

(eg
rhythm

ic
form

;song;
instrum

entalpiece)


Show
thatyou

understand
the

m
ajor

points
in

…
(eg

newspaperarticle
/

book...)by
using

…
(eg

rap
/song

/choral
speaking…

)


Explain

how
to…


Discuss…


Debate…


Restate

…
in

yourown
words


Explain

the
cause-and-

effectof…


Sum
m

arise
whatyou

know
about…

in
a

single
paragraph


W

rite
a

clearexam
ple

ofthe
conceptof…


Describe

in
clearlogical

steps
how

to...


Look
forsim

ple
patterns


Sum
m

arise
whatyou

know
about…

in
a

…
(eg

graph
/table)


Translate

…
(eg

a
word

problem
)into

num
erical

form


G
iven

the
inform

ation
you

now
have,draw

up
a

logicalconclusion

A
p
p
ly

(to
dem

onstrate
/

to
putinto

practice)
Decision

Key
Action

Key
Ripples

Key
Inventions

Key


Draw

a
tim

eline
foryour

own
day

/year/lifetim
e


M

entally
rehearse

a
skill,and

then
do

it


Design
a

plan
for

putting
yourgoals

into
action


Ifyou
m

et…
,whatfive

questions
would

you
m

ostlike
to

ask?


Pretend

to
be

…
(eg

a
fam

ous
person)and

be
interviewed

by
the

class…


Conducta
class

survey…


Identify
a

social
problem

in
your

com
m

unity,and
create

a
plan

forresolving
the

problem


To

show
whatyou

know,m
ake

a
book

/
picture

book
/collage

/
m

ural/poster


Illustrate
the

m
ain

ideas
in

a
story


Take

photographs
to

show
whatyou

learned…


Design
icons

to
m

ake…
easierto

understand


Use

rap
/dance

/m
im

e
to

dem
onstrate

your
perspective

about...


Constructa
basic

m
odel…


M

ake
a

dioram
a

of…


O
n

the
schooloval,

m
ark

outthe
reallife

size
of…

(eg
an

explorer’s
boat;the

Space
shuttle…

)


Rewrite

words
ofyour

favourite
song,to

learn
new

inform
ation

about...


Develop
a

rhythm
ic

pattern
to

help
m

em
orise…


Create

an
accom

panim
entfor

…
(ads

/stories
/

videos...)


Subm

itan
application

for...


W
rite

a
com

m
ercialfor.


W

rite
postcards

/letters
to

book
characters

/
fam

ous
people


W

rite
a

news
report

about...


M

ake
a

basic
flow

chart
to…


Constructa
tim

e
line...


Fillin

a
m

atrix
(with

m
aths

operations
such

as
finding

area,
squaring

num
bers,…

)
Draw

a
m

odelto
show

how…
(eg

an
engine;fire

extinguisher)works
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A
n
a
lyse

(to
think

m
ore

deeply;
to

investigate)
Q

uestion
Key

Com
m

onality
Key

Reverse
Key

Brick
W

allKey
Ridiculous

Key


Investigate

allthe
factors

thatcould
influence

you
in…


Analyse

the
thinking

patterns
thatyou

use
in

…
(various

situations
/

problem
s)


Develop

a
‘process

folio’thatoutlines
how

you
com

plete
your

differentlearning
tasks


Com

pile
a

notebook
of

yourresponses
to…


Analyse

the
reasons

for…


Analyse
an

issue
/topic

from
atleasttwo

differentperspectives...


Investigate
the

needs
of…


How

m
ight…

(a
group,

organisation,team
,

fam
ily)respond

to…
?


Analyse

the
feelings

of…
during…


Analyse

the
reasons

for…


Constructa
Venn

diagram
to

com
pare

and
contrast…


How

m
any

otherways
could…

?


Use
a

visualflow
chart

to
represent…

(a
m

aths
operation

/a
socialdynam

ics
issue

/
a

storyline…
)


Investigate

how
the

parts
interactin…


Com

pare
the

m
ovem

ents
of..


Classify

the
m

ovem
ents

of…


How
m

any
otherways

could…
?


Conductresearch

on
this

issue,and
present

yourfindings
in

a
series

ofm
im

es
/a

shortplay


Analyse

the
reasons

for…


Investigate
…


Draw

up
a

Sound
M

ap
foryourschool


Conductresearch

on
this

issue,and
present

yourfindings
in

a
series

ofsongs
/raps


Com

pare
and

contrast
differenttypes

ofm
usic

used
in

ads
/m

ovies
/

sitcom
s…


W

hatreally
is

…
(an

abstractconceptsuch
as

trust,am
bition,

cooperation,racism
)?


Analyse

the
reasons

for...


Com
pare

and
contrast

different…
(genre

/
characters

/storylines
/

responses
/attitudes

/
beliefs

/theories)


Investigate…

.


Analyse
the

reasons
for…


W
hatif...?


Play

20
Q

uestions


Conductexperim
ents

to
prove

yourhypothesis


Separate
…

from
…

(eg
factfrom

opinion)


Create
a

table
to

show…

D
e
sig

n
(to

create
new

ideas
/

perspectives)
Brainstorm

ing
Key

M
atrix

Key
Im

provem
ents

Key
BAR

Key
Prediction

Key
Inventions

Key


Design

a
personal

action
plan

to…


How
would

you
solve

the
com

plex
problem

of…
?


Challenge

yourbeliefs
on…

by…
.


How

could
you

im
prove…

?


M
ap

outyourown…
(eg

careerplan
/

learning
journey)over

the
nextfew

years


Design

positive
gam

es
forgroups

to…


Design
key

questions
fora

group
discussion

about…


Design
a

setofcriteria
for...


Design

a
team

solution
to...


Plan

a
cam

paign
to

challenge
people’s

thinking
on…


Develop

an
innovative

webpage


Redraw…
to

im
prove...


Design

an
all-new

boardgam
e

for…


Re-design
cartoons

/
book

covers
/com

puter
graphics

…


Develop
a

visual
m

etaphorthat
represents…


M

ake
an

unusual…


Create
a

freeze
fram

e
to…


Design
an

object(eg
a

toy
/a

tool...)for…


Design
a

setofcriteria
for...


In
team

s
of…

(4
/5

/6),
design

a
roleplay

to
show

how…
(laser

beam
s

/
photosynthesis)works


Create

jingles
/songs

to
help

others
rem

em
ber…

(scientific
/

m
aths

form
ulae…

)


Create
originalsounds

as
background

for…


Rewrite
known

songs,
and

add
/delete

issues
/scenes

/characters
in

orderto
…


Design

a
strategy

to..


M
ake

an
unusual…


W

rite
a

dialogue
between...(a

torch
and

a
candle;an

anim
ate

and
an

inanim
ate

object;…
)


Create

an
argum

entto
persuade

people
to…


W

rite
a

proposalto
convince…


Create

lim
ericks

for…


Design

a
setofcriteria

to
judge…


Design

a
better

experim
ent...


Create

estim
ates

for...


Design
a

new
code

for…


Use
a

word
m

atrix
or

story
grid

forcreative
writing

ideas

E
va

lu
a
te

(to
determ

ine
quality

of
product/process)
Perspectives

Key
Rubrics

Key
Decision

Key


Evaluate

the
success

of
yourpersonalgoals


W
hich

stage
ofyourlife

was
the

m
ost…

(challenging;
am

using;exciting…
)?

Explain
why.


Rank

yourpersonality
traits

from
strongestto

weakest.


W

hich
ofthe

two…
would

be
best

for…
?


Play

gam
es

designed
by

otherstudents,and
offerpositive
suggestions

for
im

provem
ents


W

hich
stage

of…
(eg

G
andhi’s)life

was
the

m
ost…

(challenging;
am

using;exciting...)


Develop

criteria
for

evaluating
book

covers
/com

putergraphics
/

icons
/websites


Have

a
pros

and
cons

debate
aboutthe

visual
worth

of…


W
hich

one
is

m
ore

pleasing,and
why?


Choose

the
m

ost
effective

…


W

hich
is

the
best

perform
ance?

Explain
why.


W
hich

ofthe
…

(training
program

s,
m

ovem
ents,devices)

bestm
eets

the
needs

of…
(targetgroup)


Decide

which
was

the
best…

(dem
onstration,

presentation)…
(list

options)


W

hich
is

the
best

perform
ance?

Explain
why.


Review

a
m

usical
perform

ance
from

the
perspective

ofa
fam

ous
m

usician


W
hich

ofthe
…

(3
protestsongs;advert
jingles…

)is
m

ost
effective?

Justify
your

answers.


W

hich
one

is
m

ost
effective?

…
(state

the
choices)


Have

a
pros

and
cons

debate
about…


Choose

the
five

m
ost

im
portantquestions

to
explore

the
issue

of…


W
rite

recom
m

endations
for...


Rate

…
(a

series
of

choices)from
m

ostto
leasteffective.Justify
yourchoices.


Categorically
prove

this
statem

ent.


Justify
the

decision
to...

(eg
invade

a
country;

change
a

career)

N
B

.O
nly

use
this

m
atrix

after
you

have
clarified

your
culm

inating
activity

/assessm
enttask

/core
task,and

your
outcom

es.T
he

activities
thatyou

generate
w

ith
this

m
atrix

m
ustbe

in
context.T

his
m

atrix
m

ustnotbe
used

in
isolation.

Developed by Tony Ryan. [www.tonyryan.com.au] tony@
tonyryan.com.au

Developed by Tony Ryan. [www.tonyryan.com.au] tony@
tonyryan.com.au
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Process/Operational Words Used in Tasks 
Process/operational words are specific about the cognitive process required by a student within a given 
genre/text type. Nonetheless, some variation occurs across different learning areas (eg explain in 
History and Physics can vary). 

Glossary of Terms Prepared by the NSW Board of Studies for HSC Students 2002 
Account Account for: state reasons for, report on. Give an account of: narrate a series of events or 

transactions 

Analyse Identify components and the relationship between them; draw out and relate implications 

Apply Use, utilise, employ in a particular situation 

Appreciate Make a judgement about the value of 

Assess Make a judgement of value, quality, outcomes, results or size 

Calculate Ascertain/determine from given facts, figures or information 

Clarify Make clear or plain• 

Classify Arrange or include in classes/categories 

Compare Show how things are similar or different• 
Construct Make; build; put together items or arguments 

Contrast Show how things are different or opposite 

Critically 
(analyse/ 
evaluate) 

Add a degree or level of accuracy, depth, knowledge and understanding, logic, questioning, 
reflection and quality to analysis/evaluation) 

Deduce Draw conclusions 

Define State meaning and identify essential qualities 

Demonstrate Show by example 

Describe Provide characteristics and features 

Discuss Identify issues and provide points for and/or against 

Distinguish Recognise or note/indicate as being distinct or different from; to note differences between• 
Evaluate Make a judgement based on criteria; determine the value of 

Examine Inquire into 
Explain Relate cause and effect; make the relationship between things evident; provide why and/or how 
Extract Choose relevant and / or appropriate details• 
Extrapolate Infer from what is known 

Identify Recognise and name 

Interpret Draw meaning from 

Investigate Plan, inquire into and draw conclusions about 

Justify support an argument or conclusion• 
Outline Sketch in general terms; indicate the main features of • 

Predict Suggest what may happen based on available information 
Propose Put forward (for example a point of view, idea, argument, suggestion) for consideration or action 
Recall Present remembered ideas, facts or experiences 
Recommend Provide reasons in favour 
Recount Retell a series of events 
Summarise Express, concisely, the relevant details 
State Present ideas clearly and concisely. Details, illustrations or examples may be left out 
Synthesise Putting together various elements to make a whole 
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