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Philosophy and Enrolment
At Saint Ignatius College, we aspire to form young men and women in the spirit of seeking the
magis; through fostering growth in their ability to be discerning persons, our purpose is that they
will come to a fuller understanding of themselves as loved by God, and invited by Christ to
participate in creating a better world where goodness, peace and justice reign.
While we endeavor to have aspects of Ignatian Spirituality permeating the total environment and
programs in our college, there are key experiences when students are given an in-depth experience
of its essential elements.
VCE/ VCAL Enrolment
Enrolment in a VCE/ VCAL senior pathway is conditional upon completion of:
• VCE/ VCAL Student Personal Details form
• VCE Subject Selection Form
• VCAL Application Form
• VCE Permission to use ATAR form (for those completing VCE only)
• VCAL Permission for Extended Distribution of Results and Further Education Offers (for
those completing VCAL only)
Introduction
The Victorian Certificate of Education (VCE) and Victorian Certificate of Applied Learning
(VCAL) are conducted under the auspices of the Victorian Curriculum and Assessment Authority.
Completion of the VCE or VCAL may lead to a variety of future options including employment
and/or further study at TAFE or University.
At Saint Ignatius College our guiding principle is to ensure each student achieves their best by
recognising their own gifts and talents. We strongly encourage students entering the senior years of
schooling to select subjects for which they have demonstrated a propensity and clear capability.
Both the VCE and VCAL reflect the College’s commitment to academic rigour and we strive to
achieve results for each student that exemplifies excellence for that student. To that end we will
guide students into courses that are appropriate to them and will be proactive in ensuring their
capacity to undertake selected studies or combinations of subjects prior to the commencement of
their final years.
Students and parents need to be aware that the move into senior secondary education has additional
responsibilities for students and increased expectations. For example, skills such as time
management and organisation will be dependent more on the student’s own self-discipline and selfmotivation than in previous years.
Saint Ignatius College provides course selection and careers advice to all students. However, it is
important that, before committing to a particular course, students and parents avail themselves of
other information beyond this guide. These additional sources may include past and present
students, current teachers, other parents, employer groups, tertiary institutions and career centres.
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Key Principles
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)

This policy draws on relevant VCAA principles, policy and recommendations for
assessment and reporting in the VCE, VET and VCAL.
It is essential that students and teachers are informed and have a working knowledge of the
contents of this document.
It reflects our own school philosophy.
It is a whole school policy applying to all faculties and teachers.
Our policies and practices are designed to assist students to succeed in their Senior
Pathways.
Given the need for policies and procedures, we should make these as practicable, realistic
and non-onerous for teachers and students as possible.
It is important not to provide teachers and students with unreasonable and unfair demands.
If teachers and the school made reasonable efforts to assist students to succeed then students
must accept the ultimate responsibility for their own actions and behaviour.
In fairness to all students and to all teachers there needs to be consistency in the way
procedures are carried out.
Victorian Certificate of Education

The Victorian Certificate of Education (VCE) is usually a two-year program of study. The program
is made up of semester (2 terms) length units. At Saint Ignatius each student is expected to study at
most 24 units over the course of their VCE years. Year 11 Students will study 12 units over two
semesters. Year 12 students will study at most 10 units over two semesters.
In order to complete the VCE, students must satisfactorily complete:
(a) At least 3 units of English, with 2 being Unit 3 and Unit 4 level of either English, English
Language or Literature;
(b) At least 3 sequences of Unit 3 & 4 subjects other than English, including VCE VET Units 3 & 4
sequences;
(c) At least 16 VCE units;
(d) Minimum of 50 hours class time per unit (as per VCAA requirements).
Students will be exempted from the requirement to take 5 subjects in Year 12 if:
• they have already successfully completed 2 x Unit 3-4 subjects in Year 11 with a study score
of 35 or above OR;
• they are undertaking additional study such as a University subject outside of SICG (with a
minimum of 40 hours of class time per unit) OR;
• they are a Special Needs/Special Provision student OR;
• they are undertaking a special program outside of school necessitating significant amounts
of training and/or competition and/ or absence from school (usually refers to elite sport) that
could not reasonably be put off until after Year 12.
For further information on subjects, please navigate to:http://www.vcaa.vic.edu.au/Pages/vce/studies/index.aspx
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Victorian Certificate of Applied Learning
The Victorian Certificate of Applied Learning (VCAL) is a hands-on option for Years 11 and 12
students. The VCAL gives you practical work-related experience, as well as literacy and numeracy
skills and the opportunity to build personal skills that are important for life and work. Just like the
Victorian Certificate of Education (VCE) it is a recognised senior secondary qualification. The
VCAL aims to provide students with the skills, knowledge and attitudes to make informed choices
about pathways to work and further education.
Students who do the VCAL are likely to be interested in going onto training at a Technical and
Further Education (TAFE) institute, starting an apprenticeship, or getting a job after completing
school.
The Victorian Certificate of Applied Learning (VCAL) is accredited at three award levels:
Victorian Certificate of Applied Learning (Foundation)
Victorian Certificate of Applied Learning (Intermediate)
Victorian Certificate of Applied Learning (Senior).
The three qualification levels provide flexible entry and exit points for a range of student abilities
and interests and offer a clear progression for skills, knowledge and attitudinal development. If you
choose to transfer into VCAL at the completion of VCE Units 1 & 2 you will receive credit for any
units you have completed.
Study Guide and The Use of Study Periods
Homework and study are essential if you are to complete VCE or VCAL to the best of your ability.
Homework is used to complement and supplement the study of each subject, while study (often
overlooked) aims to increase student understanding and retention of knowledge through
encouraging ongoing, independent learning. In VCE you need to find two and a half to three hours
to complete homework and study each night. While the amount of homework set each night may
vary, each student should allocate time to complete set tasks as well as study.
Homework
Homework tends to be task oriented, teacher directed and has set completion dates that students
must meet. The types of homework set by teachers may be:
(a) Practical exercises – providing students with the opportunities to apply new knowledge, or to
review, revise and reinforce newly acquired skills.
(b) Preparatory homework – providing opportunities for students to gain background information so
they are better prepared for future lessons.
(c) Extension assignments – encouraging students to pursue knowledge individually and
imaginatively.
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Study
Study tends to be student centred, self-initiated and should be ongoing in nature. Study can take the
following forms:
• Re-reading class notes
• Practicing vocabulary
• Revision of work completed earlier
• Wider reading
• Re-organising folders and notes
• Re-reading texts and novels
• Summarising notes and further reading
All students should use their College diaries to record homework. Us

e of St

Study Periods
When students have scheduled supervised study lessons, this will appear on their timetables. It is a
requirement of the College that students attend these sessions and come suitably equipped to
complete private study. Students who do not attend these study periods will be considered to be
truant and will be dealt with under the college discipline policy.
Student Programs
All students should be encouraged to complete a full study program.
Students may apply for a variation to a “normal” load of subjects and this will be reviewed on an
individual basis. This should be done in writing to the VCE/ VCAL Coordinator. Consideration for
the following reasons would be assessed:
• Illness
• State/National Representation
• Special Needs
• Learning Difficulties
• Other reasons may be considered.
Changing VCE Subjects
A student needs to notify the VCE Coordinator in writing of their intent (obtain a VCE Change of
Subject Request Form). If a change is able to be accommodated the student then needs to complete
the following:
• Arrange a time for an interview with the VCE coordinator in order to discuss the changes to
the student timetable.
• Complete the sheets needed to formalize the change and submit them with the relevant
signatures.
• Wait until a new timetable is distributed to the student.
Students must not change classes until they are in receipt of a new timetable – which will
be distributed to students as the earliest possible time.
The final dates for changes are:
Unit Three - Semester One – Week 1 of Term 1
Unit One – Semester One – Week 2 of Term 1
Unit Two - Semester Two – Week 2 of Term 2
6
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Exiting the College before the end of year
A student, who decides to exit school before the end of the year, must complete a ‘School Exit’
form (these are available from the College Front Office). This form must be signed and returned to
the Front Office to be sent to VCE/ VCAL Coordinator and Year Level Coordinator before their
last day.
VCE to VCAL Transfer

RATIONALE
All students at Saint Ignatius College are offered ongoing pathways advice throughout each year of
their attendance. Senior student participation at career information days and evening course
information events. Attendance at such events is encouraged for all students and parents to ensure
that all are well informed about pathway options at the College.
A comprehensive and rigorous program of course counselling is offered to students prior to their
selection of subjects and programs in their senior years at the College. However, there are times
when students find the selections they have made have not proven to be the best option for their
chosen pathways. They may at this time wish to transfer from VCE to VCAL or VCAL to VCE.
The College must manage the granting of such transfers so as to support student needs whilst
balancing student learning as well as the operations of the College. Transfers need to be managed in
a fair and equitable manner whilst ensuring the integrity of the programs on offer.
PURPOSE
This procedure aims to establish a clear process for administering transfers which provides for:
•
•
•
•
•

Recognition of the need of the school to deliver its educational program
Recognition of the needs, wishes and entitlements of students
Fair and impartial decision making
Flexibility to accommodate pressing personal circumstances where possible
Recognition of the authority of the Principal as the decision maker in all matters covered in
the policy.

TRANSFER PROCEDURE:
•
•

The procedure is to be read in conjunction with information contained in the Senior
Pathways Handbook 2019
Delegated authority for the approval generally rests with the Principal. Nominations for
transfer will be put forward after consultation has occurred between the VCE & VCAL
Coordinator and relevant Year Level Coordinators, as well as the Careers Counsellor.

IMPLEMENTATION
•
•

All applications for transfer shall be submitted in writing (using the applicable transfer
forms), meeting College determined and communicated deadlines and include the required
information.
All applications for transfer shall be considered in line with the published timeline, with a
response in writing provided as quickly as possible.
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o All Semester one transfers must be completed by the second week of Term One
o Any student wishing to transferring into VCAL after Week four of Unit 1 must have:
A VET subject as part of their program
Ability to organise a work placement for the relevant day of placement
An understanding that required OH&S units must be completed prior to
undertaking work placement.
Undergone Career counselling with the VET/Careers coordinator and/or
relevant YLC
Met with the VCE and VCAL Coordinator
Mid-year transfers for Year 11 VCE students into Year 11 VCAL will only
be considered in exceptional circumstances
Mid-year transfers for Year 12 VCE students into the Year 12 VCAL
program will be discouraged unless the student is wishing to complete a
three-year Senior school program.
o Copies of all transfer applications should be kept in the students file (on Xuno).
Factors that will be taken into account in considering transfers include:
•
•
•

DEECD Policies
The integrity of the school program delivery
The circumstances, needs and rights of the student, including health issues, compassionate
and/or compelling personal circumstances.

Important Considerations relating to transfer of VCE students into the VCAL program
•
•
•
•
•
•

Attendance
Responsibility for own learning
Levies
VCAL Curriculum
VET
SWL – one day per week semester 2 for Year 11 and one day per week for Year 12 students
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Transfer to VCAL from VCE Flow Chart

Discuss options with
relevant YLC

Parent/guardian
and student meet
with WAFE
Coordinator to
review pathway.

• Discussions to be
documented on XUNO
under "Career plans"
using proforma.

Meet with the VCE
Coordinator to
discuss pathway
and program
options

• Discussions to be
documented on XUNO
under "Career Plans"
using proforma.

Complete transfer
form and lodge with
VCAL Coordinator

Additional parent
meeting with YLC,
VCE & VCAL if
required.

Application
approved or denied
in writing.

• Timetabler to
be informed
and VASS
adminstrator
notifed
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Transfer to VCE from VCAL Flowchart
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Attendance
Attendance in the classroom is vital if a student is to successfully complete their VCE or VCAL
studies. The volume of work to be covered in all subjects is such that even if they are absent for
even a brief period a student’s progress may be adversely affected. Access to textbooks, computer
programs, tutors and the like are all valuable aides to student performance but there is simply no
substitute for being in the classroom and interacting with the teacher and other students.
Regular attendance in class is also vital for allowing teachers to authenticate student work; extended
absence from class, makes authentication of student work very difficult, if not impossible. If a
teacher is unable to authenticate student work the student risks failing the outcome and therefore the
unit. It is for this reason that the attendance policy at VCE and VCAL level is so stringent.
The school requires that all VCE and VCAL students maintain 100% attendance with the exception
of explained absences for illness, co-curricula involvement and other legitimate exemptions. The
VCAA also stipulate that students must complete a minimum of 50 hours contact time per unit. If a
student’s attendance is less than 80% (Explained and Unapproved Absences combined) they will be
unable to satisfy the 50 hour requirement and will receive an ‘N’ result for that unit. Student
attendance will be marked every lesson. In the event of a teacher being absent, students are
expected to attend class in the designated room – the teacher assigned to take the lesson will take a
roll.
These VCAA requirements mean that a VCE student may complete all work requirements and
return satisfactory assessment results, but may still receive an overall “Not Satisfactory” for a
subject if their attendance record is unsatisfactory.
Where a student has been absent from school for a prolonged period because of illness, or other
special circumstances. The student/parents should make an appointment with the YLC and VCE/
VCAL coordinator to discuss transition back to school and the implications of the prolonged
absence.
Monitoring of Attendance
Through the use of XUNO, student attendance will be monitored on a regular basis. In the first six
weeks of each semester, any student whose attendance is less than 80% will receive a notification
asking for an explanation and an assurance that further absences will be limited. Monitoring will
then take place at the end of the term.
This process will continue at each mid term and end of term for the remainder of the year. Where
attendance falls below 80%,VCE, VCAL or YL Coordinator will make contact and the student will
be expected to makeup this time. Students will be issued with an “Attendance Redemption”
booklet, in which it is the student’s responsibility to keep a record of time that has been redeemed
and the associated work that has been completed during this time.
Absences from school
Notes from Parent/Guardians are required for any absence upon a students’ immediate return to
school. Notes/certificates should be presented to the subject teachers by the students and then filed
by the Homeroom teacher. Social family problems necessitating an absence beyond three days
should be communicated to the VCE or VCAL Coordinator or Year Level Coordinator.

Parents are requested not to make arrangements for family holidays that may affect senior students
during the school year. Holidays are regarded as Unapproved Absences and may have serious
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consequences in regard to a students’ ability to successfully complete their VCE or VCAL. Where
there has been an extended absence, there may not be the opportunity for the student to redeem the
necessary time. In such cases the student will receive a Not Satisfactory result.
Absences from Outcome Assessment Tasks (SACs or SATs):
Students who are absent when SAC/SATs are conducted will not receive a score unless their
absence is approved.
For Unit 3/4 this must be confirmed with a medical certificate or Statutory Declaration (signed by
parents/ guardians), indicating clearly why the student was unable to attend school on that particular
day.
For Unit 1/2 a Statutory Declaration (signed by parents/ guardians) explaining the reason for the
absence is required.
Students in all VCE subjects are required to complete SAC tasks in which they were absent during
Monday or Wednesday afterschool SAC redemption time. Teachers will issue a letter to students
indicating the date on which the assessment task will occur. If students are unable to attend on the
scheduled date they need to inform their subject teacher and VCE coordinator for the reason and
make an alternative date. Students may receive a grade of N for unsatisfactory reasons and failure
to complete SAC tasks within the agreed timeline.
The VCE Coordinator and/or Principal retains the discretion to allow a score to be included when a
student has been absent and there are genuine reasons for the absence that are to be taken into
consideration.
Authentication rules for School-based assessments.
All School based assessment will be completed by students in silence with no assistance from any
third party. Teachers conducting the assessment will give clear instructions on the following prior to
the commencement of the task:
• Length of the task
• Permitted materials
• Reinforce any task completed must comply with the VCAA examination rules.
The VCAA sets down several rules that students must observe when preparing School-based
assessment. These rules apply to School-assessed Coursework (SACs) and School-assessed Tasks
(SATs). A student undertaking School-based Assessment must comply with VCAA examination
rules. In addition, the VCAA sets out rules related to authentication, which a student must observe
when preparing work for assessment by the school:
1. A student must ensure that all unacknowledged work submitted for assessment is genuinely
his/her own.
2. A student must acknowledge all resources used, including:
− Text, websites and source material
− The name(s) and status of any person(s) who provided assistance and the type of
assistance provided.
3. A student must not receive undue assistance from any other person in the preparation and
submission of work.
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Acceptable levels of assistance include:
− The incorporation of ideas or material derived from other sources (e.g. by reading,
viewing or note-taking), but which has been transformed by the student and used in a
new context
− Prompting and general advice from another person or source which leads to refinements
and/or self-correction.
Unacceptable forms of assistance include:
− Use of, or copying of another person’s work or other resources without
acknowledgement.
− Corrections or improvements made or dictated by another person.
4. A student must not submit the same piece of work for assessment in more than one study, or
more than once within a study.
5. A student who knowingly assists other students in a breach of rules may be penalised.
6. A student must sign an authentication record for work done outside class at the time of
submitting the completed task. This declaration states that all unacknowledged work is the
student’s own.
7. A student undertaking School-assessed Coursework or School-assessed Tasks tests must
comply with examination rules.
Teachers who believe that a breach of rules (including authentication rules) has occurred in a
School-based Assessment should report the incident directly to the VCE Coordinator. Any matter
that involves a breach of rules will be handled according to the current VCAA, VCE Administrative
Handbook 2021

General Achievement Test (GAT)
It is a VCAA requirement that all students and senior VCAL enrolled in a Unit 3 / 4 sequence must
sit the GAT. The GAT will be conducted on Wednesday June 9th 2021
Exceptions are students that are:
• Visually, hearing or physically impaired
• Prevented by illness (A Doctor’s certificate is required)
In the above cases, contact needs to be made with the VCE Coordinator.

Holidays and Early Finishing
Families of VCE students are requested not to choose holidays during the school terms.
Due to VCAA time requirements in all Units students are usually not be able to holiday during the
school term. Also extended breaks often jeopardise student performance in terms of lost tuition.
Students attempting Assessed Coursework in Unit 3 / 4 subjects will not in most cases be able to
have them rescheduled to leave early for holidays during the school term.
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ALL students attempting Unit 1/2 subjects will be expected to sit all their end of semester exams.
The exams have educational merit. They are used as both indicators of aptitude and competency
levels and provide a predictor as to the suitability of a student to pursue further studies in a
particular subject area.
Achievement and Satisfactory Completion
The VCE is awarded on the basis of satisfactory completion of units, according to VCE
requirements.
VCE Assessment Principles
Assessment is an integral part of teaching and learning that, at the senior secondary level:
•

identifies opportunities for further learning

•

describes student achievement

•

articulates and maintains standards

•

provides the basis for the award of a certificate.

As part of VCE studies, assessment tasks enable:
•

the demonstration of the achievement of an outcome or set of outcomes

•

judgment and reporting of a level of achievement on a task or collection of tasks for Schoolassessed Coursework, School-assessed Tasks or examinations.
Satisfactory Completion of an Outcome and Unit Results

For satisfactory completion of a unit a student must demonstrate achievement of each of the
outcomes for the unit that are specified in the study design. This decision will be based on the
teacher’s judgment of the student’s performance on tasks designated for the unit.
Achievement of an outcome means:
• The work meets the required standard as described in the outcomes
• The work was submitted on time;
• The work is clearly the student’s own;
• There has been no substantive breach of rules.

If all outcomes are achieved, the students receives S (Satisfactory) for the unit.
A student may not be granted satisfactory completion if:
• The work is not of the required standard as described in the outcomes;
• The student has failed to meet a school deadline for the assessment task, including where an
extension of time has been granted for any reason;
• The work cannot be authenticated;
• If the material presented is offensive in nature, especially if it contains racial, anti- religious
or homophobic language, pictures or slogans or
• There has been a substantive breach of VCAA or school rules, including school attendance
rules.
If any of the outcomes are not achieved, the student receives a (N) Not Satisfactory result. Where a
student has completed the work but there has been a substantive breach of class attendance, the
student may be awarded an N result.
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Assessment of Unit 1 and 2 Units
Unit 1 and 2 assessment of Outcome tasks are entirely school-based.
The method by which SAC grades will be assessed will vary from class to class. Teachers will
make this information available to students at the earliest possible time. All tasks are based on
Outcome skills as specified in the Unit Study design.
Assessment of Unit 3 and 4 Units
Schools are responsible for the initial assessment of School-assessed Coursework (SAC) and School
Assessed Tasks (SATs).
Student performances are assessed on tasks specified in each subject study design that VCAA
provides. This includes advice on suitable criteria and mark allocations.
The SAC marks given to students and their total scores may change because of statistical
moderation.
Notice of a scheduled Unit 1/2 Outcome Task or Unit 3/4 SAC/SATs will be given to student at
least one week before the due date.
The following are the principles that underpin all VCE assessment practices. These are extracted
from the VCAA Principles and guidelines for the development and review of VCE studies
https://www.vcaa.vic.edu.au/Pages/vce/generaladvice/index.aspx VCE assessment principles
(January 2019)
This means that it will enable judgments to be made about demonstration of the outcomes and
levels of achievement on assessment tasks fairly, in a balanced way and without adverse effects on
the curriculum or the education system. The overarching concept of validity is elaborated as
follows.
VCE assessment should be valid and reasonable
The curriculum content to be assessed must be explicitly described to teachers in each study design
and related VCAA documents. Assessment instruments should not assess learning that is outside the
scope of a study design.
Each assessment instrument (for example, examination, assignment, project, practical, oral,
performance, portfolio or presentation) should give students clear instructions. It should be
administered under conditions (degree of supervision, access to resources, notice and duration) that
are substantially the same for all students undertaking that assessment.
Authentication and school moderation of assessment and the processes of external review and
statistical moderation are to ensure that assessment results are fair and comparable across the
student cohort for that study.
VCE assessment should be equitable
Assessment instruments should neither privilege nor disadvantage certain groups of students or
exclude others on the basis of gender, culture, physical disability, socioeconomic status and
geographical location.
Assessment instruments should be designed so that, under the same or similar conditions, they
provide consistent information about student performance. This may be the case when, for example,
alternatives are offered at the same time for assessment of an outcome (which could be based on a
choice of context) or at a different time due to a student’s absence.
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VCE assessment should be balanced
The set of assessment instruments used in a VCE study should be designed to provide a range of
opportunities for a student to demonstrate in different contexts and modes the knowledge, skills,
understanding and capacities set out in the curriculum. This assessment should also provide the
opportunity for students to demonstrate different levels of achievement specified by suitable
criteria, descriptors, rubrics or marking schemes.
Judgment about student level of achievement should be based on the results from a variety of
practical and theoretical situations and contexts relevant to a study. Students may be required to
respond in written, oral, performance, product, folio, multimedia or other suitable modes as
applicable to the distinctive nature of a study or group of related studies.
VCE assessment should be efficient
The study design will set out the minimum number of assessments for teachers and assessors to
make a robust judgment about each student’s progress and learning. Each assessment instrument
must balance the demands of precision with those of efficiency. Assessment should not generate
workload and/or stress that unduly diminishes the performance of students under fair and
reasonable circumstances.
Feedback to Students
After work is submitted and marked, teachers will provide the following feedback:
• Advice on strengths;
• Advice on particular problem areas;
• Advice on where and how improvement can be made for further learning;
• Reporting an S or N decision and/or written comments on the students performance against
appropriate outcomes;
• Levels of achievement will be reported using numerical value e.g. 25/30.
These results are derived from teachers using VCAA criteria. Students may ask teachers
questions where they went wrong and how they can improve their results in the future,
however teachers are not in a position to debate grades.
For Unit 3/4 students who are absent when SACs are conducted will not receive a score unless their
absence is approved. Legitimate absences would be illness, in which case a Doctor’s certificate or a
parent signed Statutory Declaration (see Appendix A) would be necessary, or notice of death of a
close relative. If the absence is approved the student will be required to undertake the task at a time
to be set. This is known as a Supplementary SAC.
If the absence is not approved, the student forfeits the assessment mark for that task but may still
complete the work to attain an S for the Unit.
Students involved in extra curricular activities should, unless there are very exceptional
circumstances, give priority to their timetabled classes and attend any assessment of coursework.
This should be done in consultation with the subject teacher concerned. Participation in
Extracurricular Activities documentation found the College Planner needs to completed prior to
participating in extra-curricular activities.
Failure to achieve a satisfactory result
Students whose submitted work does not achieve at least a score in all of the criteria set for a
particular Outcome Task, SAC or SAT will be given a “Not Satisfactory” result regardless of the
overall accumulative scores.
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Also students who fail to submit work on the due date will be given a Not Satisfactory result.
Resubmission of work
Students who receive a Not Satisfactory for an Outcome Task, SAC or SAT will be given the
opportunity to redeem the task during the earliest possible redemption class date. This will usually
be on a Monday or Wednesday afternoon from 3:15pm, or at another time that has been rescheduled
in consultation with the VCE coordinator.
Students who receive a further Not Satisfactory for an Outcome Task, SAC or SAT will be required
to attend a student/parent meeting convened by the VCE Coordinator and teacher of the subject to
discuss further action to be taken to address the Not Satisfactory Outcome.

Student has not met the
outcome for a particular
subject

VCE Redemption Flowchart

A redemption notification
is sent to the student and
parent/guardian via email
within ten days

The student successfully
completes the
redemption task/s and
meets the Unit
outcomes

The student receives an
‘S’ for the Unit, however,
retains the original
outcome grading.

The student fails to
complete the redemption
task/s to a standard that
meets the Unit
outcomes

A second redemption
notification is sent to the
student and parent.
Personal contact made
by teacher to parent
(phone call).

The student fails to
complete the second
redemption task/s and
fails to demonstrate a
standard that meets the
Unit outcomes.

Student and parent
attend a formal interview
– VCE Coordinator and
Teacher

Submission of Work
Outcome Task/School Assessed Coursework
Students must submit the SACs in a timetabled class specified by the teacher.
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Normally SACs done in class must be handed in at the end of the lesson. If the SAC is over more
than one class, the subject teacher will specify the submission date and the deadline for submission.
School Assessed Tasks (SATs)
All assessed work must be submitted on the due date by 4.00 pm.
A receipt will be issued to the student from the subject teacher.
Consequences of late submission
Students are responsible for submission of their work and must ensure reliability at all times.
All ongoing work ie SATs should be regularly presented to the teacher to monitor and assess
progress.
In all but exceptional cases, students who fail to submit an Outcome task, or SAC/SATs on the due
date will not receive a score*.
*Teachers may allocate some marks based on work sited and assessed on earlier dates.
The VCE Coordinator retains the discretion to make a decision when a student has failed to submit
work and there are genuine reasons that ought to be taken into consideration.
Request for Extensions

Extension of Time

A student who has been adversely affected by illness or by factors relating to their personal
environment or disadvantaged by a disability or impairment may apply for ‘Special Provision’
where students may be granted a reschedule of an assessment task or extra time to complete work.
A request for an extension of time must be made on the ‘Application for time extension’ form
available from the Front office, VCE office or College intranet (under VCE forms). An application
must be submitted to the VCE Coordinator at least three school days before the due date. Each case
will be decided on its own merits.
In most cases, students will be required to complete the outstanding work within 5 school days of
being granted extension.
Lost or Damaged Work
Students are responsible for their work and must ensure safety at all times.
All ongoing work (i.e. SATs) should be regularly presented to the teacher to monitor and assess
progress. Work completed using a computer should be backed up regularly. Computer failure
cannot be accepted as an excuse for submitting work late or not submitting work.
In the event that work is lost or damaged, a complete written statement describing circumstances of
the incident must be provided to the VCE or VCAL Leader as soon as is practicable after the loss or
damage occurred. The principal, acting on advice from both the teacher and the VCE or VCAL
Leader shall determine the course of action to be taken and/or the unit result for the student.
The Role of the Parent / Guardian
The prime responsibility for the satisfactory completion of the senior years of schooling rests with
the student. However, parent/guardians (and teachers) also have a role to play in the final years of
the student's secondary education. Formal education is carried out at the school. This process
continues in the home setting, especially in the realm of attitudes and values. In the home the
education may be less formal, less structured but no less valuable.
Parent/guardian support may be offered in a variety of ways such as in the following examples.
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Discussion
Regular discussion between parent/guardians and students may identify areas of satisfaction or
areas of concern. Such discussion may resolve a problem or may lead to some process to attempt
solutions.
Discussion topics might include:
•

What is education?

•

How does the student evaluate his or her own progress?

•

What is a reasonable balance between school commitments, family commitments, sport,
employment, social activities, etc.? (The school recommends a maximum of 9 hours per
week of employment. Every hour over this becomes detrimental to a student’s study
program)

•

What is a reasonable amount of homework for a student? (The school recommends 15-18
hours per week in Year 11, 18-20 hours per week in Year 12)

•

What strategies does the student employ to deal with hectic schedules of outcomes and
studying for exams?

•

What type of encouragement and discipline from the parent/guardian will benefit the
student?
Student Environment in the Home

Ideally, students will be able to do their schoolwork in an area free from noise and household
distractions. Health issues may be addressed by the provision of good quality lighting and
ventilation, as well as suitable ergonomic furniture.
Liaison with School, Parent/guardians are welcome to contact the school at any time. In most cases
the first contact should be made with the student's subject or homeroom teacher. This may then lead
to further contact with appropriate personnel such as Year Level Coordinators, VCE Coordinator,
VCAL Coordinator or VET Coordinator etc.I
An Unscored VCE
The major purpose for examinations is to be able to moderate internal scores and to rank students in
each subject in order to determine an ATAR score. The ATAR is used by Universities and TAFE
institutions to select students. The examinations are not used to determine if a student passes or
fails a subject. Satisfactory completion of a unit takes place by students demonstrating a range of
skills and competencies called Outcomes, during regular classes at school. If a student has no
intention of further study, an ATAR score may not be required, and therefore a student may decide
not to complete the Written Examinations. The student will still receive their VCE certificate if all
Outcomes have been satisfactorily achieved. Students and parents considering not completing
Written Examinations should ensure that a discussion is had with the VCE, WAFE and/or Year 12
coordinators.
Alternate Arrangements
Alternate Arrangements provides all students with a reasonable opportunity to participate in and
complete their senior secondary studies. Individual students may need special provisions in their
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learning program to achieve the learning outcomes, and in assessment to demonstrate their learning
and achievement.
Students who are eligible for Alternate Arrangements are not exempt from meeting the
requirements for Satisfactory Completion of the VCE, or from being assessed against the outcomes
for a study. The underlying principle of Alternate Arrangements is to ensure that the most
appropriate, fair and reasonable arrangements and options are available for students to demonstrate
their capabilities where their learning and assessment programs are affected by illness, impairment
or personal circumstances.
Alternate Arrangements does not include the development of alternative courses of study with
standards of achievement that are different from those specified in VCE study designs. Alternate
Arrangements cannot be used to compensate for learning that has not occurred. Schools may use a
range of alternative arrangements for curriculum delivery, learning programs and assessment for
students, to enable them to achieve the standards required by the VCE study designs.
Specific eligibility criteria apply to the granting of Alternate Arrangements for the VCE. Students
who are eligible for integration funding may not meet the eligibility criteria for Alternate
Arrangements in the VCE.
Forms of Alternate Arrangements
There are four forms of Alternate Arrangements for the VCE:
• Student programs
• School-based Assessment
• Special examination arrangements
• Derived Examination Score
Alternate Arrangements based on Student Programs
Alternate Arrangements provides for a school to be able to individually tailor the program that a
student undertakes. A student is eligible for Alternate Arrangements in Students Programs is he/she
is adversely affected in a significant way by:
• Illness (physical or psychological)
• Any factors relating to personal environment
• Other serious cause; or
• An impairment or disability, including learning disabilities.
The circumstances affecting the student do not include matters or situations of the students’ own
choosing, for example, involvement in social or sporting activities, school events.
For students who have an intellectual disability (ID) it is the discretion of the Principal as to
approve enrollment in VCE units. An integration support group within the school may make
recommendations as the most appropriate program for students with an ID.
The VCAA does not approve Special Examination Arrangements on the grounds of intellectual
disability.
Programs that require approval by the VCAA include:
• Compassionate late withdrawal
• Interrupted studies
• Comparative unfamiliarity with the English language
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•

ESL for hearing impaired students

Alternate Arrangements for School Based Assessment
Students are eligible for Alternate Arrangements for school – based assessment if their ability to
demonstrate achievement is adversely affected by:
• Illness-acute or chronic
• Impairment – long term
• Personal circumstances
There are a number of strategies that teachers can employ including:
• Rescheduling an assessment task
• Allowing extra time to complete the task
• Setting a substitute task of the same type
• Replacing the task with a different type of task
• Using technology, aides or other special arrangements
• Deriving a score from other assessment or work completed by the student (in situations in
which the circumstances are reasonable.)
• Using a planned task to assess ore outcomes or aspects they originally intended.
Special Examination Arrangements
Approaches to students who may be eligible will be made to students by the VCE coordinator early
in the year. If you think that you may be eligible contact the VCE coordinator. Students need to be
able to demonstrate that their performance on the examinations will be adversely affected by:
• Significant Health Impairment
• Significant Physical Disability
• Hearing Impairment
• Vision Impairment
• Learning Disability
• Severe Language Disorder.
All Special Examination Arrangements for a student at Unit 3/4 level must be approved by the
VCAA upon application from the school. The VCAA does not accept applications made directly by
students, parents or independent professionals.
Past history would indicate that it is rather difficult to be granted Special Examination
Arrangements. In Unit 1/2 classes the level of Alternate Arrangements should reflect the conditions
expected in Unit 3/4 examinations.
Emergency Special Examination Arrangements
May be used in circumstances where a student experiences a sudden illness or accident around the
time of the examination. Medical evidence must contain:
• Diagnosis
• Date of onset
• Outline of symptoms and treatment
• Likely effect of the illness on the student’s capacity to complete the examination(s)
• Medical recommendations for particular Special Examination Arrangements.
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Should a student be ill on the day of or during an examination, the school should contact VCAA
Alternate Arrangements staff to request and seek approval for immediate emergency arrangements.
Follow up medical documentation must still be provided.
Students do not have grounds for Alternate Arrangements if they:
• Are absent from school of study for prolonged periods without evidence of significant
hardship.
• Are comparatively unfamiliar with the English language as their only disadvantage.
• Are affected by teacher absence and other teacher-related difficulties.
• Are affected by faulty technology in the preparation of work or when undertaking tuition.
• Misread an examination timetable or an examination paper.
It is the responsibility of the student to formally notify the VCE Coordinator of the details of the
circumstances that may require Alternate Arrangements. All applications must be made in writing.
Appeal Procedure
Students have a right to question the grade given by a teacher on any assessment task or unit result.
The following procedure should be followed if a situation arises.
•
•
•
•
•

The student must inform the teacher or VCE or VCAL Coordinator of the disputed result, in
writing, not more than 7 days after the student has been informed of their grade.
A committee will convene to review the result. This will consist of the subject teacher,
VCE/ VCAL coordinator and Learning Area Leader. The principal or principal’s nominee
may be added.
The committee will review the circumstances and inform the student in writing of the
reviewed result at a date ASAP.
In cases where a mark is disputed and a remarking of the work is granted, the initial grade
will be forfeited and the regarded mark will stand.
If the student/parents are dissatisfied with the review process, they may lodge an appeal to
the VCE/ VCAL coordinator who will convene a meeting with student/parents and principal
or nominee where a final result will be awarded. There is no further appeal after this point.
VCAA has stated that it is the responsibility of schools to determine internal results.

Pathways after Satisfactory Completion of the VCE
By the time students have completed the VCE they have completed 12 or 13 years of schooling.
Careful consideration should be given before a further course of study is attempted. A course of
study after VCE will probably involve either a TAFE College or a University.
To enter most Tertiary Institutions, Year 12 VCE students need to apply to the Victorian Tertiary
Admissions Centre (VTAC).
VTAC distributes a booklet called ‘A Guide to University and TAFE Courses’ - this booklet is
issued to all students, and gives details about the entry requirements (prerequisites) for hundreds of
university and TAFE courses in Victoria. It informs students what subjects they need at Year 12 and
what else they must do to be eligible to apply for a particular course. It must be thoroughly
understood by any student intending to do a Degree, Diploma, Associated Diploma or advanced
Certificate Course.
Students must check with Tertiary Institutions as to the required subjects for the courses they want
to study. Students are also encouraged to go to Open Days held by the institutions which display
their courses and facilities.
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Pathways after Satisfactory Completion of the VCAL
The VCAL is designed to develop and extend pathways for young people. On completion of a
VCAL, students will be able to make informed choices about employment or education pathways.
Meaningful pathways are created through linking student aspirations and future employment goals
to the choice of accredited curriculum in individualised ways, as well as connecting local
community partnerships with VCAL learning programs for work and industry experiences, active
participation in community and to support young people.
The ability to include curriculum from across education sectors in VCAL learning programs
connects students with broader options for work, further education and active community
participation.
Successful partnerships in the VCAL work at building a culture of collaboration, crossing bridges
between schools and other providers. Achieving the pathways that arise from these partnerships
relies on strong cooperative relationships and commitment to:
• a shared understanding that ‘learning does not stop at the school gate'
• personal, current, working knowledge of cultures of both TAFE institutes/ACE
organisations and schools, with easy movement between the sectors
• a ‘whole community’ approach, with shared leadership, pooling resources and expertise and
letting go of exclusive ownership of learning programs.
Pathways at each level of VCAL certificate completion can include the following:
o Intermediate or Senior Level VCAL
o Completion of VCE at Year 11 or Year 12
o New Apprenticeships (including traineeships)
o Study at TAFE or some University courses (these are limited and careers advice is
required)
o Employment.
Careers Reference Service
The Careers Reference Service operates as an integral part of the College's student counseling
services. The Work and Further Education Coordinator is available to parents and students, through
an appointment system. The Careers library is constantly updated. A wide variety of materials are
available in the form of books, handbooks, pamphlets, DVDs, videos and computer programs.
Careers Services provided include:
• Information on a range of career related issues, e.g. apprenticeships, traineeships.
• Assistance and advice with job search techniques
• Provision of guest speakers to address students
• Organising excursions, e.g. Careers Expo, Tertiary Information Service events.
• Providing workshop activities and structured lessons on career related topics
• Advocating on students' behalf when necessary
• Dissemination of information relevant to senior students
• TAFE information
• Tertiary course information, VTAC application process
• Career Voyage – computerized testing tool

Selecting a Course of Study
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Step 1 Read the appropriate subject descriptions in the Senior Pathways Handbook.
Step 2 Select a course of study. However, it is important to get an initial picture of the program
you intend to undertake.
When selecting subjects consider the following:
• Student's interests and motivation
• Known ability and performance in subject areas
• Student's needs
• Requirements for a particular career choice
• Prerequisites that may be necessary for admission to tertiary courses
• A course that leaves options open for the future
Step 3 Input subject selections electronically and return the signed receipt of your selections to the
VCE Coordinator by the due date.
Step 4 Review the subjects chosen. If students need to change their choice of subjects, students
may negotiate with Deputy Principal – Learning and Teaching. Student initiated changes will be
allowed during a period of time to be determined in November after the completion of the end of
year exams.
Step 5 Final approval of courses will be distributed after the completion of end of year exams and
all subject results have been finalised.
Final subject selection in the mathematics and LOTE learning areas will be determined after
consultation within the relevant LAL. In instances where the College determines that a student may
not be eligible to undertake a certain subject, the individual student and their parents will be notified
before the close of the school year in order to make a subject change.
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Glossary of Terms
ATAR – Australian Tertiary Admissions Rank
Assessment Tasks - Tasks used to measure each student’s level of achievement. Assessment tasks
designated for Coursework must be part of the regular teaching and learning program and are
completed mainly in class time.
Derived Exam Score – VCAA may approve the use of a calculated or anticipated exam
score if a student is adversely affected during an examination period.
General Achievement Test (GAT) - All students undertaking VCE Units 3 & 4 will sit a General
Achievement Test, which will be used to monitor school assessment and used in the moderation of
external examinations.
Outcomes - Achievement requirements for a Unit of Study. Students are required to demonstrate
achievement of all outcomes in the unit.
Quality Assurance - The process to assure the quality of delivery and consistency in interpretation
of learning outcomes and relevant levels.
Satisfactory Completion - Satisfactory completion of all Units will be based on completion of all
the outcomes prescribed for the Unit.
School Assessed Coursework (SAC) – Assessment tasks used to measure each student’s level of
achievement. Assessment tasks designated for Coursework must be part of the regular teaching and
learning program and must be completed in class.
School Assessed Task (SAT) – Extended assessment tasks to be completed by students
undertaking a Units 3 & 4 sequence in Systems Engineering, Studio Art, Product Design &
Technology (Wood), Food Technology, Media and Visual Communication & Design only.
Performance on each task will be summarised by a letter grade from A + to UG and reported to the
VCAA. These tasks can be completed in both class and at home. If students are permitted to
complete part of the task at home, the “Authentication Record for School Assessed Tasks” needs to
be completed on a regular basis.
Semester - Equivalent to half a school year.
Sequence of Units - Most studies are designed as a sequence of four units to be taken in each
semester over two years. VCE Units 3 & 4 must be taken as a sequence.
Special Provision - Where illness or other factors affect performance, students may seek special
provision.
Study - A sequence of half-year Units in a particular curriculum area, for example: English,
Mathematics, Japanese and VCAL Work Related Skills (Intermediate).
Study Design - The study design describes the units available within the Study and prescribes the
objectives, areas of study, work requirements and assessment tasks. These are available on the
VCAA website.
Unit - A semester-length component of a Study.
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Units 1 & 2 - Units within a VCE study designed to approximate the Year 11 level of difficulty.
Units 3 & 4 - Units within a VCE study designed to approximate the Year 12 level of difficulty.
VCAA - The Victorian Curriculum and Assessment Authority - responsible for curriculum,
assessment, certification and administration of the VCE at Years 10, 11 and 12 levels in Victoria.
VCAL - The Victorian Certificate of Applied Learning.
VCE - Victorian Certificate of Education.
VET – Vocational Education and Training.
VQA - Victorian Qualifications Authority – responsible for the accreditation, registration and
certification of all qualifications in Victoria.
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Appendix A
State of Victoria

Statutory Declaration

I,
[full name]
of
[address]
,
[occupation]
do solemnly and sincerely declare that:-

I acknowledge that this declaration is true and correct, and I make it with the understanding and
Belief that a person who makes a false declaration is liable to the penalties of perjury.
Declared at

this

Day of

20

……………………………………...
Signature of person making this declaration
[to be signed in front of an authorised witness]

Before me,

………………………………………………
Signature of Authorised Witness
The authorized witness must print or stamp his or her name, address and title under section 107A of the Evidence
(Miscellaneous Provisions) Act1958 (as of 1 January 2010), (previously Evidence Act 1958) ,(eg .Justice of the Peace,
Pharmacist, Police Officer, Court Registrar, Bank Manager, Medical Practitioner ,Dentist)
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