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Introduction  
This Policy Handbook should be read in 
conjunction with the relevant Later Years 
Handbook, which all students receive 
towards the end of the previous year. The 
Handbook provides detailed information 
regarding the VCE and aims to provide 
students with information that will assist 
them to complete VCE successfully.  

This Handbook includes information drawn 
from the Victorian Curriculum and 
Assessment Authority (VCAA) VCE 
Administrative Handbook 2025, and College 
policies that are supported by VCAA.  

Victorian Curriculum and Assessment 
Authority (VCAA) Website  

VCAA, the organization responsible for 
administering and regulating the VCE, has a 
great deal of information on its website, 
ranging from information about course 
content and assessment in each study, to 
information regarding exams, and much 
more.  

The website is: www.vcaa.vic.edu.au 

The Later Years Policies relate to all 
students in Years 11 and 12, and any 
student in Year 10 completing Units 1 and 2 
VCE subjects and/or VET subjects. 

1.​ Enrolment into the 
Later Years  
In Years 11 and 12 your child will study 
towards getting a senior secondary 
certificate. There are different certificates for 
different styles of learning. Each certificate 
also has options, such as: 

●​ Different subjects and study areas 

●​ Study environments, for example in a 
classroom or a workplace 

●​ Hands-on learning versus theory 

The important thing is to find out as much 
as you can to make an informed choice that 
is right for you and your future. 

Enrolment in the Victorian 
Certificate of Education (VCE)  
The Victorian Certificate of Education (VCE) 
is a senior secondary certificate of education 
recognised within the Australian 
Qualifications Framework (AQF). The 
Victorian Certificate of Education Vocational 
Major (VCE VM) is in its third year of 
implementation, after being introduced in 
2023. The VCE is designed to be completed 
over a minimum of two years and includes 
VCE curriculum components (VCE studies) 
and can include programs from Vocational 
Education and Training (VET) qualifications. 

Students have two enrolment options: 

1.​ The VCE – which includes studies with 
school-based and external 
assessments that can provide a study 
score towards an Australian Tertiary 
Admissions Rank (ATAR). 

2.​ The VCE VM – which includes studies 
with school-based assessments that 
do not provide a study score towards 
an ATAR. 

 

Students need to meet the following 
requirements in order to enrol in a VCE unit 
at Bannockburn P-12 College:  

●​ Students must undertake a full VCE 
Program (12 units at Yr 11 and 10 units 
at Yr 12).  

●​ If undertaking an equivalent study at Yr 
10, students are recommended to 
satisfactorily complete this subject 
before they undertake that study in the 
VCE.  

●​ Students are to meet the VCAA subject 
requirements and pre-requisites as 
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detailed in the VCAA handbook and the 
website www.vcaa.vic.edu.au 

●​ Students wishing to accelerate in the VCE 
(i.e. undertake a 1/2 sequence in Year 10 
and/or a 3/4 sequence while in Yr 11) 
must be approved through an 
application process which occurs during 
subject selections in Term 3 each year.  

Enrolment into VCE VM 
VCE VM is an option with a more hands-on 
style of learning. It focuses on: 
●​ work-related experience 
●​ literacy and numeracy skills for jobs 
●​ building personal skills that are 

important for work. 
 

After finishing VCE VM, you can: 
●​ transfer to VCE studies 
●​ study at TAFE 
●​ start an apprenticeship or traineeship 
●​ start a job. 

 
VCE VM has four compulsory curriculum 
strands: 
1.​ Literacy and numeracy skills. 
2.​ Industry-specific skills. 
3.​ Work related skills (to make students 
employable). 
4.​ Personal development skills (like 
teamwork and self-confidence). 

 
To successfully complete the VCE VM 
students must also undertake a VET subject. 
Students will design a study program, 
incorporating their VET subject, based on 
their interests or the jobs they want to 
pursue.   

Withdrawal from the Later Years  
●​ Students must complete an EXIT form 

before exiting from the College. This 
form can be obtained from the College 
Office.  

●​ Students must meet with the Careers 
Advisor, House Leader or Assistant 
Principal Later Years prior to submission 
of the Exit form to discuss future 
pathways.  

●​ Students wishing to withdraw or change 
a unit of study must seek and gain advice 
and permission from their House 
Leader. Students must also seek advice 
from Careers Advisers regarding 
pre-requisites for Tertiary courses.  

●​ Students under the age of 17 years must 
obtain an exemption from education in 
order to pursue a traineeship, 
apprenticeship, full time employment or 
to study at alternative education facilities 
such as The Gordon. 

 

2.​ General Information  
Communication  
Clear, accurate and timely communication is 
an important contributor to success, 
particularly in Later Years with external 
requirements and regulations. 

Communication to students 
It is the student’s responsibility to take 
notice of the communication provided and 
failure to do so may mean missing vital 
information.  All Later Years students will be 
provided: 

●​ A copy of the Later Years Policy 
Handbook which they are expected to 
reference and keep.  This will also be 
available online through Compass.   

●​ Relevant documentation and 
communication from the VCAA (including 
VCE exams navigator, ATAR services etc) 

●​ Compass Newsfeed and College emails 
where relevant information will be 
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shared.  It is expected students check 
these daily.   

●​ Compass communications for 
classes/cohort by class teachers and/or 
College Leaders.  

●​ Reminders as relevant in daily 
Homegroup sessions 

●​ House and Later Years Assemblies held 
regularly, (dates on Compass Calendar) 
to disseminate information and address 
current issues.   

●​ Unit plans, available to students 
electronically indicating assessment 
dates, provided by Class teachers at the 
beginning of each unit. 

●​ Course counselling and careers advice 
Access to college documents and 
policies via Compass > School 
Documentation 

●​ Individual conversations and/or emails 
with Homegroup Teacher, House Leader 
or Assistant Principal as required 

Communication to parents/carers 
Parents and carers are seen as a vital link to 
supporting their child’s learning. 
Communication to parents/carers will 
include: 

●​ Later Years Policy Handbook available 
online to parents through Compass. 

●​ Later Years Information Evenings for 
students and their parents/carers 

●​ Regular class and Homegroup teacher 
contact with parents through phone calls 
and email (Compass).  This also includes 
opportunities at Learning Conversations 
(4 per year) and other informal events 
during the year.  

●​ Access to College documents and 
policies via Compass > School 
Documentation 

●​ Individual conversations and/or emails 
with Homegroup Teacher, House Leader 
or Assistant Principal as required. 

 
 
 

Changing or Withdrawing from a 
Subject/Course from Year 10, 11 or 12  
All Later Years students will complete a 
course selection process during the second 
semester of each previous year, with the 
College confirming the student’s individual 
course in writing later in the year.  A 
significant part of this process is individual 
course counselling to ensure the student 
chooses an appropriate course to enable 
successful completion and goal fulfilment.  
Consideration will be given to the individual 
student’s needs and the appropriate course, 
including VCE, VET, VCE VM units. 

Course changes are only available within 
these timelines: 

●​ Unit 3 & 4 sequences must confirm any 
subject changes by the end of week 1, 
Term 1. No changes can occur between 
Unit 3 & 4 semester changeover.  

●​ Unit 1 & 2 sequences are final by the end 
of week 2, Term 1. Changes from Unit 1 
to Unit 2 are final by the end of week 1 of 
Semester 2. 

●​ Year 9 & 10 subjects are final by the end 
of week 2, Term 1, and at semester 
change over are final by week 2, Term 3. 

 

Subjects and courses can only be changed 
when the following occurs:  

●​ A meeting is held between the student 
and the House Leader or Assistant 
Principal to discuss the possible 
solutions and consequences of changes.  
Parents are informed of the discussion 
with possibilities and consequences of 
the change.  Each student’s individual 
situation is considered. 
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●​ Student completes the Course Variation 
form including the subject they are 
withdrawing from and the subject they 
wish to transfer into.  

●​ Student collects signatures from each 
relevant class teacher of these subjects, 
with signatures also required from 
parents, House Leader and Assistant 
Principal.  

●​ The change is possible as determined by 
the House Leader/Assistant Principal. 
Changes of a subject may be restricted 
by the blocking grid and the number of 
students already attending the class. 

●​ The change meets the VCAA guidelines 
and timelines for unit enrolments and 
withdrawals.  

●​ The change allows the student to fulfil 
the requirements for successful 
completion of VCE or VCE VM.   

●​ In exceptional circumstances alternative 
arrangements will be made to enable 
changes to meet the student’s needs. 

 
 

Mobile Phones and Other Electronic 
Devices  
At Bannockburn College mobile phones are 
not to be used at school as per DoE policy.  
It is strongly encouraged that mobile 
phones are kept in student lockers, and not 
on the student to minimise potential issues 
with phone use. There are clear guidelines 
regarding the use of mobile phones and 
electronic devices outlined in the College 
Use of Technology Policy. 

 

 

 

3.​ The Victorian 
Certificate of Education 
(VCE) 

Satisfactory completion of VCE  
Each VCE study is designed to provide a 
two-year program. Studies are nationally 
and internationally benchmarked with Unit 1 
and Unit 2 to a Year 11 standard, and Unit 3 
and Unit 4 to a Year 12 standard.  Units 1 
and 2 can be completed as single units and 
Units 3 and 4 in each study must be 
completed as a sequence (Unit 3 and Unit 
4).  

Each VCE unit involves a minimum of 50 
hours of scheduled classroom instruction. In 
addition, it is expected that students will 
undertake approximately 50 hours of 
self-directed learning for each unit. A 
student needs to demonstrate sufficient 
class attendance to fulfil the work and 
authentication requirements of the unit. At 
Bannockburn P-12 College students must 
maintain approved attendance of 90% or 
higher per unit to ensure this requirement is 
met. If a student has completed work and 
has not met the school’s attendance 
requirement, the school may be unable to 
authenticate the student’s work completed 
across the outcome. This may result in an N 
result for the unit due to the inability to 
authenticate the student has met all 
knowledge and skill requirements. 

The VCE is normally completed over two 
Victorian academic years. Alternatives may 
be possible and will be considered on an 
individual basis, following the guidelines 
outlined in VCE Administrative Handbook. For 
further information contact the Assistant 
Principal Later Years. 

Students are assessed as Satisfactorily 
completed (S) or Not satisfactorily 
completed (N) for each VCE unit (1-4) they 
study.  Any graded assessment for Units 1 
or 2 are school based and are determined 
by the teacher/school. These results are not 
reported to the VCAA.  
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For Units 3 and 4, evidence of achievement 
is collected by the teacher through a range 
of tasks that are designated for the study, as 
per the Study Design, which may include 
School-Assessed  Coursework (SACs) or 
School Assessed Tasks (SATs). Graded 
assessments are given for Unit 3 and 4 
subjects. The decision about satisfactory 
completion of a unit (S or N) is distinct from 
the assessment with graded levels of 
achievement.  Final School-based 
Assessment graded scores contribute to the 
calculation of a study score. 

When making their enrolment selection, 
students should consider the requirements 
for satisfactory completion of units and 
gaining the VCE. Not achieving graded 
assessments may limit a student’s options 
for further training, study and work. 
Students are expected to attempt all graded 
assessments.  

Combinations of courses from the VCE and 
VCE VM will be approved through the House 
Leaders in consultation with the Assistant 
Principal Later Years who will individualise 
the course for student needs and ensure 
the VCAA requirements are met for 
successful student outcomes. 

 

 

 

 

 

Minimum Requirements 

VCE, excluding the VCE VM 

The minimum requirement is satisfactory 
completion of 16 units, which must 
include:  

●​ Three units from the English group, 
including a Unit 3–4 sequence. 
Bannockburn College will clearly identify 

and communicate which units, within the 
English group, will be offered the 
following year during Course Counselling.  

●​ At least three sequences of Unit 3–4 
studies, which can include further 
sequences from the English group.  

Satisfactory Completion of a Unit: 
To gain Satisfactory completion of a VCE 
unit, an “S”, and therefore gain credit for that 
unit, students must successfully complete 
ALL the Outcomes as prescribed in the 
Study Design for the unit. The Victorian 
Tertiary Admissions Centre (VTAC) advises 
that satisfactory completion of a scored Unit 
3 and 4 sequence from the English group of 
studies is required for the calculation of a 
student’s ATAR. 

Satisfactory Achievement of a VCE unit 
means:  

●​ the work completed demonstrates 
achievement of all Outcomes. 

●​ the work is clearly the student’s own. 
●​ the student observed the VCAA and 

College rules and policies including 
attendance. 

 
If all Outcomes are achieved, the student 
receives S for the unit. 
 

Not satisfactory VCE Unit result means: 

●​ the work does not demonstrate 
achievement of the outcomes;  

●​ the work cannot be authenticated, for 
example, through lack of attendance;  

●​ the student has failed to meet a school 
deadline for the assessment task, 
including if an extension of time has 
been granted for any reason or a 
special provision or both. 

●​ there has been a substantial breach of 
the VCAA’s rules and the school’s rules 
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and procedures (student minimum 
attendance and authentication of SACs).  

If any of the Outcomes for a unit are not 
achieved, the student receives N (Not 
satisfactory) for that unit.  

●​ Students will be provided a number of 
opportunities to demonstrate the key 
knowledge and skills required for the 
outcome of the unit. The decision on 
achievement of an outcome will be 
based on the teacher’s judgment of the 
student’s performance in the 
assessment of a range of learning 
activities and assessment tasks 
designated for the unit. The Advice for 
Teachers included in the Study Design 
will assist teachers in making this 
judgment in accordance with VCAA 
requirements.  

●​ Students will have the opportunity to 
redeem their achievement of an 
Outcome through the Redemption 
Process.  See Redeeming Outcomes. 

●​ The decision about satisfactory 
completion of a unit is distinct from the 
assessment of levels of achievement. 
The College will report a student’s result 
for each unit to the VCAA as S 
(Satisfactory) or N (Not Satisfactory).  

Redeeming outcomes – submitting 
further evidence for satisfactory 
completion 
If, in the judgment of the teacher, work 
submitted by a student does not meet the 
required standard for satisfactory 
completion, the teacher may consider other 
work the student has completed relating to 
outcomes and submitted by the student for 
the unit. This work may include class work, 
homework, additional tasks or discussions 
with the student that demonstrate their 
understanding of the outcome. The teacher 
may decide to delay the decision about 

satisfactory completion to allow a student to 
complete or submit further work following 
the Redemption Process. 

A student may only submit further evidence, 
or resubmit a School-based Assessment for 
reconsideration, to redeem an N to an S for 
the outcome. Students cannot resubmit to 
improve a School-based Assessment score. 

Redemption Process 

If a student is not meeting the achievement 
of an outcome the class teacher will: 

●​ communicate this to the House Leader, 
Assistant Principal Later Years, the 
student and their parent. 

●​ give the student opportunities, with clear 
timelines, to demonstrate the 
understanding through additional 
alternative tasks or previously 
demonstrated knowledge and 
understanding in other tasks. 

●​ ensure that the result of the outcome is 
entered correctly on VASS by the due 
date. 

 

VCE Level of Achievement 
The Victorian Tertiary Admissions Centre 
(VTAC) advises that satisfactory completion 
of a scored Unit 3–4 of an English group 
sequence is required for the calculation of a 
student’s Australian Tertiary Admission Rank 
(ATAR).  

Levels of achievement for Unit 3–4 
sequences are assessed using School-based 
Assessment and external assessments 
(including examinations). Graded 
assessments are reported on an 11-point 
scale with a range of A+, A, B+, B, C+, C, D+, 
D, E+, E or ungraded (UG).  

Each VCE Unit 3 and 4 study has at least 
three graded assessment components for 
example one School-based Assessment and 
two external assessments, or two 
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School-based Assessments and one 
external assessment. Each of the three 
graded assessment components 
contributes to a study score. Scored VCE 
VET studies have at least two graded 
assessment components, comprising one 
School-based Assessment and one external 
examination.  

A student must be assessed for levels of 
achievement in two of the graded 
assessments in order to receive a study 
score. If a result is not provided for the unit, 
the student will not receive a study score. 

School-based Assessment may be used, in 
Units 3 and 4, to determine both 
satisfactory completion and a graded score 
for an Outcome.  In this case, students who 
do not satisfactorily meet the outcome 
through the assessment may be given the 
opportunity to demonstrate the outcome 
through previous work or redemption 
process.  This does not change the original 
School-based Assessment score.  

There is one external VCAA examination 
period in each academic year. The General 
Achievement Test (GAT) is conducted in 
June.  

Repeating VCE units 
A student is required to have a discussion 
with their House Leader and Assistant 
Principal Later Years if they wish to repeat a 
unit.  There are no VCAA restrictions on 
students repeating units, but they may 
obtain credit only once for each unit. 
Students who repeat a unit including those 
wishing to receive a study score, are 
required to repeat the full unit including all 
assessments for the outcomes specified for 
the unit, in the current study design for the 
year of repetition. 

 

4.​ The Victorian 
Certificate of Education 
Vocational Major (VCE VM) 
The Victorian Certificate of Education 
Vocational Major is a senior secondary 
certificate of education recognised within 
the Australian Qualifications Framework 
(AQF). The VCE VM is a vocational and 
applied learning program within the VCE 
designed to be completed over a minimum 
of two years. The VCE VM will give students 
greater choice and flexibility to pursue their 
strengths and interests and develop the 
skills and capabilities needed to succeed in 
further education, work and life.  

It prepares students to move into 
apprenticeships, traineeships, further 
education and training, university (via 
non-ATAR pathways) or directly into the 
workforce. 

The purpose of the VCE VM is to provide 
students with the best opportunity to 
achieve their personal goals and aspirations 
in a rapidly changing world by: 

●​ Equipping them with the skills, 
knowledge, values and capabilities to 
be active and informed citizens, 
lifelong learners and confident and 
creative individuals; 

●​ Empowering them to make informed 
decisions about the next stages of 
their lives through real-life workplace 
experience. 

The VCE VM must include accredited 
Vocational Education and Training (VET) 
including Further Education (FE) 
units/qualifications from within the AQF, and 
VCE studies. VET training is a compulsory 
requirement for completion of VCE VM 
certificates with a minimum of 180 nominal 
hours of VET at Certificate II level or above. 
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Entry to VCE VM studies 
It is strongly recommended that students 
only enrol in VM studies if they are 
undertaking the VCE VM program. There are 
specific program requirements for the VCE 
VM, which are in additional to the minimum 
requirements for satisfactory completion of 
the VCE, as outlined below. Only VCE VM 
students may undertake literacy and 
numeracy. 

 

 

 

 

 

VCE VM Minimum Requirements 

The minimum requirement is satisfactory 
completion of 16 units, which must 
include: 

●​ Three VCE VM Literacy or VCE English 
units (including a Unit 3 and 4 
sequence) 

●​ Two VCE VM Numeracy or VCE 
Mathematics units 

●​ Two VCE VM Work Related Skills units 
●​ Two VCE VM Personal Development 

Skills units 
●​ A minimum of three additional Unit 

3 and 4 sequences, which can 
include other VCE or VCE VET studies 

●​ A minimum of 180 nominal hours of 
VET at Certificate II level or above. 

If a VCE VM student meets the requirements 
for satisfactory VCE completion, but not the 
requirements for the satisfactory 
completion of the VM appellation, the 
student will be awarded the VCE without the 
appellation. 

 

Satisfactory Achievement of a VCE VM unit 
means:  

●​ the work completed demonstrates 
achievement of all of the Outcomes. 

●​ the work is clearly the student’s own. 
●​ the student observed the VCAA and 

College rules and policies including 
attendance. 

 
If all Outcomes are achieved, the student 
receives S for the unit. 
 

Not satisfactory VCE VM Unit result means: 

●​ the work does not demonstrate 
achievement of the outcomes;  

●​ the work cannot be authenticated, for 
example, through lack of attendance;  

●​ the student has failed to meet a school 
deadline for the assessment task, 
including if an extension of time has 
been granted for any reason or a 
special provision or both. 

●​ there has been a substantial breach of 
the VCAA’s rules and the school’s rules 
and procedures (student minimum 
attendance and authentication of SACs).  
 

If any of the Outcomes for a unit are not 
achieved, the student receives N (Not 
satisfactory) for that unit.  

●​ Students will be provided a number of 
opportunities to demonstrate the key 
knowledge and skills required for the 
outcome of the unit. The decision on 
achievement of an outcome will be 
based on the teacher’s judgment of the 
student’s performance in the 
assessment of a range of learning 
activities and assessment tasks 
designated for the unit. The Advice for 
Teachers included in the Study Design 
will assist teachers in making this 
judgment in accordance with VCAA 
requirements.  

●​ Students will have the opportunity to 
redeem their achievement of an 
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Outcome through the Redemption 
Process.  See Redeeming Outcomes 

●​ The decision about satisfactory 
completion of a unit is distinct from the 
assessment of levels of achievement. 
The College will report a student’s result 
for each unit to the VCAA as S 
(Satisfactory) or N (Not Satisfactory).  

Redeeming outcomes – submitting 
further evidence for satisfactory 
completion 
If, in the judgment of the teacher, work 
submitted by a student does not meet the 
required standard for satisfactory 
completion, the teacher may consider other 
work the student has completed relating to 
outcomes and submitted by the student for 
the unit. This work may include class work, 
homework, additional tasks or discussions 
with the student that demonstrate their 
understanding of the outcome. The teacher 
may decide to delay the decision about 
satisfactory completion to allow a student to 
complete or submit further work following 
the Redemption Process. 

VCE VM units 
Each VCE VM unit of student has specified 
learning outcomes. The VCE VM studies are 
standards-based. All assessments for the 
achievement of learning outcomes and 
therefore the units, are school-based and 
assessed through a range of learning 
activities and tasks. The VCE VM can be 
tailored to the needs and interests of the 
students at Bannockburn College, to keep 
them engaged while developing their skills 
and knowledge.  

Each VCE VM unit is a minimum of 50 
nominal hours in length, and each unit that 
is successfully completed contributes one 
credit towards the VCE VM. The nominal 
hours include both scheduled and 

unscheduled time. Students can also 
include other VCE studies, such as VET, and 
may receive structured workplace learning 
(SWL) recognition should the SWL be in line 
with their selected VET subject. Successful 
completion of VET units of competency are 
recognised by additional statements of 
attainment or certificates provided by the 
Registered Training Organisation.  Most 
students will undertake 16 – 20 units over 
the two years. 

The following VCE VM units are 
available in 2026: 

 

Strand Un

Work Related Skills WR

WR

WR

WR

 

Personal Development Skills PD

PD

PD

PD

 

Literacy Skills LT0

LT0

LT 

LT0

Numeracy Skills NM

NM

NM

NM
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Satisfactory completion of VCE VM 
units 

Satisfactory VCE VM unit result 

There are no external assessments of VCE 
VM Unit 3 and 4 sequences and students 
enrolled in VCE VM studies do not receive a 
study score. If a student wishes to receive 
study scores, they can choose from the wide 
range of VCE studies and scored VCE VET 
programs that contain both internal and 
external assessment components. 

A student will receive an S (satisfactory 
achievement) for a VCE VM unit when they 
have demonstrated achievement in all 
learning outcomes for that unit. Students 
will receive an S or N (not yet completed) 
result for each VCE VM unit. 

For VCE units included in the VCE VM 
learning program, assessment will be in 
accordance with the VCE study designs. 

Teachers assessing students who have 
particular needs must maintain the validity 
and reliability of assessment. Flexible 
assessment methods should be used to 
allow students to demonstrate the 
successful completion of learning outcomes 
without disadvantage. 

Teachers should use a variety of assessment 
tasks that provide a range of opportunities 
for students to demonstrate achievement of 
each learning outcome. Students should be 
observed demonstrating on more than one 
occasion and, wherever possible, in a range 
of contexts to make sure the assessment is 
consistent, reliable, fair and equitable. 

 

Satisfactory completion of VET 
units 
Students will receive an S for a unit of 
competency if they have been assessed as 
competent for the unit. VET units are 

assessed as competent by the VET teacher 
conducting, teaching and assessment the 
VET subject. The final assessment decision is 
made by their registered training 
organisation (RTO). 

Satisfactory completion of VCE VET units is 
calculated automatically as students 
satisfactorily complete units of competency 
Students will receive an NYC (not yet 
competent) result for a unit of competency 
if they have not yet demonstrated 
competence. This may be as a consequence 
of not completing the unit or not being able 
to demonstrate competence as required by 
the unit of competency. If a student has not 
satisfied sufficient units of competency to 
the nominated hour value to be awarded 
satisfactory completion of a VCE VET unit, 
the result will be left blank. 

 

Credits 

All VCE units will provide credit towards 
satisfactory award of the VCE VM. Some 
units will meet a VCE VM strand 
requirement. For example, a VCE English 
unit will meet the Literacy Skills component 
of the Literacy strand requirement. Other 
VCE units will contribute as a general credit 
to the overall minimum 16 credits required. 
 

5.​ Student Attendance  
Each class/subject teacher will record 
student attendance, maintain accurate 
records and inform the appropriate House 
Leader and Assistant Principal Later Years 
immediately if they suspect a student’s 
possible breach of attendance expectations. 
Attendance is a vital factor for success. 
Students are expected to be at school and 
participate in all their classes for a 
minimum 90% attendance. There is a direct 
correlation between attendance and results. 
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Students who are frequently absent lose 
track of what is happening in class, get 
behind with work towards Outcomes which 
must be satisfied, miss vital information 
from class discussions and their work 
cannot be authenticated by the teacher. The 
importance of attendance will be promoted 
by teachers across the College and in both 
year level and house assemblies.  

Absences  
Students who are absent without significant 
reason, for more than 10 % of scheduled 
class instruction time for a unit will be in 
breach of the College’s attendance 
expectations, meaning their attendance is 
less than 90%.  

●​ Absence due to Medical Reasons must 
be accompanied by a medical certificate 
and may not be deducted from the 
student’s percentage attendance rate if 
these processes are followed as outlined 
in Appendix: Later Years Attendance 
Requirements 

●​ Students are responsible for correctly 
obtaining permission from their teachers 
for attendance at extra-curricular 
programs such as excursions, sport and 
camps. Failure to do so may mean these 
college-based absences are added to 
their absence percentage.  

●​ If absence is the result of significant 
illness or special circumstances, the 
college may grant the student Special 
Provision and modify the student’s 
attendance requirements. See Special 
Provision section of this handbook. 

●​ Students participating in VCE VM, Virtual 
Schools Victoria (VSV), Victorian School of 
Languages (VSL) and/or VET subjects 
which require participation that clashes 
with timetabled subjects at school, will 
be granted Approval for unscheduled 
contact hours, considering the specific 

needs of each student as decided by the 
Assistant Principal Later Years.   

●​ If a student has discontinued but has not 
formally requested a Withdrawal from 
the unit, they may be recorded by the 
school on the VASS system as 'Did not 
attempt'. A 'J' symbol may be recorded 
for the unit and the student will receive 
no result for that unit on their Statement 
of Results from the VCAA.  

See Appendix Later Years Attendance 
Requirements flowchart 

 

6.​ Special Provision  
The VCAA Special Provision policy provide 
students in defined circumstances with the 
opportunity to participate in and complete 
their secondary level studies. 
The underlying principle of the VCAA Special 
Provision policy is to ensure that the most 
appropriate, fair and reasonable options are 
available for students to demonstrate their 
capabilities if their learning and assessment 
programs are affected by disability, illness, 
impairment or other circumstances. Special 
Provision should provide equivalent, 
alternative arrangements, but not confer an 
advantage to any student over other 
students. 
 
Individual students may need special 
provision in their learning program to 
achieve the learning outcomes, in 
assessment to demonstrate their learning 
and achievement. At the same time, 
students who have been granted Special 
Provision are not exempt from meeting the 
requirements for satisfactory completion of 
the VCE or VCE VM or from being assessed 
against the outcomes for a study. Students 
are still required to demonstrate their 
achievement fairly in meeting the outcomes 
of the study design as well as completing 
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School-based Assessments and VCE 
external assessments. 
 
Similarly, the programs and assessment 
tasks designed for VCE VM students should 
allow each student to successfully complete 
the learning program without compromising 
the expectations of each of the components 
of the program in accordance with course 
requirements. Specific eligibility criteria 
apply to the granting of Special Provision for 
the VCE or VCE VM.  

Types of Special Provision 
Special Provision is available to students 
completing the VCE or VCE VM for 
classroom learning, School-based 
Assessment and VCE external assessments, 
with specific eligibility requirements 
applicable for each.  

●​ Schools are primarily responsible for 
determining eligibility and the nature 
of the provisions granted for 
classroom learning and School-based 
Assessment. Schools are encouraged 
to consult the VCAA if they are unsure 
about appropriate arrangements.  

●​ The VCAA is responsible for 
determining eligibility and granting 
provisions for VCE external 
assessments, which include all VCE 
examinations, the Extended 
Investigation Critical Thinking Test 
and oral presentation, and the 
General Achievement Test (GAT).  
Provisions can be Special 
Examination Arrangements and/or a 
Derived Examination Score (DES).  
The College will advise and support 
students in applying to the VCAA.  
Students and/or parents/carers 
should contact their child’s House 
Leader and/or Assistant Principal 
Later Years at the College for 

information in regards to this type of 
Special Provision. 
 

Eligibility for Special Provision  
A student is eligible for Special Provision if, 
at any time while studying the VCE or VCE 
VM they are adversely affected in a 
significant way by:  

●​ An acute or chronic illness (physical or 
psychological)  

●​ Factors relating to personal 
circumstance 

●​ An impairment or disability, including 
learning disorders.  

 

The circumstances affecting the student do 
not include matters or situations of the 
student’s own choosing, for example 
involvement in social or sporting activities or 
College events.  

Prolonged absence from school or study is 
not in itself grounds for Special Provision. 
However, arrangements described in this 
section are applicable to students 
experiencing severe hardship which may 
result in prolonged absence.  

Students granted Special Provision must still 
complete all work relating to satisfactory 
completion of the outcomes of a VCE or VCE 
VM unit. Students absent from school for 
prolonged periods must still comply with the 
school’s authentication procedures to 
demonstrate that they have completed the 
work and that the work is their own. 

Students who are eligible for Special 
Provision are not exempt from meeting the 
requirements for Satisfactory Completion of 
the VCE or VCE VM, or from being assessed 
against the outcomes for a study.  

Specific eligibility criteria apply to the 
granting of Special Provision for the VCE by 
the VCAA. Students who are eligible for 
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Disability and Inclusion funding may not 
necessarily meet the eligibility criteria for 
Special Provision in the VCE or VCE VM.  For 
further information please contact the 
Assistant Principal Later Years. 

Identifying Special Provision 
Students and Confidentiality 
The Assistant Principal Later Years, with 
support from House Leaders, conducts 
regular VCE scheduled meetings throughout 
the year. Areas pertaining to special 
provisions are discussed in Term 1 and all 
VCE staff teaching must attend this VCE 
briefing. The meeting will be followed up by 
Compass news feed to highlight eligibility 
criteria for special provision, relevant forms 
to fill in and the overall process and 
timeline: 
 
●​ VCE teachers and/or Homegroup 

teacher are required to raise any 
suspected special provision matter to 
the immediate attention of the House 
Leader/Assistant Principal Later Years 

●​ House Leader/Assistant Principal Later 
Years records any referral from the VCE 
Homegroup or teachers or any direct 
enquires by students in a College 
register created for this purpose and 
follow up with the relevant student and 
parent to confirm eligibility of student 
for special provision 

●​ Email communication to families during 
Commencement week and additional 
information provided to students at 
assemblies in the following year in 
relation to special provision application 
processes and eligibility requirements 
to support applications 

●​ Once eligibility for special provision of 
student is confirmed, confidential 
communication with the relevant staff 
will be initiated to ensure special 
provisions are in place for identified 

students to meet the deadlines for 
submission to VCAA at the end of Term 
1.  

 
When a student is deemed to be eligible for 
special provision, it is the responsibility of 
the Assistant Principal Later Years to 
communicate any special provisions to the 
student and family, and to relevant teachers 
and wellbeing staff. This communication 
must be marked as confidential. 

 

Applying for Special Provision  
VCE students granted Special Provision 
need to demonstrate their achievement 
fairly in meeting the outcomes of the study 
design as well as completing school-based 
assessments and external examinations. 
Similarly, the programs and assessment 
tasks designed for VCE VM students should 
allow each student to successfully complete 
the learning program without compromising 
the expectations of each of the components 
of the program in accordance with course 
requirements.  

Students/families who wish to apply for 
Special Provision should speak with their 
House Leader/Assistant Principal Later 
Years regarding their eligibility and for 
further information on the VCAA processes.  
The Assistant Principal Later Years is 
responsible for collating the evidence, 
communicating the decision to students, 
their parents/carers and teachers, as 
appropriate, and storing the documentation 
appropriately.  

The provisions available at the College are 
intended to help a student complete the 
requirements in a timeframe comparable 
with their peers. 

Students who wish to apply for Special 
Provision for Exams must complete a 
Special Examination Arrangements form 
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available from the Assistant Principal Later 
Years. 

 

7.​ Assessment: School 
Assessed Coursework 
(SACs), School Assessed 
Tasks (SATs) & VCE VM 
Assessment Tasks 
SACs are the marked School Assessed 
Coursework completed under conditions 
which are communicated by the class 
teacher, following the relevant VCE Study 
Design and VCE Assessment Principles.  
SATs are School Assessed Tasks that are 
required for folio subjects. These pieces of 
work contribute to the Teacher’s 
assessment of student achievement in their 
Units 1-4 VCE subjects. 

This section of policy is to convey to staff, 
students and parents, the processes the 
student and teacher are required to follow 
and processes if the student cannot be 
present when a SAC is completed in class or 
when a SAT is due for final submission.  It 
caters for students’ individual adverse 
circumstances.  

 

 

 

Integrity of Assessments 
To ensure the integrity of School-based 
Assessment in all VCE/VCE VM units, 
teachers will: 

●​ keep assessment tasks, including tasks 
in development, out of the reach, view 
and access of students until they are 
delivered. 

●​ where possible, avoid storing 
assessment tasks on open school 

networks and unsecured media such as 
USB sticks, and avoid sending 
assessment tasks by unsecured means 
such as emails. 

●​ avoid using recycled assessment tasks, 
unless modifications are made to make 
sure that students are unable to use 
other students’ work from a previous 
academic year. 

●​ have students sign a declaration that 
they will abide by their school’s policies 
and rules relating to the appropriate 
use of the internet. 

●​ suitably modify commercially produced 
materials to ensure the tasks meet the 
requirements of the study design and 
that they have been sufficiently 
modified to be unique to the  school to 
enable the authentication of student 
work. 

 
 

Scheduling and Time Allowed for 
SACs, SATs and Assessment Tasks 
●​ Teachers are to refer to their VCE Study 

Design for advice on the scheduling and 
timing of VCE SACs and SATs.  

●​ Teachers will plan the times of the 
assessments for each unit and submit 
these to the Later Years administration 
assistant to allow publishing of the 
VCE/VCE VM Assessment Calendar at 
the beginning of each semester. 

●​ Generally, all forms of assessment will 
be completed during class time, so that 
the teacher can authenticate the 
students work.  

●​ Teachers will need to make every effort 
to ensure that their scheduling of a SAC 
does not impact on other subject 
assessments. It is suggested that staff 
seek advice / information from:  
−​ The House Leaders. 
−​ The Assistant Principal Later Years. 
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−​ The College Calendar – Compass. 

Student attendance at a SAC / SAT / 
Assessment task should take priority over 
their participation in school sporting teams 
and other non-assessed extra curricula 
activities.  
 

Breach of Rules for School 
Assessment  
A student undertaking assessment under 
test conditions as part of school-based 
assessment in Units 1 – 4 must comply with 
the VCAA examination rules and school 
rules. Any allegation of a breach of rules 
must be reported to the Assistant Principal 
Later Years. Allegations may be made by any 
person with information that suggests rules 
have been breached, for example, a teacher, 
a student, a parent or guardian, or an 
external party such as a tutor. On the 
College’s receipt of an allegation, the 
student’s work should not be accepted for 
assessment, pending the conduct of an 
investigation by the College. The original of 
the final version of the work is to be 
retained by the school. The student should 
be given a copy of the work. 

On receipt of an allegation, the Assistant 
Principal Later Years will then conduct a 
preliminary investigation to determine if 
there is any substance to the allegation 
requiring further, more rigorous 
investigation. Detailed records of the 
preliminary investigation will be kept and 
may be used in any later decision-making. 
The school may decide it is appropriate to 
appoint an external person to carry out the 
investigation and report back to the school 
decision-maker. The student should be 
advised that an investigation is to take place. 

The purpose of the investigation is to 
determine whether there is any substance 
to an allegation that a student has breached 

the VCAA examination rules or the VCAA 
authentication rules for school-based 
assessment. If so, the evidence should be 
put to a decision-maker for determination. 

The investigator must approach the 
investigation with an open mind and act 
fairly and without bias. They should consider 
the allegation against the student, the 
evidence of anyone who might have 
something relevant to say about the 
allegation, and any documents or 
information that may shed light on whether 
an allegation has substance. Some or all of 
the information and evidence gathered 
during the investigation may show that the 
allegation against the student is unfounded; 
this evidence should not be discounted. 

The investigation may include discussions 
with the teacher supervising the assessment 
and any other witnesses, including other 
students. If this investigation supports the 
allegations, the student will be informed in 
writing of the nature of the allegation and be 
invited to attend an interview to respond. 
Adequate notice of the interview will be 
given to the student, who will be given the 
opportunity to bring a support person to 
the interview. The support person is there to 
provide moral support, rather than to 
represent the student or to speak on their 
behalf. 

The student’s parents/carers may be 
advised of the nature of the allegations, 
depending on the school’s policy in relation 
to reporting discipline matter and 
communication with parent(s) or 
guardian(s), and the school’s knowledge of 
the student’s personal circumstances. 

 

If an allegation suggests that a student has 
submitted work that is not their own, the 
student may be asked to provide evidence 
that demonstrates that the work submitted 
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is their own or was completed in accordance 
with VCAA requirements or both. The 
student may be asked to: 

●​ Provide evidence of the development 
of the work 

●​ Discuss the content of the work with 
the teacher and answer questions to 
demonstrate their knowledge and 
understanding of the work 

●​ Provide samples of their other work 
●​ Complete, under supervision, a 

supplementary assessment task 
related to the original task. 

It is important the decision maker is not the 
same person as the investigator. All material 
gathered during the investigation should be 
provided to the decision-maker. If the 
decision-maker forms  an independent view 
that the evidence against the students is 
insufficient to establish the allegations 
against the student, this will be confirmed in 
writing to the student and no further action 
will be taken. If the decision-maker 
considers that there is sufficient evidence to 
justify a meeting or hearing to decide 
whether nor not the allegations are proven, 
a meeting or hearing should be convened 
so that the evidence can be considered and 
the student given an opportunity to be 
heard. A determination will be reserved until 
the student has been heard at the meeting 
or hearing.  

The College will proceed with an 
investigation of breaches of school based 
assessment as guided by the VCE 
Administrative Handbook. 

Conditions for Coursework and SAT 
Assessment  
Students should always:  

●​ Be clearly informed of the timelines and 
the conditions under which assessment 
tasks are be conducted, including 
whether any resources are permitted. 

●​ Have plenty of advance information 
about the content of a 
SAC/SAT/Assessment task. 

●​ Be given a written guideline about the 
task and submission details. 

●​ Be given a print copy of the assessment 
criteria (from the official VCAA 
assessment guide for that study). These 
criteria will be explained to students.  

●​ This copy of criteria will also be included 
in the actual task.  

There should be a clear relationship 
between the assessment criteria, the task 
set and the marking scheme (audits by the 
VCAA will expect to clearly see these 
characteristics).  

Multiple class subjects – if there is more 
than once class in a study, teachers should 
consult with one another to develop 
school-based assessments. Students MUST 
be assessed under the same conditions, on 
tasks of equivalent difficulty – in practice, 
this means, all do the same SAC. The only 
obvious exception would be in cases of 
individual student rescheduling.  

Feedback to Students regarding 
SAC / SAT Assessment  
After tasks are submitted and marked, 
teachers will provide feedback to students.  

Feedback will include:  

●​ Advice on particular problem areas. 
●​ Advice on where and how 

improvements can be made for further 
learning. 

●​ Reporting S or N decisions and/or 
written comments on students’ 
performance against each outcome. 

●​ Graded score following the assessment 
rubric used for the task for SAC and 
SAT.  

These results will be used as a basis for 
reporting to parents. In providing this 
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feedback, teachers may give students their 
marks on individual School-assessed 
Coursework tasks. If providing marks, 
students and parents must be aware that 
the total SAC score may change following 
statistical moderation.  

Although schools may permit students to 
submit further work for satisfactory 
completion of a unit, students may not 
submit further tasks for the reconsideration 
of School-Assessed Coursework scores 
awarded by the school.  

Drafting 
Teachers may be required to formally sight 
drafts or record students’ completion of 
drafts as a requirement of the VCE study 
design or for authentication purposes or 
both. Drafting can remain a part of a 
teaching and learning strategy, and students 
may do preliminary drafting for SACs. 
However, students and teachers must follow 
the VCAA authentication rules regarding 
acceptable levels of assistance in relation to 
providing feedback on the draft, in order to 
maintain the integrity of the SACs and 
ensure the authenticity of each student’s 
work.  

Statistical Moderation  
School-based assessment is an important 
part of the VCE. In many studies it 
contributes 50% towards the calculation of a 
student’s study score. To ensure fairness 
when study scores are calculated, it is 
important that coursework assessments 
made by all schools are comparable.  

The VCE program gives teachers some 
flexibility in deciding exactly which teaching 
and learning activities and coursework 
assessment tasks they will use to assess the 
learning outcomes specified in each study 
design. As a result, coursework assessment 
from different schools will sometimes be 

based on different sets of assessment 
activities, even though they are assessing 
the same learning outcomes and therefore 
cannot be compared.  

The VCAA acknowledges that teachers are 
best placed to measure students’ academic 
achievement. Assessment scores are only 
comparable when they are expressed on 
the same scale. For each VCE and VCE VET 
program, the VCAA uses statistical 
moderation to adjust the achievements of 
students from all schools on the same scale. 
This provides fairness for students across 
the state.  

Statistical moderation aligns, for each school 
group or moderation group, the distribution 
of school-based scores with the distribution 
of external scores for each school-based 
assessment. The external score is based on 
examination scores that are undertaken by 
students across Victoria with common tasks 
and common assessors, to provide a 
suitable basis for moderating school-based 
scores awarded by individual schools. The 
VCE assessment program also includes the 
General Achievement Test (GAT). In a small 
number of studies, and where it is found to 
enhance the moderation process, student 
results from the GAT are also used to 
calculate the external score. 

Electronic storage and submission 
of work  
The following advice is given for students 
preparing and maintaining work on 
computer.  

●​ Ensure an alternative system is 
available for producing assessable 
work in case of device (computer or 
printer) malfunction or unavailability.  

●​ Hard copies of work in progress are to 
be produced regularly to meet 
authentication requirements.  
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●​ Backup regularly and store a backup in 
a separate and secure location.  

●​ Device or electronic transfer problems 
ARE NOT sufficient reason for granting 
extensions, Special Provision, etc.  

Lost or Stolen Work  
A teacher or student who has lost a 
coursework assessment task, or where a 
task has been stolen or damaged, must 
complete a written statement explaining the 
circumstances. The statement must be 
signed, dated and submitted to the 
Assistant Principal Later Years.  The Principal 
will determine an initial score for the 
assessment task, acting on advice from the 
teacher and based on their assessment 
records. The associated documents for this 
process will be kept at the College in secure 
records storage. 

 

Notification of SAC dates 
Dates for SACs & SATs are provided to 
students at the beginning of each semester.​
For SATs, a series of Authentication dates 
and Final Submission date will be set by the 
class teacher and must be adhered to. 

●​ SAC dates can change and will be 
confirmed at least 1 week prior to the 
final SAC date. 

●​ Students are to give priority to their 
timetabled studies and any assessment 
of coursework. 

●​ Students need to be attending all 
classes, completing all coursework, 
completing homework and studying in 
their own time in order to be fully 
prepared for SACs/SATs as they occur. 

Missed SAC/SAT 
There are three categories of circumstance 
for which a student may miss the set 

completion date and time for a SAC/SAT.  
These are: 

Exceptional Foreseen 
Circumstances 

These circumstances are defined as known 
medical*, excursion/School Camp, school 
Sport, funeral*, VET, birth of own or 
partner’s child* 

*medical certificate/documented evidence 
required 

 

If a student will miss a SAC/SAT in class 
due to exceptional foreseen circumstances 
the College is notified by: 

●​ The student applying for special 
consideration - for SACs only.  There 
are no resit opportunities for SATs. The 
student completes and submits an 
Extension/variation of time 
Application (at least 3 school days 
prior to the scheduled SAC date or one 
week ​
prior to the SAT submission date.) ​ ​
* These extension forms can be 
obtained by students (and parents) on 
Compass in the VCE Resources folder or 
directly from House Leaders/Assistant 
Principal Later Years. The completed 
Extension/variation of time Application 
must be submitted to the subject 
teacher. 

or  

●​ A parent/carer contacting the College 
via written or verbal means indicating 
that student is not able to attend the 
SAC, with medical certificate obtained 
and presented to the College within 
three days of the students return. 

Medical certificates, where applicable, must 
be taken to the College Office for College 
records. Copies will not be accepted. 
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Subject teachers will then be advised by the 
Later Years Administration Assistant when a 
medical certificate has been presented. 

The student needs to negotiate with their 
subject teacher to complete the written SAC 
at the next possible Wednesday afterschool 
Outcome Completion Session in the Library 
from 3:45-5:00 pm. (There are no resit 
opportunities for a SAT and arrangements 
for any missed practical component and 
final SAT submission needs to be negotiated 
with and documented by the subject 
teacher) 

SACs/SATs for which a practical component 
exists, need to be completed at the next 
possible opportunity (within 7 days). 

Students will be required to complete a task 
set at the discretion of the teacher. This may 
be a different task to the original SAC/SAT 
held in class, to avoid any risk of plagiarism. 

The student is still able to successfully 
complete the Unit and get an S and a scored 
assessment. 

Failure to meet deadlines will result in the 
student needing to present to the SAC/SAT 
Appeals Panel. 

Exceptional Unforeseen 
Circumstances 

These circumstances are defined as Medical 
– with doctor’s certificate. 

If a student is ill on the day of the SAC/SAT 
final submission date, they must complete 
and submit an Absence from SAC/SAT 
Explanation form and provide a Medical 
Certificate or supporting documents (within 
3 days of returning to school after missing 
the SAC/SAT.)  These forms can be obtained 
from Compass Portal >School 
Documentation>Parent Resources and the 
College’s website. The Absence from 

SAC/SAT Explanation Form needs to be 
submitted to the subject teacher. 

Parent/carer notifies the school that student 
is not able to attend the SAC (written or 
verbal is acceptable).   

Medical Certificates must be taken to the 
Later Years Administration Assistant in the 
College Office for school records. 

Subject teachers will be advised by the Later 
Years Administration Assistant as to whether 
a medical certificate has been presented. 

Student needs to negotiate with their class 
teacher to complete the written SAC at the 
next possible Wednesday Outcome 
Completion Session in the Library from 
3:45-5:00pm.   

(There are no resit opportunities for a SAT 
and arrangements for any missed practical 
component and final SAT submission needs 
to be negotiated with the subject teacher) 

Failure to meet deadlines will result in the 
student needing to go to the SAC/SAT 
Appeals Panel. 

Non-exceptional circumstances - 
Unapproved 

These circumstances are defined as Driving 
lessons/licence, work, missed bus, missed 
classes, Centrelink and other personal 
appointments, holidays, birthdays, births, 
other with no medical certificate available or 
unapproved absence (Student does not 
attend class, no sms/notification given to 
school on day of event).  

Where a student misses a SAC/SAT in class 
and does not have medical certificate the 
student will be provided the opportunity to 
resit the sac for the purposes of meeting the 
outcomes, however will be scored a zero for 
the VCAA administrative purposes. 
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Student is required to complete and submit 
an Absence from SAC/SAT Explanation 
Form (within 3 days of returning to school).  
These forms can be obtained from Compass 
Portal >School Documentation>Parent 
Resources and the College website.   The 
Absence from SAC/SAT Explanation form 
needs to be submitted to the subject 
teacher. 

Parent/carer notifies the school that student 
is not able to attend the SAC (written or 
verbal is acceptable)  

Student will discuss with their teacher the 
opportunity to sit the SAC the following 
Wednesday.  There are no resit 
opportunities for a SAT. 

Student will undertake the written SAC in 
the Afterschool SAC Completion Session on 
the following Wednesday, in the Library 
from 3:45-5:00 pm.  

SACs/SATs for which a practical component 
exists, need to be completed at the next 
possible opportunity (within 7 days). 

Student will be required to complete a task 
set at the discretion of the teacher.  This 
may be a different task to the original SAC 
held in class, to avoid any risk of plagiarism. 

The student is still able to successfully 
complete the Unit and get an ‘S’ for the 
relevant outcome by completing the SAC 
and their necessary classwork but will not 
get a scored assessment. 

●​ A student may appeal through the 
Assistant Principal Later Years to the 
SAC/SAT Appeals Panel consisting of 
the Principal, Assistant Principal Later 
Years Leader and House Leader 
representative. 

●​ If a student chooses to appeal the 
decision of the subject teacher to not 
provide a scored assessment, the 
student is required to appeal in writing. 

●​ A Panel will convene if an appeal is 
lodged by a student. 

●​ The decision of the appeal will be the 
responsibility of the SAC/SAT Appeals 
Panel and the decision cannot be 
reversed.  

 
Failure to meet deadlines will result in the 
student needing to go to the SAC/SAT 
Appeals Panel. 

 

Afterschool SAC Completion 
Session 

SAC Completion Sessions run on 
Wednesdays from 3:45pm-5:00pm in the 
Hub. 

The task will be decided at the discretion of 
the teacher.  The teacher will ensure that 
the SAC provided to a student who was not 
present in class when the SAC is completed, 
cannot be plagiarised in any way.  Teachers 
will in most cases, provide a completely 
different SAC task. 

The subject teacher places the task with 
Afterschool SAC Completion Session cover 
sheet attached (in a plastic pocket 
preferred) in the ‘SAC Completion’ pigeon 
hole. 

The SAC Completion Session supervising 
teacher (as indicated on the roster each 
term or as negotiated) will collect any SAC 
Completion work and instructions that are 
left in the ‘SAC Completions’ pigeon hole and 
the SAC Attendance Folder and meet 
students at the Hub, ready to start at 
3.30pm. 

A roll will be marked for students who have 
been allocated to Outcome Completion. This 
record will be used by teachers as evidence 
for assessment and evaluation purposes. 
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Students are not required to stay until 5pm.  
Students will be dismissed by the SAC 
Outcome Completion Session supervising 
teacher when the student has completed 
and submitted the task.   

The supervising teacher cannot assist 
students with completing the SAC, and the 
task is to be completed under specified VCE 
Exam conditions. 

Students undertaking a VET subject and 
unable to attend Outcome Completion can 
arrange alternative times with the Assistant 
Principal Later Years. 

After-school supervision is completed under 
a teacher volunteer arrangement. 

The SAC Outcome Completion supervising 
teacher needs to return all materials to the 
relevant teacher’s pigeon holes and the 
Attendance Folder to the SAC Completions 
pigeon hole immediately after the SAC 
Completion Session 

Scored Assessment of missed SACs  
A student is still able to receive a scored 
assessment for a missed SAC under 
Exceptional foreseen and Exceptional 
unforeseen circumstances only, providing 
relevant documents are presented within 
the timeframe indicated in sections.   

If a student misses a SAC due to 
Non-exceptional circumstances, it is still 
possible to complete the unit and get an S 
but a scored assessment will not be given 
for the task. 

Appeals 
If required a SAC/SAT Appeals Panel will be 
formed consisting of the Principal, Assistant 
Principal Later Years & House Leader.  
Appeals must be made in writing to the 
Principal. 

Grounds for Appeals in VCE/VCE 
VM 
Students have the right to appeal decisions 
about:  

●​ Non Satisfactory Completion 
●​ Special Provision  
●​ Authentication  
●​ Extensions  
●​ Redemptions  
●​ Other breaches of VCAA rules 

Process of Internal Appeals 
●​ Student notifies the House Leader of 

intention to appeal 
●​ A formal interview will be undertaken 

with a school based appeals panel 
●​ Composition of the panels will be the 

Principal or delegate, Later Years 
Assistant Principal and relevant 
teachers. Students may request a 
support person to be present, e.g. 
parent/guardian/friend. 

●​ All deliberations must be documented, 
and outcomes must be conveyed to 
the student in writing. 

A student may appeal to the VCAA against a 
decision by the school, and any penalty 
imposed by the school, in respect of a 
contravention of the assessment rules of 
the VCAA relating to School-based 
Assessments. However, this right of appeal 
does not apply to decisions about the 
satisfactory completion of a course arising 
from a student’s attendance, or other 
disciplinary decisions of a school not arising 
from a contravention of VCAA assessment 
rules. 

 

VCE VM assessment 
VCE VM assessment measures a student’s 
achievement of a learning outcome by 
collecting evidence of their performance 
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and making a judgment about whether they 
have met the requirements of that learning 
outcome. These requirements are clearly 
outlined in the elements of each learning 
outcome. 

Teachers will use a variety of assessment 
tasks that provide a range of opportunities 
for students to demonstrate satisfactory 
achievement (S) of each learning outcome.  
This may include: direct observation, written 
work, oral presentations, object production 
and project implementation.  

Students must be observed to demonstrate 
achievement of a learning outcome on more 
than one occasion and in different contexts. 
An assessment task used to demonstrate 
achievement of one or multiple learning 
outcomes in one VCE VM unit cannot be 
used to demonstrate achievement in any 
other VCE VM unit, VET unit of competency 
or VCE study.   

8.​ Assessment: 
Examinations  
The General Achievement Test 
(GAT)  
All students enrolled in one or more VCE 
Unit 3−4 sequences, VCE VM Unit 3-4 
sequences or VCE VET scored Unit 3−4 
sequences are expected to sit the General 
Achievement Test (GAT) in June.  
 
The GAT is an essential part of the VCAA 
assessment procedures, including assisting 
in statistically moderating Unit 3 and 4 
School Assessed Coursework and to provide 
a check on the accuracy of examination 
marking.   
 
Students will be issued with detailed 
information about the GAT when it is 
received from the VCAA. Each student will 

receive a statement of his/her GAT results in 
December.  

A student may be deemed eligible for 
Special Examination Arrangements or an 
Exemption from the GAT under criteria set 
out by the VCAA.  Students who need to 
apply for Special Examination Arrangements 
or Exemption must contact the Assistant 
Principal Later Years or House Leader who 
will discuss the options with the student and 
parents then, as appropriate, complete and 
submit the SEA or Application for authorised 
absence from the General Achievement Test 
(GAT) form and the relevant documentation.  

Rules for the conduct of 
examinations  
1.​ A student must not cheat or assist 

another student to cheat, including 
taking any action that gives or attempts 
to give them or another student an 
unfair advantage in a VCE external 
assessment.  

2.​ A student must not allow, induce or 
assist any other person to present for a 
VCE external assessment in their place. 

3.​ A student must not present for a VCE 
external assessment in another 
student’s place.  

4.​ A student must not present for a VCE 
external assessment under the 
influence of alcohol, drugs or 
intoxicating substances. A student who 
has taken medicinal drugs for a 
medical condition in accordance with 
good medical practice is, to that extent, 
exempt from this rule.  

5.​ A student must obey and observe all 
instructions or directions given by their 
supervisor.  

6.​ A student must provide reasonable 
assistance to any investigation by the 
VCAA in relation to a suspected breach 
of VCAA rules. 
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7.​ A student attending a VCE external 

assessment may bring only materials 
and equipment approved for that 
external assessment into the 
examination room.  

8.​ A student must not possess mobile 
phones and electronic devices such as 
recorded music and video players, 
organisers, dictionaries and 
computerised watches, which are 
capable of storing, receiving or 
transmitting information or electronic 
signals during a VCE external 
assessment.  

9.​ A student detected with a mobile 
phone or electronic device such as a 
recorded music and video player, 
organiser, dictionary or computerised 
watch or as defined in the above 
guidelines, must, upon the direction of 
a supervisor, surrender that device for 
inspection. Any confiscated device may 
be retained, pending any investigation 
into an alleged breach of VCAA rules. 
Students must provide reasonable 
assistance to the VCAA or its agents to 
enable the interrogation of the device.  

10.​ A student must not bring into or 
possess in the examination room any 
drinks or food, except under special 
circumstances as approved and 
directed by the VCAA. Bottled water is 
allowed in the examination room under 
approved conditions.  

11.​ A student must not communicate with 
another student while the VCE external 
assessment is being conducted.  

12.​ A student must not cause any 
nuisance, annoyance or interference to 
any other student during a VCE 
external assessment.  

13.​ A student must not remove, tear out or 
damage any part of a bound reference, 
answer book, question/task book or 
question and answer book except 

where permitted, for example, formula 
sheets. 

14.​ A student must not remove any 
response material, used or unused, 
from the examination room.  

15.​ A student must not begin to write or 
mark their paper or response material 
in any way, or use a calculator, until 
advised by a supervisor that writing 
may commence. 

16.​ A student must raise their hand if they 
wish to communicate with a supervisor.  

17.​ A student must not leave their place 
until permitted by a supervisor. 

18.​ A student will not be permitted to leave 
the VCE external assessment before 30 
minutes has elapsed from the start of 
writing time. 

19.​ A student will not be permitted to leave 
in the last five minutes of the VCE 
external assessment.  

20.​ A student must cease writing when 
instructed to do so by a supervisor.  

21.​ A student must remain silent and 
seated in their place at the end of the 
VCE external assessment until 
response materials have been 
collected and checked, and an 
announcement is made permitting to 
students to leave the examination 
room.  

22.​ A student must not communicate with 
an assessor, before, during or after a 
VCE external assessment, except when 
communication is necessary for the 
conduct of the assessment.  

 

 

9.​ Authentication 
Bannockburn P-12 College is committed to 
upholding standards of educational integrity 
and honesty.  Plagiarism, cheating or 
collusion in any form is unacceptable and 
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will be treated seriously by Bannockburn 
P-12 College.  For the purpose of 
assessment, Bannockburn P-12 College 
requires students to complete and submit 
work that is their own. 

Students and staff of Bannockburn P-12 
College have a duty to ensure they gain the 
necessary understanding to minimise 
incidences of plagiarism, cheating and 
collusion. 

Definitions 
Plagiarism:  

To take and use another person’s ideas and 
/ or manner of expressing the ideas and to 
pass the ideas off as one’s own by failing to 
give appropriate acknowledgement. This 
includes material from any source, staff, 
students or the internet – published and 
un-published works. 

Cheating: 

Seeking to obtain an unfair advantage in an 
examination or in other written or practical 
work required to be submitted or 
completed for assessment. 

Collusion: 

Unauthorised collaboration on assessable 
work with another person or persons. 

Source: 

The source is the body of work used by the 
student to complete a task. The source 
should be acknowledged or referenced by 
the student. If a source needs to be 
referenced, the trainer of the particular 
course should indicate how the referencing 
is to be done. 

Use of generative artificial 
intelligence (genAI) 
The rapid emergence of generative artificial 

intelligence presents both challenges 
and opportunities for schools in 

administering school-based 
assessments, and may pose a challenge 
for the authentication of some 
assessment tasks. Unattributed or 
disallowed use of genAI in assessment 
may be a breach of academic integrity. It 
must be investigated under the school’s 
policy for responding to an allegation 
that a student has breached VCAA rules 
or school policies for the authentication 
of school-based assessment. Students 
will be provided with significant guidance 
to ensure there is no misunderstanding 
of the consequences if genAI is used to 
misrepresent their learning. 

 

 

Authentication Processes 
Students will be advised during VCE 
Commencement Week and subsequent 
assemblies about Plagiarism, Cheating, 
Collusion and genAI. Students and teachers 
will be able to reference this information via 
this handbook at any time, either personal 
hard copy or online via College website or 
Compass.  

●​ Teachers will be responsible for 
ensuring students are aware of the 
authentication requirements and the 
implications for not meeting this. The 
Assistant Principal Later Years and 
House Leaders in conjunction with 
class teachers will give clear 
expectations around when it is suitable 
to collaborate on work and when it is 
not. It also includes informing students 
of appropriate use and 
acknowledgement of intellectual 
property and material relevant to their 
course, if applicable. 

●​ Teachers should design assessment 
tasks that minimise the possibility for 

26 
 



 
students to plagiarise, cheat or collude 
with others. 

●​ Where commercially produced tasks 
are used to create school-based 
assessment, teachers will substantially 
modify these so that they are unique to 
our college.  These will also be checked 
against the requirements of the VCE 
study design. 

●​ For all assessment tasks, including 
those authorised for completion 
outside of class, students should 
submit and sign the SAC/SAT 
coversheet (see Appendix 7) to declare 
that the work is their own and sources 
are fully acknowledged. 

●​ In situation where a student is allowed 
to work from home, the College has in 
place additional measures to be able to 
authenticate the student’s work as their 
own. In such circumstances, teachers 
may consider it appropriate to ask 
students to demonstrate their 
understanding of the task at, or about 
the time of, submission of the work. If 
any part or all of the work cannot be 
authenticated, the matter must be 
dealt with as a breach of rules. If this 
occurs, the College reserves the right 
to exit the student from the course or 
award an ‘N’ for the unit. 

●​ For School-assessed Coursework 
undertaken outside of class time, 
teachers must monitor and record 
each student’s progress through to 
completion. This requires regular 
sightings of the work by the teacher 
and the keeping of records in the 
Authentication Record for 
School-based Assessment form 
(available as a download on VASS). 

●​ The spaces in which assessment tasks 
are held will have minimum 
distractions and instructions will be 
given by the teacher with regard to ‘test 

conditions’, following VCAA guidelines.  
eg type of calculator etc. 

●​ Teachers who suspect that plagiarism 
has occurred must produce evidence 
(through identifying the source) to 
support their allegation to the Principal 
(or nominee). The Principal (or 
nominee) will investigate follow VCAA 
process to manage the alleged breach. 

●​ Teachers will actively take steps to 
detect plagiarism, collusion or cheating 
which may include the use of electronic 
or manual methods of detection. 

●​ Students are responsible for: 
−​ Being familiar with this policy & 

procedure that is received during 
orientation. 

−​ Acknowledging intellectual material 
used by them. 

−​ Submitting work that is their own. 
−​ Taking all reasonable steps to 

ensure that their work cannot be 
accessed by others. 

10.​ Records and Results 
Bannockburn P-12 College complies with 
the VCAA record keeping requirements 
through Victorian Assessment Software 
System (VASS), to ensure that College and 
Student data is recorded in a timely and 
accurate manner. 

Request for access to student 
records 

​ Parents and/or students may request 
access to their student records in writing to 
the College Principal.  The Principal will 
consider these under the VCAA regulations 
and may seek advice from DET, the relevant 
sector authority or their legal adviser about 
providing information to parents/guardians 
and students, to ensure they comply with 
applicable privacy legislation. A response will 
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then be provided, in writing, as appropriate 
to the student. 

 
​ Students are allowed to access their VCE or 

VCE VM records during the course of their 
study and, at the discretion of the Principal, 
after completion of the course. 

VCE scored achievement 
The results of School-based Assessments 
and external assessments (including 
examinations) contribute towards a 
student’s study score in each Victorian 
Certificate of Education (VCE) study and 
towards their Australian Tertiary Admission 
Rank (ATAR).    

Any graded assessment for Units 1 or 2 are 
school based, determined by the 
teacher/school, and the school reports S or 
N for each unit to VCAA, not a graded result.  

Each VCE study has three graded 
assessments for each Unit 3–4 sequence. 
Scored VCE VET studies have two graded 
assessments for each Unit 3–4 sequence. 

●​ Levels of performance in graded 
assessments are reported as A+ to E, 
UG (ungraded) and NA (not assessed). 
UG indicates that the score achieved 
was too low to assign a grade. NA 
indicates that the School-based 
Assessment was not submitted or the 
examination was not undertaken. 

●​ All VCE studies have at least three 
graded assessments in each Unit 3–4 
sequence, and include at least one 
external assessment. Details for each 
study can be found in the Study Design 
or VCE Administrative Handbook. 

●​ The minimum score required for each 
grade for each School-based 
Assessment in a VCE study and a VCE 
VET scored program is determined by 
the VCAA, following statistical 
moderation of schools’ initial scores. 

●​ The minimum score for each grade is 
determined by the VCAA at the 
completion of marking. 

Study scores 
A study score indicates how a student 
performed in relation to all other students 
who took the study. It is calculated, by VCAA, 
using the student’s final scores for 
School-assessed Coursework, 
School-assessed Tasks, Externally-assessed 
Tasks and examinations for each study. 

The VCAA applies statistical moderation 
procedures to School-based Assessment 
scores to ensure that they are comparable 
across the state and fair to all students. 

To receive a study score, students must 
achieve two or more graded assessments in 
the study and receive an S for both Units 3 
and 4 in the same academic year, unless 
they have Interrupted Studies status and 
have met these requirements over two 
academic years. 

 

Study score calculation 

The final score for each graded assessment 
is standardised against the state mean.  

This is then multiplied by its percentage 
contribution to the study score and then the 
components are summed. The weighted 
totals of all students in the study are then 
ranked in descending order, then 
normalised using an inverse normal 
function. This produces a possible study 
score ranging from 0 to 50, with most study 
scores between 23 and 37. Further details 
can be found in the VCE Administrative 
Handbook. 

Calculating a VCE VET study score 

Some VCE VET programs include scored 
assessment. In these programs students 
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receive a score and a grade for each of two 
components: 

●​ School-assessed Coursework, a set of 
tasks students undertake in the Unit 
3–4 sequence of their program 

●​ an examination based on the Unit 3–4 
sequence, set by the VCAA. 

The statistically moderated School-assessed 
Coursework score and the examination 
score are used to calculate study scores by 
the same procedures as for other VCE 
studies 

Certificates are forwarded to the student’s 
home school on the scheduled date. 
Students who have undertaken study at only 
VCE Unit 1 and 2 level and have not 
completed any pre-VCE studies will have 
their results included in the results package 
sent to their home school on the scheduled 
date.  

The College results package will contain:  

●​ VCE Statement of Results for students 
with only Unit 1 and 2 enrolments  

●​ VCAL Statement of Results for 
students who do not have a VCE Unit 
3–4 sequence in their program  

●​ VCE VET Statement of Results for 
students who do not have a VCE Unit 
3–4 sequence in their program  

●​ VET/FE Statement of Results for 
students who do not have a VCE Unit 
3–4 sequence in their program  

●​ VCE certificates for the current 
academic year  

●​ VCE Baccalaureate certificates for the 
current academic year  

●​ VCE Industry Pathway certificates for 
the current academic year  

●​ VCAL certificates for the current 
academic year  

●​ VCAL Industry Pathway certificates for 
the current academic year.  

VCE Administrative Handbook 2026 Final 
results: 

Reporting to students  

●​ Students and their parents will have 
access to accurate information about 
the student’s achievement and 
performance.  This information will 
include at least two written school 
reports per academic year relating to 
the student’s performance. 

●​ At the end of the academic year, the 
VCAA issues a Statement of Results to 
all students who have obtained results 
in VCE units, VCE VM units, VCE VET 
(Vocational Education and Training) 
units, including VCE VET/FE (Further 
Education) units of competency, GAT 
and VCE and VCE VM certificates to 
students who are eligible.  The results 
package is mailed directly to the 
student’s address as recorded on 
VASS, on the scheduled date.  Specific 
details of the Statement of Results can 
be found in the VCE Administrative 
Handbook. 

●​ VCE Results and ATAR Service 
Students may obtain their final Year 
12 results by accessing a range of 
services from the VCE Results and 
ATAR (Australian Tertiary Admission 
Rank) Service (the joint VCAA and VTAC 
service) if they have at least one VCE 
Unit 3 and 4 enrolment. The ATAR 
website is also optimised for 
smartphones and other mobile 
devices with an internet browser. 
Students should refer to the VCE 
Exams Navigator for information 
regarding access to the Results 
Service.  

●​ Post-Results and ATAR Service (PRAS) 
Post-results and ATAR Service (PRAS) 
is a joint VCAA and VTAC enquiry 
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service that provides information after 
the release of results in December. 
Students, parents and teachers with 
queries about VCE and VCE VM results 
should phone (03) 9637 3877 or 1800 
653 080, or email 
pras@education.vic.gov.au. Actual 
results cannot be obtained from this 
service. 

●​ Statement of Marks and Statement of 
Study Score Students may apply to the 
VCAA to obtain a Statement of Marks 
for any or all of their VCE external 
assessments and the GAT. Students 
will receive a personalised application 
form with their VCE results, and a 
general application form is available 
on the VCAA website. A Statement of 
Marks provides the marks obtained 
for each question or criterion on an 
external assessment, as well as the 
maximum marks available. A 
Statement of Study Score provides 
details of the calculation of a student’s 
study score for VCE Units 3 and 4 or 
scored VCE VET Unit 3–4 sequence. 
Fees are not required when applying 
for these statements. Students with 
vision impairment can request a 
Statement of Marks in a nominated 
accessible format. There is a closing 
date for applications. There is no 
provision for late applications. 
Applications received after this date 
will not be processed. 

  

 

 

 

 

 

 

 

 

11.​ Appendices 
See Applicable appendix items as follows.  

Appendix 1​ Additional 
Supports and Advice  
College Contacts:​ Homegroup Teacher, 
House Leader, Assistant Principal Later 
Years. 
 
Administrative dates and VCAA 
assessment schedule  
 
https://www.vcaa.vic.edu.au/administration/
Key-dates/Pages/AdminDates.aspx 
 
 
VCE Administrative handbook  
https://www.vcaa.vic.edu.au/administration/
vce-handbook/Pages/index.aspx 
 
VCE assessment principles 
 
https://www.vcaa.vic.edu.au/curriculum/vce/
Pages/VCEPoliciesandGuidelines.aspx 
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Appendix 2 

Later Years ​
Attendance Requirements 

 

Later Years students are required to attend 
90% of their scheduled classes if they are to 
maximise their achievement. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 
Appendix 3  

​

Extension/Variation of 
Time ​
for a SAC/SAT Application  
Part A: To be completed by student  

Student Name 
_____________________________________________ 
Homegroup ________________________ 

Subject / Unit 
_______________________________________________Teac
her _________________________________ 

SAC/SAT Title 
_____________________________________________________
_______ 

Date/Time of SAC/SAC Missed 
_____________________________ Length of SAC/SAC 
________________________  

Proposed New Date/Time ________________________  

Reason for request 
_____________________________________________________
______________________________________ 

_____________________________________________________
_____________________________________________________
_______ 
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Medical certificate or other supporting 
documentation attached     YES   /  NO  

Student Signature 
_____________________________________________________
_________ Date ________________________ 

Parent/Carer Signature 
_____________________________________________________
____ Date ________________________ 

Part B: To be completed by the 
teacher  

Date Application Received ___________________    Is 
the student’s explanation acceptable to you? 
YES   /  NO   

New Date of SAC/SAC ________________________ 
Request Granted   YES   /  NO    

VCE Coordinator Notified   YES   /  NO 

Conditions e.g. student to consult regularly or 
progress report to be submitted 
__________________________ 

_____________________________________________________
_____________________________________________________
_______ 

Teacher Signature 
_____________________________________________________
_________ Date ________________________ 

-------------------------------------------------------------------
-------------------------------------------------------------------
----------Student Copy​ ​ ​
​  Date Rescheduled To 
________________________ 

Student Signature 
_____________________________________________________
_________ 

Teacher Signature 
_____________________________________________________
_________ 

House Leader/Assistant Principal Signature 
_____________________________________________________       
Where the variation is known prior to the SAC, 

the student must return this form to the subject 
teacher at least 3 days prior to the assessment. 
** Reasons supported with a medical certificate 
meet VCAA rescheduling conditions. All other 
reasons are not guaranteed. 

Request to change a 
subject 

Later Years 
Please note: This application form is used when 
applying for a subject change(s). While every effort is 
made to accommodate changes to a student’s 
timetable, clashes and class numbers may prevent 
this from occurring. Students will be notified if this is 
the case. 

Subject changes can be made: 

●​ Year 9/10 within the first three weeks of each 
semester.   

●​ VCE subjects: Students may change VCE 
within the first three weeks of Unit 1 or Unit 
2.  

●​ VET subjects: changes into Certificate courses 
are subject to enrolment approval and can 
only occur with approval.  

●​ Only in exceptional circumstances will a 
student be given approval to change subjects 
at any other point. 

●​ No changes can be made during/between 
Unit 3 or Unit 4 VCE subjects. 

STEP 1  

Student Name: 
_______________________________________________   
HOMEGROUP ___________ 

Current Subject Information (for both semester 1 and 
2):  

Semester 1 
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STEP 2 – Request to Change Subjects  

Subject Change: ____________________________ to 
__________________________________  

STEP 3 – Reason for Change  

Student’s reason for change:  
 
 
 
 
 
 

 
STEP 4 – Signatures Required for Approval​
​ ​ Approved:     Yes �    No � 

Date Request submitted: _____________________  

Parent/Guardian: ________________________________   
Student: ______________________________________ 

House Leader: ____________________________________  
Assistant Principal Later Years: 
______________________________ 

 

Appendix 5  

Absence Due to Medical 
Reasons Form 

Part A: To be completed by student  

Student Name 
_____________________________________________________
Homegroup ________________________ 

Subject(s)__________________________________________
_____________________________________________________
__ 

Teacher 
_______________________________________________ 

Date of Absence ________________________ Date 
Student Returned to College 
________________________  

Reason for 
Absence___________________________________________
_________________________________________________ 

_____________________________________________________
_____________________________________________________
________ 

Medical Certificate attached (required)   YES   /  
NO  

Student Signature 
_____________________________________________________
Date ________________________ 

Parent Signature 
_____________________________________________________
__Date ________________________ 

Part B: To be completed by the 
teacher  

Is the student’s above explanation and 
documentation acceptable to you?   YES   /  NO   

Later Years Leader Notified   YES   /  NO    Does 
this absence require rescheduling work due   
YES   /  NO 

Conditions e.g. student to consult with you to 
arrange completion of missed work  

_____________________________________________________
_____________________________________________________
________ 

Teacher Signature 
_____________________________________________________
__ Date ________________________ 

-------------------------------------------------------------------
-------------------------------------------------------------------
----------- 
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Student Copy​  ​ Due Date for 
(non SAC/SAT) work/tasks 
________________________ 

Student Signature 
_____________________________________________________
_________ 

Teacher Signature 
_____________________________________________________
_________ 

Later Years Leader Signature 
__________________________________________________ 

The student must return this form to the subject 
teacher within 3 days of returning to College. This 
form does not cover absence from a SAC-SAT, in 
these instances please complete either a Absence 
from SAC/SAT Explanation Form, or 
Extension-Variation of Time for a SAC/SAT 
Application Form. Absences with a medical 
certificate meet VCAA approval requirements. 

Appendix 6  

​

Absence Due to ​
Family Reasons Form 

Part A: To be completed by student  

Student Name 
_____________________________________________________
__Homegroup ________________________ 

Subject(s) 
_____________________________________________________
______________________________________________  

Teacher 
_______________________________________________ 

Date of Absence ________________________ Date 
Student Returned to College 
________________________  

Reason for 
Absence___________________________________________
_________________________________________________ 

_____________________________________________________
_____________________________________________________
________ 

Supporting documentation attached   YES   /  
NO    Collected work from all relevant teachers   
YES   /  NO  

Student Signature 
_____________________________________________________
__________Date ________________________ 

Parent Signature 
_____________________________________________________
____________Date ________________________ 

Part B: To be completed by the 
teacher  

Is the student’s above explanation and 
documentation acceptable to you?   YES   /  NO   

House Leader Notified   YES   /  NO    Assistant 
Principal Later Years Notified    YES   /  NO     

Does this absence require rescheduling work 
due   YES   /  NO 

Conditions e.g. student to consult with you to 
arrange completion of missed work  

_____________________________________________________
_____________________________________________________
________ 

Teacher Signature 
_____________________________________________________
_________ Date ________________________ 

-------------------------------------------------------------------
-------------------------------------------------------------------
----------- 

Student Copy​  ​    Due Date for 
(non SAC/SAT) work/tasks 
________________________ 
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Student Signature 
____________________________________  Teacher 
Signature ___________________________________ 

House Leader Signature 
_______________________________Assistant Principal 
Signature  _______________________ 

The student must return this form to the subject 
teacher within 3 days of returning to College. This 
form does not cover absence from a SAC/SAT, in 
these instances please complete either a Absence 
from SAC/SAT Explanation Form, or 
Extension-Variation of Time for a SAC/SAT 
Application Form.            **Absence for family 
reasons is NOT an approved absence at the VCE 
or VCE VM level. 

Appendix 7 

SAC/SAT 

Cover Sheet 
 

 

Student Name: 
_______________________________  
Homegroup: _______________________ 

Subject and unit: 
________________________________________
__________________________ 

Subject Teacher: 
_____________________________  Date of 
submission: _________________ 

SAC Title: 
________________________________________
_________________________________ 
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Appendix 8  
Notification to Parents of Students 
at Risk 

In each Unit at VCE, students complete 
internally assessed pieces of work called 
“School Assessed Coursework” (SAC) and for 
these they receive a score/percentage. 
Students will also complete external 
examinations for Unit 3 and 4 subjects. The 
overall assessment of each Unit is measured 
on whether the “Outcome” (key 
learning/skills) has been demonstrated by 
the student – this is reported as either 
“Satisfactory” (S) or “Not Satisfactory” (N) by 
the subject teacher.  
In each Unit at VCE VM, students must 
complete assessment tasks and provide 
evidence of their performance to ensure 
they have met the requirements of that 
learning outcome. Teachers will use a variety 
of assessment tasks to provide opportunity 
for students to demonstrate their level of 
achievement. 
One criterion which needs to be met in 
order to successfully complete both VCE 
and VCE VM is the attainment of at least 16 
Units over Years 11 and 12; a second 
criterion is attendance – if attendance is 
below expectations without reasonable 
evidence explaining the absence (such as 
medical certificates) then an “N” will be 
awarded regardless.  

Within compass under chronicle entry is 
“VCE At Risk Notification”. A “VCE At Risk 
Notification”  informs parents/guardians of 
concerns with their child’s level of 
performance in a Unit which, if 
unaddressed, would lead to a low result or 
to an award of an “N”. 

Please provide detailed 
information for families to support 
them, and to ensure the student is 
aware of the actions required to 
improve their outcomes. 

Reasons a student may be ‘At risk’ includes 
one or more of the following:  
 
1. The students standard of homework 
and/or classwork is low, indicating little work 
or motivation on your students behalf  
2. The students level of unexplained 
absences is high  
3. The students general level of motivation 
in this subject area is low  
4. The students has not completed set work 
– work has not been done  
5. The student has not achieved a 
satisfactory result in a summative 
assessment or presentation 
 
If The student was to continue with their 
present motivation and level of assessments 
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they would be in danger of receiving an ‘N’ 
overall. 
 
Notification Chain 
When completing a “VCE At Risk 
Notification”, it is imperative both the House 
Leader and Assistant Principal are aware of 
any communication PRIOR to this being sent 
to the family, and are included in the 
notification chain.  
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Appendix 10 Appendix 11 VCE/VCE VM 
Administration 
11.1​ 2023 Administrative Roles 

Position Roles and Responsibilities 

Principal 

George Porter 

The principal undertakes to en
access to adequate facilities and
VM study they are offered. 

Assistant 
Principal Later 
Years 

Tania 
O’Callaghan 

 

Oversee the delivery of VCE at Ba

Ensure that the processes within
DET and VCAA. 

Lead and support teachers in 
the level of class teachers, in 
members of the Wellbeing Team

Ensure Teachers and VASS ad
VCAA administrative and asses
notification of changes to VCE an

Support VCE/VCE VM teachers e
learning 

Oversee the submission of Speci

Ensure Later Years teachers 
requirements 

Support VCE/VCE VM teachers
curriculum 

Assist in communicating curricu
through the College communicat

Support VCE/VCE VM teachers e
learning 

 

 

 

 

 

 

Ensuring all VCAA and VASS req
VET, including oversee the input
system 

Provide information and advice
community on VCE, VCE VM and 

To take responsibility for mo
achievement and communica
necessary. 
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 To lead assemblies and 

performance, achievement, 
study periods, pathways plan

To monitor and track Later
redemption through clearly c

Organise and lead Student 
parents/guardians in order 
and VCE VM including where
redemption. 

Lead VCE VM & VCE teachers

●​ Hold regular VCE/VC
College Calendar 

●​ Lead meetings with
(including agenda,
documentation to the

●​ Understanding of the

Organise and monitor work 
Coordinator, including liaisin
providers 

Develop and monitor stude
programs 

Manage VCE and VCE VM b
Manager 

To communicate regularly
implementation of the VCE a

Provide advice on VCE & VCE

To establish and publish 
important VCE dates and be 

Provide professional develo
VCE and VCE VM policies and

Support Teachers in the p
VASS data 

VASS 
Administrative 
Support  

Katie Harris 

To perform all administrative
Software System (VASS) in co

To provide accurate and time

To provide any other adminis

To assist and provide accurate a
the enrolment process 

Other duties as requested by the

 

 

11.2​ Communication to staǪ 
The Assistant Principal Later Years is 
responsible for communicating information 
(administrative, curriculum and assessment 
requirements) to the relevant staff 
members, both teaching and VASS in a 
timely manner, including: 

●​ Lead regular VCE/VCE VM teacher 
meetings included on the College 
Calendar with appropriate 
communication (including agenda, 
minutes) and dissemination of 
documentation to the relevant staff.  
Cycle of agenda items at meetings to 
ensure the policies and procedures are 
being met.  

●​ Planning and meeting times before the 
beginning of the year to clearly 
communicate and support staff in 
understanding of the policies and 
procedures of the VCE and VET. Later 
Years Policy Handbook distributed at 
this time and gone through in detail 
with teachers. 

●​ Later Years Policy Handbook, soft copy 
provided to all Later Years teachers, 
available at all times on-line and queries 
answered by the Assistant Principal 
Later Years.  

●​ Use meetings, email and Compass 
newsfeeds to communicate relevant 
College dates, timelines and policies, eg 
Attendance Policy. 

●​ Use meetings, email and Compass 
newsfeeds to communicate relevant 
dates, timelines and dissemination of 
information from VCAA  including: 
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▪​ Relevant accredited VCE study 
designs and errata 

▪​ Relevant VCE Advice for Teachers 
and Assessment Handbook 
publications. 

▪​ Assessment criteria sheets and 
assessment advice for VCE 
School-assessed Tasks. 

▪​ VCE VM curriculum planning guides. 

▪​ Relevant VCE VET program booklets, 
extracts or summaries. 

▪​ Current units of competency. 
▪​ VCE VET Assessment Guides. 

▪​ VCE Administrative Handbook. 

▪​ VCAA Bulletin and Notices to 
schools 

▪​ VCAA Important Administrative date 

▪​ VCE Data Service. 

▪​ VCE External Assessment Result 
Service. 

▪​ Quality Assurance information 

●​ Encouraging Later Years teachers to 
directly subscribe to relevant VCAA and 
subject notifications and email lists. 

●​ Meetings with individual staff members 
and Later Years Leader as required to 
complement communication. 

11.3​ College obligations to the 
VCAA 
Each year the College indicates to the VCAA, 
through student enrolments, the detailed 
programs they will offer. The College 
ensures that students are provided with 
access to adequate facilities and resources 
to complete any VCE or VCE VM study they 
are offered. The Principal, or a delegate of 
the principal, is required on some 
documents to verify or certify that the 

information they contain is accurate and 
complete.  

 

11.4​ Data security 
VASS is a database through which schools 
maintain student details, assessment 
information and school details. The College 
acknowledges the joint responsibility, with 
VCAA, for the privacy protection of student 
personal information held in VASS and the 
imperative that the accuracy, privacy and 
security of VASS data (printed or electronic 
form) is maintained at all times. Relevant 
training will be provided to the VASS 
Administrative Support staff as required. 

The Assistant Principal Later Years and VASS 
Administrative Support staff will take 
reasonable steps to protect personal 
information from misuse, loss or 
unauthorised access. Student personal 
information is not provided to staff, students 
or any other person who does not have a 
legitimate reason to access that information.  
In each of the college processes the 
confidentiality of student’s details and 
results will be ensured by minimising the 
number of staff members in the process 
and the practice of marking emails with 
student data and hard copies within folders 
as Confidential. 

11.4.1​  VASS users 

The VASS administrators (Principal, Assistant 
Principal, Later Years Data Leader and VASS 
Administrative Support staff) use their 
high-level access to administer the VCE, 
VCE/VET and VCE VM for the College, 
including setting up the school’s program, 
enrolling students, entering results and 
producing reports.  VCE and VCE VM 
teachers may be given VASS teacher 
(restricted) status to enter their own results. 
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VASS access and roles will be determined by 
the College Principal each year. 

Hardware and software requirements and 
configurations for VASS users’ can only be 
authorised by the VASS administrators to 
ensure security of access and that both the 
operating system and hardware 
requirements are aligned with VASS 
requirements (PC requirements, browser 
setting & operating system). 

11.4.2​ Submission of data 

Enrolment, unit completion and assessment 
data will be entered in accordance with the 
College VCE timeline which is drawn from 
the administrative requirements of the 
VCAA, meeting critical dates. (see Important 
Administrative Dates and 2024 Assessment 
Schedule for details).  

The Assistant Principal Later Years and VASS 
Administrative Support staff will collaborate 
to ensure requirements are communicated 
to students and teachers and that all VCAA 
deadlines are met. Administrative dates will 
be set on the College calendar (Compass) by 
the Assistant Principal Later Years for 
teachers, students and parents. The due 
dates for assessment will be set with 
consideration for students to complete 
School-based Assessment that take into 
account the way these dates affect the 
workload of students and teachers and the 
redemption process. 

Student transfers must be processed 
according to VCAA requirements.  
Bannockburn P-12 College is responsible for 
all student enrolments and results data 
entry for VET and VCE VM. 

11.4.2​Accuracy of data (enrolment 
and results) 

The accuracy of personal, enrolment and 
results data is a school’s obligation to its 

students. Data will be entered into the VASS 
database manually or by data import at the 
discretion of the VASS Administrative 
Support staff.   

11.4.3​   Single study providers 

The Assistant Principal Later Years will have 
the responsibility of liaising through the 
Geelong VET Cluster and other partnership 
providers to ensure procedures for 
individual student enrolments and results 
are accurate and communicated in a timely 
fashion. 

11.4.4​   Ensuring accurate recording 
of personal details: 

Enrolment reports will be printed and given 
to students for checking and signing at the 
beginning of the academic year and 
returned to the VASS Administrative Support 
Staff, via the College Office, for any revisions.  
Each revision will similarly be reprinted and 
signed off by the student and returned. 

11.4.5​   Ensuring accurate recording 
of student enrolment: 

At the beginning of each unit students will 
be given a printout of their course for 
checking and sign this and returned to the 
Assistant Principal Later Years.  Anomalies 
will be solved by the Assistant Principal Later 
Years who will then communicate with the 
VASS Administrative Support Staff, for any 
revisions. Each revision will similarly be 
reprinted and signed off by the student and 
returned to the Assistant Principal Later 
Years. 

Similarly class lists for each unit will be 
printed for class teachers to check and sign 
to verify unit enrolment, and returned to the 
Assistant Principal Later Years.  Anomalies 
will be solved by the Assistant Principal Later 
Years who will then communicate with the 
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VASS Administrative Support staff, for any 
revisions. Each revision will similarly be 
reprinted and signed off by the class teacher 
and returned to the Assistant Principal Later 
Years. 

11.4.6​   Ensuring accurate recording 
of results: 

The following steps are dictated by the 
College VCE/VCE VM timeline which includes 
dates for each of the following events. 

●​ The VASS Administrative Support Staff 
distribute class lists to teachers for 
entry of School-based Assessment 
results/scores. 

●​ Class teachers sign, date and return 
completed lists to the VASS 
administrative support for data entry 

●​ Generated class lists with the entered 
School-based Assessment result/score 
are distributed by VASS Administrative 
Support staff to teachers for checking 

●​ Class teachers check the results, make 
any changes and return signed and 
dated class lists to the VASS 
administrator. 

●​ This process is repeated if there are 
any anomalies and finalised after the 
set date for the redemption process to 
be completed.  

●​ The class teacher will inform both the 
VASS administrative Support staff and 
the Assistant Principal Later Years 
where the redemption process has 
been used by a student to update their 
outcome results.  The Assistant 
Principal Later Years will monitor the 
students participating in the 
redemption process, working in 
conjunction with the class teacher and 
student. 

●​ VCE VM class teachers will provide 
opportunities for demonstration of the 
outcomes until the deadline set by the 

college at the end of the semester.  
Outcomes which have been 
demonstrated will be awarded an S 
with the possibility of Not Satisfactory is 
not all outcomes have been 
demonstrated. 

11.4.7​    Lost or stolen 
School-assessed Tasks 

If a teacher or student has lost a 
School-assessed Task, or the task has been 
stolen or damaged, they must complete a 
written statement of the circumstances. The 
statement must be signed and dated and 
submitted to the Assistant Principal Later 
Years. The Assistant Principal Later Years 
must complete the Report on Lost, Stolen or 
Damaged School-assessed Tasks and 
Externally-assessed Tasks form, enter an 
estimated score on VASS, and send the form 
by email to 
school.assessment.vcaa@education.vic.gov.
au. The principal, acting on advice from the 
teacher, and on the basis of records kept, 
shall determine the unit result for the 
student. 

11.5​ Ensuring continued Eligibility  
Eligibility reports and the Curriculum Strand 
Report will be run by VASS Administrative 
Support staff before the end of the second 
week of each semester and every time a 
student’s enrolment is changed. The 
Assistant Principal Later Years will check 
these ensure that the minimum 
requirements of the VCE or VCE VM 
qualifications have been met.  The Assistant 
Principal Later Years will then decide on 
discrepancies and areas of concern for 
individual students and follow these up with 
the students and teachers concerned.  
Follow up actions will be recorded by the 
Assistant Principal Later Years and shared 
with parents as appropriate. The Assistant 
Principal Later Years may also request these 
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reports for individual students if they 
consider a change units / courses. 

11.6​ Developing VCE learning 
tasks, assessments and 
Moderation. 
The Assistant Principal Excellent in Teaching 
and Learning will work with the VCE 
teachers to support them in the 
development of Assessment tasks and 
Assessment criteria that meet the Study 
design criteria and VCAA requirements.  The 
Assistant Principal Excellence in Teaching 
and Learning is responsible to ensure that 
there is consistency in the decisions made 
by teachers of individual studies and in the 
decisions made by multiple teachers of one 
study. 
 
Individual teachers in consultation with the 
Assistant Principal Excellence in Teaching 
and Learning (single class units) or Teacher 
teams (multiple class units) will work 
collaboratively: 
●​ Teachers meet to discuss performance 

descriptors/assessment criteria, topics 
and approaches used for the task, 
referencing the Study Design. Teachers 
review the Statistical Moderation report 
related to their study.   

●​ Teachers will design rubrics to assess 
student work, using criteria that align 
with the unit Study Design and cover 
the requirements of the outcome.    

●​ The Assistant Principal Excellence in 
Teaching and Learning will supervise 
the collaboration and ensure that time 
is devoted to this through the regular 
meetings.  The Assistant Principal 
Excellent in Teaching and Learning will 
also work with teams of teachers 
teaching the same unit to ensure 
consistent delivery and assessment in a 
timely fashion, so that students in each 

class have the same learning and 
assessment. 

Regular Later Years meetings will ensure 
that there is consistency across teachers 
understanding and implementation of 
processes with reference back to the Study 
Design and other relevant VCAA 
communications.    

Moderation of tasks will also occur across 
classes for the same unit for each task.  
Moderation-Teachers grade the task from 
their own classes. Teachers swap samples 
and carry out blind marking.  If necessary, 
teachers mark further tasks or reassess 
tasks from their own class. Difficult cases are 
further discussed by all teachers in the team 
before results are entered. 

Moderation beyond the Bannockburn 
teachers for single class units will be 
supported by the Assistant Principal Later 
Years according to VCAA processes and 
practices. 

 

11.7​ Designing VCE VM learning 
programs  
Successful partnerships in the VCE VM 
involve building a culture of collaboration 
and creating connections between schools, 
non-school providers and partner 
organisations. Being able to follow pathways 
that are created from these partnerships 
relies on strong, cooperative relationships 
and a shared understanding and 
commitment to:  
●​ ‘learning that does not stop at the 

school gate’  
●​ the values of technical and further 

education (TAFE) institutes, adult 
community education (ACE) 
organisations and schools, with easy 
movement between these sectors  
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●​ a ‘whole community’ approach that 
involves shared leadership, pooling of 
resources and expertise, and 
non-exclusive ownership of learning 
programs.  

 

The Assistant Principal Excellence in 
Teaching and Learning, in conjunction with 
the Applied Learning Leader, will work with 
the VCE VM teachers to support them in the 
development of Curriculum and Assessment 
tasks that meet the Curriculum guides, suit 
the student cohort and VCAA requirements.  
The Applied Learning Leader is responsible 
to ensure that there is consistency in the 
decisions made by teachers of individual 
studies and in the decisions made by 
multiple teachers of one study. 

Individual teachers in consultation with the 
Assistant Principal Excellence in Teaching 
and Learning/Applied Learning Leader 
(single class units) or Teacher teams 
(multiple class units) will work 
collaboratively: 

●​ Teachers meet to discuss performance 
descriptors/assessment criteria, topics 
and approaches used for the task, 
taking into consideration the cohort of 
students and referencing the 
Curriculum Planning guides.   

●​ Teachers will design rubrics to assess 
student work, to meet the 
requirements of the outcome.    

●​ The Assistant Principal Later Years will 
supervise the collaboration and ensure 
that time is devoted to this through the 
regular Later Years meetings.  The 
Later Years Leader will also work with 
teams of teachers teaching the same 
unit to ensure consistent delivery and 
assessment in a timely fashion, so that 
students in each class have the same 
learning and assessment activities. 

Regular Later Years meetings will ensure 
that there is consistency across teachers 
understanding and implementation of 
processes with reference back to the 
Curriculum plans and other relevant VCAA 
communications.    

Moderation of tasks will also occur across 
classes for the same unit for each task.  
Moderation-Teachers grade the task from 
their own classes. Teachers swap samples 
and carry out blind marking.  If necessary, 
teachers mark further tasks or reassess 
tasks from their own class. Difficult cases are 
further discussed by all teachers in the team 
before results are entered. 

Moderation beyond the Bannockburn 
teachers for single class units will be 
supported by the Assistant Principal Later 
Years according to VCAA processes and 
practices. 

VCE VM learning programs will be designed 
to meet the VCE VM course requirements. 
Each learning program should be designed 
to allow students to achieve the required 
credits and meet all course requirements, 
and be at the appropriate level.  

Information on the four curriculum strands 
is published on the VCAA website. To ensure 
coherence in designing a VCE VM learning 
program, selected curriculum components 
must closely align with the purpose 
statement of the appropriate curriculum 
strand.  

Curriculum components for the VCE VM can 
be selected from VCE VM units, VCE units 
and accredited curriculum from VET 
including FE units of competency. Locally 
developed non-accredited curriculum, 
structured workplace learning programs, 
and community and youth programs 
provide the context for the achievement of 
VCE VM units. Delivery strategies for units 
should be consistent with the VCE VM 
delivery principles and requirements 
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outlined in accredited course documents, 
VCE study designs or VCE VM study designs 
on the VCE VM webpages. 
 

11.8​ VCE VM Assessment of 
learning outcomes 
All VCE VM assessment activities will be 
assessed by the teacher to verify their 
successful completion. The elements in the 
VCE VM curriculum documents further 
describe the learning outcomes, and are 
intended as a guide for teachers in the 
design of assessment tasks to ensure 
consistency in how learning outcomes are 
interpreted and assessed. 

To be credited with satisfactory unit results, 
students must demonstrate achievement in 
all learning outcomes in that unit. 

The curriculum components in a VCE VM 
learning program must be assessed in 
accordance with the requirements and 
guidelines outlined in the curriculum 
documents for the VCE VM units. 

The purpose of VCE VM assessment is to 
measure a student’s achievement of a 
learning outcome by collecting evidence 
about their performance and making a 
judgment about whether they have met the 
requirements of that learning outcome. 
These requirements are clearly outlined in 
the elements of each learning outcome. 

Teachers should use a variety of assessment 
tasks that provide a range of opportunities 
for students to demonstrate achievement of 
each learning outcome. 

Evidence of achievement can include, but is 
not limited to, direct observation, written 
work, oral presentations, object production 
and project implementation. 

Students must be observed to demonstrate 
achievement of a learning outcome on more 

than one occasion and in different contexts 
to make sure the assessment is valid and 
reliable, fair, flexible and efficient. 

An assessment task used to demonstrate 
achievement of one or multiple learning 
outcomes in one VCE VM unit cannot be 
used to demonstrate achievement in any 
other VCE VM unit, VET unit of competency 
or VCE study. Examples of suitable 
assessment tasks for VCE VM units can be 
found in the Advice for Teachers. 

11.8.2​  Assessment principles 

The curriculum components in a VCE VM 
learning program must be assessed in 
accordance with the requirements and 
guidelines outlined in the curriculum 
documents for the units. 
 
Assessment within the VCE VM should be 
based on the following principles: 
 
Assessment should be valid and reliable 
●​ Assessment tasks should be designed 

to reflect the nature of the 
outcomes/elements of the unit. 

●​ Students should be assessed across a 
range of different tasks and contexts. 

●​ Assessment should be conducted on a 
number of occasions. 

 
Assessment should be fair 
●​ Assessment tasks should be grounded 

in relevant context and be sensitive to 
gender, culture, linguistic background, 
physical disability, socio-economic 
status and geographic location. 

●​ Instructions for assessment tasks 
should be clear and explicit. 

 
Assessment should be flexible 
●​ Assessment should be open-ended 

and flexible to meet the specific needs 
of students. 
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●​ Students should have the opportunity 
to demonstrate achievement at their 
own level and pace. 

 
Assessment should be efficient 
●​ Assessment instruments that provide 

evidence of achievement across a 
range of outcomes/units should be 
used. 

11.8.3​ Designing VCE VM 
assessment tasks 

Each VCE VM unit has specified learning 
outcomes. The VCE VM studies are  
standards-based. All assessments for the 
achievement of learning outcomes, and 
therefore the units, are school-based and 
assessed through a range of learning 
activities and tasks. 

Unlike other VCE studies there are no 
external assessments of VCE VM Unit 3-4 
sequences, and VCE VM studies do not 
receive a study score. If a student wishes to 
receive study scores, they can choose from 
the wide range of VCE studies and scored 
VCE VET programs that contain both internal 
and external assessment components. 

The VCE VM studies do not contribute to the 
ATAR. To receive an ATAR a student must 
complete a scored Unit 3-4 sequence from 
the English group and three other Unit 3-4 
scored sequences. Students must achieve 
two or more graded assessments in these 
scored sequences.  

VCE VM students may be required to sit 
tests and/or exams as part of their VET 
program, VCE studies or as part of further 
education and training. Therefore, to 
provide students with test-based 
assessment skills, it may be appropriate to 
incorporate test- and/or exam-based 
assessment into a VCE VM program. 
However, VCE VM assessment principles 

should remain at the forefront when 
assessing any VCE VM unit. 

Evidence of student learning is anything that 
supports the teacher’s claim that a student 
has achieved a learning outcome. This may 
include direct observation, written work, oral 
presentations, object production and 
project implementation. 

The following features of evidence should be 
considered when designing VCE VM 
assessment tasks. 

Valid 
The task is consistent with the VCE VM

The learning outcome has been taken

Sufficient 

There is sufficient evidence to enable 
for activities involving a group of stude

There is a balance of direct and indire

Authentic The work of the student is their own. 

Current 
The work of the student is current and
another student. 

Consistent 
The evidence has been collected over 
there is a consistent demonstration of

11.9​ College obligations to 
students 
Bannockburn P-12 College will: 

●​ Ensure that all students have every 
opportunity for success within the 
VCAA and college regulations and 
guidelines. 

●​ Provide learning experiences and 
assessment opportunities that are in 
accordance with the currently 
accredited VCE and VCE VM study 
designs.  The Assistant Principal 
Excellence in Teaching and Learning 
and Assistant Principal Later Years will 
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regularly meet with VCE/VCE VM 
teachers to support the teaching and 
learning in accordance with the VCAA 
requirements. 

●​ Provide a course of units for students 
which provides a minimum of 50 hours 
scheduled classroom instruction per 
unit within the College timetable to 
meet their relevant course obligations. 

●​ Provide units for students to study Unit 
3 and 4 sequences in the same 
academic year 

●​ Advise students in writing of the VCAA’s 
rules and the College’s responsibilities 
through this handbook, available online 
to student’s teachers and parents and 
websites. 

●​ Ensure that subject matter the 
students investigate through 
self-directed research is consistent with 
community standards, appropriate for 
study by school students, and does not 
place students at risk of contravening 
Victorian or Australian law. 

●​ Ensure that teachers use the 
accredited VCAA curriculum and 
assessment documents as the source 
of content for the teaching and 
learning programs. 

●​ Provide comprehensive course (VCE 
and/or VCE VM) advice to students, 
including specific eligibility 
requirements into VCE studies and the 
consequences of receiving an N or a J 
result for a unit. 

●​ Provide a process for students to check 
their personal details stored on the 
VCAA database on an annual basis. 

●​ Keep students’ personal details secure 
from unauthorised access. 

●​ Provide regular updates to students on 
Student Eligibility  

●​ Allow for student appeal on adverse 
College decisions. 

●​ Ensure that students understand and 
have access to Special Provision for 
VCE or VCE VM studies. 

●​ Issue relevant 
Communications/documents to 
students in a timely manner. See 
Communication to students section. 

●​ Ensure that students have access to 
their academic progress and 
achievement 

●​ Ensure class teachers keep accurate 
attendance rolls and follow up student 
absences in breach of the college 
expectations. 
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