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INTRODUCTION 
 

 

 

WELCOME to the VCE 

This handbook has been written 
to give all members of the School 
community a view of how the VCE 
is implemented at The Hamilton 
and Alexandra College. It 
describes how the VCE works, 
suggests how students can plan 
and organise their years of VCE 
study effectively and provides 
details of the rules and 
procedures necessary for the 
smooth running of the VCE 
program. It is recommended that 
VCE students save this document 
on their laptop for reference when 
needed. 
 
 
OUR FOCUS 
To seek the best for and from 
every student. 
 
OUR VALUES 
Respect, gratitude, compassion, 
resilience & optimism. 
 
OUR COMMITMENT 
To improve outcomes for all 
students - in their levels of 
achievement and wellbeing. 
 
 
 
 
 
 

  

Each year, the Victorian Curriculum and Assessment Authority 
(VCAA) publishes the VCE and VCAL Administrative Handbook 
which provides much greater detail about rules, procedures and 
regulations governing the conduct of the VCE. Teachers, parents 
and students needing to refer to it should contact me. I also draw 
your attention to publications of the Victorian Curriculum and 
Assessment Authority, many of which (including the 
Administrative Handbook) are available at www.vcaa.vic.edu.au. 
 
One of the major purposes of secondary education at The 
Hamilton and Alexandra College is to help students to develop 
independence as learners and as people. The assessment and 
discipline procedures described here are designed to help 
students achieve these goals. The VCE rewards the self-directed 
student who manages time well. Self-discipline will be a crucial 
factor in VCE performance. 
 
Please direct your query about any aspect of the VCE to me. 
 
 
REBEKAH BONNETT 
Head of VCE Studies 
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PLANNING & ORGANISATION 
  
PERSONAL 
ORGANISATION 
 
 
 

Each student is provided with a School Record Book to help them with 
organising their studies. This is a useful tool to assist in meeting deadlines 
and completing the work required in each study area. Semester planners are 
useful, too, in providing an overview of the year. 
To help with personal organisation, assessment dates will be determined well 
in advance in each class. Further information which can be added to planners 
and the Record Book will be provided by teachers. A VCE Assessment 
Calendar is provided at the commencement of the school year. This 
document indicates the scheduling of SACs/SATs; however, dates are 
subject to change due to exceptional circumstances. Such changes will be 
notified in advance by the relevant teacher. 
 

MEETING DEADLINES 
 

Students need to be well organised if they are to succeed in courses which 
require the completion of a wide range of tasks. Students who fall behind 
with one project place themselves at a significant disadvantage for the rest of 
the Unit. Therefore, students are expected to hand in work on time. In the 
event that work is not completed when requested, the fairness of marking 
procedures is jeopardised, and sanctions are likely to apply. 
 

ATTENDANCE For a student to reach maximum potential, regular attendance in class is 
essential. Students are required to attend all classes in Units for which they 
are enrolled. There are times, however, when a student is unable to attend a 
class due to illness or a medical appointment, for example. Parents should 
provide a full explanation, either by note or telephone, in such instances. 
Excessive or unexplained absences will be pursued, and contact made with 
parents if necessary. 
An integral part of the process for determining whether a student's work is in 
fact their own depends on regular contact with the teacher to discuss 
progress. It is the student's responsibility to demonstrate that the work 
handed in is their own work. This cannot happen effectively if a student is 
missing from class. Similarly, too frequent absence may create difficulties in 
assessing whether the student has met the requirements of the Units. It may 
not always be possible for teachers to arrange suitable methods of 
assessment if there are unexplained or excessive absences from class and, 
consequently, such absences may threaten the student’s chances of 
successfully completing the Units. 
 
The correlation between school attendance and student achievement levels 
is well established. Each VCE Unit requires 50 hours of class time. Students 
should maintain an attendance of 90% or above in order to meet these 
requirements and demonstrate they have effectively met Unit outcomes. (see 
Appendices for Attendance and Absences Policy) 
 

USE OF STUDY PERIODS 
 

It is important to use these times effectively. They are times for work not 
“spare” time for relaxation! Year 11 students should work in the Winifred 
Berry Information Centre or in a location arranged by the Head of VCE 
Studies. Year 12 students may use the Winifred Berry Information Centre for 
Private Study sessions. 
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THE NATURE OF THE VCE 
  
THE VCAA 
 

The Victorian Curriculum And Assessment Authority (VCAA) is responsible for 
the conduct of the VCE. 
 

STRUCTURE 
 

Each VCE study consists of semester-length Units. Units 1 and 2 are usually 
studied in Year 11 and Units 3 and 4 in Year 12. Units are also allocated to 
combinations of Units of Competence from VCE VET courses. At The Hamilton 
and Alexandra College, some Year 10 students study a Units 1 and 2 
sequence and some Year 11 students study a Units 3 and 4 sequence if they 
can demonstrate adequate background knowledge. The most common 
program at Hamilton College consists of 26 Units, including 10 or 12 at Units 
3 and 4 level.  
 

SATISFACTORY 
COMPLETION 
 

The VCE is awarded to students who satisfactorily complete 16 Units, 
including at least three Units from the English group (two of these must be 
Units 3 and 4) and three sequences of Units 3 and 4 in studies other than 
English. These sequences may be VCE VET sequences. It should be noted that 
16 Units is a minimum requirement. The School expectation is that students 
will aim for satisfactory completion of all the Units they undertake.  
 
Students should ensure they are aware of the nature of each Study they 
undertake – check with teachers if unsure! – and ensure they have an up-to-
date Study Design for reference. Each Unit is made up of several Learning 
Outcomes, all of which must be satisfactorily completed to achieve a result of 
"S" (for satisfactory completion) in the Units as a whole. At Units 3 and 4 
level, School Assessed Coursework (SACs) or School Assessed Tasks (SATs) 
form part of the final assessment. Teachers can advise of the details of these. 
It is important to note that the examinations assume a significant moderation 
role and that classwork preparing for exams should not be pushed aside by 
SAC or SAT requirements. 
 

NOT SATISFACTORY 
COMPLETION 
 

Students will receive a Provisional N (not satisfactory) for a unit when one or 
more of the outcomes are not achieved because: 
• Classwork is not completed and/or submitted on time 
• The work produced does not demonstrate achievement of the outcomes 
• The work cannot be authenticated 
• Below 90% Attendance Rate for their VCE classes (see Attendance Policy 

for approved absences). 
 

Teachers will notify the Head of VCE Studies if a student has received a 
Provisional N. Students and parents will be notified and details will be 
provided for the reasons for the N result. (see Appendices). 
 
Redemption is the process of converting an Unsatisfactory grade N in a 
particular Learning Outcome to a Satisfactory grade S. 
• Students are entitled to one redemption opportunity to demonstrate that 
they can achieve the learning outcome and thus receive an S for the unit 
• The redemption opportunity may include a modification of the original task 
• The mark/grade given to the original assessment task will not be altered. It 
is awarded either an S or N. 
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LEARNING OUTCOMES 
 
 

Learning Outcomes mean that students must be able to demonstrate a 
particular knowledge or skill to complete a Unit and individual teachers will 
provide details of requirements in their subjects. Satisfactory completion of 
the Units (that is, a statement that the student has demonstrated these 
outcomes) will be reported to the VCAA and is required before a Study 
Score will be created for Units 3 and 4 Sequences. 
 

SCHOOL ASSESSED 
COURSEWORK (SACs)  
AND SCHOOL ASSESSED 
TASKS (SATs) 
 

Coursework assessments are tests and exercises designed to measure the 
level of achievement of students in various aspects of each study. They 
include essays, reports, presentations and tests. 
 
For Units 1 and 2, Coursework Assessments are designed by the teacher of 
the Units. Tasks for particular units vary from school to school but they are the 
same for all students undertaking that unit at The Hamilton and Alexandra 
College. Assessment of levels of performance in Units 1 and 2 takes place 
within the school, based on criteria set for each task. Students will be advised 
of the Coursework Assessment contained in Units 1 and 2 and the criteria on 
which performance will be based. Results for Coursework Assessments are 
entered on school records only and are not transmitted to the VCAA. 
The level of achievement reached in each Coursework Assessment is reported 
using a 10-point scale as follows: A+, A, B+, B, C+, C, D+, D, E+, E 
If a piece of work fails to meet the criteria for grade E, the grade UG 
(Ungraded) will be given. If a task is not completed, the grade NA (Not 
Assessed) or NS (Not Submitted) will be used. Grades for these Coursework 
assessment may be lowered if work is not submitted on time. 
 
In Units 3 and 4 Studies, SATs or SACs are the forms of school-based 
assessment. Coursework is work completed mainly in class-time and 
complies with information provided in the Study Design. Students should be 
made aware of tasks, their format and assessment criteria in advance. A 
numerical mark for coursework is provided to the VCAA according to details 
provided in the Assessment Guide for each Study; students will receive 
results for each individual piece of coursework completed although it must be 
realised that marks may be altered by the moderation process. Results will be 
moderated against performance in examinations and in the GAT (see below). 
SATs are tasks done in school to assess performance – these are set and 
marked by teachers according to VCAA specifications and are also subject to 
a moderation process.  
 

EXAMINATIONS 
 

Each study includes at least one examination taken under test conditions. 
These exams are set and assessed by the VCAA and several checking 
processes are in place to ensure marks given are correct. The College expects 
all students to remain in the examination room for the duration of the exam, 
unless illness intervenes. Some studies also have an external performance or 
oral examination, and details are provided to students about these during the 
year. Teachers can advise if their subject has such an examination. 
  
At Units 3 and 4 level, an overall Study Score is calculated out of 50 and this 
score is reported to students in December, and, following scaling processes, 
contributes to the calculation of the student's ATAR (Australian Tertiary 
Admission Ranking). The Study Score is also a ranking, with scores in the 40s 
roughly indicating that the student is in the top 9% of the cohort attempting 
the subject and a score of 30 meaning the student is around the middle of 
the cohort.   
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GENERAL ACHIEVEMENT 
TEST (GAT) 
 

The GAT is held in June. This test is designed to provide a check that schools 
are marking school-assessed tasks to the same standard. It is used, along 
with the examination, to moderate school assessments and it can also be 
used to create a result for a student with an approved Derived Examination 
Score application (see below). Some universities use GAT results as part of 
their selection process. 
 
It is important that each student attempts to do their best in the GAT. All 
students at The Hamilton and Alexandra College who study a Units 3 and 4 
sequence are required to sit the GAT. If circumstances suddenly prevent 
attendance, the Head of VCE Studies should be notified immediately. 
 
Students receive their GAT result from the VCAA in December. 
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RULES & PROCEDURES 
  
ENROLMENT AND 
CHANGE OF COURSE 
 

As they begin their VCE studies and at the commencement of each year of 
VCE studies which follows, all students complete a personal details form. 
They are asked to sign the General Declaration, agreeing to abide by the rules 
and instructions relating to the VCE. Enrolment in the VCE cannot proceed 
without this signature. Students are also given an opportunity to sign other 
declarations concerning the use of the student’s work by the VCAA and the 
reporting of results. (see Appendices for the VCAA Collection Notice). 
 
Changes to a student's program can only be made after discussions with the 
Head of VCE Studies. Confirmation of a change will depend on class sizes 
and timetable constraints. Parental approval is required for all changes. 
Students will be asked to confirm the changes made in VCE records. 
 
A change should not be requested during the first two weeks of a semester, to 
allow time to assess the suitability of a student program. On the other hand, a 
change from one Unit to another should not take place later than four weeks 
into a semester, because of the difficulties associated with meeting the 
requirements of the new Units after this point. If a student feels a program is 
too demanding, withdrawal from a Unit later than this may be possible, but 
such a change must take place before the final VCAA date for amendments to 
courses. Details of dates are available from the Head of VCE Studies, and are 
published in the year and term calendars. 
 

SUBMISSION DATES 
 

Students are expected to complete all work by the dates set by the School. 
Extensions of time may be granted for particular cases of difficulty. Each case 
will be viewed individually. Decisions will be made which are fair both to the 
student concerned and to other students in the class. 
 
If a student has difficulty meeting a deadline, at Units 1 and 2 level, the 
matter must be raised with the teacher concerned. The teacher will judge the 
case on its merits and may grant a minor extension of a few days. 
 
For coursework tasks at Units 3 and 4 level, it will be necessary to provide 
documentation to explain an inability to complete work at the same time as 
the rest of the class. An application to reschedule a SAC/SAT form must be 
completed and submitted (see Appendices). A modified piece of work may 
then be set in some subjects and/or a new due date set. Other classwork - ie, 
that which is not for assessment - should be completed on time also. 
Difficulties managing this should be raised with the subject teacher.  
 

STUDENT NUMBERS 
 

All VCE students are allocated a number by the VCAA. At Units 3 and 4 level, 
this number - not the student's name - should appear on the cover sheet of 
any examination booklets. The Head of VCE Studies, has the student number 
records if a student requires this information. Subject teachers will provide 
details of whether numbers or names are to be written on coursework or 
school assessed tasks - in most cases, names will be fine. 
 



9  

AUTHENTICITY OF 
STUDENT WORK 
 

Students must submit work that is clearly their own. If work submitted cannot 
be demonstrated to be that of the student, it will not be assessed. To provide 
help in this area, certain procedures will be followed, as described below: 
 
Teachers will monitor the development of work undertaken by looking at work 
in progress and by keeping appropriate records of this process. Forms for 
assessed work completed out of class may be obtained from the Head of VCE 
Studies. 
 
Students must not seek undue assistance from other people in preparing 
work for submission. They must retain documentation relating to the 
development of work undertaken and acknowledge in full all resources used, 
including texts, source materials and other people. 
 
When there is doubt about the authenticity of work submitted, a teacher may 
ask a student to demonstrate understanding of the work in an appropriate 
way. The following process will apply in such situations: 
 
When the teacher is unable to immediately authenticate student work 
he/she will inform the Head of VCE Studies. The student will be notified of 
the situation by the teacher and the aspects of the work causing concern 
will be identified. The Head of VCE Studies will be present for this meeting.  
The student will be given the chance to produce drafts, notes, etc. which 
show the work to be his/hers. If this does not ease the situation the student 
will be asked to show a knowledge and understanding of the material. This 
may be an oral exercise or in writing. For this stage the student is entitled to 
have an observer present with them. Parents will be informed at this point. 
 
All the above must occur within two school days and at all times the student 
is to be given the chance to confirm the work as their own. 
 
Should the situation still be unresolved the student will receive a letter 
stating the problem which exists and indicating which part of the work will not 
be considered in the marking process. The student then has a full week in 
which an appeal can be lodged with the Principal. Such an appeal should be 
in writing. 
 
The Principal will, in the event of an appeal, convene a round table discussion 
of all parties. Once again, the student may have an observer present. Parents 
may also be present. The result of this discussion will then be final. 
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LOST OR DAMAGED WORK 
 

Cases of lost, stolen or damaged work must be reported to the Head of VCE 
Studies in writing. The statement must be signed and dated. The School will 
keep a record of the loss or damage. The Head of VCE Studies, acting on the 
advice of the teacher, will determine an assessment for the student. 
 
STUDENTS SHOULD ENSURE THAT ALL PROPERTY IS SECURE IN A LOCKED 
LOCKER. 
 
To avoid all doubts, students should make sure they have a copy of all work in 
progress and the final submission. To minimise the risk of lost work, students 
must hand the work to the teacher of the Units in class time. 
 
Should the appropriate teacher not be available, arrangements will be made 
for the work to be submitted to another member of staff. Work should NEVER 
be submitted in the following ways: 
 1. At the staffroom door 
 2. To your teacher ‘on the run’ 
 3. To another teacher who happens to be passing by 
 
Students who know in advance that they will be absent from a class when 
work is due must make appropriate arrangements for the completion of work. 
The teacher or the Head of VCE Studies, can provide advice. A student who is 
suddenly forced to be away from school when work is due should contact the 
teacher and/or Head of VCE Studies for advice. 
 
 

USE OF COMPUTERS 
 

Students who use computers for outcomes or classroom tasks must ensure 
the work is safely backed up and available via the backup should the original 
file become corrupt. Students should ensure work stored on their files on the 
school network is secure – passwords should not be divulged to other 
students. They should keep printouts that demonstrate the development of 
outcomes or other work at every stage, e.g. notes and drafts. Students should 
also keep a personal copy or photocopy of final work - they must not rely on 
being able to access work from a computer file at a later date. 
 
It is strongly recommended that students print outcomes or assessment 
tasks well before the School's due date in case of equipment failure, e.g. 
problems with the printer printing, memory sticks being left at home, etc. 
 
Students will not be granted an extension of time because files or back-ups 
have been damaged or lost, or because work was not completed or printed by 
the due date because of problems with computer equipment. 
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DERIVED EXAMINATION 
SCORE 
 

The Derived Examination Score is calculated by the VCAA and applied to the 
student’s examination in situations where the student has substantiated that 
their performance in the examination has been adversely affected by the 
onset of illness or other factors relating to their personal environment in the 
two weeks preceding the examination. The student must have a school 
assessment score for the Units(s) being examined. 
 
Absence, language difficulties, long-term situations, teacher absence, 
chronic conditions (unless an acute episode has occurred), disabilities or 
impairments for which Special Arrangements have been granted or other 
factors for which other provisions have been put in place are not grounds for 
seeking a Derived Examination Score. 
 
Applications are made to the VCAA – the student is responsible for ensuring 
the completion of the application, which is completed online. Details and 
advice may be gained from the Head of VCE Studies. The School is required 
to complete part of the application and it is necessary also for the 
Examination Supervisor or the Head of VCE Studies and a “support 
professional” to complete sections of the application form. Statements can 
be uploaded to the form. The outcome of the application is advised at the 
time final results are received. An appeals process is available should the 
VCAA refuse the application but only where there is substantial additional 
evidence to support the application; however, there is no appeal against the 
level of the Derived Examination Score calculated.  
 
For further information please see the Head of VCE Studies. 
 

SPECIAL PROVISION AND 
SPECIAL EXAMINATION 
ARRANGEMENTS 
 

Applications are made to the VCAA and documentation must be provided. It 
is possible, depending on circumstances, for the following to be approved by 
the VCAA: extra reading and/or writing time; rest breaks; modified format of 
exam paper (size, colour, etc); permission to use technical aids (eg 
computer); use of a scribe, reader or clarifier; and sitting the exam at an 
alternative venue. Students with three examinations on one day or with an 
examination clash will be granted Special Arrangements so that there is 
greater spacing of exam times if required. For students with long-term 
conditions, it will assist the application if the School has previously allowed 
similar assistance for internal examinations and assessments. 
 
To ensure results of Special Arrangements applications are communicated 
well in advance, the VCAA requires applications to be lodged well in advance 
of mid-year. Only a sudden unforeseen situation should be applied for near 
the examination dates. 
 
It is necessary to make a separate application for each year where the 
arrangements are required. Approval in one year does not carry over to the 
following year. 
 
Applications are made through the School; students and parents should see 
the Head of VCE Studies, for further information or advice.   
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APPENDICES 
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VCAA Collection Notice for VCE and VCAL Students 

Collection of Student Data 
In order to perform its statutory functions, the VCAA collects student personal information and assessment information (together 
referred to as Student Data) relating to students enrolled in, or intending to enrol in, the VCE and VCAL assessment programs, the 
International Baccalaureate (IB) or the General Achievement Test (GAT). 
Personal information is defined in section 3 of the Privacy and Data Protection Act 2014 (Vic) (PDP Act) and is collected and handled by the 
VCAA in accordance with that Act. 

Student Data is collected by the VCAA for the purposes of generating student final VCE, VCAL and GAT results (Student 
Results), assuring the quality and integrity of the VCE and VCAL assessment programs and for research purposes related to the 
VCAA’s statutory powers and functions. 

Student Data collected by the VCAA includes, but is not limited to the following: 

• Name, date of birth and gender 
• Contact details 
• Aboriginal or Torres Strait Islander (ATSI) status 

• Country of origin 
• Enrolment details 
• School graded assessments and results 
• External assessments 

 

In most instances, the VCAA collects Student Data directly from schools, however, it is sometimes necessary to collect 
Student Data from individual students and/or third parties. When a third party provides an individual's personal 
information, the VCAA requests that the individual is made aware that their personal and/or health information will be or 
has been provided to the VCAA; the purpose for which it will be or was provided; and to whom it will be or is likely to be 
disclosed. 

Where the VCAA receives an application for Special Provision, personal and health information within the meaning of 
the Health Records Act 2001 (Vic) will also be collected for the purpose of assessing the student’s eligibility to receive 
Special Provision. For such applications, the way in which the VCAA collects and handles the personal and/or health 
information will be identified at the point of collection. 

Use and disclosure of Student Data (and Student Results) 
Student Data is disclosed to and used by authorised VCAA employees and/or contractors for the abovementioned 
purposes. Additionally, the VCAA discloses Student Data and/or Student Results for the purposes below. Student 
personal information collected will not otherwise be used or disclosed by the VCAA, except with the prior consent of the 
student (or student’s parent or guardian where applicable) and in accordance with the PDP Act, or if the VCAA is required 
or otherwise permitted by law to do so. 

Government school student data is provided to the Department of Education and Training’s Performance and Evaluation 
Division in order to comply with educational reporting requirements. 

Victorian Registration and Qualifications Authority (VRQA) 

Student Data and Student Results may be provided to the VRQA in relation to the VRQA’s statutory functions in relation to 
the accreditation, delivery and maintenance of the VCE and VCAL, including the registration of schools and training 
organisations. 



Victorian Electoral Commission (VEC) 

The VCAA must comply with notices from the Victorian Electoral Commission (VEC) under section 26(4) of the Electoral Act 2002 
(Vic) requiring the VCAA to provide information so that the VEC can: 

• write to students when they turn 17 years of age to invite them to provisionally enrol to vote; 

• provide students with information on enrolling and voting; and 

• write to students who are already 18 years of age to advise them to enrol and that failure to do so may result in the VEC 
commencing enrolment activities in accordance with section 23A of the Electoral Act 2002 (Vic). 

 

International Education Division (IED), Department of Education and Training 

The IED has a legal obligation to monitor the progress of international students to ensure they are in a position to complete 
the course within the expected duration specified on the student’s Confirmation of Enrolment (CoE). The VCAA provides IED 
with student unique identifying number, name, school, VCE Program, and course credits granted. 

 

Season of Excellence (SoE) 

The VCAA discloses Student Data of high-achieving VCE students who have been short-listed by VCAA employees for Top Class, 
Top Talks, Top Arts, Top Screen and Top Designs to SoE panel members for final selection. Panels comprise a Chief Assessor, 
Assessors and State Reviewers who are engaged by the VCAA, in addition to a National Gallery of Victoria representative (Top 
Arts only) and Victorian school teachers. 

 

De-identified information 

The VCAA provides student personal information to Victorian and Australian Government agencies and statutory authorities to 
assist with forward planning related to education provision and reporting in a de- identified format. This may include information 
relating to students of Aboriginal and/or Torres Strait Islander origin. The VCAA may also provide de-identified data to external 
bodies who request data for research purposes. 

 

Consequences if information is not provided 

If the personal information requested on the VCE and VCAL Student Personal Details Form is not provided, and/or Section F of 
this Form is not signed, the student may not be accepted for enrolment in the VCE or VCAL. 

 

Access and correction 

An individual may request access to personal information the VCAA holds about them and request its correction if 
inaccurate. 

Further information 
For further information please refer to the VCAA’s Privacy Policy 
(www.vcaa.vic.edu.au/Footer/Pages/Privacy.aspx) or contact the VCAA on 1800 134 197. 

 

 

http://www.vcaa.vic.edu.au/Footer/Pages/Privacy.aspx
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ATTENDANCE AND ABSENCES POLICY 
RATIONALE  
The Hamilton and Alexandra College aims to maximise learning opportunities by ensuring absences are kept to a minimum. For 
students to succeed at school and to achieve their potential, research suggests the need for them to consistently attend their 
timetabled classes. The College therefore has in place agreed processes to manage student absences and ensure students, staff 
and parents/guardians have a shared understanding of the importance of attending school. 
 
ATTENDANCE REQUIREMENTS FOR VCE  
 
1. Students in Years 11 and 12 are expected to attend 100% of timetabled classes, unless there is an approved reason. Each 

VCE Unit requires 50 hours of class time. Students should maintain this 100% attendance in order to meet these VCAA 
requirements and demonstrate they have effectively met Unit outcomes. 

 
2. Absences must be reported to school by a parent/guardian, explaining the reason for an absence.  
 
3. Parents/Guardians are expected to notify the school by phone/email or skoolbag app by 8:45am to explain the reason for a 

student absence. The College will contact the parent/guardian if an absence has not been notified.  
 
4. Mentors and Heads of House will monitor attendance. If a student’s overall school attendance falls below 90%, then the 

parent/guardian will be contacted by the student’s Mentor/Head of House. If attendance does not improve after initial 
contact, a follow up meeting will occur with the Head of VCE Studies and the Deputy Principal Senior Years and Wellbeing. If 
unapproved absences exceed 10%, it may be difficult for students to demonstrate they have met the required Outcomes for 
VCE Units and this may cause them to receive an “N” Not-Satisfactory for the Unit. 

 
5. Absences fall into two categories: Approved and Unapproved. Whole school events such as House Athletics, Swimming and 

Cross Country are approved; further examples are provided in the table below. For other co-curricular activities, an ‘Intention to 
attend a non-academic event form” must be completed for the absence to be approved.  

 
6. A medical certificate will be required if absences are for more than two consecutive days or on days when SATs or SACs are 

scheduled/due. (See VCE Policies and Procedures). 
 

7. If a student is absent on the day of a SAC/SAT. An Application to Reschedule a SAC/SAT Form must be submitted along with 
appropriate documentation to the Head of VCE Studies. 

 
APPROVED UNAPPROVED 

Illness with medical certificate 
 

Driving Lessons 

Family bereavements (with parental notification) 
 

Family commitments or Personal issues without 
explanation 

A student being sent home sick from the school 
 

Part Time work commitments 

Medical or dental appointments that could not be made 
out of school hours. 

Sleeping in or missing transport 

House and Glenelg District Swimming, Athletics and Cross 
Country 

Family Holidays and extended long weekends 

Approved Co-Curricular Activities with signed Non-
Academic Approval form 

Two consecutive days of Illness without a medical 
certificate 

Academic excursions (approved by the Head of Faculty) 
 

Preparation or completion of work due in other subjects 
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APPLICATION TO RESCHEDULE A VCE SAC/SAT 
 
 
This application must be approved before the task can be completed at the proposed new time. An email will be sent to the 
student, parent, mentor and subject teacher to advise the outcome of this application. 
 
Student’s Name: _________________________________ Mentor: ______________________ 
 

Details of the SAC/SAT Task 

Subject:  

Teacher:  

Original SAC date or SAT due date:  

New date/time arranged with Subject Teacher:  

 
Reason for rescheduling (please tick): 
 
 Illness at the time of the task (Attach medical certificate) 
 
 Other (Attach appropriate documentation) 
 
Provide details: _____________________________________________________________ 

_________________________________________________________________________ 

 

Student’s Signature  Date: 

 
Submit the completed form, along with supporting documents to the Head of VCE Studies for approval. 
 

Application Approved 

Subject Teacher:  Date: 

Head of VCE Studies:  Date: 
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VCE PARENTAL NOTIFICATION OF A PROVISIONAL “N” 
 
In each Unit at VCE, your child completes tasks and assessments that allow their teacher to determine if students have 
demonstrated achievement of an outcome. 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 the VCE Unit named below, your child’s current performance level indicates that an “N” will be awarded – at this 
moment it is a provisional “N”. The award of an “N” would mean the following: 
 

1. Your child has not demonstrated a satisfactory understanding of the Outcome/s for the Unit 
2. Your child would not be able to count this Unit towards their VCE 
3. If the subject is English, this may have severe consequences for the completion of your child’s VCE 

 
Unless the provisional “N” is awarded due to significant unexplained absences, your child still has time to meet 
requirements and achieve an overall “S” for the Unit. 
 

Student Name:  

Subject:  

Subject Teacher:  

Date of Notification:  

Mentor/Head of House:  
 
Your child has the impending “N” for the following specific reason/s: 
 
 
 
In order to receive a “S” for this Unit, your child is required to: 
(Please Note: meeting this requirement does not change the original SAC/Assessment Task mark received). 
 
 
 
 

Please sign and return the reply slip below to the Head of VCE Studies by:  
 

 

REPLY SLIP - VCE PARENTAL NOTIFICATION OF A PROVISIONAL “N” 
 
As a parent / guardian of the above-named student, I am fully aware of the consequences of the provisional “N” and I am fully 
aware of the requirements my child must fulfil in order to remedy the situation. 
 

Parent/Guardian Name:  

Parent/Guardian Signature:  

Date:  
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