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Welcome to the VCE
at St Andrews Christian College
Dear Parents and/or Guardians and Students,

At St Andrews Christian College we exist to “educate our students so that they are well skilled, understand 
life on the basis of biblical truth, and are motivated to walk with God and serve Him in their lives, so 
that they will be a positive Christian influence in the world.” A part of fulfilling this vision is to guide, 
nurture and instruct students through the completion of the Victorian Certificate of Education (VCE). 

The completion of VCE should be undertaken as a partnership between students, parents and staff 
working together to achieve the best possible outcome for our students, both spiritually and academically.

This handbook provides helpful advice for St Andrews Christian College VCE students, parents and 
teachers. It will provide you with invaluable information as your complete your academic journey. This 
handbook provides policies related to the VCE; ensure you read them carefully. Keep this document on 
hand and in a safe place as you may need to refer to it throughout the year.

Please don’t hesitate to contact us with questions or concerns related to the policies and procedures in 
this handbook or the completion of VCE studies.

John Presant Jessica Morgan
Head of Secondary School VCE Coordinator
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SECTION A | VCAA Procedures

This handbook provides helpful advice for St 
Andrews Christian College VCE students, parents 
and teachers. It will provide you with invaluable 
information as you proceed through the VCE, 
so take your time and study the various policies 
carefully. Keep this document handy, as you may 
need to refer to it throughout the year

The Victorian Certificate of Education (VCE) has 
presented schools with increased responsibility for 
determining the satisfactory progress of students 
throughout their final years of schooling and 
for forming part of the assessment for the units 
studied by each student through SACs and SATs.

An important aim of the school is to assist the 
student to develop sound working habits so 
that all VCE and VET studies undertaken are 
satisfactorily completed to the highest possible 
standard for each student.

The Victorian Curriculum Assessment Authority 
(VCAA) requires details regarding the satisfactory 
completion of Outcomes and School Assessed 
Coursework for each unit. As a requirement of the 
courses set down by the VCAA, policies have been 
established to ensure that the correct procedures 
are carried out in all schools.

All policies contained within this handbook 
are based on those available in the VCE 
Administrative Handbook which is published 
by the VCAA. Students and parents are welcome 
to speak to the Head of Secondary School or 
the VCE Coordinator if further information or 
clarification of details are required.

01
Introduction

This handbook provides helpful advice for St 
Andrews Christian College VCE students, parents 
and teachers. It will provide you with invaluable 
information as you proceed through the VCE, 
so take your time and study the various policies 
carefully. Keep this document handy, as you may 
need to refer to it throughout the year.

The Victorian Certificate of Education (VCE) has 
presented schools with increased responsibility for 
determining the satisfactory progress of students 
throughout their final years of schooling and 
for forming part of the assessment for the units 
studied by each student through SACs and SATs.

An important aim of the school is to assist the 
student to develop sound working habits so 
that all VCE and VET studies undertaken are 
satisfactorily completed to the highest possible 
standard for each student.

The Victorian Curriculum Assessment Authority 
(VCAA) requires details regarding the satisfactory 
completion of Outcomes and School Assessed 
Coursework for each unit. As a requirement of the 
courses set down by the VCAA, policies have been 
established to ensure that the correct procedures 
are carried out in all schools.

All policies contained within this handbook are 
based on those available in the VCE Administrative 
Handbook which is published by the VCAA. 
Students and parents are welcome to speak 
to the Head of Secondary School or the VCE 
Coordinator if further information or clarification 
of details are required.
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Assessment
In Units 3 and 4 the student’s level of achievement 
is determined by a combination of School-Assessed 
Coursework (SACs), School-Assessed Tasks (SATs) and 
Examinations.

Assessment task
A task set by the teacher to assess students’ 
achievements of unit outcomes (see also Outcomes).

Australian Tertiary Admission Rank (ATAR)
The overall ranking on a scale of 0 – 100 that a 
student receives, based on his or her Study Scores. The 
ATAR is calculated by VTAC and used by universities 
and TAFE institutes to select students for courses. 

Authentication
The process of ensuring that the work submitted 
by students for assessment is their own.

Equivalent Qualification
For applicants who have recognised qualifications 
at Year 12 level or above, obtained either 
interstate or overseas, the Victorian Curriculum 
Assessment Authority issues Statements of 
Equivalent Qualification to the VCE. The 
VCAA also assesses interstate and overseas 
qualifications for their equivalency to Year 11.

Examinations
Unit 3 and 4 external assessments are set and marked 
by the Victorian Curriculum and Assessment 
Authority. All studies have at least one examination. 
Written examinations, Performance and Oral 
examinations are held in October and November.

...continued page 6

General Achievement Test (GAT)
The test that is done by all students doing a Unit 
3 and 4 sequence. It is used by the Victorian 
Curriculum and Assessment Authority to check 
that schools are marking school-assessed tasks to the 
same standard and as part of statistical moderation 
of coursework. It doesn’t count towards students’ 
VCE graduation, but students’ GAT results are 
reported to them with their Statement of Results.

Graded Assessment
All VCE studies have three graded assessments for 
each Unit 3 and 4 sequence. Each study includes at 
least one examination, most have School-Assessed 
Coursework, and some have School-Assessed Tasks.

Outcomes
What a student must know, or be able to 
do, in order to satisfactorily complete a 
unit as specified in the study design.

Satisfactory Completion
The school’s decision that a student has 
demonstrated achievement of outcomes for a 
unit. Students receive an ‘S’ for the satisfactory 
completion of a unit. If they do not satisfactorily 
complete a unit, they receive an ‘N’.

School-Assessed Coursework (SAC)
A school-based assessment which is reported as a 
grade for either a Unit 3 and 4 sequence or Unit 3 and 
Unit 4 individually. Coursework assessment consists 
of a set of assessment tasks that can be used to assess 
students’ achievement of Unit 3 and 4 outcomes.

02
Glossary of Terms
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Study Design
A study design for each VCE study is published by 
the Victorian Curriculum and Assessment Authority. 
It specifies the content for the study and how 
students’ work is to be assessed. Schools and other 
VCE providers must adhere to the study designs.

Study Score
A score from zero to 50 which shows how a student 
performed in a study, relative to all other students 
doing the same study. It is based on students’ 
results in school assessments and examinations.

Units
The single semester components of a study. 
There are usually four units in a study.

Unscored pathway
A VCE program which does not include 
scored assessments in Units 3 and 4. This 
pathway does not lead to study scores and 
therefore does not lead to an ATAR.

VCE Certificate
The Certificate awarded to students who meet 
the requirements for graduation of the VCE. 

Victorian Curriculum and Assessment Authority 
(VCAA)

The Victorian Government Authority 
responsible to the Minister of Education for 
conducting the VCE, among other things.

Vocational Major
A 2-year vocational and applied learning program 
that will enable transitions into apprenticeships, 
traineeships, further education and training 
and university (via non-ATAR pathways).

Victorian Pathways Certificate
Victorian Pathways Certificate - a foundation 
secondary qualification designed for students who 
would benefit from an individualised program at a 
more accessible level than the VCE or VCE VM.

School-Assessed Task (SAT)
A school-based assessment for a Unit 3 and 4 
sequence and reported as a grade. A School-Assessed 
Task is set by the Victorian Curriculum and 
Assessment Authority and assessed by teachers in 
accordance with published criteria. Tasks are subject 
to review by a panel appointed by the VCAA.

Semester
One half of the academic year. Most units 
are completed in one semester. 

Sequence
Units 3 and 4 are designed to be taken 
as a sequence at Year 12 level.

Special Provisions
Special arrangements that are made to allow 
students who are experiencing significant hardship 
the maximum opportunity to demonstrate both 
what they know and what they can do.

Statement of Marks
For each examination including the GAT, students 
can apply to the Victorian Curriculum and 
Assessment Authority for a statement showing 
the marks they obtained for each question/
criteria and the maximum mark available.

Statement of Results
The document(s) issued by the Victorian 
Curriculum and Assessment Authority showing 
the results a student achieved in the VCE, 
and whether he or she has graduated. 

Statistical Moderation
The process used to ensure that schools’ assessments 
are comparable throughout the State. It involves 
adjusting each school’s coursework scores for 
each study to match the level and spread of the 
combined examination and GAT scores for the 
students in that school doing that study.

Statutory Declaration
A written statement which you sign and declare 
to be true before an authorised witness. 

Studies
The subjects available in the VCE.
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ATAR Australian Tertiary Admittance Rank

GAT  General Achievement Test

N  Not Satisfactory

NA  Not Assessed

S Satisfactory

SAC  School Assessed Coursework

SAT School Assessed Task

UG  Ungraded

VASS VCE Assessment Software System

VCAA Victorian Curriculum Assessment Authority

VCE  Victorian Certificate of Education

VET Vocational Education and Training

VM Vocational Major

VPC Victorian Pathways Certificate

VTAC Victorian Tertiary Admissions Centre

2.1 Commonly used abbreviations
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The VCE is made up of a series of studies, each 
of which is divided into semester-long “units”. 
Generally, in a standard program at St Andrews 
Christian College, Year 11 students will complete 
Units 1 and/or 2 of their chosen studies, whereas 
Year 12 students will complete Units 3 and 4 
(which must be studied as a sequence).  

Each study is conducted according to the VCAA 
Study Designs, details of which are given to 
students at the start of each Unit of work. The 
program chosen by each student will reflect the 
career and/or tertiary aspirations of that student 
and St Andrews Christian College will endeavour 
to cater for the needs of individual students.

03
Completing the VCE

Year 11 students will generally take 12 Units 
of study, of which English Units 1 and 2 are 
compulsory. Year 12 students are expected to take 
10 Units, of which English (or EAL) or Literature 
Units 3&4 are compulsory. For each student, the 
following must be satisfactorily completed:

• At least 16 Units, including at least 3 units 
of English, English Literature or English 
as a Second Language (ESL), two of which 
must be both Units 3 and 4. 

• Three sequences of Units 3 & 4 studies 
other than English or ESL (this may include 
VCE VET Unit 3 and 4 sequences).

A TYPICAL PROGRAM 
at St Andrews Christian College

AN ACCELERATED PROGRAM
at St Andrews Christian College

Table 1

Table 2

*Please note that permission to accelerate 
is dependent upon the student’s academic 
performance and work ethic in related subjects 
as well as in English and Mathematics.
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3.1 VET in the VCE

3.2 School-Based Apprenticeships and Traineeships

Vocational Education and Training (VET) programmes 
provide pathways to rewarding careers, allowing students 
a combination of general and vocational training and an 
experience of business and industry.

How do VET in Schools programs relate to the VCE? 
All VET delivery and assessment is a part of the National 
Training Framework (NTF). Programmes are delivered by 
partnership with another Registered Training Organisation 
(RTO), usually another Secondary School or a TAFE 
College, who issue a certificate upon completion of the 
course. VET modules may contribute towards VCE Units 
and have full VCE status as well as providing an industry 
endorsed, nationally recognised credential. Students may 
wish to gain this credential to enhance their prospects for 
gaining full-time employment immediately after leaving 
school (or they may wish to upgrade this study to a higher-
level qualification first, if possible) or they may use it to 
secure part-time skilled employment whilst completing 
post-secondary study. Students would, ordinarily, begin a 
VET course when in Year 11 and then continue to study 
this (often at a Certificate III) level in Year 12. 

School-based Apprenticeships and Traineeships typically offer some credit at Unit 1 to 4 level towards the VCE. 
Nationally recognised qualifications with training schemes approved by the Victorian Registration and Qualifications 
Authority (VRQA) that are not included in the suite of VCAA-approved programs can be undertaken as a School-based 
Apprenticeship or Traineeship.

Whilst there are enormous benefits associated with 
undertaking VET courses within a student’s VCE 
programme, families should be aware that: 

• External studies will bear extra tuition costs,

• Students may miss some VCE classes on the day that 
VET courses are run at other institutions and will be 
expected to complete work missed and comply with 
all deadlines for VCE work,

• Students have to make their own way to and from 
the institution where they are studying and to 
and from any work placement venues that may be 
associated with the running of the appropriate VET 
course, 

• Students will not necessarily have the completion 
of their work closely supervised and monitored and 
cannot expect the Christian values and ethos of 
the College to be upheld in any of the institutions 
offering the various VET courses.
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• If a student is absent for more than two days due 
to illness that involves a visit to a doctor, a medical 
certificate should be provided. It is still wise to 
obtain a medical certificate for absences (due to 
illness) of less than two days when it is practicable. 
If the illness does not involve a doctor’s visit, a note 
from the parent explaining reasons for the absence 
must be provided. If you wish to further discuss 
the need for a medical certificate, please contact the 
VCE Coordinator. Accurate documentation relating 
to absences is vital and can only be of benefit to 
students when matters of Special Provision are  
being decided.

• If a student is absent for reasons other than  
illness, a letter signed by parent or guardian  
or another authority of relevance to the absence  
must be provided.

• All signed notes and medical certificates must  
be given to the VCE Coordinator.

• The minimum class attendance is 90%  
(unless explanations are provided).

• Students need to attend sufficient class time  
to complete course work done mainly in class,  
which is necessary for authentication.

3.3 Attendance Policy
The correlation between school attendance and student achievement is well documented. The VCAA places the onus of 
the determination of “satisfactory attendance” with individual schools. Unsatisfactory attendance can result in failure of a 
unit. Students, therefore, are expected to attend all time-tabled morning homerooms, classes, excursions, School and Year 
Level assemblies and be punctual at all times. All subject teachers will mark a class roll during each lesson. Students should 
get prior approval from staff if they need to be absent for “legitimate reasons”. 

As most school assessed coursework is to be completed predominantly in class time, full attendance is vital in fulfilling 
the outcomes and completing the requirements. It is the responsibility of any student who is absent to find out what 
work was covered during his or her absence and what work may have been set in that time. The excuse, “I didn’t 
know because I was away” is unacceptable.

• Where students have completed work, but there is 
a substantive breach of class attendance, the student 
may be awarded an N (not satisfactory).

• If a student is absent due to ill health or other 
significant reasons during the assessment of 
an outcome, a doctor’s certificate or statutory 
declaration is to be produced on the student’s 
return to school. This student will receive a “UG” 
and will need to request the opportunity to sit an 
alternative SAC Task. The teacher will negotiate a 
new time to sit the SAC. The finalised details will be 
sent in writing (by email) to the student and copied 
to the parents. It is vital that parents/guardians 
are aware of all absences from class. If a student is 
absent from school during a scheduled SAC, the 
Subject Teacher should be immediately notified 
of this absence. This prompt communication will 
prevent possible misunderstandings. This important 
documentation will be kept in the student’s file. 
(Parents/guardians need to be aware/approve of 
student absences).

• If a student is absent during a SAC assessment 
for reasons other than illness, an alternative SAC 
time must also be sought from the subject teacher. 
The teacher will discuss the reasons for the request 
with the VCE Coordinator. This request will not 
automatically be granted.

• Attendance data will be monitored by each subject 
teacher and this information will be passed on to 
the VCE coordinator. Parents of students at risk of 
failing as a result of non attendance will be notified 
in writing.
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04
Assessment in the VCE

For each VCE Unit of Study, there are Learning Outcomes prescribed which must be satisfactorily demonstrated by 
students to achieve an “S” for that Unit. Each outcome will involve students demonstrating key knowledge and key skills 
as outlined in the Study Design through a variety of tasks appropriate for that study. Teachers will give students details of 
these tasks at the beginning of each Unit.

To obtain an “S” for a Unit, students must satisfactorily 
complete all of the Learning Outcomes for that Unit.  
The class teacher will determine satisfactory completion  
of each unit. This is done using information given in  
the Study Design and accompanying Assessment Guides. 
Teachers will be happy to show students these documents 
if they are interested.

To give each student the best possible chance of  
obtaining an “S”, staff will provide the following details  
to students in writing:

• all work they need to complete to achieve  
an S for the unit

• all work they need to complete for  
School-based Assessment

• how to submit work

• timelines and deadlines for completing work

In addition to these details provided by subject teachers, 
this handbook contains details of the following:

• attendance requirements

• procedures for obtaining an extension of time

• internal school appeal procedures.

4.1 Learning Outcomes

4.2  Satisfactory Completion of Learning Outcomes
In some cases, a student may receive a “J” result. This occurs 
if the student:

• is no longer attending class and has not  
officially withdrawn from the subject

• has not submitted work for assessment.

At Unit 3 and 4 level, the J result is recorded on the VCAA 
database, but is not reported on the student’s Statement 
of Results. Units with a J result are made available to the 
Victorian Tertiary Admissions Centre (VTAC) and are 
treated as equivalent to an “N” result.

Where students are at rick of receiving an N, the College 
will use their ‘S and N Policy’ in order to give the student 
opportunities to demonstrate their knowledge and skills 
in relation to the Learning Outcome(s) for the Unit.  If 
the students is unable to meet the requirements of the 
Learning Outcome(s) through the S and N Policy, they will 
be awarded an N.
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These consist of a number of assessment tasks that 
individually contribute a small, but significant amount to 
the total school-based mark in that study. These assessment 
tasks allow the teacher to rate a student’s performance in 
relation to other members of the class. At Units 3 & 4 
level the VCAA provides teachers with specific Assessment 
Criteria and a marking structure. Specific details of the 
task will be provided on or close to the day of assessment.

All school assessed coursework (SACs) must be clearly the 
student’s own work and must be completed on time and to 
the standards required in the relevant Study Design and as 
outlined by staff at the School. Students must ensure that 
any SAC work (planning or final copies) is handed directly to 
the subject teacher. No other person has authority to receive 
it (unless the VCE Coordinator specifies a change). Because 
these SACs are designed to be completed predominantly in 
class-time, students will need to come to class fully prepared 
with the appropriate materials, texts, notes etc. VCE 
teachers, in consultation with the VCE Coordinator, will 
organise the spread of assessments throughout the year in 
order to ensure a consistency of workload. Each teacher will 
plan SAC assessment dates at the beginning of each Unit.  

If a teacher or student has lost a SAC task, or it has been stolen or damaged, they must complete a written statement 
explaining the circumstances. The statement must be signed, dated and submitted to the VCE Coordinator. The VCE 
Coordinator will store the statement on file. The VCE coordinator and Head of Secondary will determine an initial score 
for the assessment task based on information provided by the class teacher, and on the basis of records kept. The Principal 
will sign off on this if satisfied.

4.3 Completion of Assessment Tasks

These planned dates will be confirmed closer to the date 
of the task. Dates for SACs must be set such that there 
is sufficient time to mark the work, have it cross-marked 
where necessary and then have the results sent to VCAA by 
specified dates. After SACs are submitted for assessment, 
teachers will provide feedback to students including a letter 
grade (A+ - UG) where appropriate, advice on particular 
problem areas and advice on where and how improvements 
can be made for further learning. Students must take note of 
all feedback and follow advice as indicated. It is important 
to note that the initial teacher assessment grade is subject 
to statistical moderation based on the level of achievement 
in the examinations in that study.

Teachers will determine the manner in which SAC tasks 
should be administered in their classes. The amount of 
teacher-student and student-student interaction and 
assistance will largely depend on the type of assessment 
activity being done. If a task is to be done over more than 
one day, then the teacher must make it very clear what 
work (if any) may be done out of class time, bearing in 
mind that the actual SAC task remains with the teacher at 
all times throughout the duration of the task.

4.3.1 Unit 1 & 2

4.3.2 Unit 3 & 4

Assessment tasks are specific activities that contribute to a final grade for a subject. Unit 1 & 2 assessment tasks are set by 
the school and may or may not be part of a learning outcome. These assessment tasks will be marked and will appear as letter 
grades (A+ through to E) on the hub and on the St Andrews Christian College semester reports.

4.3.2a  School Assessed Coursework (SACs)

4.3.2b Lost, Damaged or Stolen Work
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As some SACs may be completed outside the classroom, 
students will need to be able to authenticate the work as 
their own. In order to attest that the work is genuinely 
that of the student, teachers and students will observe the 
following procedures:

Before accepting work for assessment, teachers must be 
confident that they can confirm the authenticity of the work. 
However, there will be instances where the authenticity of 
student’s work needs to be checked. In particular, teachers 
must satisfy themselves about the authenticity of any 
student work that:

•  Is not typical of other work produced by the student,

•  Is inconsistent with the teacher’s knowledge of the 
student’s ability,

•  Contains unacknowledged material,

•  Has not been sighted and monitored by the teacher 
during its development.

• Teachers should not accept such work for assessment 
until sufficient evidence is available to show 

•  That the work is the student’s own.

4.4 Authentication Procedures
Authentication issues are mainly related to any work done outside the classroom. Students must ensure that all 
unacknowledged work submitted by them is their own. They must acknowledge all resources used – including text 
and source material and the name(s) and status of the person(s) who provided the assistance as well as the type of  
assistance received.

Students must not accept undue assistance from any person. Undue assistance would include using or copying another 
person’s work or resources without acknowledgement, providing actual adjustments or improvements for a student’s work 
or dictating or directing a student to insert a particular text. The issues of copying and plagiarism and the consequences 
thereof are clearly spelled out by the VCAA and may result in the award of an “N” assessment.

The onus is on the student to provide evidence that the 
work submitted is the student’s own and was completed  
in accordance with VCAA’s requirements.

In order to obtain the necessary evidence, students may be 
required 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 other work;

•  Complete, under supervision, a supplementary 
assessment task (or test) related to the original task;

•  Attend an interview or complete a test to 
demonstrate his or her understanding of the work.

4.4.1 Authentication of SACs and SATs
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Should the school believe, on the basis of evidence, that 
there has been a substantial breach of authentication, the 
VCAA allows the Principal (or Principal’s delegate) to 
determine what action should be taken.

In accordance with VCAA guidelines, the St Andrews 
procedures for a substantial breach of authentication are 
as follows:

•  Student is reprimanded and parents are notified

•  In Unit 1/2 subjects, the student is given the 
opportunity to resubmit work or re sit the task if this 
can occur within designated dates prescribed by the 
VCAA

•  In Unit 3/4 subjects, scored assessment tasks will 
automatically be given an score of 0 

•  If the task is purely for an outcome and not a part 
of scored assessment, the student will be permitted 
to resubmit or re sit in order to gain an “S” for the 
outcome.

Section 2.5.21 of the Education and Training Reform Act 
2006 (Vic) provides that 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. 
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.

4.4 Authentication Procedures – Continued

An appeal against a school decision must be made in 
writing to the Chief Executive Officer (CEO), VCAA no 
later than 14 days after the student receives notice of the 
decision from the school. On receipt of a notice of appeal 
from a student, the CEO of the VCAA must nominate an 
employee of the Secretary of the Victorian Department 
of Education and Training to interview the parties to the 
appeal and attempt to resolve the matter.

In the event that a student has not been able to satisfactorily 
complete the outcomes of an initial task, they will be 
given opportunity for redemption. This means that they 
will be given a further task to complete to demonstrate 
the unsatisfactory aspects of outcomes. Students will still 
receive a score of 0 for a scored assessment task.

Further details for the process of redemption can be found 
in Section B.

4.4.1 Authentication of SACs and SATs – Continued
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If a student is absent for a given SAC task, there are two 
main options available:

1.  If the nature of the task is such that the student can 
do it in class upon their return, then every effort  
should be made to give the student an equivalent (not 
identical) task to the one set for the rest of the class.

2. If it is not feasible for the student to do the task in 
class time, the teacher will negotiate with the VCE 
Coordinator to find a suitable alternative time for the 
student to complete the task. 

3. This task must be conducted under supervised 
conditions.

4.5 Extension of Time for Assessment Tasks

4.6 Student Absences - SACs (Also See ‘Attendance Policy’)

1. Where a student, due to exceptional circumstances, 
is not able to complete an assessment or SAC task 
on the prescribed date, the student may apply for an 
extension. This situation may arise for two reasons:

• Where the student has been absent in the lead up 
period to the SAC task;

• Where the student is unable to sit the SAC task on 
the prescribed date.

2. Students should request an application form for 
extension at least two days before the due date. On 
occasions this may not be possible. An application 
form can be found in Section B of this document.

3. An extension of time will not be automatic.

4. There is a formal process for students to follow in 
applying for an extension of time beyond the date set 
by the school for the submission of particular pieces of 
work during a unit. Students must provide evidence 
to support their request and the application must be 
countersigned by a parent.

5. Application forms are available from the VCE 
Coordinator and subject teachers. The subject teacher 
will consult with the VCE Coordinator and the 
Head of Learning and Teaching (Secondary) before 
informing the student of the final decision.

6. In the event of an extension being approved the 
revised completion date should fall within 14 days of 
the original date. Where possible the task should be 
completed in the next available class. 

7.  If this is not possible suitable arrangements will be 
made for supervised completion of the task as soon as 
possible. 

8. When considering applying for an extension, teachers 
and students should also refer to the section on Special 
Provision. 

Absences due to illness or hardship must be validated by 
appropriate documentation (e.g. note from home and 
medical certificate or statutory declaration). Absence due 
to excursions, etc. during a scheduled SAC task must have 
the approval of the VCE Coordinator. Failure to provide 
appropriate documentation can result in a zero score for 
the task missed.

This procedure applies throughout the semester in which the unit is offered.
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It is a VCAA requirement that all students enrolled in one or more Unit 3 & 4 sequences must sit the 
GAT. This is a general knowledge test used by VCAA to verify school-based marks. The GAT mark 
itself does not count towards the end of year mark, but it is a vital part of the moderation process that 
may adjust SAT or SAC scores and should be treated as such. VCAA will compare GAT scores with 
SAC/SAT scores and any discrepancies found may result in the adjustment of coursework scores and 
in some cases a review of the student’s work. Each student should aim to perform to the best of their 
ability in the GAT. This is because a good GAT performance will be advantageous to a student’s final 
assessment if required as part of the moderation process.

05
General Achievement Test (GAT)

06
Special Provision

Special Provision may be granted for students who, for 
particular reasons, are not able to fully meet the criteria 
for satisfactory completion of coursework assessments 
or examinations; or who experience difficulty through 
circumstances in demonstrating a satisfactory level for 
Learning Outcomes.

Students may be eligible for Special Provision if, at any 
time, 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.

These circumstances do not include matters or situations of 
the student’s own choosing, such as involvement in social 
or sporting activities or school events.

Prolonged absence from school or study is not in itself 
grounds for Special Provision. However, provisions are 
available to students experiencing severe hardship that may 
result in prolonged absence.

Students granted Special Provision must still complete 
all school work related to satisfactory completion of the 
outcomes of a VCE 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 integration funding may not 
necessarily meet the eligibility criteria for Special Provision 
in the VCE.
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6.1 Forms of Special Provision
There are three forms of Special Provision for the VCE:

•  Classroom learning
•  School-based assessment
•  VCE external assessments

In each case there are specific eligibility requirements that apply.

In cases where a student is significantly adversely affected 
by illness (physical or psychological), by any factors relating 
to personal environment, or disadvantaged by a disability 
or impairment including a learning disability, Special 
Provision can be granted in relation to the structure of the 
course being studied. This could involve a modification of 
the delivery of the program, or permission for assistance 
from technology or an aide.

This is probably the most common form of Special Provision applied for within schools. In cases where a student’s 
ability to demonstrate achievement is adversely affected by acute and chronic illness, long term impairment or personal 
circumstances, Special Provision may be granted for school-based assessment. Several strategies can be implemented 
in this situation, such as allowing extra time to complete a task, allowing the task to be done at a later date, setting a 
substitute task, or even deriving a score for a task if it is not possible to complete a given task.

In these cases, a VCE Support Group will be established 
to assist the student in undertaking the VCE. The Support 
Group may consist of the student, a parent of the student, 
teacher(s) or others deemed responsible for the student, 
and any aides of the student. Advice may also be sought 
from Specialist Consultants.

6.1.1 Classroom Learning

6.1.2 School-based Assessment
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There are two forms of Special Provision for VCE External 
Examinations: Special Examination Arrangements and 
Derived Examination Score.

Students are eligible for Special Examination Arrangements 
if it can be demonstrated that their capacity to access a 
VCE external assessment is impaired due to one or more 
of the following:

•  mental health condition

• health impairment

• physical disability

• specific learning disorder

• language disorder 

• hearing impairment

• vision impairment

Applications for Special Examination Arrangements for 
each student must be made through the VCE Coordinator 
and endorsed by the principal. Applications must be 
supported by recent professional and/or other specialist 
reports and school-based evidence. 

A successful application may result in permission for extra 
working time (writing time and/or reading time), rest 
breaks, permission to use special technological aides, special 

• Students applying for Special Provision must do  
so through the VCE Coordinator. The VCE 
Coordinator will provide the necessary forms 
and details of evidence which is necessary 
for the application. Different forms of 
evidence are required according to the type 
of Special Provision being sought.

• It is the responsibility of the student to provide 
the VCE Coordinator with all of the relevant 
documents, medical reports, certificates etc. 
Confidentiality will be observed at all times.

6.1 Forms of Special Provision – Continued

6.2 Procedures for Applications

exam papers (eg large print or Braille), or an alternative 
exam venue. Details of Special Provsion and relevant forms 
can be obtained from the VCE Coodinator and must be 
completed and returned no later than one week before 
the VCAA prescribed due date. This applies to all 
examinations including the GAT.

A derived examination score may be used if a student 
can demonstrate that an illness, personal trauma or other 
circumstance occurring immediately before or during an 
examination has affected their attendance or performance 
in the examination. In defining “immediately before”, the 
situation must have arisen within the two-week period 
immediately prior to the exam.  An application for a derived 
examination score must be submitted via the official VCAA 
Special Provision Online platform for Derived Examination 
Scores and can only be submitted through the VCE 
Coordinator. It must be substantiated with evidence from a 
relevant external professional such as a health care worker, 
social worker, police officer or member of the clergy.

In the case that a student is unable to attend a VCE 
External Assessment and their Derived Score application is 
not approved by the VCAA, an ‘NA’ (not assessed) will be 
given for the assessment. 

A Derived Score application cannot be made for the GAT.

• The unit teacher is invited to make comment on the 
application.

• A VCAA Panel will assess each application.

Special Provision will not be granted for teacher absence 
and other teacher-related difficulties, or for circumstances 
deemed to be within the student’s control (e.g. concert on 
weekend, part-time work, etc.).

*Please note that it is not automatically granted that applications 
made for Special Provisions will be approved.

6.1.3 VCE External Examinations

It is the responsibility of the student to formally notify the VCE Coordinator of the details of the circumstances relating 
to the student’s application for Special Provision.
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07

08

VCE Review Panel

VCAA Privacy Notice for Students

The school will have a VCE Review Panel to make decisions on any relevant matters outlined in this 
document. The VCE Review Panel usually has 2 – 3 members. It always includes the VCE Coordinator 
and/or Head of Learning and Teaching (Secondary) and the relevant subject teacher. Other members 
may include the Head of Secondary or the Principal, or his nominees or Homegroup teachers. One 
of the major roles of the Review Panel is to interview students in VCE who have fallen behind in their 
work, are not using study periods or homework time effectively or have attendance issues. Issues of 
authentication are also relevant to this Panel.

The Victorian Curriculum and Assessment 
Authority (VCAA) is a statutory authority 
established under the Victorian Curriculum 
and Assessment Authority Act 2000. The VCAA 
has responsibilities relating to both curriculum 
and assessment across year levels Prep to 12 for 
all Victorian school students. The VCAA is 
committed to protecting student information and 
all personal information collected is handled in 
accordance with the Privacy and Data Protection 
Act 2014 (Vic).

The VCAA makes records of student results 
available to students or their nominated 
representatives according to section 2.5.3(2)(o) 
of the Education and Training Reform Act. At 
the end of each year, the VCAA will provide a 
Statement of Results for VCE, VCAL and VET 
students.
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In order to perform its functions, the VCAA collects 
personal information from students for the purpose of 
managing their enrolment in the VCE, VCAL and VET. 
Personal information is collected from the individual 
through the school and submitted to the VCAA via the 
Victorian Assessment Software System (VASS), which 
retains information for all students enrolled in the state. A 
student record includes the student’s address and contact 
details, assessment details, and any other information 
concerning their VCE status, for example, Special Provision 
or breach of rules matters.

The student data collected by the VCAA, including 
personal details, unit results, Graded Assessments, VET 
certificate results and data on Special Provision, together 
with Study Scores and GAT scores, are used by the VCAA 
to provide individual students final VCE, VM, VPC and 
GAT results. The assessment data which is provided to the 
student directly is also provided to his/her home school 
and, if it is not the home school, to the school where the 
study was undertaken.

The purpose of disclosing the student VCE, VM, VPC and 
GAT assessment data to the schools is to enable schools to 
analyse the effectiveness of their teaching and assessment 
programs. In this way the VCAA ensures quality assurance 
of the VCE, VM and VPC assessment programs across the 
State of Victoria. 

The VCAA will not provide identifiable student data to any other person or organisation without the consent of the 
individual student, unless required by law or other regulation to do so.

8.1 Collection of Student Data

8.2 Use of Student Data

8.3 Disclosure

The information on Aboriginal and Torres Strait Islander 
origins is used by the VCAA to report to the Commonwealth 
and State Governments to assist in the planning of support 
for students who fall within these categories. No individual 
students are identified in such reports.

Personal details of all VCE, VM, VPC, VET and Year 10 
students are forwarded to the Victorian Tertiary Admissions 
Centre (VTAC) for inclusion in CourseLink, a password-
protected interactive, web-based program, which enables 
individual students to access career and course options 
tailored to take into account their place of residence, 
interests, existing studies and future plans.

The VCAA also forwards individual student’s personal 
information: VCE, VM, VPC and GAT results, and, if 
applicable, data for Special Provision, to VTAC for the 
calculation of the Australian Tertiary Admittance Rank 
(ATAR) and, if necessary, for the submission of student 
applications for tertiary course selection.
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Students will be notified of what information has been collected from them and the level of disclosure to which they have 
consented via a ‘Student Full Details Report’, which will be available from the school following lodgment of Personal 
Details forms at the time of enrolment or registration. Student information collected by the VCAA is stored on its 
database and access is limited to authorised staff at the VCAA and at the school. Data collected from students and the 
results awarded to them are retained permanently by the VCAA. These records are held in the database and backed up 
on microfiche. All records are held securely.Correspondence concerning access to student records held at the VCAA 
including individual assessment and contact details should be addressed to: The Manager, Student Records and Results 
Unit, VCAA, 41 St Andrews Place, East Melbourne 3002. This privacy statement is available on www.vcaa.vic.edu.au.

Students will be notified of what information has been collected from them and the level of disclosure to which they have 
consented via a ‘Student Full Details Report’, which will be available from the school following lodgment of Personal 
Details forms at the time of enrolment or registration. Student information collected by the VCAA is stored on its 
database and access is limited to authorised staff at the VCAA and at the school. Data collected from students and the 
results awarded to them are retained permanently by the VCAA. These records are held in the database and backed up 
on microfiche. All records are held securely. Correspondence concerning access to student records held at the VCAA 
including individual assessment and contact details should be addressed to: The Manager, Student Records and Results 
Unit, VCAA, 41 St Andrews Place, East Melbourne 3002. This privacy statement is available on www.vcaa.vic.edu.au.

The Victorian Student Number (VSN) is issued when the 
student is first enrolled in a Victorian educational provider 
which is usually when they start in Prep, and remains 
current until the student turns 25 years.

The school applies for the VSN on the student’s behalf. 
VSNs are issued to all students enrolled in primary 
and secondary schools (Government, Catholic and 
Independent) and to students enrolled at a TAFE or in 
a funded and/or accredited VET course at a Registered 
Training Organisation.

8.4 Notification, Access and Security

8.5 Victorian Student Number

VSNs are nine-digit numbers that are similar to a tax file 
number, for example, 982567013. The VSN provides the 
capability to accurately detect patterns of student movement 
through, and departure from, the Victorian education and 
training system. It enables the collection and analysis of 
timely and accurate data about education in Victoria.

8.5.1 Victorian Student Number (VSN) 
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The Unique Student Identifier (USI) is a Federal Government identifier, issued and managed by a taskforce in Canberra. 
Unlike the VCAA Student Number and the VSN, students must log into the USI website to create their own USI. The 
USI is a reference number with 10 letters and numbers that is used to create an online record of a student’s recognised 
Australian training and qualifications. All students enrolling in VET will be required to obtain a USI. The Unique Student 
Identifier (USI) is a Federal Government identifier, issued and managed by a taskforce in Canberra. Unlike the VCAA 
Student Number and the VSN, students must log into the USI website to create their own USI.The USI is a reference 
number with 10 letters and numbers that is used to create an online record of a student’s recognised Australian training 
and qualifications. All students enrolling in VET will be required to obtain a USI. 

8.5.3 Unique Student Identifier 

8.5 Victorian Student Number – Continued

Upon enrolment in any VCE subject, students will also be assigned a VCE student number. This is an eight-digit number 
with a check letter, for example, 12345678A. The first two digits represent the year the student’s details were first entered 
into VASS. This number is printed on exam papers and is used by VTAC as a linkage key when calculating an ATAR.

8.5.2 VCE Student Number
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When Unit 3 and 4 SACs have been completed 
and the marks for a class have been moderated 
and collated, the subject teacher will provide 
students with a SAC Assessment Advice via the 
hub, in which feedback is given on how the 
assessment was determined as well as advice aimed 
at helping the student improve in future SACs 
and in guiding the student towards areas for focus 
in Exam revision.

09
SAC Assessment Advice

It should be noted that the score provided forms 
only part of the School Assessed Coursework for 
a particular unit. The total score for Units 3 and 4 
SAC’s only are subject to statistical moderation by 
the VCAA (Victorian Curriculum & Assessment 
Authority). Statistical moderation may cause an 
adjustment to the school’s assessment.

09
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Extension of time for an individual student 
to complete a task is granted only in special 
circumstances eg: severe illness, bereavement, 
extreme unexpected circumstances.

If circumstances do arise whereby a student is 
in need of extension for a SAC task, a formal 
application must be completed on the SAC 
Extension Request Form (see appendix 15.2) and 
this must be supported by written documentation 
from a relevant professional such as a doctor, 
police officer or church pastor or a covering letter 
from a parent or guardian.

Excuses such as “not being prepared” or “I was 
working on other subjects” are not sufficient 
grounds for an application for extension. Each 
application will be individually considered and 
all circumstances surrounding the reason will be 
carefully explored.

The application must be submitted no less 
than 2 days prior to the due date of the task. It 
should be submitted to the subject teacher who 
will refer it to a panel consisting of the Head of 
Learning and Teaching (Secondary), the VCE 
Coordinator and the subject teacher for discussion 
and approval. The original application and 
supporting documentation will be filed by the 
VCE Coordinator.

10
     SAC Extension Request

The time granted will be dependent on the 
individual circumstances, however every effort 
should always be made to complete the task as 
close to the original date as possible. Preferably, 
it should not be undertaken any more than two 
weeks from the original date. No extension will be 
granted if the time frame falls outside the semester 
end date, or the final date for results submission 
to the VCAA. Unit completion is essential for 
finalising study scores, which must be calculated 
at the same time for all VCE studies.

It is important to note that any extension given or 
alternative task set must be completed under the 
same conditions as for the remainder of the class.

10
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On most occasions, the need for an alternative 
SAC task will be determined by the teacher in 
consultation with the VCE Coordinator or the 
Head of Learning and Teaching (Secondary).

In some exceptional circumstances it may be 
appropriate for a student to apply for an alternative 
SAC task which may be completed separately to 
the remainder of the class. Such circumstances 
would include factors that lead to prolonged 
absence from school eg: severe accident or illness.

If, in the judgment of the teacher, work submitted 
by a student does not meet the outcomes and 
therefore does not meet the required standard for 
satisfactory completion, the teacher may consider 
other work relating to outcomes undertaken 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. 

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

11

12

Alternative SAC Request

SAC Redemption Advice

If such a situation arises, the Alternative SAC 
Request Form (see Appendix 15.3) should be 
completed and submitted to the subject teacher 
together with supporting evidence which should 
include a letter from a relevant professional or a 
letter from a parent/guardian.

Permission to complete an alternative SAC task will 
not be automatic. The application and supporting 
documentation will be carefully considered by the 
subject teacher and the VCE Coordinator before 
a decision is made.

In such cases, the class teacher will complete the 
SAC Redemption Advice Form (see Appendix 
15.4) to notify parents of the need for redemption. 
Parents should sign this form and return it to the 
class teacher. Upon receipt of the signed form, the 
class teacher will arrange a suitable time with the 
student to complete the extra task(s) required to 
gain a satisfactory result.

Please note that a student needs to gain an S for 
all outcomes in order to gain an S for the unit. If a 
Unit does not have an S, then that subject cannot 
be included in those used to calculate an ATAR 
score.
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There may be times during the year when 
students need to reassess their program and its 
direction. Any changes to study selection must 
be discussed fully with parents, teachers and the 
VCE Coordinator or Head of Secondary School. 
A Change of Subject Request Form (see Appendix 
15.5) will need to be completed and signed before 
a change may occur. This may involve changing 
from one study to another.

All applications to changes to courses are assessed 
on an individual basis and applications may be 
granted or denied accordingly. 

In very exceptional cases, a student may require 
to withdraw from a subject completely without 
picking up an alternative subject. This may arise 
due to health issues or other circumstances which 
are preventing the student from completing all of 
their selected units together in that particular year. 

As with requests for change of units, withdrawal 
requests must be made on the VCE Subject 
Withdrawal Request Form (see Appendix 15.5). 

13

14

VCE Subject Change Request

     VCE Subject Withdrawal Request

The earlier on in a Unit that a change is sought, 
the better, as it makes it more feasible to catch up 
in the subject newly taken. There are cut-off dates 
each semester after which a change is not permitted. 
Students will be advised of these dates well in 
advance. Under most circumstances, students will 
not be permitted to change a Unit 3&4 sequence 
after four weeks from the beginning of the year 
(although a student may withdraw from a subject 
after that time).

Completed forms must be submitted to the VCE 
Coordinator so that the necessary changes can be 
made via the VASS (VCE Administrative Software 
System). 

Completed forms must be submitted to the VCE 
Coordinator so that the necessary withdrawal can 
be made via the VASS. 

Each application will be assessed on an individual 
basis by the VCE Coordinator and the Head 
of Learning and Teaching (Secondary). Simply 
submitting an application does not mean that 
withdrawal will be approved.
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15.1 VCE Change of Program Form
15.2 SAC Extension Request Form
15.3 VCE Alternative SAC Task Request Form 
15.4 VCE Change of Subject Request Form
15.5 VCE Subject Withdrawal Request Form 
15.6 VCE Application for Special Provision (internal)
15.7 VCE Student Exit Form

Copies of all forms can be obtained from the VCE Coordinator or the Secondary Administrator.

15
Appendix



15
Section B – St Andrews Christian College VCE Procedures | 31

VCE Change of Program Form
This form is to be used following either submission 
of preferences or the release of allocations.

SAC Extension Request Form
To be used where circumstances arise that may 
require extension to be granted for SACs. 

Note: Each situation is assessed on an individual basis. 
Not all applications will be granted extensions.

15.1

15.2
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VCE Alternative SAC Task 
Request Form
This form is to be used when a student has been 
absent for a SAC but still wishes to have the 
opportunity to complete the task. If an alternative 
task is necessary, the subject teacher will provide 
this form to the student. 

Note: Not all applications will be granted approval.  
All applications are assessed on an individual basis.

SAC Extension Request Form
This form is to be used when the semester has 
begun and a student wishes to then transfer to a 
different subject. 

Note: There are cut off dates beyond which it is no longer 
possible to transfer between subjects. All requests are 
considered on an individual basis. Not all requests  
will be granted.

15.3

15.4
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VCE Subject Withdrawl 
Request Form
This form is to be used when the semester has 
begun and a student wishes to withdraw from a 
subject without picking up a replacement subject. 
Note: there are cut off dates beyond which it is no 
longer possible to withdraw from subjects without 
simply gaining an “N”. All requests are considered 
on an individual basis. Not all requests will be 
granted. There must be exceptional circumstances 
for withdrawal to be granted.

15.5
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VCE Application for Special 
Provision for SACs and/or 
Unit completion
This form is to be used when circumstances arise 
causing a need for special provision for SACs or 
Unit completion.

VCE Student Exit Form 
(VCAA)
This form is to be completed by any student 
choosing to terminate their VCE enrolment.

15.6

15.7
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These policies will be reviewed and updated, as required, by the VCE Coordinator 

and the Head of Learning and Teaching (Secondary) in consultation with the Head of 

Secondary, Principal and VCE staff. Any additions or amendments will be made to this 

handbook and notification will be published to staff, students and parents via ‘the hub’. 

The policies contained in this document will be effective from January 2024.
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