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IMPORTANT DATES 
 

1st Feb – 29th  March Term 1 

8th  February –9th   February VCE Study Camp 

16th   April – 29th  June  Term 2 

13th June  GAT 

16th July – 21st September Term 3 

8th October – 21st  December Term 4 

8th   October – 4th November  Performance and language oral exams 

31st  October  Written exams commence  

The Information in this booklet is summary information. 
Please refer to the VCAA website for more details 
http://www.vcaa.vic.edu.au/ 

  

http://www.vcaa.vic.edu.au/
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SATISFYING LEARNING OUTCOMES 

 
To pass any VCE unit it is necessary to demonstrate achievement of the set of 
outcomes for the unit as specified by the study design. The decision about 
satisfactory completion of outcomes is based upon the teacher’s assessment of the 
students overall performance on the tasks designed for the unit.  
It is the student’s responsibility to be aware of the requirements and assessment for 
each unit. If you have any doubts, check with your subject teacher or seek the advice 
of the Year Level Coordinator. 
It is important to recognise that Extensions of Time are rarely given during Units 3 
and 4 and then under exceptional circumstances. Formal application must be made 
through the Year Level Coordinator. – see Special Provision 
 

ASSESSMENT 

 

COURSEWORK ASSESSMENT GRADES  

Schools are responsible for the initial assessment of Coursework. Teachers may provide 
numerical marks or grade descriptors on individual Coursework tasks as part of the 
feedback to students.  
However, any Coursework assessments given are ‘conditional’. A student’s total 
score for SAC may change following statistical moderation.  
 
If you fail an assessment task,  you may be given the chance to resubmit the task, 
submit additional work or undertake an alternative task to enable you to meet the unit 
outcomes and be awarded an ‘S’ for the unit. . However, your graded assessment score 
cannot be altered.  
 

GENERAL ACHIEVEMENT TEST (GAT) 

 
The GAT is a three-hour test of general knowledge and skills in: 

• Written Communication 
• Mathematics, Science and Technology 
• Humanities, the Arts and Social Sciences. 

 
Why do students have to sit the GAT? 
The GAT does not count directly towards a student’s VCE or ATAR, but plays a very 
important part in a student’s final assessments for the VCE. GAT results are used to 
check that a student’s examinations, School-assessed Tasks and School-assessed 
Coursework have been accurately and fairly assessed. 
 
How is the GAT used? 
1. Checking School-assessed Coursework results 
VCAA applies statistical moderation procedures to each school’s coursework 
assessments to even out the differences in marking standards that may occur from 
school to school and final results are comparable across the state and are fair to all 
students. 
More information about statistical moderation can be found on the VCAA website: 
www.vcaa.vic.edu.au/pages/vce/exams/statisticalmoderation/statmod.aspx 
 

www.vcaa.vic.edu.au/pages/vce/exams/statisticalmoderation/statmod.aspx
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2. Checking School-assessed Task results 
The GAT is used to check each school’s School-assessed Task assessments and if 
a school’s assessments for a particular School-assessed Task are significantly 
higher or lower than would be expected from the students’ GAT scores, the VCAA 
will send reviewers to the school to assess the work.  
 
3. Checking examination results 
Examination marking is rigorous and designed to be fair to all students. Two different 
assessors assess VCAA exams twice. Where there is further concern, the paper is 
assessed by a third assessor. When the assessment is complete, there is a final 
check to identify any students with scores that are significantly lower than expected. 
If a student’s examination score is significantly different from the mark predicted by 
the GAT, the indicative grade given by the school and any other examination or 
School-assessed Task scores in the same study, the paper will be assessed again 
by the Chief Assessor’s panel. Scores may go up or stay the same, but will not go 
down as a result of this final check. 
 
4. Derived Examination Scores 
GAT scores contribute to the calculation of a DES if the application is approved. 
 
How do students prepare for the GAT? 
 
No special study is required for the GAT as it is based on General Knowledge. 
Students will be given opportunities to sit a practice GAT at school. Students can 
also get a good idea of the questions by looking at previous GAT papers. Previous 
GAT papers and answers to multiple-choice questions are available on the VCAA 
website: www.vcaa.vic.edu.au/pages/vce/exams/gat/gat.aspx 
 

INDICATIVE GRADES 

 
VCAA requires teachers to provide indicative grades. These are predictions of a 
student’s actual level of achievement on an examination, and are generally 
determined by student’s performance on school based assessment as well as 
demonstrated knowledge and ability. These grades are used to identify examinations 
that require reassessment as well as in the calculation of Derived Examination 
Scores if required (see Special Provision). 
 

ATTENDANCE POLICY REQUIREMENTS 

 
Students need to attend sufficient class time to undertake the coursework and 
complete class work and associated assessment tasks. Work done in class time is 
necessary to allow work to be authenticated. 
 

Attendance requirements  

 Minimum of 90% attendance for all timetabled classes, excursions and 
assemblies. Attendance also includes camp, sports days, and any other 
school events timetabled during the course of a school term. 

 Punctuality at all times  

www.vcaa.vic.edu.au/pages/vce/exams/gat/gat.aspx
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 Legitimate absences MUST be clarified with a signed note from parents 
explaining the reason. This must be handed into the Office 

Absences without notes 
Any absence that is not accompanied by a note of explanation will be considered as 
an unexplained absence. Please note – the reasons for absences must be legitimate 
and clearly explained otherwise they will not be approved and consequently will be 
considered as unexplained absences. 

Absences from SAT/SAC 
In the case of an absence from a class where a VCE assessment work (SAC/SAT) 
was done, a student must supply a medical certificate. 
 
It is the responsibility of the student who is absent to find out what work was covered 
in the missed classes and what work may have been set in that time. 
 
Non-essential appointments (such as haircuts and driving lessons) should be made 
out of school time. If, however, a student is absent for confirmed, legitimate reasons 
during assessment, the subject teacher may set an alternative task of equal scope 
and difficulty, or reschedule the assessment task.  

Students may go to the local shops without a note at lunchtime only after signing 
out at the general office.  They must ensure they return promptly for their session 5 
class, or private study session.  At any other times, students must provide a note 
from parents requesting permission. 

Note:  students receiving any form of government assistance need to be aware that 
any unauthorized absences must be forwarded to Centrelink and payments may be 
affected 

 

SPECIAL PROVISION 

 
Students enrol in VCE studies with a reasonable expectation of being able to 
achieve the outcomes of the study design, and to demonstrate their achievement 
fairly in both the school assessment program and the external examinations. For 
each unit a student is generally expected to submit all specified work requirements 
for each unit. 
 
Special provision can, however be granted in exceptional circumstances. It is 
intended to allow students who cannot meet all of the regular course requirements 
the opportunity to satisfactorily complete the unit. 
 
A student is eligible for Special Provision at any time while studying for the VCE if 
they are adversely affected in a significant way by: 

• Illness (physical or psychological); 
• Any factors relating to personal environment; 
• Other serious cause; or 
• Impairment or disability, including learning disabilities. 

Supporting documentation MUST be provided for each/any of the above 
circumstances. 
Undocumented circumstances which impact on the submission of work are not in 
themselves grounds for Special Provision. However, arrangements are applicable for 
students experiencing severe hardship. 
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Special Provision will NOT be granted for: 
• Absence from school or study without evidence of significant hardship. 
• Circumstances affecting students that are of the student’s own choosing. 
• The effect of faulty technology in the preparation of work. 

It is the student’s responsibility to ensure that: 
• An alternative system is available for use in case of computer or 
printer malfunction or unavailability. 
• Work is saved in a backup file each time changes are made. The 
backup file (USB stick/CD) should NOT be located in the same place 
as the computer. 
• Hard copies of work in progress may need to be regularly produced to 
meet drafting and authentication procedures. 

 
If you feel that you require special provision arrangements to enable you 
complete your studies, contact the VCE coordinator who will discuss your 
eligibility for Special Provision and the type of special provision available to 
you. 
 

Special examination arrangements 
The VCAA recognises that some students with a disability/illness may require 
Special Examination Arrangements to enable them to access the examination 
questions and communicate their responses in a timed examination. 
Students who believe they might be eligible for Special Examination Arrangements 
must discuss this initially with their VCE coordinator. The school must apply to the 
VCAA by completing the application form including the appropriate supporting 
medical, psychological and educational documentation. If students have a long-term 
impairment, their school needs to provide details of the arrangements that have been 
provided for them at school. The VCAA will not approve Special Examination 
Arrangements to students who have long-term impairments where there has been no 
demonstrated requirement for the arrangements at school. 
Special Examination Arrangements may include: 

• rest breaks 
• extra reading time in addition to the official reading time (if extra reading time 
is approved by the VCAA it will be incorporated into the student’s examination 
writing time) 
• extra writing time in addition to the official writing time. 

 

Derived Examination Scores (DES) 
The Derived Examination Score (DES) is calculated by the VCAA and may be used 
in lieu of an examination result where the student has met the VCAA eligibility 
requirements for the provision. 
The DES is intended for students who are significantly affected by ill health or by 
other personal circumstances at the time of an examination and whose examination 
result is unlikely to be a fair or accurate indication of their learning or achievement in 
the study or where they have been unable to attend the examination due to such 
circumstances. An examination score in these circumstances is determined by 
VCAA from the student’s SAC/SAT grades, GAT scores, and the teacher’s prediction 
of the exam grade. Students must have completed the course of study leading to the 
examination to be eligible for a DES. The DES is not intended to compensate for 
learning or achievement that has not been possible because of long term illness or 
other ongoing conditions that have been present during the year. These 
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circumstances are covered under Special Provision. Evidence will be required for 
both a DES and Special Provision application. 
If a student is ill in the lead up to or on the day of an examination, even if they are 
able to attend the examination, or if other personal circumstances affect their 
capacity to perform in the examination, they should contact the school immediately. 
Information will be handled sensitively and confidentially. 
 
It is the student’s responsibility to see the VCE Coordinator as soon as 
possible if they consider they are eligible for Special Provision. 
 

AUTHENTICATION OF WORK 

 
Authentication is the process by which we ensure that work is in fact that of the 
student. VCAA has a strict set of Procedures and Rules contained in the VCE/VCAL 
Administrative Handbook. A summary is given below. 
 Students must ensure that all unacknowledged work submitted for Learning 

outcome, School assessed coursework or assessment tasks is genuinely their 
own work. 

 All work that involves other sources must be acknowledged as such. This 
includes texts, Internet sites, source material and the names and status of people 
who have provided assistance (and the type of assistance provided). 

 Students must not accept undue assistance from others in the preparation and 
submission of work. 

 Students must ensure that the teacher sees the development of work over a 
period of time. The work will only be assessed if the teacher can attest that all 
unacknowledged work is the student’s own. 

 Students may be asked to demonstrate understanding of the task at the time of 
submission or assessment. 

 Students must not submit the same piece of work for assessment in more than 
one study. 

 Students who knowingly assist other students in a breach of rules may be 
penalised 

 If a piece of work cannot be authenticated, then the matter must be dealt with as 
a breach of rules as outlined below. 

 

BREACH OF RULES 

 
Students must be able to provide evidence that the work submitted is their own 
and/or was completed in accordance with the VCAA’ s requirements. If the school is 
satisfied on the basis of evidence and following an interview with the student, that 
there has been a substantial breach of rules, the Principal has the power to 

 Reprimand the student and impose disciplinary measures or 
 Give the student the opportunity to resubmit work or 
 Refuse to accept that part of the work which infringes the rules or 
 Refuse to accept the work in which case an ‘N’ will be awarded 
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ELECTRONIC DEVICES 

BYOD 

To support their learning and make effective use of time both in and out of class, 
students are very strongly encouraged to bring their own laptop and connect it to the 
school network. This option allows students to access information through student 
shared folders and save work onto their home folder as a backup, as well as access 
the COMPASS portal for lesson plans, resources, submission and tracking of 
learning tasks.  
 
If students use a computer to produce work for a learning outcome, coursework or 
assessed task, then it is the student’s responsibility to ensure that there is an 
alternative system available in case the computer or printer malfunctions or becomes 
unavailable. Hard copies of the work in progress should be produced regularly to 
meet drafting or authentication requirements. Each time changes are made the work 
should be saved onto a backup disk. A USB disk may be used by VCE students for 
the storage of coursework and assessment tasks.  
It is vital that students do not store any coursework or assessment task material on 
the hard disk of the school computers. This is in breach of VCAA rules as it allows 
other students to access this material. A password protected folder is provided on 
the network for this purpose (see the Learning Technologies Manager).  
 

Borrowing a Netbook 

 
Limited Netbooks are available for loan through the General Office for students who 
need temporary access to a computer. (Provided you have been responsible in the 
past).  Netbooks must be borrowed with a bag and be carried in the bag to and from 
the General Office. 
Netbooks MUST be returned at the end of the lesson / end of the day. They are not 
to be stored in lockers or taken home.  

 
MOBILE PHONES 

Students may bring personal mobile phones to school, however as a rule, they 
should not be brought into the classroom. If students use a mobile phone 
inappropriately, it will be confiscated and kept in the main office. 
 
In VCE, apps on Smart phones may be used to support learning if approved by the 
class teacher. 
 

Media Players e.g. iPods 

These are permitted at school during recesses, lunch and private study. Media 
players are not to be used in class unless approved by the class teacher  
 

Private Study Session 

 
Students are required to attend at school at all times during the day, 
unless special arrangements have been organised and approved, such as Year 12 
Early Leaving procedure. Students are expected to use these study sessions 
productively and work quietly in Library.  
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Students are required to report to the teacher in charge of private study supervision 
to have their attendance registered.  
Students are expected to attend form assembly even if they have private study 
sessions during periods 1 & 2 and are expected to remain at school even if they 
have private study sessions during periods 5 & 6 
 

FORM ASSEMBLY 

 
Form assembly is held at the beginning of each day. Students are expected to attend 
form assembly, even if they have private study sessions 1 and 2. Key information is 
communicated at this time and it inessential that students attend so they are fully 
informed.  
 

UNIFORM 

You have the privilege of a distinctive VCE / VCAL top as part of the school uniform. 
If you are unable to wear full school uniform, you must bring a note to the General 
Office for approval.  
 

YEAR 12 DRIVERS 

 
If you are privileged enough to have a car and a license, your car needs to remain 
out of school grounds. It is school and Department of Education and Training policy 
that you are not to transport other students during school hours or on school 
excursions. (see Student Drivers Policy) 
 

THE MYSTERY OF VCE STUDY SCORES AND TERTIARY ENTRANCE RANKS 

 

WHAT IS A SAC GRADE? 
 
A SAC grade is the mark awarded by the school for internally assessed tasks. Grades 
are awarded from A+ (highest) to E (lowest passing score) with 'N' indicating a failure 
to satisfy the learning outcomes and 'UG' indicates that the work does not warrant a 
grade and needs to be resubmitted to gain an `S' grade. 

WHAT IS A STUDY SCORE? 
 
A study score shows how well you have performed in a study compared to everyone 
else in Victoria who took that study. They are calculated by the VCAA and used by 
the Victorian Tertiary Admissions Centre (VTAC) to calculate the ATAR.  The 
maximum study score is 50. A study score of 30 is an average performance and 45 
or above is an exceptional performance. 

Study Score reference table 

Study score Percentage ranking 

25  Top 76 % 

30  Top 50% 

35 Top 34 % 

40 Top 8% 

45 Top 2 %  
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WHAT IS THE ATAR? 
 
Australian Tertiary Admissions Rank (ATAR) is the overall measure of a students’ 
achievement in relation to that of other students. It allows tertiary institutions to 
compare students who have completed different combinations of VCE studies and is 
reported as a rank between 0.00 and 99.95 with increments of 0.05. A rank of 75.00 
for example, means an overall result equal to or better than 75% of the candidates in 
the population. Calculation of the ATAR is the responsibility of Victorian Tertiary 
Admissions Centre (VTAC).  
Information regarding the calculation of an ATAR score can be found at the VTAC 
website listed below. 
Any queries students have about the ATAR, applications for tertiary courses or 
selection procedures should be directed to: 

VTAC 40 Park Street South Melbourne, 3205 
Telephone: 1300 364 133 
Website: www.vtac.edu.au 
 

HOW IS THE ATAR CALCULATED? 
The ATAR will take into account: 

 your study score in English (after scaling) 

 your next best three study scores (after scaling) 
• ten percent of your next two best study scores (after scaling). 
Your score for English plus your next best three study scores are called your 
`primary four'. The next two best study scores are generated from your fifth 
and sixth equivalent studies. 
 

IMPLICATIONS OF SCALING 
Students and parents need to be conscious of the effects of scaling. Study scores in a 
subject are relative to the general ability of the total group taking that subject. The 
study scores are scaled according to the ability of the total group taking a subject 
compared with the ability of students taking other subjects. Some students choose 
`easier' subjects to obtain higher study scores. Our experience has been that this 
usually works against them. VTAC lists the effects of scaling on individual subjects 
and you should read this information contained in the booklet `Tertiary Selection and 
the ATAR'. Information is available on the VTAC website.  http://www.vtac.edu.au/ 
 

HOW IS VCAL ACCREDITED? 
 

VCAL is assessed at 3 levels Senior, Intermediate and Foundation. At each level 
students have outcomes to complete at the prescribed levels. To attain a VCAL 
Certificate of any level, students must complete with competency all 10 units. These 
units are: 

 VCAL Literacy –Reading and Writing 

 VCAL Literacy- Oracy 

 VCAL Personal Development Skills 

 VCAL Work Related Skills Unit 1 & 2 

 VCAL Numeracy 

 VCE – 2 units (either 1&2 or 3&4) 

 VET Certificate  (2 units) 
 

http://www.vtac.edu.au/
http://www.vtac.edu.au/
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Modifying a VCE Program 
 

The required VCE program at Year 12 consists of 10 units (5 subjects) – this 
includes English and VET subjects. 

If students wish to modify their VCE Program, then the procedure outlined below is 
to be followed. 

a. Withdrawing from a unit 
Consult with the VCE coordinator to discuss possibilities and then complete a 
Withdrawal from Unit Form. If the proposed change is agreed to by VCE coordinator 
in conjunction with the Careers Teacher and parents, then the student will have 
his/her VCE Program updated. 

b. Transfer from one Unit to another 
Consult with the VCE coordinator to discuss possibilities and then complete an 
application for Consideration of Change of Unit form. If the proposed change is 
agreed to by VCE coordinator in conjunction with the Careers Teacher and parents, 
then the student will have his/her VCE Program updated. 

c. Exemptions from the requirement to study 5 unit 3 4 subjects in 2018 
 
This will be considered on an individual basis.  
 

d. Non scored assessment 
 
A student may still be eligible for the award of the VCE if he/she has not been 
assessed for levels of achievement in a study and has not sat examinations but has 
submitted school-based assessments for satisfactory completion of units. In this 
case, the teacher has judged that the student has achieved the outcomes for a study 
based on the evidence provided by the student, without assessing for levels of 
achievement. Absence of Graded Assessments may limit a student’s options for 
further training, study and work and it is expected that students attempt all Graded 
Assessments.  
 
Students need to consult with their teachers, the VCE coordinator to discuss the 
possibilities and the overall impact on their VCE program and complete an 
application for withdrawal from graded assessment form. Applications will be 
considered on an individual basis, after discussion with Careers Teacher and 
parents.  
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GENERAL INFORMATION 

 

STUDENT DRIVERS POLICY  
1.0 PURPOSE OF POLICY 
 
1.1 To provide guidelines for the use of student vehicles 
1.2 To clarify the expectations of the students using private vehicles during school hours 
1.3 To make explicit the legal requirements concerning the use of student vehicles 

 
2.0 PRINCIPLES 
2.1 Students who are licensed drivers may use private vehicles to attend school 
2.2 The usual legal and community standards as they apply to all drivers should be observed at 

all times 
2.3 Due to space restrictions, students are not to park in the school grounds at any time during 

the school day. 
2.4 Under no circumstances can students, once at school, transport other students in their cars  

Year 12 2018 PRIVILEGES AND RESPONSIBILITIES 
Privilege Responsibility Consequences 

 Automatic lunchtime street pass 
 
(the only time permission is given to 
leave the school grounds without a 
note signed by parent ) 

 

 To sign out in the year 12 sign out 
book in General Office 

 To only go to the shopping precinct 
– the hotel is not to be visited, 
alcohol or tobacco products are not 
to be purchased 

 Behave in a responsible manner 

 if necessary at other times – study 
sessions, recess – then permission 
must be obtained from  VCE 
coordinators or 7 – 12 sub school 
leader 

 once you are at school, you are 
there for the whole day 

First offence 

 Banned for remainder of 
semester, or 15 weeks 
(whichever is the most) 

Unsupervised ‘study’ sessions  Use the Library – sign in for 
attendance record  

 To use the time wisely , not 
interfering with the learning of others 

 No ball games 

 Not going to the Caf. 

Continued misuse of time  

 Letter home to parents 

 Study session spent 
under supervision 

 extensions of time for 
pieces of work not 
considered 

 Bringing a car to school (refer to 
Student Driver Policy) 

 To transport no other student during 
school hours or on school 
excursions 

 Cars to remain out of school 
grounds 

 Parents contacted and 
appropriate 
consequences 
determined. 

 Use of  computers  Acceptable Use of Computers, 
Network and Internet Agreement 
applies 

 Student may borrow a netbook from 
the General Office if they do not 
have access to a computer for 
required sessions 

 Follow BYOD policy guidelines 

 As per Acceptable Use of 
Computers, Network and 
Internet Agreement 

 Uniform  Optional VCE VCAL top 

 All other items – e.g. jackets, 

scarves, hats, shoes to follow school 

uniform policy  

 As per uniform policy 
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2.5 Under no circumstances are students to transport other students to any school program or 
function e.g. excursions 
 

3.0 HOW THIS POLICY WILL BE PUT INTO PRACTICE 
3.1 Students may use their private vehicle during the day with the proviso that the usual sign out 

procedures are followed. Students may not transport any other student until they have left 
school for the day 

3.2 If a student travels in another student’s car in breach of this policy, both the driver and 
passenger(s) will incur a school suspension 

3.3 The school will publish the materials provided by the DEECD and the Transport Accident 
Commission in the school newsletter at regular intervals 

 

FREQUENTLY ASKED QUESTIONS 
 

What should I do ………….. 

 

If I arrive to school after form assembly? 

 ALWAYS report to the General Office to be marked present 

 Check with other students about the information covered. 

 

If I cannot wear correct school uniform? 

 Bring a note to the General Office  

 

If I need to leave school during the day? 

 Before you leave, report to the General Office, with note seeking approval /explaining 

absence  

 

If I need to go down the street at lunchtime? 

 Sign the sign/in-out book in the Office. 

 

If I need to go down the street during recess or ‘spare’ sessions? 

 Check with the YLC and if given permission, sign the ‘sign out/in book’ 

 

If I have an appointment during the day, but will be returning to school? 

 Report your departure and arrival to the General Office 

 Or indicate departure and arrival time in the year 12 ‘sign out/in book’ after checking with the 

YLC 

 

During my ‘study’ sessions? 

 Study in the library 

 You may not go to the caf.  

 

If I want to borrow a Netbook? 

 Go to the General office and fill out the log out sheet with your name and the session you are 

borrowing the computer beside the corresponding number on the netbook. 

 VCE Netbooks must be borrowed with a bag and be carried in the bag  

If am worried about the exams? 

Discuss your concerned with your teacher and VCE coordinator for strategies to help with this. 

 It is possible to complete your VCE without being graded and receiving an ATAR score, however 

this is not the recommended option. . Withdrawing from exams involves a formal process.  

 You need to see the YLC for the relevant application form or there is one contained in the 

Administration booklet. 

 You will need to discuss this with your parents, your class teacher and the YLC before a final 

decision is made. 
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If I want to change or withdraw from a unit? 

Students need to be aware that there are restrictions on when this is possible, and also that there are 

implications on your VCE / VCAL program 

 You must discuss this with YLC, subject teacher, and parents 

 Complete the application form (sample included in the Administration booklet.   

 

How much time should I be studying for my VCE? 

You should devote a minimum of approximately 40 hours per week to their studies. This includes 

approximately 20 hours of class time so 20 hours of additional  study time must be planned for and 

used effectively during semester one, increasing significantly in semester two. 

If I find I have too many SAC’s scheduled at once? 

A SAC timetable is developed in consultation with subject teachers and adheres to the timelines 

specified by VCAA. Teachers also consider course requirements and student workload when 

determining these dates. It may not be possible / appropriate to alter these dates. 

 Discuss your individual situation with your subject teacher and YLC prior to the SAC dates  

 

If I fail an assessment task? 

 You may be given the chance to resubmit the task,  submit additional work, undertake an 

alternative task to enable you to meet the unit outcome and still ‘pass’ the unit.  

However, your graded assessment cannot be altered 

 

Do I have to sit the GAT if am not wanting an ATAR score? 

 Yes 

 

If I am absent from school / classes? 

Note:  attending 90% of classes is essential for satisfactory completion of units, and students receiving 

any form of government assistance need to be aware that any unauthorized absences must be 

forwarded to Centrelink and payments may be affected 

 Provide evidence of authorized absences (other than school activities) to the YLC 

o Note from home relating to illnesses / appointments 

o Note from home relating to special circumstances 

o Certificates from health professionals 

 Or discuss the situation with YLC, SSL, or Principal Class 

 

If I miss regular VCE classes due to VET studies 

 You MUST work with the teacher to determine the strategies that will best suit 

 YOU MUST COMPLETE ANY WORK MISSED PRIOR TO THE NEXT LESSON 

WHEREVER POSSIBLE – you will not be given extra time during class to catch up  

 

If I wish to do ‘other work’ during a timetabled class? 

 At any stage of the year you must 

 Ask the teacher of the timetabled class for permission to miss the class; arrange to catch up on 

missed work etc. Note: this is not automatically granted, and may still be considered an 

unauthorized absence. 

 

If I am absent from school / class with a genuine illness during a VCAL work placement, during an 

assessment task or when work for an assessment task is due for submission? 

It is essential that you  

 ring the school  (or ask your parents to ring)  to inform the YLC of your absence and the 

reason as soon as possible 

 Provide documentary evidence of illness or other serious unavoidable absence to the YLC as 

soon as you return 

 In the case of external examinations, the YLC will assist you with completion of the required 

application forms. (You may be eligible for Special Provision) 
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If I have a medical certificate or note? 

 Hand it to the Coordinator or the Office as soon as you return to school ( this will be copied 

for the office for attendance rolls and a copy kept in your files) 

 Tell your subject teachers. 

 

If my family is going away on a holiday during school time? 

These are not ‘approved absences’ and extended absences impact on the continuity of your learning  

 Try to get you family to schedule holidays during your holiday time so they do not effect your 

studies 

 Talk to the YLC, subject teachers as soon as possible before hand to discuss work that needs 

to be organised and ‘catch up’ time. 

 

If I bring my car to school? 

 It must be parked out of the school grounds 

 You cannot drive other students during school hours  

 

Am I allowed to car pool with other students to go to Tafe? 

 Yes if all parents have been consulted prior to travelling to Tafe and written permission has 

been given to the general office. 

What if I cannot go to my work placement? 

 You will need to contact your employer at your earliest convenience to let them know you 

will be absent on that day. 

If I am having difficulty with coursework and / or deadlines? 

 You may be eligible for some form of special provision, if this is due to illness / personal 

difficulties. 

 At the earliest opportunity, discuss your situation with your teacher and the YLC.  As far as 

possible, detailed information will be confidential. 

 

If I am having trouble with my schoolwork? 

 You must take the initiative  

 Ask the teacher for help during class 

 Make an appointment to see the teacher out of class 

 Attend lunchtime tutorials 

 See the YLC for some general support and advice 

 

If I am having concerns with any aspect of VCE or VCAL? 

 See your YLC, SSL, Careers Teacher 

 


