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Mount Ridley Prep – Year 12 College 
 

VCE POLICY 
 
Preamble 
When referring to this policy, VCE refers to the Victorian Certificate of Education administered at 
Mount Ridley P–12 College on behalf of the VCAA (Victorian Curriculum and Assessment 
Authority). 
 
Rationale 
This policy stipulates how at Mount Ridley P-12 College the VCE will be administered in adherence 
with the requirements stipulated by the VCAA. All college policies and procedures are periodically 
reviewed under advisement from the VCAA. Student learning is greatly affected by the quality of 
teaching they experience.  Teachers therefore must ensure that their teaching skills and 
commitment are of the highest standard and that their pedagogical knowledge is current. 
 
Guiding Principles 

 The College policies and practices will aim to be fair and assist students to successfully 
complete their VCE. 

 To have transparent policies and procedures that ensure consistency in the delivery, 
assessment and administration of the VCE program at Mount Ridley P-12 College. 

 To provide accurate and transparent documentation, ensuring that students, parents and 
staff are aware of their roles and responsibilities in relation the VCE program at Mount 
Ridley P-12 College. 

 To place rigorous protocols around the teaching and learning process in adherence with 
VCAA and College requirements to ensure no student is disadvantaged and has the 
opportunity to succeed in their endeavours. 

 
Implementation 
 
1. Coordination 
The VCE will be managed by the Director of Student Learning and Teacher Practice: Senior 
School.  The Director of Student Learning and Teacher Practice: Senior School oversees all 
elements of the VCE in consultation with the Director of Business Connections and Student 
Pathways, College Leadership Team and Senior Mini School Assistant Principal. 
 
2. Assessment 

 In order to obtain a Victorian Certificate of Education, all school assessed coursework for 
VCE Units 1 to 4 must be the student’s own work and must be completed on time during 
the specified conditions and to the standards described in the relevant study design and 
prescribed by the teaching staff of Mount Ridley P-12 College. Student enrolments will be 
maintained in the VCE Administrative Software System (VASS) by the VASS 
Administrator.  

 All VCE students must complete an annual VCE enrolment form and must therefore sign 
a general declaration that they will obey the rules and instructions for the VCE prescribed 
by the VCAA and explained herein and by means of any other official VCAA 
documentation. This form must include information about any external VET or language 
studies, Distance Education or other accredited external studies. The VCAA keep all 
information confidential and do not disclose it to other organisations without written consent 
(e.g. on the enrolment form itself). The College likewise regards all enrolment information 
as confidential, and utilises it in keeping with its Privacy Policy. 

 VCE teachers will collectively organise the spread of assessments through the year in 
order to ensure a consistency of workload and will each be responsible for issuing 
approximate assessment dates at the commencement of the school year. Dates for Unit 1 
to 4 coursework will be set such that the work can be marked and the school assessments 
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forwarded to the Director of Student Learning and Teacher Practice: Senior Years/VASS 
Administrator prior to their request by the VCAA. 

 Students’ levels of achievement for Units 1 and 2 are determined by the College and not 
reported to the VCAA.  

 Completion of outcomes for Units 1 and 2 are reported to VCAA.   

 Students’ levels of achievement for Units 3 and 4 sequences are assessed using School-
based Assessment and external examinations. Each VCE study has three graded 
assessment components: either one School-based Assessment and two examinations, or 
two School-based Assessments and one examination. Each of the three graded assessment 
components contributes to a study score.  

 Scored VCE / VET studies have only two graded assessment components, comprising one 
School-based Assessment and one examination.  

 Graded assessments are reported on an eleven-point scale as grades A+ to E or UG 
(Ungraded). 

A+ A B+ B C+ C D+ D E+ E UG 

90 -
100% 

80 – 
89% 

75 – 
79% 

70 – 
74% 

65 - 
69% 

60 - 
64% 

55 – 
59% 

50 – 
54% 

45 – 
49% 

40 – 
44% 

<40 

 

 After coursework is submitted for assessment, teachers will provide feedback to students 
including advice on particular problem areas, advice on where and how improvements can 
be made for further learning, reporting of S or N decisions and/or written comments on 
students’ performance against each outcome. The teacher ultimately decides whether or 
not a student has satisfactorily achieved a prescribed outcome, based upon assessment, 
observation and, if necessary, interview. Students may be made aware of initial 
quantitative teacher assessment by means of a letter grade or percentage only although 
the subject teacher reserves the right to withhold this assessment pending statistical 
moderation by the VCAA. It is possible for any assessment/grade to vary significantly after 
statistical moderation. 

 There is one examination period each year. The performance and oral examinations occur 
in October and the written examinations are held in October and November.  

 The General Achievement Test (GAT) is conducted in June. The College’s assessment 
procedures for Unit 3 and 4 studies will be monitored using the VCAA's General 
Achievement Test (GAT) and must be undertaken by all students enrolled in Unit 3 and 4 
studies. The GAT will ensure state-wide comparability of assessments by comparing the 
distribution of school-based assessments with the distribution of GAT scores. 

 
There are three forms of School-based Assessment for Units 3 and 4: 

 School-Assessed Coursework (SAC) 

 School-Assessed Tasks (SAT) 

 Externally-Assessed Tasks. 
 

 School-Assessed Coursework (SACs) is based on an assessment of each student’s overall 
level of achievement on the assessment tasks specified in the study design for assessing 
achievement of the unit outcomes.  

 Schools provide a score for each component of coursework specified in the study design. 
The VCAA aggregates these scores into a single total score for each student, which is then 
statistically moderated against the examination scores in the study.  

 The GAT may also be used in statistical moderation. 

 Statistical Moderation of school-based assessments by the VCAA will utilise a reference 
score for each student formed from the related examination score and, where justified, the 
GAT component score. This will ensure that the top moderated assessment within the 
College group equals the top individual student reference score, i.e. the rank order of school 
assessed coursework is unchanged. 
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 School-assessed Tasks (SATs) are set by the VCAA to assess specific sets of practical 
skills and knowledge. Teachers assess the student’s level of achievement on the basis of a 
rating against criteria specified by the VCAA.  

 Schools provide a single score for each student, which is then statistically moderated against 
the examination scores in the study.  

 The GAT may also be used in statistical moderation. 
 
Assessment of the VCE will be in accordance with all appropriate VCAA policies and guidelines. 
 
3. Feedback 
After work is submitted and marked, teachers WILL provide FEEDBACK to students in the form 
of: 

 Advice on particular problem areas. 

 Advice on where and how improvements can be made for further learning. 

 Reporting S (Satisfactory) or N (Not Satisfactory) decisions and/or written 
comments on students’ performance. 

 
As per the College Assessment and Reporting Policy, work is to be returned with meaningful 
feedback in a time period of 2 weeks from the initial assessment date. This is a maximum period 
of time, whereas at VCE the turnaround time is expected to be with 5 days. Teachers ARE NOT 
permitted to mark or provide comments on any draft of work that is to be submitted for coursework 
assessment. 
 
 
4. Attendance 

 The College Student Attendance Policy is in line with the VCAA requirements. Consistent 
attendance is imperative, as this is what is required by the VCAA in order to award students 
their VCE certificate. The College advises that extended periods of absence (i.e.: family 
holidays) do not occur during the time students undertake their VCE, unless of course 
there are exceptionally mitigating and unavoidable circumstances; at which point the 
College should be notified in writing at least a term in advance. Attendance in class 
provides opportunities for student work to be authenticated by teachers. Work which 
cannot be authenticated will not be accepted for assessment and will be awarded ‘N’. 

 As per the College Student Attendance Policy, it is an expectation that students in the Senior 
Years Mini School achieve a minimum of 85% attendance. The individual circumstances of 
each student will be taken into account. Students in VCE/VCAL must provide a medical 
certificate if they are absent on the day of a School-Assessed Coursework (SAC). They will 
need to sit this on the following Monday Senior Years SAC resit evening from 3:30 to 3:30 
pm or an alternate time determined by the Senior Years Leadership Team. 

 A unit of study is defined as equivalent to approximately 100 hours of study. It is expected 
that schools will offer 50 hours of formal classes” (VCAA – VCE Policy), and Mount Ridley 
College requires that students attend no less than 85% of class time. Failure to meet this 
requirement may result in an N for the unit of work. This College based decision is final and 
not subject to VCAA appeal. 

 Authorised absences are not a VCAA breach of attendance. All VCE studies are based on 
an assumption of regular attendance and active involvement in classroom activities. 
Students, whose attendance is poor, are likely to experience difficulty in completing all the 
assessment tasks satisfactorily and may result in the teacher being unable to authenticate 
the students’ work. 

 Group excursions and extra-curricular activities (such as sport, student leadership, drama 
productions, etc.) are recognised as approved absences. Official documentation needs to 
be given to the study teacher[s] prior to the absence. If there is a reason (not covered by 
medical certificates) why the student cannot attend school (e.g. family emergency), the 
student can apply to the Director of Student Learning and Teacher Practice: Senior 
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YearsTeaching and Learning: Senior School for a VCE/VCAL approved absence, which is 
regarded in the same manner as a medical certificate. 

 Participation in non-curriculum based programs will be subject to the approval by the Senior 
Years Leadership team. The criteria for approval will be based on meeting the attendance 
and academic requirements of the VCE. An ‘At-risk list’ will be updated weekly and available 
at the Senior Years mini-school office.  

 Where student attendance is causing concern the subject teacher, the Mentor teacher, Team 
Leader, Student Manager or any member of the Senior Mini School Leadership team may 
elect to speak with the student and parents about this matter. If the student’s attendance is 
not rectified to meet the requirement, an “N” (Not Satisfactory) result may be awarded for the 
unit in question, and parents will be notified prior to the “N” being awarded. Cases in which 
students' attendance is likely to fall below the prescribed minimum due to prolonged illness 
may be given special consideration and exemptions from the usual requirements may be 
made at the discretion of the College Principal. If a student is in this situation, they seed 
advice from the Director of Student Learning and Teacher Practice: Senior Years at the 
earliest convenience.  

 In circumstances where students have completed work, and even satisfied outcomes for a 
particular study, but there has been a substantive breach of the attendance rules above, the 
student may be awarded an “N” (Not Satisfactory) unit result by the Director of Student 
Learning and Teacher Practice: Senior Years upon discussion of the matter with the relevant 
subject teacher. If the student wishes to appeal against a school decision then the 
appropriate procedure described in must be followed. 

 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 at that time and to act accordingly. 

 
5. Authentication 
The conduct of examinations and in school assessments is governed by the policies and 
guidelines set out by the VCAA. An excerpt from the VCE and VCAL Administrative Handbook 
2017- 2019: 

‘A student undertaking tasks as part of School-based Assessment must comply with VCAA 
examination rules. In addition, the VCAA sets out rules related to authentication, which a student 
must observe when preparing work for assessment by the school: 

 

 A student must ensure that all unacknowledged work submitted for assessment is 
genuinely their own. 

 A student must acknowledge all resources used, including: 
o text, websites and source material 
o the name/s and status of any person/s who provided assistance and the type of  

assistance provided. 

 A student must not receive undue assistance from another person in the preparation and 
submission of work. 

 A student must not submit the same piece of work for assessment in more than one study, 
or more than once within a study.  A student must not knowingly assist another student in 
a breach of rules.’ 

 A student must sign a declaration of authenticity for work done outside of class. The 
declaration states that all unacknowledged work is their own 

 A Student must sign a general declaration that he/she will obey the rules for the VCE and 
accept its disciplinary provisions 

 

Acceptable levels of assistance include: 

•   The incorporation of ideas or material derived from other sources (for example, by reading, 
viewing or note taking), but which has been transformed by the student and used in a new 
context 



 

1 Version 1 – VCE:   Review 2019 
 

•  Prompting and general advice from another person or source, which leads to refinements 
and/or self-correction. 

 

Unacceptable forms of assistance include: 

•  Use of, or copying, another person’s work or other resources without acknowledgment 
•  Corrections or improvements made or dictated by another person. 

 
Any VCE work must be submitted in the format requested by the subject teacher and must be 
designed, taught, administered and presented by that teacher in such a way as to allow students 
the maximum opportunity to achieve the outcomes based upon the key skills and key knowledge 
descriptors prescribed in the study design. 
 
School-Assessed Coursework will be completed in class-time. Work that cannot be completed 
within the longest continuous timetabled session will be finished in the next available lesson but 
the work may be retained by teachers, in its current state, in the interim. Students may, at the 
discretion of the subject teacher, work on an assigned section of that task outside the lesson time; 
provided that authentication requirements are met (see section authentication). 
 
Authentication of student work will be enhanced by ensuring that specific details of school-
assessed coursework are issued just prior to the commencement of the task. Students may be 
issued with details: 

o in the lesson(s) just prior to the completion of a task in order to optimize research and 
preparation. 

o in the same lesson that the work is to be completed where specific prior preparation is 
not required or permitted. 

Students are not to take pre-prepared notes into classes where these specifically answer or 
address coursework questions or criteria unless specifically permitted by the study design or by 
any other vehicle of official communication from the VCAA. Any such item(s), if found by the 
subject teacher, will be confiscated until the expiry of the period in which the coursework is 
undertaken and sanctions put in place.  
 
Teachers will determine the manner in which School-Assessed Coursework should be 
administered within their lesson provided that the approach taken does not contravene any other 
official policies and procedures of Mount Ridley P-12 College or the VCAA. 

 
 "Work in progress" (i.e. that completed in more than one continuous timetabled session) will only 
consist of School-Assessed Tasks or School-Assessed Coursework that cannot reasonably be 
completed within class time. Student absences substantiated according to the requirements 
described in Sections 1 may warrant completion of school-assessed coursework outside of direct 
class time supervision only if there is not sufficient class time within which to administer the task 
upon the student’s return to school or if the student is physically unable to complete the task at 
school. In any case the task allotted to the student would be of comparable difficulty to that issued 
to the remainder of the class but would not, for the sake of authentication, normally be the same 
piece of work. Students may be detained during Official Study Leave 
sessions to assist with the completion of School Assessed Coursework. 
 
Although the majority of School-Assessed Coursework will be completed in class and in a limited 
timeframe, teachers’ record keeping will reflect the sighting of work in progress where applicable 
and will make appropriate reference to the state and/or quality of the work. 
 
 

 
6. Submission of School Assessed Tasks (SAT’s) 

 

 School-assessed tasks (SATs) are to be completed in accordance with the requirements 
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set out in the VCAA study designs for selected Art and Technology based subjects. 
Assessment of students’ levels of achievement will be on the basis of teacher ratings on 
criteria specified annually by the VCAA. 

 Drafts of School Assessed Tasks must be retained and submitted with the final work. 
Written comments are to be made on only one draft of any task. This draft will be initialed 
and dated by the teacher and then submitted by the student with the final work. Both the 
final submission and the draft will be submitted to VCAA if required for authentication 
review. Authentication records must be kept by subject teachers and so plans and drafts 
must be seen in the classroom at regular intervals. Hence, teachers reserve the right to 
acquire all relevant verbal and written information pertaining to the completion of School-
Assessed Tasks. 

 School-Assessed Task due dates are set by teachers so that they can be marked and the 
school assessments forwarded to the VCE Coordinator prior to their request by the VCAA.  

 School-Assessed Tasks must be submitted by 9 a.m. or by an otherwise indicated time on 
the date and in the place advised by the teacher (which will have been approved by the 
VCE Coordinator). Any late submission of SATs, even by a matter of minutes, will result in 
the work being awarded an NA (not assessed). The lateness of this work will also be dealt 
with according to the procedures detailed in Section 8. Students are, accordingly, strongly 
urged to submit School-Assessed Tasks by the afternoon of the day prior to the due date 
in order to minimise the chances of mishaps preventing the prompt submission of the work. 

 School-Assessed Tasks (SATs) must be presented on or before the due date and no later 
than the specified time in the following manner: 

o Submit their final task to the front of which is stapled the completed identification 
sheet issued by the teacher. 

o Submit a copy of their task. (NB Students will incur the cost of all photocopies) 
o Submit their teacher-annotated & signed draft. 
o Sign the relevant declaration of authenticity for that SAT which acknowledges that 

all work is the student's own. 

 School-Assessed Tasks will be assessed by relevant subject teachers using the criteria 
and the assessment sheets produced annually by VCAA. Each criterion has a numerical 
scale of 0-5 and the sum of the scores for the criteria is forwarded to VCAA electronically 
on the School Initial Assessment Return (SIAR) file. Students may be made aware of the 
initial teacher assessment by means of a letter grade only although the subject teacher 
reserves the right to withhold this assessment pending confirmation by the VCAA’s review 
procedure. It is possible for any assessment/grade to vary significantly after such a VCAA 
review. 

 
 

7. Awarding the VCE 
 
The VCE is made up of a series of ‘studies’ (rather than subjects) each of which is divided into 
semester-long ‘units’. Generally, 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). It is, however, possible for Year 10 and 12 students to undertake Unit 1 and/or 2 of 
VCE studies and for Year 11 students to undertake one or more Unit 3 & 4 sequences, subject to 
College approval. Each study is conducted according to the Victorian Curriculum and Assessment 
Authority's (VCAA) ‘study design’, relevant details of which are passed on to students by their 
teachers. Each student’s own VCE program will be individually developed to best suit their career 
pathways and personal interests in such a way as to maximise their performance in each study. 

 Year 11 students will complete 12 units of study of which either English/EAL or Literature 
Units 1 & 2 are compulsory.  

 Year 12 students will complete 10 units of study of which either English / EAL or Literature 
Units 3 & 4 are compulsory.  
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Students wishing to adjust the number of subjects which they complete away from 5 subjects in 
year 12 and 6 in year 11 must apply to the Director of Student Learning and Teacher Practice: 
Senior Years. A signed letter from the student’s parents outlining the reasons for such a change 
as well as supporting documentation (such as medical recommendation) is also required. The 
reasons provided will be processed by a panel consisting of 3 members of the Senior Yers 
Leadership team. Approval will not normally be granted unless the circumstances are exceptional. 
 
As per the VCAA Handbook, a student may complete the VCE and be awarded the certificate by 
satisfactorily completing sufficient units of study according to VCE program requirements. 
Students must meet the requirements of a study as set out in the accredited study design. 
Students are required to demonstrate achievement of study outcomes. For VCE Units 3 and 4, 
evidence of achievement is collected by the teacher through a range of tasks, which include 
School-Based Assessments that are designated for the study, and examinations. 
 
A student may be eligible for the award of the VCE where they have submitted School-Based 
Assessments for satisfactory completion of units but have not been assessed for levels of 
achievement in the study and have not sat examinations. In these cases, the teacher judges that 
the student has achieved the outcomes for a study based on the evidence provided by the student, 
without assessing for levels of achievement. Where there is no assessment of levels of 
achievement for any part of the study, a student will not have a study score calculated. Absence 
of graded assessments may limit a student’s options for further training, study and work. Students 
should be encouraged to attempt all graded assessments, wherever possible. 
 
Study for the VCE is normally completed over at least two years, but studies may accumulate units 
over any number of years.  
 
The minimum requirement is satisfactory completion of 16 units, which must include:  

 Three units from the English group, with at least one unit at Units 3 & 4 level 

 At least three sequences of Unit 3 & 4 studies other than English, which may include any 
number of English sequences once the English requirement has been met.  

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

8. Non Satisfactory Completion of Units/ Investigation of School-Based Assessment 
Breach of Rules 

Students may be awarded an N (Not Satisfactory) for a unit because: 

 They failed to meet a school deadline for a work requirement or assessment task; 

 They failed to meet a deadline where an extension of time had been granted for any reason 
which resulted in the student being unable to satisfactorily meet one or more outcomes; 
and/or 

 They committed a substantial breach of attendance rules (i.e.: failed to meet the 85% 
attendance requirement) which resulted in the student being unable to satisfactorily meet 
one or more outcomes. 
 

In these circumstances, students have a right of appeal to the College, through the Senior Mini 
School Officer/Director of Student Learning and Teacher Practice: Senior Years.  
 
A student may utilise his or her right of appeal to the College in regard to decisions about non-
satisfactory completion of a unit, special provision or a breach of rules, by observing the 
following process: 

 The student must apply in writing to the Principal within 14 days of receiving notification 
by the College of the result for the unit. 

 The Principal will seek to address all matters relevant to the appeal with the student and 
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teacher in question. 

 An appeals committee consisting of 3 members of the Senior Years Leadership team the 
will consider all records relevant to the case. 

 The appeals committee, including the subject teacher, may wish to interview the student 
(a minimum of 24 hours’ notice of such an interview would be given). A parent or friend 
would be permitted to attend such an interview in a support role only (not as an 
advocate). 

 Decisions made by the appeals committee would be communicated to the student in 
question within 14 days of the interview (or the appeals committee meeting). 

 
Students may appeal to the VCAA in regard to school decisions about a breach of rules, but not 
in regard to a disagreement with teachers on school assessed coursework assessment. 
These processes are outlined in the VCE student handbook distributed to students at the 
commencement of their VCE program (See Appendix 1). 
 
Teachers who believe that a breach of rules has occurred in a School-Based Assessment should 
report the incident in accordance with the College’s procedures and an investigation into the 
breach should take place. Teachers must identify the alleged assessment breach and inform the 
students as soon as possible, informing them of the rules allegedly breached. The processes 
around procedures for non-satisfactory completion of work and the subsequent appeals process 
are outlined in the VCE student handbook distributed to students at the commencement of their 
VCE program (See Appendix 2). 

 
9. Moderation 
To ensure consistency in assessment, the College will undertake moderation of teacher 
assessments both within and outside of the College. 

 Moderation is a process in which the assessments of teachers are compared across 
classes completing similar assessment tasks, with the objective of ensuring that individual 
teachers are consistently applying the assessment criteria to all tasks. 

 The VCAA demands moderation of assessments when a class contains less than five 
students and recommends moderation when classes contain between 5 and 20 students 

 
10. Special Provision/Consideration of Disadvantage 
A student is eligible for Special Provision for: 

 Coursework 

 School-Assessed Tasks 

 Examinations 

 The GAT 
 
If during the completion of any tasks, he or she is: 

 Affected significantly by illness, by any factors relating to personal environment, or by 
other serious cause. 
OR 

 Prevented by illness, by any factors relating to personal environment, or by other serious 
cause from completing a task for graded assessment. 
OR 

 Disadvantaged by any physical disability or impairment. 

 Aboriginal students whose first language is not English (these students can be granted 
extra time to complete studies) 

 
Students do NOT have grounds for Special Provision if they: 

 Are absent from school or study for prolonged periods without evidence of significant 
hardship. 

 Are comparatively unfamiliar with the English language as their only disadvantage. 
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 Are affected by teacher absence and other teacher-related difficulties. 

 Are affected by faulty technology in the preparation of work. 

 Misread an examination timetable or an examination paper. 
 
It is the responsibility of the student to formally notify the Director of Student Learning and Teacher 
Practice: Senior Years or Student Welfare Coordinator as soon as they become aware of any 
circumstances which they believe have disadvantaged them. 
 
If the College is satisfied that the student’s disadvantage has been adequately compensated by 
school strategies or special arrangements for exams then Special Provision should not be granted 
by the school. It must be noted that Special provision provided by the school may not necessarily 
be accepted for Unit 3 and 4 exams by VCAA. 
 
Students experiencing illness at the time of the exam or extreme circumstances in the two 
weeks prior to the exam may apply for a Derived Exam Score. Application forms are available 
from the Chief Exam Supervisor. Supporting material must be provided to the VCAA from 
qualified professionals. Students should seek the assistance of the Director of Student Learning 
and Teacher Practice: Senior Years   

 
11. EAL eligibility for VCE 
 
As the satisfactory completion of an English study is a compulsory requirement for achieving the 
VCE, students who are unfamiliar with the English language because they are from non-English-
speaking backgrounds or who are hearing impaired, may have access to enrolment in EAL. This 
provision is also available for Aboriginal and Torres Strait Islander students whose first language 
is not English and who meet eligibility criterion 2. 
 
A student may be eligible for EAL status if they meet both of the following criteria.  

 Criterion 1: For this criterion, the student must fit one of the following:  
o The student has been a resident in Australia or New Zealand or other 

predominantly English-speaking country for no more than seven years, that is, their 
date of arrival was on or after 1 January 2009 for students who are in a Unit 3 and 
4 program in 2016 (Note: The period of seven years is to be calculated cumulatively 
over the student’s whole life. The calculation of time spent in Australia is made from 
the date of last arrival plus any previous periods of time spent in Australia or any 
predominantly English-speaking country. This calculation of time should not include 
time spent out of Australia during school vacations.) 

o The student is an Aboriginal or Torres Strait Islander student whose first language 
is not English. 

 Criterion 2: For this criterion, the student must fit the following:  
o English has been the student’s major language of instruction for a total period of 

not more than seven years over the period of their education. Schools must sight 
the student’s overseas school reports to confirm that the language of instruction 
was not English during this period.  

Special circumstances for EAL status  
There are special circumstances that may be considered by the VCAA in determining a student’s 
eligibility for EAL status, including:  

 minimal or no primary school education 

 material interruptions to schooling during primary years, particularly if there were changes 
to the language of instruction 

 material interruptions to schooling after arrival in Australia. Circumstances not considered 
for EAL status  

 
The following are not grounds for a special application for EAL status:  

 the language spoken in the student’s home  
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 the standard of the student’s spoken and written English  

 the failure of the student’s school to provide EAL assistance to the student.  
 
Students who have resided and studied in Singapore or India VASS disables EAL approval for 
students whose country of origin is Singapore or India, even though the student may have resided 
in Australia for less than seven years. A message on VASS will appear, stating ‘EAL eligibility for 
this country of origin can only be approved by the VCAA’. The school must forward the applications 
to the VCAA for a thorough assessment. These applications need to include supporting school 
documentation and passport stamp and/or International Movement Records, to determine whether 
the student is eligible for EAL. If the application is reviewed by the VCAA, and the approval 
granted, it will be entered on VASS and the school will be able to enrol the student in EAL. 
 

12. Attendance at VCAA examinations 
 

 Students are advised to attend every external assessment if at all possible. Students 
should not miss an external assessment merely because they do not feel able to do their 
best. The Derived Exam Score is designed for students who have completed the course 
leading to the external assessment, but have performed below expectations or cannot 
attend due to adverse circumstances. The VCAA does not expect a student to attend an 
external assessment against specific written medical advice. 

 If a student is ill, but able to attend the external assessment, they should inform their 
Director of Student Learning and Teacher Practice: Senior Years and/or chief supervisor 
of their condition as soon as possible before or during the external assessment. 

 If a student cannot attend an external assessment, it is imperative that they notify the 
Director of Student Learning and Teacher Practice: Senior Years immediately. A student 
who does not attend an external assessment, and whose application for a Derived Exam 
Score is not approved, will receive ‘NA’ for the external assessment. 

 Students at Mount Ridley P-12 College are required to remain in the examination room for 
the duration of all examinations.  

 
Derived Examination Score (DES) 

 Students who are ill or affected by other personal circumstances at the time of a VCE 
external assessment and whose result is unlikely to be a fair or accurate indication of their 
learning or achievement in the study may apply for a DES. If their application is approved, 
a DES will be calculated by the VCAA. 

 The purpose of a DES is to ensure that a student’s final result for an external assessment 
reflects as accurately as possible the level of achievement that would be expected based 
on the learning and achievement the student has demonstrated in the study over the year. 

 Students who experience the onset of an illness or the occurrence of an injury or personal 
trauma around an assessment period should discuss, with the Director of Student Learning 
and Teacher Practice: Senior Years, a school application for Emergency Special 
Examination Arrangements, which may help them sit their VCE external assessments. 

 A DES should not be used to compensate for learning or achievement that has not been 
possible because of long-term illness or other ongoing conditions that have been present 
over the year. If an illness or personal circumstance has been so severe that a student has 
not been coping with the demands of the VCE, Compassionate Late 
Withdrawal or Interrupted Studies status should be considered. 

 

13. Study Centre arrangements and leaving school grounds 
 

 Year 12 students will have Study Sessions included in their timetables.  

 Students are not permitted to leave the College at any point during the day without a written 
note from a parent that is provided to the Senior Years Mini School. This will be counted 
as a ‘parent approved absence’ not a ‘school approved absence’ and will impact on overall 

http://www.vcaa.vic.edu.au/Pages/vce/exams/specialprovision/othercircumstances.aspx#compassionate
http://www.vcaa.vic.edu.au/Pages/vce/exams/specialprovision/othercircumstances.aspx#compassionate
http://www.vcaa.vic.edu.au/Pages/vce/exams/specialprovision/othercircumstances.aspx#interrupted
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attendance.  

 All students are expected to be purposefully occupied with teacher-approved and/or study-
related activities in the Willandra Study Centre during study periods as well as during 
lessons. Students who waste private study time, cause disturbances or are not in their 
required location during private study periods will be issued with a detention. Students who 
leave their specified private study area without permission for any reason will be subject 
to discipline.  

 Students wishing to adjust the number of subjects which they complete away from 5 
subjects in year 12 and 6 in year 11 must apply to the Director of Student Learning and 
Teacher Practice: Senior Years. A signed letter from the student’s parents outlining the 
reasons for such a change as well as supporting documentation (such as medical 
recommendation) is also required. The reasons provided will be processed by a panel 
consisting of 3 members of the Senior Years Leadership team.  

 Study Sessions must be completed onsite at the College in the Willandra Study Centre. 
Students may use Compass to book the meetings rooms in Willandra for use during Study 
Sessions.  

 Requests to complete Study Sessions offsite of the College will not normally be granted 
unless the circumstances are exceptional. A signed letter for the students parent/guardian 
outlining the reason for the request as well as supporting documentation (such as medical 
recommendation) is also required. The Director of Student Learning and Teacher Practice: 
Senior Years will decide the outcome of any requests. Approval will not normally be 
granted unless the circumstances are exceptional. 

 
 

 
 
 
 
Supporting Documentation: 
 

 VCE and VCAL Administrative Handbook:  

http://www.vcaa.vic.edu.au/Pages/schooladmin/handbook/2016/index.aspx 

 

Evaluation 
As part of the College review cycle this policy will be reviewed every three years. 
 
Date policy ratified:  13.09.16 
Date of next review:  2019 
 
 
 
 
 
 
 
 
Appendix 1: Non Satisfactory completion of units 
 

Non-Satisfactory Completion of Units 
You may be awarded an N (Not Satisfactory) for a unit because: 

 you failed to satisfactorily meet the VCAA criteria for the particular outcome 

http://www.vcaa.vic.edu.au/Pages/schooladmin/handbook/2016/index.aspx
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 you failed to attend a SAC and did not notify the study teacher or mini school on the day, 

and provide a medical certificate (you may not appeal in these circumstances) 

 you failed to meet a school deadline for a work requirement or assessment task 

 you failed to meet a deadline where an extension of time had been granted for any reason  

 you committed a substantial breach of attendance rules (ie: failed to meet the 85% 

attendance requirement), and you have missed significant amounts of classwork. 

 

If you receive an N, you and your parents will be sent a letter informing you of this.  You have 
a right of appeal to the College. You will receive an appeal form with your N letter. 

 
 

If you wish to appeal you have 5 days to fill this form out and present it together with any other 
relevant documentation, to the attendance officer in Senior Years Mini School, at which time 
you will be required to sign the official application for appeal book. You must continue 
attending class until you are notified of the final decision. 

 
 

You will be notified of an interview time where a panel which consists of the 3 members of the 
Senior Years Leadership team. The final decision is made by the Principal or Assistant Principal. 
You can bring a parent or friend to the interview as a support person, but they may not speak at 
the appeal. 

 
 

A letter will be sent home with the final decision.  Students who receive an N for units 1-2 will 

be required to continue attending classes.  

 

You have a right to appeal to the VCAA against the decision of the Principal. This must be done 
in writing within 14 days of the decision.  
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Appendix 2: Procedure for non-satisfactory completion of work: COMPASS / new version 

The student has not completed or submitted the work or attempted a SAC. 
 

Study Teacher in consultation with DoSTP: SS determines the grounds of non-completion.  
 

Study Teacher, fills out an ‘At Risk of Non Satisfactory Completion of Work’ form. A revised due date 
must be included on this form. The Study Teacher then: 

1. Completes the checklist. 

2. Phones the parents. 

3. Photocopies the form and keeps one copy  

4. Hands form to the student 

5. Mini School will inform Mentor Teacher 

 

 

 
 
 
 
 
 
 
 

   If all goes well If all does not go well 
            
Student returns signed form to the Study Teacher. 
When work is completed, if necessary under the 
supervision of the Study Teacher, Teacher files 
both non-completion and checklist. 

Study Teacher approaches Area Team Leader 
with the ‘At Risk Form and Non Satisfactory 
Completion of Outcome Form for discussion. If 
the Area Team Leader agrees with the N Result, 
the N Form is signed. This form is then given to 
the DoSLTP: SS 

 
The Senior School will follow up – make-up time or student receives the N Notification and the Study 

Teacher is advised. 
 

Student Notification is sent and the student can appeal. 
 

Panel is convened consisting of Director of Teaching and Learning: Senior School and two other 
member of the Senior Years Leadership team 

 
Student work assessed as an N or which may be, for other reasons, the subject of a dispute at a later 
stage, should be retained at the school. Such work may be retained in original or photocopied form. 


