VCE AdministraƟve Procedures for VCE Students

Unit requirements
Points outlined in the 2015 VCE Administra ve Handbook:
What the Students Must Do
To achieve an outcome the students must:
 Complete all required learning ac vi es to meet each outcome
 Produce work that meets the required standard
 Submit work on me
 Submit work that is clearly his or her own
 Observe VCAA and school rules which are outlined below.
VCAA Rules for Assessment and Subject SelecƟon
1. A student must ensure that all unacknowledged work submi ed for assessment is genuinely his or her own.
2. A student must acknowledge all resources used, including:
 Text, websites and sources material
 The name(s) and status of any person(s) who provided assistance and the type of assistance provided.
3.

A student must not receive undue assistance from any other person in the prepara on and submission of
work.
Acceptable levels of assistance include:
 The incorpora on of ideas or material derived from other sources (e.g. by reading, viewing or note
taking) but which has been transformed by the students and used in a new context.
 Promp ng and general advice from another person or source which leads to refinement and/or self‐
correc on.
Unacceptable forms of assistance include:
 Use of, or copying of, another person’s work or other resources without acknowledgment
 Correc ons or improvements made or dictated by another person.

4. A student must not submit the same piece of work for assessment in more than one study (i.e. more than one
subject).
5.
6.

A student who knowingly assists other students is a breach of rules and may be penalised.
Students must back up their work on USB and the server to ensure if one source crashes their work is s ll
retrievable. An excellent idea is to do regular printouts of work completed. Loss of work due to computer
failure is not an acceptable reason for failing to meet a deadline.

7. A student must sign the declara on of authen city for work done outside class at the me of submi ng
the completed task. This declara on states that all unacknowledged work is the student’s own.
8.

A student must sign a general declara on that he or she will obey the rules and instruc ons for the VCE,
and accept its disciplinary provisions.

9.

Students are not to change their subjects without prior approval. They need to consult with the following
staﬀ:
Principal, Mrs Mudie
Year 10‐12 Coordinator, Mrs Inglis
to approve such a change. Also, the students must obtain a note from their parents approving the change.

AƩendance
All VCE units require 50 hours of class me. A student needs to a end suﬃcient class me to complete work. The
school sets minimum class me and a endance rules. Where a student has completed work but there has been a
substan ve breach of a endance rules, the school may assign N for one or more outcomes and thus an overall N
for the unit.
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Murrayville Community College Rules
1.

This College has set the standard that no unit can be passed where a student has 12 or more lessons of absence in
that unit. The class teachers and form coordinators will keep strict a endance records. 6 absences in any unit will
signal a le er to be sent home to parents informing them that their student is in danger of failing that unit, and an
interview will be held with the student. The Principal or VCE Coordinator will only approve absences that concern
events related to the student’s educa on such as a endance at open days or par cipa on in spor ng events and
significant illness or injury that is accompanied by a medical cer ficate.

2.

All teachers will provide students with due dates for submission of work. No extensions can be given unless the
Principal gives prior approval. In such cases requests or extensions must be submi ed in wri ng to the VCE
Coordinator.

3.

All work must be submi ed to class teachers directly. That is, work cannot be given to another staﬀ member to be
le on the class teacher’s desk. The only excep on to this is if the class teacher is absent. The student may then
submit the piece of work to the VCE Coordinator or Principal.
All students must document when they submit learning ac vi es/assessed tasks/coursework to their teachers as a
record of their unit progress (Appendix 1).

4.

Any work that is deemed by the class teacher to be unacceptable, and registers an N or an N registered due to
absence for the task, may be redeemed within 14 days if the student presents a request to redeem, in wri ng, to the
VCE Coordinator. The request can only be accepted by the VCE Coordinator and/or the Principal.

5.

Any SAC task missed due to absence without a medical cer ficate must be completed a er school at a
nego ated with the class teacher, within 5 days of the original si ng date.

Sonya Inglis
VCE Coordinator

me

Natasha Mudie
Principal

……..…………………………………………………………………………………………………………………………………………………………………….………

APPENDIX 1

MONITOR SHEET FOR (SUBJECT) UNIT COURSEWORK

TASK
(include quan ty and quality expecta ons)
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DATE DATE
SET DUE

COMPLETED /
NOT COMPLETED
I completed the work
I did not complete the work

UNIT
PROGRESS
S/N

DATE
REDEEMED
Teacher Signature

