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VCE AT ST KEVIN’S COLLEGE
You are about to undertake your final years at St Kevin’s College and as senior students you will play a very
important role in the life of the College. You will be in a position to provide leadership to the more junior
students both on and off campus. They will look to you for example, encouragement and advice. Hence your
approach to life as a VCE student must be positive, well considered and in keeping with your career and
further education aspirations.
Most VCE students regard the transition from Year 10 to Year 11 as a significant one – in fact, the most
significant one of their education so far. Students need to be aware of the increased workload involved in
the VCE and of the greater complexity in the content of all VCE subjects, and take appropriate action. It is
important to realise that the amount of effort and commitment that was adequate in Year 10 may not be
sufficient at this senior level.
One of the prerequisites for success at the VCE is a consistent and organised approach to study and classes
on the part of the student. This cannot be achieved in a haphazard fashion. The College has clear policies
concerning study. These policies appear in the next section, together with some detailed advice about study
skills and organisation. Read this section carefully now, and at various times during the course of the year.
A young man entering VCE will not be passive, letting things happen, taking matters as they come. Instead,
he should be prepared to make every necessary effort and sacrifice on his own behalf; the desired approach
could be described by terms such as: dedicated, thoughtful, proactivecritical, and analytical. Thus, the keen
student is expected to ask questions about his work, and to seek help with it, in and out of class. As part of
this process, teachers should be approached regularly, to discuss the individual’s performance, his strengths
and weaknesses.
VCE is a demanding program: students must be prepared to devote the required hours to the task and
must be in a proper physical state to cope with the many and varied pressures. A thriving nightlife is not
compatible with the academic success expected by most St Kevin’s families. Attendance at school for the
complete school day is of paramount importance – hence absence due to appointments (eg. dental visits,
driving tests), extended holidays can only reduce the effectiveness of the overall education program. Such
absences from school must be avoided wherever possible.
Students should approach VCE with the intention of making full use of the time provided for study at school
and at home. Time at school must be used with care and organisation. The VCE day must begin in a studious
and business-like way, with arrival in the Tutor Group at 8.30am, so that effective preparation for the day can
take place.
Absences, late arrivals or requests for early dismissals must be explained in a note from parents.
While phone calls advising of such situations are welcome, no one should forget that a note is required on all
occasions.
The College expects that all its students be actively involved in its Co-curricular Activities Program.
As VCE students, you will often find yourselves in high profile situations within school activities and your study
strategies should take into account these extra demands on your time and energy. Nevertheless, enjoy an
active involvement in the whole range of activities the school offers bearing in mind those parts of school life
that demand greatest attention.
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STUDY POLICY AND GUIDELINES
SET CLEAR GOALS
At the outset you need to be aware of your reasons for undertaking the VCE. You should set your long-term
goals, one of which should be successful completion of your VCE studies. As a full-time student, you will need
to make some sacrifices to achieve these goals. Family life, sporting and recreational interests, academic
pursuits and social activities are all important parts of life. The challenge is to find the right balance between
these commitments for a successful and enjoyable year.
If you want to succeed, there are no excuses. The successful completion of all VCE studies at both Units 1/2
and 3/4 involves a considerable amount of work, much of it in your own time. You should, then, approach
VCE with the intention of making the fullest use of the time provided for study at school and at home.

STUDY ENVIRONMENT
Home study should take place in suitable surroundings, away from the distracting influences of hobbies,
television, music, telephones, friends and other members of the family. It is best to have your own
permanent, private and quiet place.
The room should be warm, well-lit and well-ventilated. You should have a suitable chair and desk or
table, with space to use, store and sort materials. Effective study is linked with physical fitness and mental
efficiency. You need plenty of sleep and exercise, and a healthy diet. Allow time for short breaks. You need a
change from sitting.

ORGANISATION
You must be well organised. Study hours are precious, and should be carefully planned. Produce your
HOME STUDY TIMETABLE, and diligently follow it. Timetables should show study, co-curricular and family
commitments, allowing time for sport, recreation and relaxation.
Study at a time which suits you and your family’s lifestyle, but make it part of your everyday routine,
preferably at the same time each day. Develop a study habit. START PROMPTLY.
Maintain and use your school homework diary, recording important dates and deadlines. Maintain and use a
semester or year planner so you can prepare for the busiest times of the year.

TIME ALLOCATION
Each VCE study should receive an approximately equal amount of time. For 1/2 units it is recommended
that you will spend on average at least 30 minutes per night working towards the completion of that study.
For 3/4 units this time allotment will increase to 45 minutes per night per study. This means a minimum
target of three hours of work each night, leaving enough time for some relaxation. Over the weekend (Friday
evening to Sunday evening) a Year 11 student is expected to do a minimum of 6 or 7 hours of study. Over the
weekend (Friday evening to Sunday evening) a Year 12 student is expected to do a minimum of 9 hours of
study in Term 1, while 16 hours would be recommended by the closing weeks of Term 3.
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USING STUDY TIME EFFECTIVELY
Setting aside the time is just the beginning. Set short-term goals for each study period: be clear on what you
want to achieve. The time should be spent on a suitable combination of:
•

work due the following day

•

assignment/project work to be completed over an extended period of time

•

research: following up references, reading and note-taking

•

report writing

•

deeper study, extended reading and the development of ideas and clear understanding

•

revision and review learning, preparation for tests and examinations.

Avoid putting off the major tasks: tackle them as quickly as possible. Make regular progress on long-term
work requirements and assessment tasks such as projects, research assignments, essays, reports, problemsolving and wider reading. These must be an integral part of each week’s study, and not left until deadlines
are close.

EFFECTIVE READING
The basic element in most study is reading. Build these guidelines into your reading habits:
1. You must have a CLEAR PURPOSE for reading, that is, to GATHER INFORMATION and to increase
understanding.
2. Skim quickly through the article or chapter first. Look at any charts, maps or pictures. Glance at
the paragraph headings or chapter summary before reading it in detail.
3. Be ACTIVELY INVOLVED in your detailed reading. TAKE NOTES, summarising your material under
headings. Underline or highlight important points as you read.
4. Change rate of reading. Read slowly if material is difficult. Read quickly if work is easy.
5. READ IN PHRASE OR SENTENCES. If you try to read word by word your concentration
6. will waver and you will lose the meaning of what you are reading.
7. CONCENTRATE. Do not let your mind wander. Think about what you are reading.
8. BUILD YOUR VOCABULARY. Write down new words. When you find a word that you cannot work
out from the context, look it up in the dictionary and write its meaning.
REMEMBER: No one can organise your work for you or do it
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STUDY PERIODS
A study period is set aside on most days for Year 12 students. The school aims to assist students to develop
independent responsibility for personal time management. Students will be expected to organise and
maintain their own personal study routine in those sessions which take place in the Albert Street Study
Centre. Whilst a measure of self-determination will be extended, the Year 12 staff reserve the right to outlaw
practices that infringe upon the spirit of this initiative. Every endeavour will be made to help students to work
for themselves because Tertiary Institutions will expect this from all students, all the time.

PRINCIPLES FOR STUDY PERIODS
It is important that students realise that these are STUDY periods and NOT Free Periods:
Study Periods are provided in order to help students cope with the significant workload at Year 12. The
atmosphere in each class is to be such that every individual is able to carry on productive work. Students
must ensure that they bring sufficient productive work to study periods to fill the available time. Reading
through notes is not sufficient.
All students must report to their study period teacher at the beginning of each study period. Failure to do
so will be seen as being absent without leave and will attract the normal penalties. A roll will be taken at the
beginning of each study period and absentees followed up.
The Study Centre is to be a place of quiet, individual study. Opportunity for group work or discussion will be
given only at the discretion of the supervising teacher. The Study Period teacher may be available to provide
help and advice if necessary.
As a standard procedure, students are expected to spend study periods in the Albert Street Study Centre.
Request to go to other venues, such as the Library, Careers Centre, Art & Design Rooms, must be obtained by
requesting a signed permission form from the Librarian/Careers Counsellor/Art or Design teachers, before
the study period and will be given sparingly and only for specific times and purposes. Appointments to see
staff must be pre-arranged and a note to that effect must be presented to the Study Period teacher.
iPods, radios, mobile phones, food and drink are not permitted in Study Periods.

STUDYING IN SCHOOL AFTER SCHOOL HOURS
•

Library is open until 6:00pm.

•

Albert Street Study Centre (Year 12’s) open until 7:00pm from Monday to Thursday and until
6:00pm on Friday
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THE VICTORIAN CERTIFICATE OF
EDUCATION
VCE GRADUATION REQUIREMENTS
The Victorian Curriculum Assessment Authority administers the Victorian Certificate of Education. To
graduate with the VCE, a student must satisfactorily complete 16 units of study which include:
•

Three units of English or English (EAL) and Literature with at least one at Unit 3 and 4 level.

•

Three sequences of Units 3/4 studies other than English, including VCE VET Unit 3 and 4
sequences.

•

(VTAC advises that for the calculation of a student’s ATAR, satisfactory completion of both Unit 3
and 4 of an English sequence is required.)

Generally, Units 1/2 are studied at Year 11, whilst Units 3/4 are generally taken by the Year 12 students.
However, it is possible that provided a student achieves a B average across all his Year 10 subjects and an
A average in the subject he wishes to study, he may be eligible to undertake Unit 3/4 studies as a Year 11
student. There is very minimal scope for students to undertake Unit 1/2 studies at Year 10.
The semester units are designed to allow entry at Unit 1, 2 or Unit 3. Unit 3/4 studies must be undertaken
as a sequential pair. In the case of some studies such as Languages, Mathematical Methods, Chemistry and
Physics, it is highly recommended that Units 1/2 in these areas of study are undertaken before attempting
the Unit 3/4 sequence in the same area of study.

STUDENT PROGRAMS
The usual VCE student program at St Kevin’s consists of 23 units – 13 units during Year 11 and 10 units during
Year 12 that must include English. A VCE Religion Unit is studied in Year 11, it comprises one unit only and
runs over 2 semesters. A school-based Religious Education program is offered at Year 12.
In addition to the VCE graduation requirements the following information needs to be stressed:

ENROLMENT
All VCE students must sign a general declaration that they will obey the rules and instructions for the VCE
and accept its disciplinary provisions. In signing the form, a student is making a commitment that there will
be no cheating and plagiarism. Students will be requested to complete this form in Term 1 and to check a
confirmation of enrolment form when it is received from the Victorian Curriculum and Assessment Authority.
It is the responsibility of students to ensure that all enrolment particulars are correct. Students should see
the Senior Studies Coordinator if they wish to alter any detail of their enrolment.

YEAR 12
It is St Kevin’s College policy that all Year 12 students take 5 studies in their final year of schooling. This
policy is quite independent of a student’s Year 11 program. Should a student wish to be exempted from this
requirement then he should write to the Principal to ask his permission to take a reduced number of studies.
Each case will be investigated on its merit.

YEAR 11
It is imperative that Year 11 students do not underestimate the importance of Unit 1 and 2 studies.
Unit 1 and 2 studies are important in themselves. They contribute to the development of student learning
and to VCE graduation requirements. Also they form the basis on which Year 12 studies are based.
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HIGHER EDUCATION STUDIES
A special program is offered by universities for some VCE students who are very strong academically.
Normally, students enrolling in university studies in Year 12 will have demonstrated outstanding achievement
and have a VCE study score of 41 or more in the preparatory study. Where students have not had the
opportunity to complete the preparatory Units 3/4 sequence prior to enrolment in a university study, a study
may be selected on the basis of the Principal’s evaluation of the student’s Year 11 performance.
Enhancement Studies are endorsed by the Victorian Curriculum & Assessment Authority to count as a 5th or
6th VCE subject. Students will receive an increment of usually between 3 to 5.5 points according to the level of
achievement.

CERTIFICATES AND EXTERNAL STUDIES
Students enrolled in a Certificate level course commenced outside the College in 2020, for example Certificate
II in Retail, Certificate, Certificate III in Hospitality, may be eligible to receive Block Credit (an increment
based on 10% of the fourth study, in the primary four scaled studies) towards their ATAR as a fifth or sixth
subject. St Kevin’s College will not allow students to reduce their VCE subject load in this situation as there
is no guarantee that the Certificate Course will be completed prior to the end of the student’s VCE. Upon
commencement, a student may bring the Training Plan, with the proposed Units of Competency and hours
of training to the Careers Department for verification. Where the Certificate course is assessed by VCAA
as completed satisfactorily, VTAC may use the best available results to calculate a student’s ATAR, which
may include a fifth or sixth school-based Unit 3/4 VCE subject OR Block Credit from the external Certificate.
Award of credit will not be made where there are issues of duplication with a student’s other VCE or VCE VET
subjects.

VCE ASSESSMENT DETAILS
SCHOOL-BASED ASSESSMENT
For satisfactory completion of a unit, a student must demonstrate achievement of each of the outcomes as
specified in the Study Design. The teacher of the unit makes decisions as to what constitutes “satisfactory
completion.” As school-assessed coursework forms part of the on-going learning, feedback will be provided to
students on the work being assessed.
Achievement of an outcome means:
•

The work meets the required standard

•

The work was submitted on time

•

The work is clearly the student’s own

•

There has been no breach of rules

If all outcomes are achieved, the student receives “S” for the unit. If any of the outcomes are not achieved, the
student receives “N” for the unit.
Where a student has completed work but there has been a substantive breach of class attendance, the
student may be awarded “N” for Unit 1 or 2, a “J” for Unit 3 or 4. This means the unit is unable to count
towards VCE graduation requirements, nor able to contribute to the calculation of the ATAR.

STORAGE OF STUDENT WORK
Students must retain Coursework that has been submitted for assessment, as well as any drafts or materials
used in the process of completing the Coursework, until the end of the school year. The VCAA may request
any materials relevant to assessment by the school. Students may also be required to photocopy their work
for review processes.
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VCE VET PROGRAMS
St Kevin’s College is a member of the Inner Melbourne VET Cluster (IMVC) which offers an extensive selection
of VET programs to students ranging from Acting and Music Industry to Building, Furnishing and Plumbing.
Classes are held externally to St Kevin’s either at member schools, Private Providers or TAFEs, predominately
on Wednesday afternoons/evenings. VET subjects are fully incorporated into a student’s VCE program.
Depending on the subjects chosen, VET subjects can either contribute directly to the ATAR score, or as a 10%
increment (as a 5th or 6th subject) based on the study score obtained for the 4th subject in the primary four.
The full list of VET subjects on offer can be viewed in the IMVC Handbook or via their website. All VET subjects
attract an additional cost over and above the St Kevin’s College fees. Once students have commenced a VET
program, course costs cannot be refunded.
VET coursework assesses each student’s overall level of achievement on the assessment tasks designated in
the study design for the selected program. Coursework usually provides 66% of the overall assessment with
an examination providing the remainder for those programs which are scored. The study design for each
program specifies a range of tasks to assess achievement of each of the unit’s outcomes. Assessment tasks
designated for coursework are part of the regular teaching and learning program and are usually completed
in class time thus regular attendance is crucial.
Assessment tasks take many forms depending on the program chosen and can range from practical tasks
such as performance in Acting, wood work skills in Carpentry or table service in Hospitality.
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VCE ASSESSMENT POLICY
THE PURPOSE AND TYPES OF ASSESSMENT IN YEARS 11 AND 12
The purpose of assessment at Years 11 and 12 is to verify student learning in each Study. Assessment in
Years 11 and 12 is both formative and summative. Formative assessment refers to the coursework students
are asked to complete and can be issued in the form of homework, class tests, brief oral presentations, takehome assignments and classroom exercises. Formative assessment provides teachers, students and families
with an understanding of students’ strengths and weaknesses in aspects of the coursework and contributes
towards students’ satisfactory completion of the learning outcomes in Units 1 – 4 of the VCE Study Designs.
All formative assessment is compulsory. Summative assessment refers to those tasks that are common to all
students enrolled in each Study.
In both Years 11 and 12, these are referred to School-Based Assessment, and can be Common Assessment
Tasks (CATs), School Examinations, School Assessed Coursework (SACs), School Assessed Tasks (SATs) and
VCE Examinations. All summative assessment is compulsory and, in both Years 11 and 12, contributes
towards a student’s rank order in Units 3 and 4 of his Year 12 studies, his Study Score in Year 12 and his
Global Grade in Year 11.
The St Kevin’s College VCE Assessment Policy is written in response to the VCAA guidelines surrounding
assessment, attendance, and satisfactory completion of the VCE and equity for all students.

ATTENDANCE IN YEARS 11 AND 12
•

Students are to attend 90% of the scheduled 50 hours per subject in Semester One of Years 11
and 12.

•

Students are to attend 90% of the scheduled 50 hours per subject in Semester Two of Years 11
and 12.

Where students are physically or emotionally unwell, leading to an extended period of absence from
scheduled classes, families are to provide medical certification from a (non-familial) health professional.
•

Students in Years 11 and 12 should never absent themselves from scheduled class time for the
purposes of:

•

family holidays

•

driving lessons or tests

•

appointments that can be made outside of scheduled class time

•

sports training sessions

•

music lessons

•

other cultural lessons

•

work experience

Any request for an extended leave of absence is to be sent, in writing, to the Principal’s Office where approval
or otherwise will be made known to families within 72 hours.
Extended absence from school, even if that absence is the result of physical or emotional illness, can have
disadvantageous effects for students on their learning, as well as their satisfactory completion of the learning
outcomes from the VCE Study Designs (outlined elsewhere in this policy). Teachers and Heads of Faculty and
Department can base their judgments about student learning and their satisfactory completion of Study
Designs’ learning outcomes only on evidence and observation. Where students are absent for extended
periods of time, such evidence and observation is more challenging to obtain.
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SATISFACTORY COMPLETION OF LEARNING OUTCOMES IN THE VCE
Ideally, all students who are enrolled in Units 1 – 4 Studies will achieve an S (Satisfactory) in the learning
outcomes as described in the VCE Study Designs. It is the role of the school to ensure that students are given
opportunities to achieve an S in each Study. While there might be opportunities to demonstrate satisfactory
completion of the various learning outcomes in CATs, SACs and School Examinations, it is more likely that
these opportunities will come from the progressive learning and formative assessment instruments students
are asked to complete throughout each semester during their study of Units 1, 2, 3 and 4. Teachers and
Heads of Faculty and Department will keep accurate and up-to-date records of all coursework that Years 11
and 12 students complete to ensure that this work meets the descriptions of the learning outcomes of the
VCE Study Designs.
Where sufficient opportunities are given for students to demonstrate that they are S, but do not meet the
relevant descriptions of the Study Designs, they will receive an N (Not Satisfactory). Similarly, where students
are absent for extended periods of time and are still given opportunities to demonstrate they are S, but there
is insufficient evidence to suggest that they are S, they will receive an N. In accordance with VCAA policy, a
student’s program of work in Units 3 and 4 can be made without penalty up until the date as defined by the
VCAA in its annual Handbook.

EVALUATION OF ASSESSMENT AND INTERNAL MODERATION PRACTICES IN YEARS 11
AND 12
All student work – both formative and summative – is marked thoroughly, because the school believes that
feedback is the most important way of student improvement.
For formative assessment, teachers will, in the main, assess student work holistically, providing written or
spoken feedback about the strengths and weaknesses of the work.
Whenever students submit or complete written, spoken or visual work that is summative, it will be marked
according to the criteria used in the VCE Study Designs. The criteria will be agreed upon by the teachers of the
subject and the Head of Faculty or Department.
In Year 12, for all Units 3 and 4 Studies, SACs and SATs will be marked rigorously. Once SACs and SATs have
been submitted for assessment, the teachers of that subject will establish benchmark standards. These
benchmarks will be used and referred to when teachers are assessing the student cohort’s work. Where
SACs are completed under test conditions, they will be assessed anonymously and, where possible, by
teachers other than the students’ classroom teacher. SACs completed under test conditions should also be
cross-marked for the purposes of internal moderation and for the purposes of rank ordering the student
cohort once all SACs have been completed for Units 3 and 4. Where work is cross-marked and the result is
discrepant, a third marker should be used to establish the final score for the piece of work.

RESULTS KEY FOR STUDENT ASSESSMENT IN YEARS 11 AND 12
S

Satisfactory completion of learning outcomes in Units 1 – 4

N

Unsatisfactory completion of learning outcomes in Units 1 – 4

NA

Not assessed: a student does not submit a piece of assessment, does not present for a piece of 		
scheduled assessment under test conditions or is absent without cause

J

A student no longer attends that class or subject cohort

0

Zero: when a student submits nothing for assessment, writes nothing in a piece of assessment
completed under test conditions or has demonstrated academic dishonesty through breaching test
condition regulations or plagiarism
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POLICY FOR SATISFACTORY
COMPLETION OF VCE STUDIES
AUTHENTICATION
Students will be asked to sign an Authentication Document when submitting a SAC or SAT.
Authentication is the process of checking that work submitted by students is their own. In order to meet
the requirements for satisfactory completion of a unit, students must submit work that is clearly their own.
All assistance received by the student in producing the work must be acknowledged and be obvious to the
reader.
Acceptable levels of assistance include:
•

the incorporation of ideas or material derived from other sources, (eg. by reading, viewing or
note-taking) but which has been transformed by the student and used in a new context;

•

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 of, another person’s work or other resources without acknowledgment

•

actual corrections or improvements made or dictated by another person.

In addition, the following VCAA rules are to be observed by all students.
•

Students must not submit the same piece of work for assessment more than once.

•

Students who knowingly assist other students in a Breach of Rules may be penalised.

•

Students must sign the Declaration of Authenticity at the time of submitting the completed
task. This declaration states that all unacknowledged work is the student’s own. Students must
also sign a general declaration that they will observe the rules and instructions for the VCE, and
accept disciplinary provisions.

The following procedures are used for authentication in St Kevin’s College: •

In order to attest that work is genuinely the student’s own, the teacher will sight plan or draft,
consult individually with students during the process and keep a record of this process.

•

The teacher will sight/monitor/consult with each student during each task and will maintain
records of such.

•

Work will only be assessed if the teacher can attest that to the best of her/his knowledge the
work is the student’s own.

•

Where a teacher is not satisfied that a piece of work is the student’s own, the matter will be
referred to the Senior Studies Coordinator and the VCE Assessment Review Panel to decide
on further action. The student may be requested to attend an interview or complete a
supplementary assessment task or test to demonstrate their understanding of the work. If it is
determined that a breach of rules has occurred the College has the power to impose any of the
following penalties:
•

refusal to accept part of the work submitted

•

resubmission of work if this can occur within the time constraints of the Unit

•

reprimanding of a student who has enabled another to obtain an advantage

•

to change the result to an N/UG/NA depending on the task

•

parents will be informed immediately if an N/UG/NA is given.

•

students have the right to appeal to the VCE Assessment Review Panel, but will be expected to
justify their position very clearly.
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•

In case of dispute, the Principal will be the final arbiter.

VCE Assessment Review Panel Process:
•

Student and parents informed of concern (ie authentication issue)

•

Decision made by Senior Studies Coordinator if Panel to occur, in which case:

•

Student and Parents informed of specific details relating to Panel meeting

•

Student attends Panel to discuss concern

•

Panel may/may not impose sanctions on the students, and will endeavour to assist in
supporting the student

•

Any disciplinary action - House Head to communicate with student and parents

EXTENSION
Extension is the process of granting additional time to complete work.
•

At the beginning of the Unit work schedules will be provided to students showing all dates for
the submission of assessment tasks.

•

Subject teachers may grant extensions up to two school days at their own discretion, if satisfied
with the reasons given by the student. This does not apply to Unit 3/4 SACs.

•

A longer extension may be granted to students by the Senior Studies Coordinator, if they
submit a written application with supporting evidence for an extension. This must be done at
least 3 days prior to the published submission date. Requests for such extensions will only be
considered in the case of serious circumstances.

•

The Senior Studies Coordinator in consultation with the subject teacher will make final decisions
on extensions.

•

Normally only one extension will be considered in each Unit of study.

•

If a student is absent on the due date, he must make every effort to ensure the work is delivered
to the school. Otherwise, the work must be submitted to the subject teacher accompanied by
a note from the parents explaining his absence and appropriate documentation. Unit 3/4 SACs
will require a medical certificate.

•

Where an extension has been granted and a student fails to submit a piece of work by the
revised date, the “N” result will be recorded and his parents will be informed. To convert the “N”
into an “S”, he will have to follow procedures outlined in the redemption policy.

•

Subject teacher’s records will show all details of extensions granted.

•

Students who fail to submit work by the appropriate date may be referred to the VCE
Assessment Panel.

•

Parents will be advised by the subject teacher if a student

•

fails to submit work by the due date

•

submits work of an unsatisfactory standard

RE-SUBMISSION
•

Re-submission of work, which has not satisfied a particular Learning Outcome, gives the student
the opportunity to complete satisfactorily all the requirements.

•

Unsatisfactory work will be returned to students with clearly stated dates for re-submission.
Parents will be informed of the unsatisfactory nature of the student’s work.

•

Any work remaining incomplete or unsatisfactory after the re-submission date will be graded
“N” and parents will be informed in writing.

•

Teacher’s records will record clear details of the number and nature of re-submissions per
student.

•

Where the completion of course work or the awarding of an “N” is in dispute, the VCE
Assessment Review Panel will be the final arbiter.

REDEMPTION
Redemption is the process of converting an Unsatisfactory grade “N” in a particular Learning Outcome to a
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Satisfactory grade “S”. The process is necessary in cases where:
•

no work is submitted

•

no extension is granted and work is submitted after the due date

•

an extension has been granted and work is submitted after the extended date

•

an “N” grade is in dispute.

In such cases, the student will be called before the VCE Assessment Review Panel for final consultation.
Students are only allowed one redemption from the Panel. An option to appeal to the Principal’s Appeal
Board is available.

EXAMINATIONS
VCAA decides the timing of external examinations. There is one major scheduled assessment period during
the year, October – November. The timetable and approved materials and equipment for examinations will
be published by VCAA in early Term 2.

YEAR 11 STUDENTS STUDYING A UNIT 3/4 STUDY
Students are expected to sit their Year 11 examination even if their examination occurs on the same day as
the Year 12 examination, providing there is a gap of 2 hours before the Year 12 examinations.
If there is a clash of the Year 11 and 12 examination, then the Year 11 rescheduled examination will be held
at a time convenient to the Senior Studies Coordinator.

SPECIAL PROVISION
There are four forms of Special Provision for the VCE:
•

Student programs

•

School-based assessment

•

Special Examination Arrangements

•

Derived Examination Scores

In each case there are specific eligibility requirements that apply.
For student programs and school-based assessment, the school is responsible for determining eligibility and
the nature of the provisions granted. For Special Examination Arrangements and Derived Examination Score
applications, the VCAA is responsible for determining eligibility and for granting approval.

STUDENT PROGRAMS
The purpose of Special Provision in student programs is to help students in defined circumstances to
complete the VCE in a reasonable time frame. A student is eligible for this provision if he is significantly
adversely affected by illness or other serious cause, or if he is disadvantaged by a disability or impairment.
Prolonged absence from school or study is not in itself grounds for special provision.
The usual provisions granted in this category may include a three-year VCE, a reduction of units of study.

SCHOOL-BASED ASSESSMENT
Students are eligible for Special Provision for school-based assessment if they are adversely affected by
illness, impairment and traumatic personal and family circumstances. The usual provision granted in this
category may include allowing the student to undertake the task at a later date, allowing the student extra
time to complete the task, substituting or replacing one task with another task, using technology to complete
the task. All these possible provisions have to be dependent on the resources of the College.

SPECIAL EXAMINATION ARRANGEMENTS
The College may apply to the VCAA for Special Examination Arrangements on behalf of individual students
undertaking Units 3/4 studies. Students are eligible for Special Examination Arrangements if it can be
demonstrated that achievement on the examination is adversely affected by accident or sudden onset of
illness, personal, family circumstances and long-term impairments.
Special examination arrangements may take the form of extra reading time, extra reading time, rest breaks,
use of technological aids.

DERIVED EXAMINATION SCORE
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The Derived Examination Score (DES) is calculated by the VCAA and may be used as the student’s examination
result where the student has met the eligibility requirements for the provision. The DES is intended for the
student who is ill or affected 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.
Students are eligible for a DES if immediately before or during an examination period they can demonstrate
that they have been affected by the onset of an illness or experienced an accident or personal trauma that
has affected their performance in the examination or has prevented them from attending the examination.
“Immediately before” is considered to be within two weeks of an examination period.
Students who are eligible for Special Provision are not exempt from meeting the requirements for
Satisfactory Completion of the VCE, or from being assessed against the outcomes for a study.
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

•

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.

HOW TO APPLY FOR SPECIAL
PROVISION
The Senior Studies Coordinator is the first point of contact regarding Special Provision. The Principal will
make the final decision on the nature of special provision.

PERMANENT DISABILITY
The College must be informed in writing of any permanent disability within the first few weeks of the first
semester, if not earlier. Medical and/ or psychological documentation must be included.

EXTENDED ABSENCE FROM SCHOOL
The College must be informed in writing far in advance of the proposed absence, or in the case of unexpected
circumstances, as soon as reasonably possible. The communication must outline clearly the reasons for the
absence (where relevant, accompanied by medical documentation) and be signed by parents. Parents may be
requested to attend an interview to discuss the matter.

FAMILY PROBLEMS AND/OR ILL HEALTH
The College must be informed in writing of any request for consideration based on these grounds as soon as
reasonably possible. The request must be accompanied by documentation from a professional and signed by
parents. Parents may be asked to attend an interview to discuss the request.

SPECIAL ENTRY ACCESS SCHEMES (SEAS)
SEAS Applications are handled by the Victorian Tertiary Admission Centre (VTAC) for tertiary entrance
purposes. Students are eligible to apply for this if they experience continuing personal circumstances,
affecting their performance in their Year 12 program. Eligible students are advised to discuss their situation
with the Careers Department. It is important to note that all SEAS applications are to be completed by the
student and his family.
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TERTIARY ENTRANCE REQUIREMENTS
It is most important at this stage that you become familiar with the procedures for entrance to the various
tertiary institutions and faculties. The Victorian Tertiary Admissions Centre (VTAC) is the administrative unit
for the selection of students for Victorian Universities and Tertiary Colleges.
Normally, the minimum entrance requirement for all tertiary institutions is the satisfactory completion of the
VCE as previously described.
Beyond these minimum requirements, entrance requirements and selection procedures for the various
courses within tertiary institutions vary considerably. Many courses specify satisfactory completion of
prerequisite VCE studies or minimum study scores. It is impossible to describe the tertiary entrance
procedures here in full, but an outline of the general procedure follows.
For many courses, selection is based on an Australian Tertiary Admission Rank (ATAR). Selection into other
courses may be based on an index of selection criteria such as folio presentation, interview, audition or test,
either solely or in addition to the ATAR. The ATAR is derived as follows:
•

The global study scores (out of 50) provided by VCAA are used as a basis. Only studies, which
have been given a result of “S” for both semesters 3 and 4, are included.

•

A scaling procedure is applied to these scores within and between studies.

•

The scaled global study scores also known as subject scores, of English and the best three other
studies (the primary four) are added.

•

10% of subject scores obtained in up to two other studies including Enhancement and VET
studies, are added to the total.

•

The total is converted to a percentile ranking in 0.05 steps, with the highest possible ranking
being 99.95.

The ATAR may be derived from studies taken over any number of years without penalty. Students may take
advantage of this by studying a Unit 3/4 subject in Year 11. In the calculation of the ATAR, there is no penalty
if a Unit 3/4 study is repeated.
Where selection is based on the ATAR, about 80% of applicants will be selected entirely on the ranking.
However, other factors such as Subject Adjustments and Special Consideration (SEAS) may be used to
differentiate applications.
Students are responsible for researching the specific requirements for all courses in which you are interested.
Detailed information about tertiary entry is available on the VTAC website under the Course Search tab.
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THE CAREERS RESOURCE CENTRE
The Careers Resource Centre, located on the top floor of the Godfrey Building, offers students a library of up
to date careers and course information. Students are encouraged to visit the Centre, borrow material and
arrange a time for a personal interview with a Careers Practitioner if required.
Parents are welcome to attend these interviews (parent attendance will be online in Term 1 due to COVID-19
restrictions).

RESOURCES / PROGRAMS AVAILABLE
Publications
Many resources are available for student use in the Careers Centre. Most of the following publications can be
accessed through the website.
•

VTAC Year 10, 11 and 12 Guide; VTAC Year 10 Guide; Prerequisites for 2022 and 2024

•

Course guides for Victorian Universities, TAFE Colleges, Private Providers

•

Interstate Universities

•

Tertiary entrance requirements and lowest course selection ranks

•

Specific careers brochures

•

Information on jobs, traineeships and apprenticeships

•

Resume Writing and interview skill information.

Vocational Testing
The Careers Centre has a range of vocational assessment tools, which may be used by students. In addition
to the Year 10 Career Avenues suite of aptitude, personality and interest tests, all Year 12 students will have
the opportunity to complete ‘MyCareerMatch’ to update their knowledge of how interests can translate into
career interest areas. Another opportunity is available for all students to complete further online tests and
initiate a Career Action Plan through the Student Secure tab of the SKC Careers website. These tools help
students to identify interest areas and focus on particular career paths, which may be most relevant.
Work Experience
Students are encouraged to undertake one week of work experience during Year 10, 11 or 12. This is an
optional activity for students. Work Experience placements may be arranged during the Term 1, 2, or 3
holidays or up to mid-December. Students are encouraged to seek out their own employers. Placements
must be organised well in advance, usually 4 weeks prior to commencing. Ministerial Order 382 – Work
Experience Arrangements requires students undertaking work experience to complete an occupational
health and safety training before they commence their placement and to satisfactorily pass a General and
Occupational Specific test. Additional safety requirements are in place due to COVID-19.
Online Resources
There are many useful online resources which students will be directed to. The SKC Careers web site is
the first port of call for all information and resources. The SKC Careers College Portal page and embedded
year level tiles are also regularly used to disseminate information including recent presentations and
announcements. Students and parents are welcome to ‘Like’ SKC Careers Facebook.
The Careers Department is another online resource which allows students access to over 800 pieces of
content including virtual tours, videos, podcasts, career timelines, a career profiling quiz and more. Students
can receive advice from real people studying the courses they are considering, learn which course they need
to complete to get the job they are considering, learn how to write a CV, see videos that show the insides or
workplaces or courses. To create an account students go to The Careers Department, enter St Kevin’s College
and then the school password ‘SKC”. Follow the prompts to create your account.
Display Board, Daily Bulletin and Newsletters
Students are encouraged to listen to the Daily Memo and to read the Career News in the College newsletter
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regularly for information on new courses, short enrichment courses, Open Days, information sessions and
jobs.
Individual Career Counselling
The Careers Department encourages all Year 12 students to have an appointment in Terms 1 and 3 at
a minimum, usually during study period, so as to not impinge on class time. Year 11 students are also
encouraged to make individual appointments regarding change of subjects at the end of Semester 1 should
they wish to do so. Parents are most welcome and encouraged to attend Careers Appointments (COVID-19
restrictions apply such that parents will join remotely in Term 1).

Year 12 CAREERS COUNSELLING &
TERTIARY APPLICATION TIME-LINE

FEBRUARY - APRIL

Students may independently complete MyCareerMatch, create a The Careers
Department account, and use the SKC Careers website online tools, “Like” SKC
Careers Facebook page, and book an interview with one of the Career Practitioners
to look at directions and options for 2022 and beyond. Parents are most welcome
to attend interviews online in Term 1. Appointments must be made during study
periods.
•

University Clinical Aptitude Test (UCAT) Registration Open March 1.

MARCH

•

Interview Skills Workshop I, Wednesday March 31, 3:15pm to 5:15pm
at SKC

APRIL

•

Applications for Accounting Traineeships and Cadetships open if
available.

•

Bond University Scholarship Applications Open.

•

ANU tertiary course applications close.

•

UCAT Online Test Dates, July 1 – 11 August. College

•

Careers Evening, Tuesday July 20.

•

VTAC Parent Information Evening Thursday July 29.

•

Book second interview with Careers Practitioner.

•

Attend Open Days.

•

VTAC Course, Special Entry and Access Scheme (SEAS) & Scholarship
Applications Open.

•

VTAC Tertiary Preference Appointments commence, August 2.

•

Year 12 VTAC Student Information Session

•

Tertiary preferences submitted to VTAC and some Pre-Selection Kits/
Activities due.

•

Interstate applications completed.

•

Bond University applications close

•

Complete “Special Consideration” application if necessary (SEAS) by
Friday October 8.

•

Apply for Victorian Tertiary Scholarships by Friday October 8.

•

Apply for on-campus housing – metropolitan and country, if needed

MAY

JULY

AUGUST SEPTEMBER

OCTOBER
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•

VCE Examinations.

NOVEMBER

•

Interview Skills Workshop II, Wednesday November 17, 10am to
12pm at SKC.

LATE NOVEMBER –
EARLY DECEMBER

•

Auditions and Interviews for some TAFE and Tertiary courses.

•

Results available to VCE Candidates Monday December 13.

•

Interviews available at SKC for “Change of Preference” advice.
“Change of Preference” submitted to VTAC (CoP).

•

December (First) Round Offers – Tertiary and most TAFE – via VTAC
App or online user account and on Newspaper websites.

•

CoP opens briefly

•

Usually there is only a short period between the offer and the
acceptance date. Acceptance may be via enrolment. Read all
the information provided with Offer Email, plan your course (i.e.
electives) before enrolling.

•

January Offer Round and subsequent CoP.

•

February Offer Rounds and subsequent CoP.

DECEMBER

LATE DECEMBER EARLY JANUARY
MID JANUARY
FEBRUARY
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FREQUENTLY ASKED QUESTIONS
ABOUT THE VCE
WHAT IS A LEARNING OUTCOME?
For every subject there is a series of learning outcomes. For example, in English at Unit 1 the outcomes
are “to produce analytical and creative responses to texts” and to analyse “how argument and persuasive
language can be used to position audiences, and create their own tests intended to position audiences” These
outcomes state what you will be studying during the unit, and what you should be able to do by the end of
the semester. These are the things you will be tested on, and they form the basis of your assessment; you
must satisfactorily complete them.

WHAT DOES SATISFACTORY COMPLETION MEAN?
This means that you have fulfilled the requirements for a particular outcome. The teacher will set a number
of tasks, and these must be completed properly to demonstrate that you have achieved that outcome. To
achieve satisfactory completion of a unit, you must satisfactorily complete every outcome in that unit. The
consequences of failing to do this are serious. The unit cannot be counted towards your VCE, and you may
even find yourself having to repeat it, especially if it is required for a university course you wish to enter. In
addition, you can be given an “N” - “non satisfactory” – if you
•

hand the work in late

•

copy someone else’s work

•

help someone else to cheat

•

accept “undue assistance” for the work

•

breach the school’s attendance rules.

For further information refer to the Policy of Satisfactory Completion of VCE Studies section of the Manual.

HOW IS THE VCE ASSESSED IN YEAR 11?
You are assessed on two levels in Year 11. First your teacher will determine whether you have satisfactorily
completed all outcomes in a unit. This will be shown on your end of semester report as “S” or “N”, and will
be reported to VCAA Second, your performance in the subject will be graded from A+ to E. This performance
grade is not reported to VCAA However, a student whose grade is unsatisfactory in a subject may not be
recommended to do the same subject in Units 3/4.

HOW IS THE VCE ASSESSED IN YEAR 12?
The satisfactory completion of all outcomes will be reported as “S” or “N”, the same as in Year 11. For every
subject you will be doing a number of School Assessment Tasks/Coursework, which are completed mainly in
class. The mark you get for these in a particular subject will be your school assessed task/coursework mark,
and will be sent to VCAA It will then be statistically moderated against your performance in the examination,
and added to your examination result, to determine your study score of that unit of study.

WHAT IS STATISTICAL MODERATION?
The process for adjusting the school’s assessments to the same standard, while maintaining the students’
rank given by the school. VCAA uses statistical moderation to ensure that the coursework assessments given
by different schools are comparable throughout the State.

WHAT IS SCALING?
Study scores have to be compared and adjusted before they can be fairly added together. This is because
apart from English, students take very different combinations of VCE studies, and you can only add scores
together if the strength of competition in each study is about the same. Scaling overcomes these difficulties
and ensures that each study contributes equally to the ATAR.
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WHAT IS THE ATAR?
Refer to the Australian Tertiary Admissions Rank Section of the Manual.

WHAT IS THE GAT?
The GAT, or General Achievement Test, is run by VCAA for all students studying a Unit 3/4 subject. The
purpose of the GAT is to allow VCAA to measure a student’s performance against his ability. The mark for the
GAT is used as a check for determining your final score for a subject, so it is very much in your interest to do
as well in it as possible.

WHAT IF I AM LATE HANDING WORK IN?
You run the risk of gaining an “N” for an outcome, and thus for a whole unit. Avoid these problems by being
organised. If you have a genuine reason (such as illness) for the work being late, request an extension
from your subject teacher and / or the Senior Studies Coordinator. For full details, refer to the Policy for
Satisfactory Completion of VCE Studies section.

WHAT IS THE VCE ASSESSMENT PANEL?
The VCE Assessment Panel consists of the Director of Studies and the Senior Studies Coordinator. In some
instances it may also include the Subject Teacher. You will be called to the VCE Assessment Panel if you have
received an “N” for non-submission of work; or if the work you have submitted cannot be authenticated by
the teacher; or if you have breached the attendance requirement.

WHAT IS A “SPECIAL NEEDS STUDENT”?
If you have a disability or impairment, which affects your work performance, or you suffer from an extended
illness during the year, or you have suffered severe family problems, you may apply for some assistance.
Note that simply being absent for an extended period does not automatically quality you for consideration
of disadvantage. All absences must be genuine and supported by evidence. Refer to the Special Provision
Section of the Manual.

WHAT IF I CHANGE MY MIND ABOUT DOING A PARTICULAR SUBJECT?
You may be able to change to a new subject within the first two weeks of a semester. Sometimes this can
be difficult. The class you wish to change to may be full, or a subject change may mean altering your whole
timetable, which will affect other subjects. If you wish to change a subject, seek advice from your subject
teacher, Careers Counsellor or the Senior Studies Coordinator as soon as possible.

WHAT IS UNIVERSITY ENHANCEMENT?
Some very able students may be invited to study a first-year university subject in Year 12. This is available in
a wide variety of subjects, at St Kevin’s, through other schools or directly at the university. The score for the
enhancement study counts as a fifth or sixth subject towards the calculation of the ATAR. Students will have
an increment of usually between 3 to 5.5 points according to their level of achievement.

WHAT IS VET?
VET stands for Vocational Education and Training. It refers to enhanced senior school studies, which enable
a secondary student to combine their VCE studies with vocational training. St Kevin’s offers a range of VET
studies through the Inner Melbourne VET Cluster.

ARE THERE RESTRICTIONS ON REPEATING VCE UNITS?
There are no restrictions on students repeating units, but students may obtain credit once only for each unit.
Students who repeat a unit are required to repeat the full unit, including outcomes specified for the unit as
accredited in the year of repetition.

WHERE CAN I GET MORE INFORMATION ABOUT THE VCE?
For general VCE information consult the Senior Studies Coordinator or Careers Counsellors. For subject
specific information, consult your subject teacher. Useful websites on VCE and tertiary selection are www.
vcaa.vic.edu.au and www.vtac.edu.au
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2021 VCE ADMINISTRATION DATES
FOR YEARS 11 & 12 STUDENTS
Term 1
TERM 1
8 February

House Parent Information Evening : Cusack, Kearney and Kenny

10 February

House Parent Information Evening : McCarthy, Purton and Rahill

16 February

Last day to change Unit 1 and Unit 3 study

1 April

Final day to apply for special Examination Arrangements (SEA)

29 March – 1 April
1 April

Year 12 Practice Examinations/SACs and
Year 11 Outdoor Activities Program Week
Term 1 ends
TERM 2

13 May

Year 12 SAC Day

27 May - 3 June

Year 11 examinations

7 June – 11 June

Year 12 SACs/Practice Examinations

9 June

VCE GAT

17 June

Last day to change Unit 2 subjects

18 June

Term 2 ends
TERM 3

12 & 13 August

Year 12 SAC Day

2 September

Year 12 SAC Day

15 - 17 September

Year 12 SACs & Practice Examinations

17 September

Term 3 ends
TERM 4

4 & 5 October

SACs & Practice Examinations

4 October – 21 October

Commencement of Performance Examinations & Languages Oral
Examinations

29 October (TBC)

Last day for lodging applications for enrolment in 2022 in Chinese Second
Language, Indonesian Second Language, Japanese Second Language or
Korean Second Language

27 October - 17 November

VCE Unit 3/4 Examinations

5 - 12 November

Year 11 examinations

22 – 26 November

Head Start Programme for 2022 Year 12

13 December

VCE Results available to school (TBC)
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