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VCE administrative roles                   School name: 
VCE administrative roles                   School name: 


Evidence requirement	Complete this template or provide established documentation which includes the required information outlined in this template.
What the VCAA is assessing	A provider must have role descriptions which articulate the specialised requirements for staff members involved in managing the administrative oversight of the VCE. Provision of professional learning for these staff members is also essential. 	This is an aspect of delivering the course to the standards established by the awarding body (the VCAA) for the qualification. 	This also has relevance to the minimum standards for Student records and results regarding: the administration of the processes detailed within that standard.
Compliance is measured against	the VCE and VCAL Administrative Handbook 2019, particularly the section ‘Administrative information: Schools and providers’.
Resources	VCE and VCAL Administrative Handbook 2019:	http://www.vcaa.vic.edu.au/Pages/schooladmin/handbook/handbook.aspx	VASS webpages on the VCAA website: 	http://www.vcaa.vic.edu.au/pages/schooladmin/vass/vass.aspx	Professional development on the VCAA website:	http://www.vcaa.vic.edu.au/Pages/career/profdev.aspx	




Collection Notice 
The Victorian Curriculum and Assessment Authority (VCAA) is a statutory authority continued under the Education and Training Reform Act 2006 (Vic). The VCAA collects the information requested in this form, which includes personal information as defined in section 3 of the Privacy and Data Protection Act 2014 (Vic), for the purpose of assessing your institution’s application for recognition as a Senior School Provider. Additionally, in the event that this application is approved, the VCAA will use the personal information provided in this form to communicate with representatives of your institution regarding your institution’s ongoing recognition as a Senior School Provider. The VCAA may disclose the personal information collected in this form to organisations such as the Victorian Tertiary Admissions Centre (VTAC) and the Victorian Registration and Qualifications Authority (VRQA) to enable those organisations to contact your institution in relation to their functions.  The VCAA will not use or disclose the personal information collected in this form except for the abovementioned purposes, with the consent of the individual or if otherwise required or authorised by law to do so. If the requested information is not provided, your institution’s application will not be considered by the VCAA. When an individual’s personal information is provided to the VCAA by a third party, the VCAA requests that those individuals are made aware that their personal information will be or has been provided to the VCAA and the purpose for which it is or was provided. An individual may request access to personal information the VCAA holds about them, and request its correction if inaccurate. To access personal information held by the VCAA, contact the VCAA Privacy Officer at . The VCAA Privacy Policy can be found at 

VCE administrative roles: Respond to Sections A and B
Note: if documentation is already established at the school, reference it in the relevant section and submit the documentation with the template.
Section A: 
What are the VCE role descriptions?
Providers may need to consider the following in their role descriptions if relevant to the provider’s context:
communication and administrative oversight when multiple campuses are delivering VCE studies
agreements with external partners where these form part of the delivery of any part of the VCE, including single study providers.

Click here to enter text.

Section B:
What professional learning will be made available to VCE administrative staff? 

Click here to enter text.
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