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The following checklists will help principals, teachers and coordinators identify the key processes and practices they need to monitor to meet their obligations to deliver the VCE, including the VCE Vocational Major program. The items reflect the most frequent type of queries to which the VCAA responds.
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	VCE set-up
The principal ensures students are provided with access to adequate facilities and resources to complete their course of study.

	1
	Teachers are using only the current accredited study designs and text lists.
	

	2
	Students have been provided with clear, written details of both the VCAA rules and the school’s rules and procedures, including rules for authentication of school-based assessment.
	

	3
	There is an internal school calendar that ensures the important administrative dates are met.
	

	4
	The process to extend an important administrative date is proactively followed.
	

	Eligibility
The principal or their delegate must make an initial assessment using the advice provided by the VCAA relating to a range of enrolment processes. 

	1
	Ensure students meet the eligibility requirements for:  
the VCE, which includes studies with school-based and external assessments that can provide a study score towards an Australian Tertiary Admissions Rank (ATAR), or
the VCE VM, a vocational and applied learning program which includes studies with school-based assessments that do not provide a study score towards an ATAR. VCE VM students can include other VCE studies and VET units as part of their VCE VM program, including Structured Workplace Learning Recognition for VET.
	

	2
	Determine English as an Additional Language (EAL) status.
	

	3
	Review and assess VCE Second Language applications before submission by the due date.
	

	4
	Ensure the three-step process (See Atypical programs) for the provision of VCE units without the calculation of a study score is followed. These steps must include informed consent from the student and the parent(s) or guardian(s).
	

	Student data
Schools must enter and store student result data securely and protect against misuse, loss, unauthorised access, modification and disclosure. Information stored electronically, on databases or portable storage devices, must be managed and securely located in order that records are not accessible to unauthorised users either at the time of entry or once stored. (See ‘Data security and VASS’ in the VCE Administrative Handbook.)

	1
	There is an internal audit process to make sure data held on VASS is true and accurate.
	

	2
	Following the death of a student, a letter with the principal’s signature is sent to the Student Records and Results unit.
	



	Partnerships
The VCAA recommends that schools with fewer than 5 enrolments in any VCE Unit 3–4 study (note that English and EAL are separate studies) form a partnership with another school or with a community organisation to enhance the curriculum provision or assessment arrangements for students.

	1
	VCAA partnership agreement forms are reviewed and signed.
	

	2
	A request for dissolution of a partnership is signed by the principal of each school involved and submitted in writing to the VCAA.
	

	School-based assessment audit
The principal undertakes to ensure that the delivery and assessment of VCE studies complies with VCAA requirements.

	1
	Deadlines for the school-based assessment audit are met.
	

	2
	Teachers are supported to complete the school-based assessment audit processes.
	

	Satisfactory completion
Decisions about satisfactory completion are solely the responsibility of the school.

	1
	For all units, the school specifies the work a student must do to achieve an S for the unit and the conditions under which the work is to be done.
	

	2
	There is an established process to support the delay of satisfactory completion that is applied consistently across studies and units.
	

	3
	The decision to award an S for the unit is distinct from the assessment of levels of achievement.
	

	4
	A teacher’s judgement on whether the student has satisfactorily achieved the outcomes for a study as determined by evidence gained through the assessment of a range of set work (learning activities) and assessment tasks (including school-based assessments) is consistent for all students. This approach is consistent for all student work, whether it is being assessed for levels of achievement or not.
	

	Endorsements
The signature of the principal, or a delegate, is required on some documents. Some examples are below.

	1
	Applications for credit (recognition of prior learning), which should be reviewed and assessed by the school before submission
	

	2
	Agreement to conduct and administer VCE external assessments
	

	3
	Amendments to results
	




[bookmark: _Toc128145012][bookmark: _Toc183965497][bookmark: _Toc215844184]VCE coordinator’s checklist
	VCE set-up
The principal ensures students are provided with access to adequate facilities and resources to complete their course of study.
The VCE coordinator will:

	1
	have in place an audit process to ensure teachers are using currently accredited study designs and current text lists
	

	2
	ensure students are provided with clear, written details of both the VCAA examination rules and the school’s rules and procedures, including rules for authentication of school-based assessment
	

	3
	construct and distribute an internal school calendar to manage scheduling of school-based assessments that ensures the important administrative dates are met but does not place an undue burden on students
	

	4
	ensure that the process to extend a due date is understood by all staff administering the VCE.
	

	Student data
Schools must enter and store student result data securely and protect against misuse, loss, unauthorised access, modification and disclosure. Information stored electronically, on databases or portable storage devices, must be managed and securely located in order that records are not accessible to unauthorised users either at the time of entry or once stored.
The VCE coordinator:

	1
	will develop an internal audit process to make sure data held on VASS is true and accurate
	

	2
	should run eligibility reports on VASS regularly (e.g. each term), and when a student’s program of study is changed or N or J results are entered, and review the content.
	

	Special Provision
The VCAA Special Provision Policy aims to provide students in defined circumstances with the opportunity to participate in and complete their secondary level studies.
The VCE coordinator will:
	

	1
	check that arrangements to assist students in their learning and assessments are consistently applied across the school. This includes classroom learning and school-based assessments (approved by schools) and Special Examination Arrangements for VCE external assessments (approved by the VCAA)
	

	2
	identify where Special Examination Arrangements are appropriate for a particular student and ensure applications, including required evidence, are submitted by the due date
	

	3
	have an understanding of the Derived Examination Score process, including why it is used and how to apply for it.
	

	School-based assessment audit
The principal undertakes to ensure that the delivery and assessment of VCE studies complies with VCAA requirements.
The VCE coordinator will:
	

	1
	ensure teachers are promptly notified of, and supported to complete, the school-based assessment audit processes
	

	2
	ensure teachers are supported in the development of school-based assessment tools that are equitable, balanced, efficient, valid and reasonable.
	

	Breach of rules
The school’s policy and procedures should make it clear who is responsible for receiving reports of allegations of a breach of rules in school-based assessment.
The VCE coordinator will:

	1
	treat each allegation sensitively and maintain the confidentiality of the process
	

	2
	in developing and reviewing policy, ensure that the decision-maker is not the investigator of the allegation.
	

	Satisfactory completion
Decisions about satisfactory completion are solely the responsibility of the school.
The VCE coordinator will:
	

	1
	for all units, ensure teachers specify and communicate the work a student must do to achieve an S for a unit and the conditions under which the work is to be done
	

	2
	make teachers aware that the decision to award an S for the unit is distinct from the assessment of levels of achievement and explain the reasoning
	

	3
	establish a documented process to support the delay of satisfactory completion that is applied consistently across studies and units
	

	4
	ensure the three-step process (See Atypical programs) for the provision of VCE units without the calculation of a study score is followed. These steps must include informed consent from the student and the parent(s) or guardian(s).
	

	5
	ensure that a teacher’s judgement on whether the student has satisfactorily achieved the outcomes for a study as determined by evidence gained through the assessment of a range of set work (learning activities) and assessment tasks (including school-based assessments) is consistent for all students. This approach is consistent for all student work, whether it is being assessed for levels of achievement or not.
	

	Examination planning and logistics
The principal must certify that they will comply with all VCAA requirements for conducting and administering VCE external assessments.
The VCE coordinator will:

	1
	ensure that the yearly Agreement to conduct and administer VCE external assessments is signed by the principal and returned by the due date
	

	2
	support chief supervisors to attend VCAA training and give them timely access to the VCE Examination Manual, while providing assistance with setting up examination rooms
	

	3
	distribute the VCE Exams Navigator to all students enrolled in a Unit 3–4 study and discuss the content.
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	VCE VM set-up
The principal ensures students are provided with access to adequate facilities and resources to complete their course of study.
The VCE VM coordinator will:

	1
	have in place an audit process to ensure teachers are using currently accredited VCE VM study designs
	

	2
	ensure students are provided with clear, written details of both the VCAA examination rules and the school’s rules and procedures, including rules for authentication of school-based assessment
	

	3
	construct and distribute an internal school calendar for staff that ensures the important administrative dates are met, including key enrolment change dates for VCE VM students, but does not place an undue burden on students
	

	4
	ensure that processes to extend due dates for unit and module completion are understood by all staff administering the VCE VM.
	

	Student data
Schools must enter and store student result data securely and protect against misuse, loss, unauthorised access, modification and disclosure. Information stored electronically, on databases or portable storage devices, must be managed and securely located so that records are not accessible to unauthorised users either at the time of entry or once stored.
The VCE VM coordinator:

	1
	will develop an internal audit process to ensure data held on VASS is true and accurate
	

	2
	should run eligibility reports on VASS regularly (e.g. each term), and when a student’s program of study is changed or N or J results are entered, and review the content.
	

	School-based assessment
VCE VM assessments are school-based and assessed through a range of learning activities and tasks.
School-based assessment refers to any work students in the VCE VM complete that contributes to teacher judgement about their satisfactory completion of an outcome in the VCE VM.
The teacher judges that the student has achieved a VCE VM Unit based on the range of set work and assessment tasks completed by the student.
The VCE VM coordinator will:

	1
	ensure teachers understand that VCE VM students must undertake school-based assessment to demonstrate their achievement of the outcomes in each unit
	

	2
	ensure teachers understand that VCE VM students must undertake school-based assessments to demonstrate their achievement of learning goals in each unit
	

	3
	ensure teachers understand that the decision to award an S for a unit is based on evidence collected by the classroom teacher
	

	4
	ensure evidence is retained and held securely for audit processes.
	



	Satisfactory completion
Decisions about satisfactory completion are solely the responsibility of the school.
The VCE VM coordinator will:

	1
	for all units, ensure teachers specify and communicate how a student will demonstrate their achievement of all learning outcomes, which will culminate in the satisfactory completion of a unit or module, and the conditions under which the assessment is to be completed.
	

	Unit and module completion
For VCE VM, unit completion refers to the completion of a unit within the study design, per the VCE Administrative Handbook.

	Special Provision
The VCAA Special Provision Policy aims to provide students in defined circumstances with the opportunity to participate in and complete their secondary level studies.
The VCE VM coordinator will:

	1
	check that arrangements to assist students in their learning and assessments are consistently applied across the school. This includes arrangements for classroom learning and school-based assessments, which are approved at a school level
	

	2
	have an understanding of the General Achievement Test (GAT), identify where Special Examination Arrangements are appropriate for a particular student and ensure applications, including required evidence, are submitted by the due date.
	

	Curriculum audit
Ensure that the delivery and assessment of VCE VM studies complies with VCAA requirements.
The VCE VM coordinator will:

	1
	ensure teachers are promptly notified of and supported to complete the audit process for VCE VM studies
	

	2
	ensure teachers are supported in the development of school-based assessment tools that are equitable, balanced, efficient, valid and reasonable.
	

	Breach of rules
The school’s policy and procedures should make it clear who is responsible for receiving reports of allegations of a breach of rules in school-based assessment.
The VCE VM coordinator will:

	1
	treat each allegation sensitively and maintain the confidentiality of the process
	

	2
	in developing and reviewing policy, ensure that the decision-maker is not the investigator of the allegation.
	




	Pillars of Applied Learning
Applied learning involves students engaging in authentic and motivating learning experiences. It is a method of learning where theoretical information comes to life for students, in a real-world context that relates directly to their own future, is within their own control, and is within an environment where they feel safe and respected. Students’ knowledge grows and expands as they take action to learn, reflect on that action and plan how to do it better next time.
The VCE VM coordinator will:

	1
	ensure all staff are aware of the Pillars of Applied Learning including: motivation to engage in learning, applied learning practices, student agency, student-centred flexible approach, and assessment practice which promotes success
	

	2
	support teachers to integrate 2 or more studies together where it would enhance student learning
	

	3
	ensure that the learning outcomes in integrated studies are assessed for each specific outcome in the studies.
	

	Encourage the planning and delivery of excursions and camps
Although not compulsory, opportunities for students to apply their learning in a range of contexts can be applicable to many different school settings. Excursions that form part of the VCE VM curriculum must follow the policy outlined by the school’s sectoral authority.
The VCE VM coordinator will:

	1
	ensure relevant policies and procedures for excursions, camps and adventure activities are being followed before, during and after off-campus activities, including developing risk assessments according to guidance provided by the relevant school sector 
	

	2
	advise eligible parents and guardians about the Camps, Sports and Excursions Fund (CSEF), which provides payments for eligible students to attend camps and excursions.
	

	VET requirements
Students completing the VCE VM must complete a minimum 180 nominal hours of VET at Certificate II level or above.
For students undertaking a VET as part of their program, the VCE VM coordinator will:

	1
	ensure students are enrolled in VET programs from registered providers
	

	2
	maintain regular contact with the VET provider(s) and ensure that students are meeting attendance and coursework goals
	

	3
	monitor and report on students’ progress in their VET program.
	




	SBAT requirements
A school-based apprenticeship or traineeship (SBAT) is an apprenticeship or traineeship undertaken by a student as part of their VCE, including the VCE VM. Regular school attendance is combined with at least one timetabled day per week spent on the job or in training during the normal school week.
Please note, SBATs must be endorsed by your school and meet the guidelines published by the Department of Education. To view the SBAT guide, visit the Department of Education website.
The VCE VM coordinator will:

	1
	ensure student timetables allow them to engage in at least one day of on-the-job training during the normal school week
	

	2
	ensure students are enrolled in structured training from a registered training organisation (RTO)
	

	3
	monitor student attendance in SBAT programs.
	

	Flexible delivery
VCE VM studies can be delivered flexibly to meet the needs of students who may learn at a different pace, need more time to complete units, or transition into the VCE VM during the academic year.
Further information can be found on the Flexible delivery of the VCE VM webpage.
The VCE VM coordinator will:

	1
	ensure the school provides relevant flexible delivery options for students enrolled in VCE VM
	

	2
	where relevant, apply for permission to the VCAA to deliver VCE VM studies flexibly or Atypical VCE VM delivery
	

	3
	where relevant, attend flexible delivery VASS training.
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	VCE study development and delivery
Teachers must provide learning experiences and assessment opportunities that are in accordance with the currently accredited VCE study designs.

	1
	[bookmark: _Hlk183435466]In developing a course of study, teachers will:
use the current study design
select a text from the current text list, where applicable
prepare a range of tasks that enable students to develop the listed knowledge and skills
provide information to students on how to demonstrate achievement of the specified outcomes for that unit.
	

	2
	Where a student has been identified as needing Special Provision for classroom learning and school-based assessment, teachers will liaise with the VCE coordinator.
	

	Satisfactory completion
The decision about satisfactory completion of outcomes is based on the teacher’s judgement of the student’s overall performance in a combination of set work (learning activities) and assessment tasks (including school-based assessments) related to the outcomes.

	1
	Teachers will clearly explain and describe in writing the work a student must do to achieve an S for a unit and the conditions under which the work is to be done.
	

	2
	Teachers will separate S and N judgements from levels of achievement (scored assessment), basing the decision about satisfactory completion on my judgement of the student’s overall performance in a combination of set work (learning activities) and assessment tasks (including school-based assessment) related to the outcomes.
	

	3
	Teachers will provide students with multiple opportunities (including additional opportunities, where appropriate) across the learning program to develop and demonstrate the key knowledge and skills required to meet the outcomes of the unit.
	

	4
	A teacher’s judgement on whether a student has satisfactorily achieved the outcomes for a study as determined by evidence gained through the assessment of a range of set work (learning activities) and assessment tasks (including school-based assessments) will be consistent for all students. This approach is consistent for all student work, whether it is being assessed for levels of achievement or not.
	

	5
	Where the work submitted by the student does not demonstrate the outcome, teachers will have considered other work, including class work, homework, additional tasks or discussions with the student, that demonstrate their understanding of the outcome, when making an informed decision on whether an outcome is met.
	

	6
	In the case of lost or stolen work, teachers will retain a written statement explaining the circumstances. See the ‘Lost, stolen or damaged work’, ‘Lost, stolen or damaged school-assessed coursework (SACs)’ and ‘Lost, stolen or damaged school-assessed tasks (SATs)’ sections for further details. 
	

	7
	Teachers will know the school-based process to delay satisfactory completion and apply it where appropriate.
	



	School-based assessment
School policies and procedures, including the conditions and rules under which school-based assessment will take place, must be communicated to students, parents and guardians at the beginning of the academic year or when a student enrols in any VCE unit at the school.
	

	1
	To the best of their knowledge, the teacher’s delivery of school-based assessment does not include any existing commercially produced, publicly available school-based assessment material, nor will it include the previous years’ school-based assessment. Where teachers have used existing resources to create school-based assessment, these have been suitably modified to ensure that teachers can authenticate student work. 
	

	2
	Teachers will use the Authentication record for school-based assessment form (or similar) to monitor and record student progress on school-based assessment work conducted outside of class time.
	

	3
	Teachers will not mark nor provide comment or undue assistance in the drafting process for any school-assessed coursework unless it is a requirement of the VCE study design and/or for authentication purposes.
	

	4
	When assessing student work, teachers will use performance descriptors or an assessment rubric or a marking guide.
	

	5
	If there is more than one class undertaking the study at the school, teachers follow the internal school practices regarding cross-marking and/or internal moderation.
	

	6
	After assessment is submitted and marked, teachers will follow school-based procedures and the VCAA guidelines in relation to the provision of feedback to students (see ‘Feedback to students’ for further information).
	

	7
	When requested by students, teachers will provide students with their initial school-based assessment scores, informing them that scores may change due to statistical moderation.
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