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[bookmark: _Toc219474670]Introduction
Information relating to the VCE includes the Vocational Major (VM), unless otherwise stated. 
VASS is open for the entry of the initial enrolment data for VCE, VET and VPC units. Schools are requested to prioritise the entry of their VCE and scored VCE VET Units 3 and 4 enrolments.
Initial enrolment data is used for planning associated with the General Achievement Test (GAT) and VCE examinations.
As part of this process, schools must ensure that students have completed and signed the relevant VCAA Student Personal Details and Declarations form. 
Schools are asked to pay particular attention to matching student data when adding student personal details on VASS to avoid merging incorrect student records.
[bookmark: _Toc191481788][bookmark: _Toc219474671]Certificates
Students can only be awarded one secondary certificate, either the Victorian Certificate of Education (VCE) or Vocational Pathways Certificate (VPC) in a single academic year. Students cannot be awarded more than one secondary certificate using the same program of study.
[bookmark: _Toc219474672]VCE
A VCE program can include a combination of:
· VCE units
· Units of competency from nationally recognised VET
· Higher Education Studies (HES) units
[bookmark: _Toc219474673]VPC
A VPC program can include a combination of:
VPC units
VCE units
Units of competency from nationally recognised VET
[bookmark: _Toc191481790][bookmark: _Toc219474674]Satellite Arrangements
[bookmark: _Hlk158806502]In 2026 Satellite programs can be enrolled on VASS following authorised provider confirmation and set up. 
Established arrangements with DE remain unchanged. Authorised Satellite providers should enrol and deliver programs aligned with a student’s approved VCE VM or VPC program.
Satellite enrolments will be identified by the selection of the partner/delivery provider in VASS. Satellite partner/delivery providers will be allocated an additional dedicated VCAA provider number for this enrolment purpose.
Satellite providers should work with their relevant DE regional office to progress 2026 delivery arrangements.
[bookmark: _Toc191481791][bookmark: _Toc219474675]Getting Enrolments Right
[bookmark: _Toc219474676]Checklist of important steps for VASS administrators
This checklist may be downloaded from VASS via the menu SYSTEM ADMIN > Downloads. It sets out important steps, tips and advice to help VASS administrators prepare initial enrolment data. 
[bookmark: _Toc219474677]School details
VASS administrators are required to check that all school details displayed under SCHOOL ADMIN > Modify School Details are correct. If the information is correct, click the [Confirm Details] button. If updates are required, make the necessary changes, select [Save], and then click [Confirm Details]. The confirmed school information will be used for all postal and email communications sent to your school.
[bookmark: _Toc219474678]Advice for all assessing schools
To assist schools in the 2026 VCE enrolment process the VCAA has selected all units which have been approved to be assessed by single study language providers.
Assessing schools, such as single study language or VSL schools, should not create student personal details records as this may result in duplicate records being created on the VCAA’s central database. Assessing schools should liaise closely with the students’ home school on all enrolment matters. 
Assessing schools should ensure an Assessing School Enrolment Notification form, available from VASS via SYSTEM ADMIN > Downloads, is completed and forwarded to the home school when requesting for a home school to process a VCE unit enrolment. Once the home school has processed the enrolment, a confirmation email will automatically be sent from VASS to the assessing school.
Enrolments are not complete until each student is allocated to a class by both their home and assessing school. Schools, including single study language providers and VSL schools, must run the Students Not Allocated To Classes report via STUDENT PROGRAM > Student Program Enquiries Report > Students Not Allocated To Classes. 
It is essential that this report is run and cleared before the last day for VCE Unit 3-4 and VCE VET scored Unit 3-4 unit of competency enrolments, due date Friday 1 May 2026. Assessing schools can enrol students into VCE units provided the VCAA student number is known. 



[bookmark: _Toc219474679]School program set-up
[bookmark: _Toc219474680]VCE
It is critical that VCE providers select only the units they will be offering and assessing using the menu SCHOOL PROGRAM > VCE > Select Units To Be Assessed. Home schools should not include units being assessed by other schools as this incorrectly gives the VCAA and other schools the impression that they are assessing these units. 
The assessing school is responsible for delivering school-based assessment and fulfilling the requirements of the School-based Assessment Audit. The assessing school is usually the home school. Where students are undertaking a unit at another school, this school will be their assessing school. 
If the assessing school code cannot be selected in VASS, the home school should not continue the enrolment. If the enrolment cannot be finalised following the initial enrolment date, please contact Student Records and Results.
VCE classes must be set up before enrolments can take place via SCHOOL PROGRAM > VCE > Add/Modify Classes. Multiple classes for the same unit can be set up if required. 
Home Schools should set up classes for units being assessed elsewhere. 
[bookmark: _Toc219474681]VPC
VPC providers must first add the certificate using the menu SCHOOL PROGRAM > VPC > Select Certificates to be Offered, then select a certificate provider via SCHOOL PROGRAM > VPC > Add/Modify Certificate Providers. 
VPC units to be delivered are selected using the menu SCHOOL PROGRAM > VPC > Select Units to be Offered. Each unit must also have a provider assigned using the menu SCHOOL PROGRAM > VPC > Add/Modify Unit Providers.
[bookmark: _Toc219474682]Matching student data
When a student’s personal details are imported or added using the STUDENT ADMIN > Add Student menu, VASS will attempt to match the student’s details with student records already on the VCAA corporate database. This is to avoid the creation of duplicate student records. If the new student’s details match an existing student on any three of the four matching criteria (surname, first name, date of birth, gender marker), a ‘Student Search Results’ dialogue box will appear, and the details of potential student matches will be displayed. 
The listed students should be reviewed to ensure that the new student being created is not already on the database. Do not click on the [OK] button unless you are absolutely certain that the student details you have entered and the student displayed are the same student; otherwise, click on the [Save as New Student] button. If unsure, click on the [Pending] button and contact VASS Support for advice.
[bookmark: _Toc219474683]Importing data into VASS
Schools importing student personal details and student programs must ensure that the data meets the required file structure. Detailed information regarding importing into VASS can be found in the VASS Import User Guide, which can be downloaded from VASS via SYSTEM ADMIN > Downloads. Schools are advised to read this information before attempting to import data into VASS as program and class code set up is required before schools import student programs.
Where a new students’ details match an existing student on any three of the four matching criteria (surname, first name, date of birth, gender marker) the incoming student will be placed on the Import Hold Table. These students will not be allocated a student number but will display the word IMPORT instead.
A student record that has been created without a VCAA student number (shown as IMPORT) cannot be enrolled in a VCE or VPC program until a student number has been allocated. The method of processing these students is described in the VASS Import User Guide.
[bookmark: _Toc219474684]VCAA Student Personal Details and Declarations completion and Collection Notice
[bookmark: _Hlk158797376]Schools must ensure that students have completed and signed the relevant VCAA Student Personal Details and Declarations form each year prior to enrolment on VASS. These forms can be generated from VASS, pre-populated with student details for continuing students, or printed blank for new students.  
The 2026 VCE and VPC Student Student Collection Notice must be issued to students with the VCAA Student Personal Details and Declarations form to ensure students are aware of how their personal details are used and disclosed.
When Year 10 student details are imported into VASS, all permissions and consents default to “No” except for the general declaration. 
Permissions and consents can be modified by going to STUDENT ADMIN > Student Consent > Change Student Consents or in the Modify Student Personal Details screen
[bookmark: _Toc219474685]Student email addresses
Student personal email addresses can be entered on VASS to enable students to receive their final results by email. Student email addresses must be personal email addresses nominated by the student. 
Further information on the collection and validation of student email addresses will be published in a Notice to Schools.
[bookmark: _Toc219474686]Transferring students
Student records are transferred via STUDENT ADMIN > Student Transfer > Transfer Student. Students must have a current-year record on VASS before they can be transferred to another school.
[bookmark: _Toc219474687]Deleting non-current students from the VASS database
Students who are not continuing at your school may have their current year record deleted from VASS. Students must not have any current enrolments or results, and an exit date must be entered via STUDENT ADMIN > Student Exit > Student Exit. Click [Save] to store the date and then [Delete]. This process will assist schools in maintaining a current student database.


[bookmark: _Toc219474688]English as an Additional Language (EAL)
Students who meet the eligibility criteria for EAL should have their ‘Eligible for EAL status’ set to ‘Approved’ using the menu STUDENT ADMIN > Modify Student Personal Details.
VASS will only allow a student with an ‘Approved’ EAL status to be enrolled in EN093/4 (English EAL 3-4).
Schools must ensure that all EAL students are correctly enrolled in their chosen English study. Flagging a student as approved for EAL does not automatically enrol them into EN093/4. Schools can check a student’s EAL status using the menu STUDENT ADMIN > Other Student Reports > Student EAL Status.
[bookmark: _Toc219474689]Second Language Enrolments in Units 3−4
Students can only be enrolled in the following VCE Second Languages if approval has been granted by the VCAA:
LO31 (Vietnamese Second Language 3/4) 
LO39 (Chinese Second Language 3/4) 
LO48 (Chinese Second Language Advanced 3/4) 
LO57 (Chinese Language, Culture and Society 3/4)
LO40 (Indonesian Second Language 3/4) 
LO47 (Korean Second Language 3/4)
LO46 (Japanese Second Language 3/4). 
Schools can check the status of second language applications using the menu STUDENT PROGRAM > VCE Reports > Second Language Applications.
Second Language applications can be downloaded from VASS via SYSTEM ADMIN > Downloads. All relevant documentation must accompany the application, and all pages of the application form must be completed.
Student programs should be checked carefully where students have undertaken more than one VCE Language to ensure that equivalence is not occurring and VTAC rules for ATAR calculation contribution are considered.
Schools can check the VCAA website for a list of VCE equivalent studies.
[bookmark: _Toc219474690]VCE Modern Languages
For VCE modern language studies at Unit 3-4 level, schools will need to ensure students complete a VCE Modern Languages Student Declaration form. The form can be downloaded from VASS via SYSTEM ADMIN > Downloads.
The form needs to be completed by the student, certified by the principal, and retained by the school. Schools must record the students’ language learner status on VASS before the enrolment cut-off date for VCE Units 3 and 4 using the menu STUDENT PROGRAM > VCE > Record Modern Language Status. 
Schools can check a student’s modern language status using the menu STUDENT PROGRAM > VCE Reports > Modern Language Status.

[bookmark: _Toc219474691]VCE Dance enrolments
As private dance providers do not have access to VASS, home schools are responsible for enrolling students in Dance and selecting the private dance provider as the assessing school. The home school is also responsible for the entry of results and coursework scores. Students can be allocated to a class for each unit for which they are enrolled using either of these menus:
STUDENT PROGRAM > VCE > Enrolment
STUDENT PROGRAM > VCE > Change Student Class Code
[bookmark: _Toc219474692]Eligibility Reports
[bookmark: _Toc219474693]VCE and VCE VM eligibility
Eligibility reports must be run for all Year 12 students intending to complete their VCE in the current academic year using the menu Student Program > VCE Reports > VCE Student Eligibility. For VCE VM students select ‘VCE VM’ as the certificate type in the parameter screen.
Eligibility reports must be run whenever enrolment changes are made or following the entry of ‘N’ or ‘J’ results, in particular for VCE English group studies, as it is likely this will affect a student’s eligibility to complete their VCE.
The minimum requirement for satisfactory completion of the VCE is 16 units, which must include:
three units from the English group, including a Unit 3–4 sequence
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.
To receive the VCE VM, all students who are enrolled this program must meet the requirements of the VCE in addition to specific VCE VM eligibility requirements as follows:
two units from the Mathematics group (including VCE VM Numeracy) at any level
two units of VCE VM Personal Development Skills (units at any level)
two units of VCE VM Work Related Skills (units at any level)
two units (180 hours) of VET at Certificate II level or above.
[bookmark: _Hlk140153018]Where a school believes a student should be eligible to achieve the VCE but the student is listed as ineligible, the student’s enrolment should be investigated. If after investigation a school still believes that the student should be eligible to achieve the VCE, contact Student Records and Results for further advice. 


How to read the VCE eligibility report
‘Contributing English Units’ can have the value 0, 1, 2 or 3 as follows: 
Where report count is 0
· Student has no English units at all
· ‘Student does not have English units or a Unit 3-4 sequence’
Where report count is 1 
· Student has at least one unit of English at 1–2 level or 3–4 level but does not have a Unit 3-4 sequence
· ‘Student does not have an English Unit 3-4 sequence’ 
Where report count is 2
· Student has a Unit 3-4 sequence of English but does not have any other English unit at 1–2 or 3–4 level
· ‘Student does not have sufficient English units’ 
Where report count is 3 
· Student meets the English requirement for three units from the English Group including a Unit 3–4 sequence. The report will never display more than three, even if the student has completed more than three units. English units completed in excess of the English requirement will contribute toward the 16 units or sequence other than English counts.
How to read the VCE VM eligibility report
[image: ]
‘Contributing VCE VM Units’ for each stream can have the value 0, 1 or 2 or above as follows: 
Where report count is 0 or 1
· Student has 0 or 1 units contributing to the required stream 
· E.g., ‘Student does not have student does not have sufficient PERSONAL DEVELOPLMENT SKILLS units’ 
· ‘Ineligible to satisfy the VCE VM’
Where report count is 2 or more in each required stream
· ‘Eligible to satisfy the VCE VM’ 
[bookmark: _Toc219474694]VPC eligibility
Eligibility reports must be run for students in any year level who intend to complete the VPC in the current academic year using the menu STUDENT PROGRAM > VPC Reports > Student Eligibility. Any students identified as not eligible to complete (Eligible? N) will be reported and accompanied by the reason(s) why. 


[bookmark: _Toc219474695]Other VASS reports
Schools are advised to run and action the following reports:
STUDENT ADMIN > Other Student Reports > Duplicate Student Search
STUDENT PROGRAM > Student Program Enquiries Reports > Students Not Allocated to Classes
STUDENT PROGRAM > Student Program Enquiries Reports > Students Without a Program
[bookmark: _Toc219474696]VET in Schools
The following VET programs are available to students:
VE1 – VCE VET Program
VE2 – SBAT
VE3 – Other VET
Before a student can be enrolled in a VET program, the following steps must be taken:
The certificate and certificate type must be selected
The RTO/s must be selected for each certificate
The Assessing Group must be selected for the certificate
An Assessing Group can be:
Home School: your teacher delivers VET curriculum and administers scored assessment.
RTO: A teacher employed by an RTO delivers VET curriculum and administers scored assessment
Other: A VET cluster agreement exists between schools where students attend another school for the delivery and administration of VET curriculum and scored assessment, where a teacher employed by this school delivers the curriculum and administers the assessment. 
For all scored VCE VET programs, assessing group data will be used for reporting on VASS and for statistical moderation. To ensure this data is accurate, please ensure the following selections are made: 
If you are an RTO who:
has student enrolments from your RTO in a VET certificate you are delivering, you must select your Assessing Group as ‘Home’
is delivering a VET certificate but have no student enrolments from your RTO in the program do not add VET certificate details to VASS. The enrolment process will be managed by the students’ home schools.
For cluster arrangements:
[bookmark: _Hlk191561945]If you are the school delivering a VET certificate in a cluster arrangement via a member of your teaching staff, you must select your Assessing Group as ‘Home’ and schools you are delivering to should select ‘Other’.
If your students attend another school for delivery of a VET certificate, but the certificate is being delivered and assessed by an RTO, you must select your Assessing Group as ‘RTO’.
The Registered Training Organisation (RTO) is a mandatory field when enrolling students in VET certificates. A student cannot be enrolled in a VET certificate without the RTO information being provided. Once a student has been enrolled in a VET certificate the RTO can be modified but not omitted. The Add/Modify RTOs function can be accessed using menu SCHOOL PROGRAM > VET > Add/Modify RTO/Classes.
Note: If the required RTO for a VET certificate is not available on VASS, contact Student Records and Results before proceeding with enrolments.
[bookmark: _Toc219474697]General VET units
General VET units are automatically calculated for students who have an overflow of hours. Students can accrue credit by undertaking units of competencies (UoCs) that are not currently contributing to a VCE VET unit at Certificate II level or above. These UoCs are known as overflow and can be combined across certificates and certificate types to form up to two General VCE VET units at Unit 1 and 2 level (90 hours per unit). 
A maximum of 180 hours of overflow UoCs will be recognised. In VASS, the overflow units will be named General VCE VET.
Schools may see General VET units appearing against a student’s enrolment that do not end up being reported, as UoC results and enrolment hours are factors that continue to influence the awarding of a General VET unit. 
The calculation of General VET units is done automatically, and no action is required by schools for this calculation. 
The General VCE VET Units 1 and 2 appear on the Student Full Details Report as GV011 and GV012.
[bookmark: _Toc219474698]VET reports
Schools are advised to run the following reports:
STUDENT PROGRAM > VET Reports > Certificate UoC Structure Report
STUDENT ADMIN > Student Full Details Report (Select VET Students only)
STUDENT PROGRAM > VET Reports > Certificate Enrolment Lists
[bookmark: _Toc191481792][bookmark: _Toc219474699]Contacts
Schools are encouraged to use the ‘Help’ button on the appropriate VASS screen for information regarding the use of specific menus and functions.
For queries about VASS, contact VASS Support
Tel.: 1800 623 681
Email: vass.support@education.vic.gov.au

For queries about enrolments contact the Student Records and Results Unit
Tel.: (03) 9032 1742
Email: student.records@education.vic.gov.au
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