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VCE at Loreto College 

 

 

 

This booklet is designed to help you and your daughter understand the commitment 

required to achieve individual success in the VCE. It is important that both of you 

read the booklet carefully as it provides valuable information on the Victorian 

Curriculum and Assessment Authority (VCAA) procedures as well as details of the 

organisational skills that are needed for success in the VCE. 

 

At Loreto we expect all VCE students to make the best use of the opportunities 

offered to them,  but we also realise that sometimes situations arise that mean some 

students are unable to meet the usual expectations of a VCE student. This booklet 

gives specific advice as to how to deal with these unforeseen situations. Students 

should always keep the school informed of any problems they are experiencing. The 

Victorian Curriculum and Assessment Authority has devised procedures to deal with 

these issues and the staff at Loreto College implement these procedures. 

 

Whilst we are encouraging your daughter to be self-reliant and independent in her 

organisation, there are ways in which you can assist in promoting success: 

1. Provide a suitable study area. 

2. Encourage wise time management and a regular study pattern. 

3. Give the College prior notice of unavoidable family commitments (eg funerals).  

Please note: Family Holidays are not acceptable reasons for missing VCE classes or 

assessments. 

4. Encourage use of the College planner and a semester planner. Due dates are known 

well ahead of time. 

5. Monitor the due dates, progress and submission of assessment tasks and other 

occasional tasks - particularly if a “Late Letter” is received. 

6. Offer support and encouragement. 

7. Each student should inform the subject teacher if she is to be absent when work 

is due. 

8. Read through this booklet thoroughly. 

9. Please discuss with us, without delay, any problem or issue which may jeopardise 

your daughter’s progress. She may be eligible for Special Provision. 

 

We wish your daughter every success in VCE and you, a smooth year of supportive 

parenting! 

 

The VCE teaching staff of Loreto College 
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What is expected of a VCE student? 
As a VCE student you are a young adult who has chosen to undertake a course of study. 

Loreto College endeavours to provide the best of resources and teaching in that course. You 

are expected to make the best use of the opportunities. It is expected that all students will 

sit the end of year exams.  If you wish to do an unscored VCE, please see Ms Harrison or Ms 

McDonald ASAP. 
 

Priorities: 
It is expected that you will make study 

your number one priority this year.  There 

will be many other good and worthwhile 

things in your life - friends, recreation, 

part time work - but you must make the 

choice between doing many things in a 

mediocre way or doing your VCE well. 
 

Attendance:   

You are expected to attend all classes- 

unless you are ill or have an appointment 

which cannot be arranged at any other 

time. Take particular note of Term 

starting and finishing dates. 
 

Responsibility: 

If you miss class for a legitimate reason, 

you should make it your responsibility to 

catch up on the notes, board summaries, 

handouts and any other information 

provided. 
 

Deadlines: 

It is your responsibility to organise your 

study, recreation and social life in such a 

way that you meet all work deadlines.  This 

inevitably involves decisions and 

compromises.  As a young adult, it is 

expected that you will be responsible for 

your own life.  
 

Seeking help: 
You should talk to either the VCE Leader 

or Year 12 or Year 11 Coordinator if any 

illness or family circumstances create 

grounds for Special Provision. 
 

Handing in work: 

Your teachers will have ways of ensuring 

that work does not go astray.  This may 

involve procedures such as signing in work. 

These procedures are for your protection 

and they should be followed. 
 

Security of work: 

You will be given a locker to keep your 

books and notes safe.  You should keep it 

locked at all times.  It is extremely 

difficult to retrieve the situation if you 

lose assessable work. 
 

Getting organised: 
You should keep a clear, organised work 

planner to enable you to plan ahead and 

avoid work build-up or last minute rushes. 
 

Work place: 
Where you work at home is largely your 

decision.  You are expected to be sensible 

enough to organise your study 

environment in a way that maximises your 

learning. 
 

Work organisation: 
It is expected that you have an organised 

approach to work.  This means that 

folders are in order, and that you can 

easily locate information on the content 

of courses, work deadlines and 

assessment. 
 

Mind reading: 
Your teachers may be good, but they can’t 

read your mind.  If you cannot understand 

some work it is your responsibility to seek 

help.  Remember, asking for help is a sign 

of intelligence! 
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It’s Your Choice 
DO YOU WANT TO MINIMISE STRESS AND MAXIMISE PERFORMANCE? 

It is important for you to: 
 

1. Know due dates for assessment tasks.  
 - Write them in a diary and study planner. 
 

2.  Plan ahead 
 - You'll have several assessed tasks due on the same week or same day - especially 

 towards the end of term. 

 - Plan and write down what study you will do every day (study periods and at home). 
 

3. Meet the deadlines 
 - There are penalties for not completing assessed tasks. If you are absent when 

 coursework is completed, check Page 10 for information about how to avoid these 

 penalties. 
 

4. Know exactly what's required for each assessed task 
 - Do you need to clarify this with the teacher? 

 - Do you need to organise an interview or carry out research?  

  … Start early … this may take time. 

 - When handing in the assessed task check it against the criteria to make sure you 

 have completed all parts. 

 - If it is a graded piece - how well have you covered each criteria? 
 

5.  Seek an extension if, for good reason you are not going to be able to meet a 

deadline.  (Application for extensions must be made prior to the deadline) 
 

6.  Plan and work regularly on long term assignments. You probably won't do a good 

job if you leave it until the night before - it's your choice!! 
 

7. Establish a good working relationship with your printer (if you use one). 

 - Remember, after midnight they "know" when you are under pressure and will 

throw a tantrum! 

 - Save your work (both on a memory stick and on the College file server) or make a 

hard copy - regularly. 
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It’s Your Choice cont’d….. 
 

8.    Establish a good working relationship with those around you - teachers, 

librarians, parents and other students.  You might like the feeling of added 

support. 
 

 9.  Help your long term memory by re-reading class notes at night and making a 

summary. 
 

10.  Keep plans and drafts of work in case there is a problem of authentication and 

you need to prove your work is your own. 
 

11.  Don't put off developing your study skills any longer (it's never too late!) 

 - How good are you at:  note making, research, summarising, doing exams, 

footnoting, bibliographies??  There are books in the library which may be worth a 

look! - 

   - Ripping into Research by Gwen Gawith 

   - Research and Study Skills by N. Schlegel. 
 

12.  Use class time and study periods well.  If you are inattentive or waste time in 

class, you are not in a good position to seek help or extensions!!  You are also 

interfering with the learning of others. 
 

13.  What your goals are – To successfully complete your subjects which are 

prerequisites for a specific university course? 

 

To devise a regular schedule of homework and revision and stick to it? 

 

To perform well and give yourself a confident basis for Year 12 – It’s your choice! 

Find the right balance. 
 

14. Seek help if you are not coping. 
 - See your teacher or Mentor Teacher/Year Level Coordinator.  Do not let a crisis 

situation develop. 
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Profile of an Unsuccessful VCE student
  

Often late with 

assessment tasks. 

Left many of them to 

be completed in the 

final week of the 

semester.  

Did not establish 

‘goals’ for herself 

Did a lot of 

photocopying in the 

library to take home 

and read ‘later’. 

Rarely asked for 

help, even if she did 

not understand what 

she was supposed to 

do in an assessment 

task. 

No planned approach to study. 

Spent a lot of ‘study’ time 

listening to radio and reading 

magazines, on Facebook and 

social media. Often started 

‘homework’ at 9.00pm 

Worked 17 hours 

per week at 

McDonalds 

Knew all the VCE 

gossip – picked up 

most of it in her 

free periods 

Her study 

planner was 

‘somewhere’ in 

her bedroom! 

Folders, 

lockers, room 

at home all 

looked like 

bombsites. 
Started major projects in 

the last couple of weeks 

Was ‘sick’ for several days before 

assessment tasks were due. Missed 

school to finish them and did not 

catch up on other work missed. 
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Profile of a successful VCE student  

 

 

 

 

 

Place 

your 

photo 

here 

Kept herself fairly 

fit with regular 

exercise, a healthy 

diet and enough 

sleep. 

Had an organised 

place for study 

and a planning 

calendar in a 

prominent place 

Involved herself in 

class – an active 

rather than a 

passive learner. 

Learned to improve 

concentration span 

over the year. 

Worked to a 

regular study 

timetable. 

Had a balance between all 

commitments – school, 

study, family and friends, 

paid and unpaid work. 

Used study periods 

productively – had 

set goals in mind at 

the beginning of 

each study period. 

Often worked away 

from friends in a 

quiet place. 

Asked teacher for 

help or for 

clarification as soon 

as a problem arose. 

Met all deadlines for 

assessment tasks. Break 

major projects up into 

manageable tasks. 

Kept organised 

folders and 

journals. 

Always caught up 

on work missed 

when absent. 

Study included set 

homework plus work on 

long term assignments, 

revision, memorizing, etc. 
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VCE 2017 Policy and Procedures 
 

Introduction 
While the Victorian Curriculum and 

Assessment Authority has overall 

responsibility for the regulations relating 

to the VCE, the College is responsible for 

developing policies and procedures. 

 

Loreto applies the following principles in 

delivering the VCE: 

 
 Our policies and practices aim to be 

fair and reasonable and as far as 

possible, to assist students to succeed 

at their VCE. 

 If teachers and the College have made 

reasonable efforts to assist students 

to succeed, then students must accept 

the ultimate responsibility for their 

own actions and behaviour. 

 In fairness to students and all 

teachers, there needs to be 

consistency in the way key procedures 

are carried out. 

 All teachers, students and parents 

need to know in advance the 

expectations, assessment criteria and 

work to be done in relation to all units 

to be taken by the student. 

 Students and parents need to be 

supplied with clear feedback, both 

positive and negative, about the 

student's progress. 
 

Information for Students 
Students are provided with course 

outlines and assessment timelines in all 

subjects. Parents are invited and 

encouraged to inspect these. 

 

Teachers and students are expected to 

keep records of work set and completed. 

Feedback is available on SAC tasks to 

students, but an 'S' must be gained in all 

outcomes for the unit in order for 

students to satisfactorily complete a 

subject. 

 

 

 

Students must retain work completed in 

class until the end of the year. 
 

School Assessed Coursework (SAC) 

Completion Dates 
Students complete SACs in class (usually, 

this piece of work will be ‘sight unseen’). 

It will be collected and assessed by the 

class teacher. 
 

Students are advised to keep all work 

schedules up to date. If a SAC is missed 

due to exceptional circumstances eg 

illness (where a doctor's certificate is 

supplied) or official school activity, the 

student will be given an alternative date - 

at the next Supplementary Coursework 

Assessment Session (these sessions are 

held after school).  Students are not 

permitted to complete SACs during study 

lessons. 
 

Supplementary Coursework 

Assessment Session 
Supplementary Sessions will be held on a 

Tuesday and Thursday after school for 

students to complete coursework 

assessment tasks which they were 

legitimately unable to complete on the 
original day - Supplementary Coursework 

Assessment Sessions. These sessions will 

ensure that all students have every 

opportunity to successfully complete their 

VCE. 
 

If a student does not attend this 

alternative date a warning letter will be 

sent to the student's parent or guardian.  
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VCE 2017 Policy and Procedures cont’d 
 
Students must accept responsibility to 

attend SAC sessions. If a student 

anticipates that she will not be able to 

attend, she is expected to make an early 

application in a proper manner for an 

alternative date. Details of procedure are 

available from Ms Harrison (VCE Leader).  

Students are required to complete an 

‘Application to attend a Supplementary 

Session’ form. 

Where ‘practicably possible’ students will 

be allowed to reschedule one SAC task 

when they have three SAC tasks 

timetabled on the one day.  The 

rescheduled task will be completed at the 

Tuesday and Thursday nights 

supplementary session immediately 

following the original date of the SAC 

task. 
 

Redemption 
When a student completes a SAC task and 

it is subsequently marked as an ‘Not 

Achieved’ (N), then she has an opportunity 

to redeem that to a ‘Satisfactory” (S) 

standard at the next Supplementary 

Coursework Assessment Session (or by 

the designated date negotiated with the 

teacher. This should be within 2 weeks). 

The student's mark for that particular 

coursework assessment task will remain at 

the original grade. 
 

Where a student is at risk of not 

satisfactorily completing a Unit because 

Outcomes have not been met, parents will 

be notified in writing, by the College. 
 

Moderation 

Where applicable, faculties will moderate 

students' assessment. 
 

Attendance and Lateness 

VCE students are required to attend all 

timetabled classes in all Unit 1, 2, 3 and 4 

studies. All absences from class require a 

written explanation. Students must 

provide documentation to support absence 

from class.  Unacceptable absenteeism will  

result in the unsatisfactory completion of 

a unit. 
 

If a student’s attendance falls below the 

acceptable level in any VCE study she will 

be required to meet with the ‘VCE Panel’ 

consisting of the Principal and/or Deputy 

Principal, the VCE Leader, the  Faculty 

Leader and her Mentor Teacher. 
 

At the panel meeting the student will be 

provided with the opportunity to explain 

her absences. Students must provide 

supporting documentation where available. 

The purpose of this panel is to determine 

any extenuating circumstances that may 

be affecting a student’s attendance and 

where possible, implement a VCE 

management plan for the student.  
 

Official Documents 
All VCE enrolments and school-based 

assessment are entered via the VASS 

computer system.  From time to time, 

official enrolment detail sheets and 

assessment summary sheets are issued to 

students. 

 

It is each student's responsibility to 

examine these carefully, checking for any 

errors, and to inform the VCE Leader 

immediately if a mistake is detected. 

 

All course changes, including deletion of 

units, must have the written approval of: 

 Parent / Guardian. 

 The Daily Organiser and Year 12 Co-

ordinator  

 and Mr Pat O’Shea and Ms Linda McDonald 

and Ms Pam Harrison. 

 

When this written approval has been 

obtained, subject changes will be 

registered officially on the VASS 

computer system. A change of address or 

name change must likewise be notified. 
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Special Provision 
Special provision may be granted for: 

 Students who experience significant 

hardship during their VCE studies. 

 Students with physical disabilities or 

impairments.  

 Students from non-English speaking 

backgrounds.  

 Students who are deaf or hearing 

impaired.  

 Students who are blind or vision 

impaired. 

 

 

 Aboriginal students whose first 

language is not English.  

 Such students may be granted extra 

time to complete outcomes as outlined 

in the VCE Administrative Handbook. 

 If you believe you are eligible for 

special provision, then you should see  

Ms Harrison for the appropriate 

details. 

 
 

 

Derived Examination Score 
Students who are ill or affected by other 

unforeseen personal circumstances at the 

time of examinations may be eligible for a 

Derived Examination Score (DES). The 

purpose of DES is to ensure that a 

student’s final examination result reflects 

as accurately as possible the level of 

achievement that would be expected 

based on the learning and achievement she 

has demonstrated in her study over the 

year. 

 

The DES is not intended to compensate 

for learning or achievement that has not 

been possible because of long-term illness 

or other ongoing conditions that have been 

present over the year. 

 

Study Days Prior to Examinations 
Students are normally entitled to a study 

day prior to a VCAA scheduled 

examination. An exception to this 

provision will occur during the November 

examination period. If an examination 

occurs on a Monday Year 11 students are 

not entitled to a study day on the Friday 

prior to the examination. 

 

Expectations for Exams 
The following is a condensed outline of the 

VCAA Examination Rules.  the VCE and 

VCAL Administrative Handbook which is 

available from the VCAA website. 

 

 

 

 

Exams are an opportunity for students to 

demonstrate their learning in a context 

other than the normal class room  

 
environment.  Exam practice is in itself a 

valuable learning experience. 

So at Loreto College we expect that: 
•No student would cheat or assist another 

student to cheat or take any action that 

gives or attempts to give her an unfair 

advantage in an exam. 

 
•A student will obey and observe all 

instructions or directions given in the 

exam room by the Supervisor. 

 

•It is a student’s responsibility to ensure 

that she only brings approved materials 

and equipment for any given exam into the 

exam room. 

 

•Mobile phones and electronic 

communication devices are not taken into 

an exam room under any circumstances. 

 

•All students will enter the exam room in 

silence. 

 

•No student will communicate with another 

student in the exam room while the exam 

is being conducted. 

 

•No student will cause any nuisance, 

annoyance or interference to any other 

student. 
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•No food or drinks, other than water, will 

be taken into the exam room except under 

special circumstances. Students may bring 

water to the exam providing that the 

water is in a clear plastic bottle (all labels 

must be removed).  

The water bottle must have a secure lid 

and water bottles must not be placed on 

the desk/table at any time and water 

bottles must not be refilled during the 

exam or be shared between students. 

 

•During reading time a student will study 

the directions for the exam and the 

question book. A student will not write or 

mark her paper in any way or use a 

calculator until the signal to write is given. 

 

A student will cease writing when the 

signal to do so is given.  A warning signal 

will be given 5 minutes before the 

scheduled completion of writing time of 

the exam. 

 
• At the end of the exam, each student 

must remain silent and in her place until 

the Supervisor indicates that students 

should leave the room. 

 

 

 

 

•If a student does not comply with an 

instruction given by the Supervisor then  

that student will not be entitled to 

complete the exam and must leave the 

exam room immediately 
 

 Rules and Regulations 
These can be found in the “VCE 

Administrative Handbook 2018” at the 

Victorian Curriculum and Assessment 

Authority Website 

(http://www.vcaa.vic.edu.au). 
 

Computer Use 

When students use a computer to produce 

work relating to school-assessed 

coursework tasks it is the student's 

responsibility to ensure that there is an 

alternative system available for use in 

case of computer or printer malfunction 

or unavailability. Computer malfunction will 

not be accepted as grounds for an 

extension nor special provision 

 
 

 

 

 

 

 

 

AAbbsseenncceess  ffrroomm  SScchhooooll  
 

If a student is absent from school for a 

legitimate reason such as illness, 

excursions or inter-school sport,  they 

are entitled to do any SAC tasks missed 

at a supplementary session.  These are 

absences over which the student has no 

control. 

 

However, if a student is absent because 

they have organised something outside 

school that they do have control over  

 

such as a driving lesson or test, a 

holiday or a hair appointment etc will not 

be eligible to receive any marks for the 

SAC task missed.  However, the SAC will 

still have to be completed in a 

Supplementary Session in order to 

receive an ‘S’.  Any student who is 

uncertain of their personal situation 

regarding missing a SAC should see Ms 

Harrison as soon as possible.

 

http://www/bos.vic.edu.au)
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The VCE 
 
 

 VCE UNIT 3/4 STUDIES 
 
 
 
 

Satisfactory achievement of Outcomes = Satisfactory Completion 
 
 
 

OUTCOMES 

 
 

Performance in assessment tasks determines your grades 
 
 
 

 

EXAMINATIONS    SCHOOL ASSESSED  

    COURSEWORK 
 

Set and marked by VCAA.   VCAA sets:  -number of tasks 
Criteria published.       -scope of tasks 

          -assessment criteria 
Teacher:    -designs tasks 

- sets a deadline 
 
 
 
 
 
 
 

     
STUDY SCORE    SATISFACTORY  

                                                                      COMPLETION 
 

   School assessed coursework is    Student receives a grade of ‘S’ for 

   statistically moderated against Exam.  the unit if the teacher judges that all 
       outcomes have been achieved   

   % weighting of exam vs. coursework.   satisfactorily 
   Varies with the study. 
        
 
 

ATAR SCORE CALCULATED 
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WWhhaatt  iiff??  
 

1. What if I am confused about any 

section of this booklet. 
See either Ms Harrison, Mr Morris or 

Ms Caillard who will help you interpret 

the booklet. Always seek help. 

Communication is the key to 

interpretation. 
 

2. What if work is not completed on 

time? 
For situations that have arisen because 

of 'unforeseen' circumstances contact 

the school to pursue the option of 

resitting the SAC via the Special 

Provision process. It is imperative that 

this is completed within 2 weeks. 

Good time management is a key to 

success for any VCE student. 
 

3. What if I am sick or there is a 

family upset? 
See question 2 for 'unforeseen' 

problems. To be eligible to sit the SAC 

at another time you must obtain a 

doctor's certificate if you are ill. If 

there is a family upset inform either the 

VCE, Year 11 or Year 12 Coordinator 

immediately. They will advise you as to 

the necessary procedures to enable you 

to sit the SAC task. 
 

4. What if I am absent when a SAC 

is done? 
If you have good reason - see questions 

2 and 3. 

If you do not have a good reason - your 

work will be marked NA (Not Assessed) 
 

5. What if I am asked to prove that 

the work is mine? 
Students must show on-going work on  

the set tasks to their teacher. 

If you cannot show that the work is your  

own, the VCE Panel will undertake an  

investigation and make a determination  

based on the rules of the VCAA. 

You can avoid this problem by: 

a. Attending all classes.  

b. Keeping back up copies of your 

work.  

c. Showing drafts of your work to 

teachers. 
 

6. What if I don't do the right thing? 
Immediately contact the subject 

teacher and either the VCE or the Year 

12 Coordinator. They will advise you. If 

the College or VCAA rules have been 

breached in any assessment task, the 

VCE panel will be convened to 

investigate.  
 

7. What if my SAC does not reach 

the required standard? Can I 

repeat the task? 
Yes, but only to receive an ‘S’. Your 

grade will not be altered. If the 

outcomes are not met at the second 

attempt, then evidence must be 

provided to the teacher about further 

revision that has been completed before 

the task can be attempted again. 
 

8. Will I know my SAC marks? 
Yes, your teacher will allow you to see 

the work with the grades. 

These grades will be subject to 

statistical moderation by the Victorian 

Curriculum and Assessment Authority. 

Final results are usually available in the 

second week of December. 
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WWhhaatt  iiff??  
  

 

 

 

 

9. What if my computer has a 

nervous breakdown? 
No worries. You will have followed good 

computer file management by having a 

hard copy of any written work, a back-

up copy on USB or a copy on the College 

file server. 

 

10. What if I still have not got ‘S’ for 

all my outcomes by the VCAA final 

Date? 

 

The final unit date is Monday, 12 

November.  No teacher can accept your 

assessment tasks after this date. 

 

If you still have N’s for some outcomes, 

any issues that need to be resolved will 

be referred to the VCE panel.  Any appeal 

of the VCE panel’s decision will go 

directly to the College Principal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. What if I think there was a 

mistake with one of my SAC marks? 
 

You and your parents will be offered the 

opportunity to meet with the head of the 

appropriate faculty to explain the 

marking and moderating process. The 

matter may be referred to the VCE 

panel.  The VCE Panel will advise the 

College Principal of the revised outcome. 

  
  
  
  
  
  
 

 
 
 
 
 
 
 
 
 
 
 



 17 

 

AAccttiioonn  PPllaann 

1.  On the Time Plan below, mark the following using the appropriate colour 

 There is an expectation of 15 to 20 hours per week of study outside class. 

 

a. Black the time taken up with the necessities of living, such as eating, sleeping, 

washing, etc. 

 

b. Brown the hours you will spend at part-time work with a job. 

 

c. Green the hours you will spend at relaxation and recreation, such as watching TV, 

being involved in sport or hobbies, playing a musical instrument, or party time. 

 

d. The amount of time left is the total number of potential hours you have available 

for study and completing your assignments.  Colour this potential study time yellow 

on the Time Plan. 
 

 

TIME PLAN 
 

DAY DATE 4pm 5 6 7 8 9 10 

Monday                

Tuesday                

Wednesday                

Thursday                

Friday                

 

  8am 10 12 2 4 6 8 

Saturday                

Sunday                
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People Who Can Help Me 

 

 

 

 

 

 

 

Ms Pam Harrison VCE Leader  

 

 

Mr Pat O’Shea Deputy Principal (Wellbeing) 

 

 

Ms Linda McDonald Deputy Principal (Learning and Teaching) 

 

 

Mr Robert Bourke-Finn Careers Coordinator (associated tertiary studies issues) 

(Term 1 only) 

 

Mr Roger Morris Year 12 Coordinator 

 
Ms Monica Caillard Year 11 Coordinator 

 

 

Ms Ashleigh Dalton  Student Counsellor 

 
 

Mrs Louise Haintz  Individual Learning Needs Coordinator 
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RReemmeemmbbeerr  tthheenn,,  ttoo  

 

TThhiinnkk  bbiigg  tthhoouugghhttss  
 

DDrreeaamm  bbiigg  ddrreeaammss..  
 

DDoonn’’tt  bbee  aaffrraaiidd  ttoo  aaiimm  hhiigghh  ––  
 

JJuusstt  mmaakkee  ssuurree  yyoouurr  aaiimm  iiss  ssttrraaiigghhtt  
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NOTES: 
________________________________________________________________ 


