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MISSION, VISION AND VALUES

OUR MISSION

To provide a dynamic learning community, based on Christian values, committed to the realisation of 
each student’s unique potential. 

OUR VISION

•     To prepare students to become enterprising and active global citizens who exemplify our values.

•     To provide a sustainable, inclusive, high-quality learning environment that creates opportunities 
for personal challenge and success. 

OUR 
VALUES

INCLUSION
We respect and value all members of our community, embracing with dignity, 
their talents, beliefs, backgrounds and ways of living. 

CONFIDENCE
We believe a caring and supportive environment cultivates a feeling of self-
assurance arising from an appreciation of one’s own abilities and qualities.  

CURIOSITY
We question and explore the new, unusual and interesting 
to better understand the world around us and our place in it. 

COMPASSION
We respect the differences and needs of 
others and we respond to them in a kind and 
thoughtful way.  

OPTIMISM
We believe that a positive mindset and a confident 
hopefulness about the future is vital to strengthen resilience 
and to underpin learning through school and life. 
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The wellbeing of our students is paramount and as you enter into the final phase of your F-12 learning 
it is important to know that at Balcombe Grammar your wellbeing is a whole school priority. 

With this in mind our approach to student wellbeing focusses on the whole person, including your 
social development and academic accomplishments, both of which are highly valued and well 
supported by our community. With dedicated Heads of Year, together with our School Chaplain 
and School Counsellors, our commitment to working with each student and family ensures that as 
you navigate the challenges of VCE there is a team of staff taking this journey with you to support 
and ensure that each student has access to the resources needed to grow and develop into an 
independent and resilient young person. 

Furthermore, our Student Pathways Leader supports students in course planning, tertiary selection 
and to plan courses that assist each individual in meeting their aspirations beyond school.

It is important that you embrace all the opportunities provided to you, develop strategies to work 
through the many challenges you will be faced with and take the time to get to know your teachers 
and to enjoy the moment with your peers.

Good luck as you embark on this journey. 

Mrs Celia Mara 
Head of Teaching and Learning

Mr Marc Heron 
Head of Year 11

Mr Aaron Williams 
Head of Year 12

Ms Amy Mazzitelli 
Deputy Head of Secondary
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Often the VCE years are portrayed with certain images and expectation; the student hunched over a desk, 
stressing about exams and assessments quickly jumps to mind. However, this shouldn’t reflect the Balcombe 
VCE experience. Instead the VCE should be two years of enhancing friendships, leading the school community, 
meeting new challenges and importantly enhancing learning of increasingly sophisticated ideas. Our aim 
is that the peak experiences that VCE offer provide targeted moments of manageable stress. Building a 
student’s belief, they can achieve and gain mastery of their studies.

One of the key components to the VCE is using time management to maintain balance. Knowing you have 
used your time well is one important way to take pride in your achievements. As students sit their final 
examinations and assessments, our aim is for them to already be proud of what they have achieved, 
knowing they have worked hard and prepared well. The examination is then just the confirmation of this 
process, which will help give direction to where their journey will continue after school.

The Faith and Wellbeing program offered over Years 11 and 12 is designed to support this aim, 
focusing on a variety of topics including time management, revision strategies, goal setting, the 
buddy program, wellbeing and targeted life skills such as road safety.

In support of this Beyond Blue has provided a summary of how together we can help support our 
students through a successful VCE (APPENDIX A).

Should you have any concerns about how the VCE is progressing please contact the relevant 
Tutor or relevant Head of Year.

To be successful in your VCE studies students should:

WORK EFFICIENTLY

Reduce the amount of time on busy work. ‘Work smart not hard’ - Learn to ‘read it once 
and read it well’ by highlighting and annotating what you read - It is also better to 
summarise your work regularly – at least as you finish each topic or unit of work. It is 
unreasonable to think that you will have time to summarise all of your work and learn 
it just before major assessment tasks - Learn to use techniques such as Mind Maps, 
Concept Maps, etc. - Utilise flipped learning opportunities such as: Youtube tutorials, 
guided animations and Edrolo.

PLAN THEIR STUDY TIME

Develop good work habits from Week 1. - Be realistic and reasonable. You 
need to maintain a balanced and healthy lifestyle - Be pro-active. Arrange and 
manage your time to spread the workload. It helps if you make a study plan 
for the week ahead as well as a broad term or semester plan including key 
tasks - Put the study plan over your desk – so that it is a visible reminder - 
Give yourself a chance to develop good study habits – do not be too hard 
on yourself - Use class time effectively: be punctual, be prepared and be 
active. Engage in all class activities. Do not rely on your memory – record 
each class in some way by taking effective notes. 

TAKE EFFECTIVE NOTES 

This will vary for different subjects and different students. - Be 
selective in what you write down or record (not every word of the 
teacher) - Put the date on each page as this helps to organise your 
notes - Keep your notes in a secure folder (to avoid loss). - Date 
and label sheets and keep with the notes for the topic - It is 
useful to have a wide margin to record ‘key words’ – this could 
form the basis of summaries - Use abbreviations - Remember 
that the notes should suit your needs and preferred learning 
style - Structure notes using colour, headings, sub-headings, 
underline, colour, different sizes, and capitals - Ensure that 
notes and summaries are reviewed regularly.
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STUDY ACTIVELY

Summarise topics. - Compose and refine lists of suitable 
definitions and formulae that need to be learned - Self-
reflection. Always go through teacher-assessed work to 
ensure full understanding of specific concepts or aspects 
where you lost marks - If you do not understand something, 
try and find out the answer and if necessary ask for 
assistance - Pre-reading in some subjects can be beneficial 
- Review work daily and weekly – make connections with 
previous work - Ensure that your study environment is 
effective for you.

RESOURCES FOR PARENTS 

Parentline  
Supports and nurtures positive, caring 
relationships between parents, children, 
teenagers and the significant other people who 
are important to the well-being of families. Visit 
the website for more information or call 13 22 89. 

Raising Children Network  
An Australian parenting website that provides 
comprehensive, practical child health and 
parenting information and activities covering 
children aged 0–15 years. 

Family Relationships Online  
The advice line complements the information 
and services offered by Family Relationship 
Centres. The website offers access to 
information about family relationship issues, 
ranging from building better relationships to 
dispute resolution. 

Lifeline  
Lifeline provides all Australians experiencing a 
personal crisis with access to 24-hour counselling 
support and suicide prevention services that 
can be accessed by calling 13 11 14 or on their 
website. 

Beyond Blue  
A national, independent, not-for-profit 
organisation working to address issues 
associated with depression, anxiety and related 
substance-use disorders in Australia. If you need 
help you can contact 1300 22 4636 or visit the 
website to seek support. 

RESOURCES FOR STUDENTS 

Reachout  
ReachOut is a leading youth mental health 
website. It provides practical tools and support to 
help young people get through everything from 
everyday issues to tough times. The website has 
factsheets, tools, apps, videos and forums. 

Generation Next  
Generation Next is a website that provides 
education and information about the prevention 
and managements of mental illness in youth. There 
are resources for young people, professionals and 
the community. 

Youth Beyond Blue  
Youth Beyond Blue provides information on a 
range of topics and issues that are relevant for 
young people. The website also allows young 
people to link in with free confidential counselling 
either by phoning 1300 22 4636 or webchat. 

Headspace  
Headspace is a national mental health service 
for young people. The website has a number of 
fact-sheets on a range of topics and helps young 
people link in with their local centre. There is 
also ‘eheadspace’ which offers free confidential 
counselling via webchat or phoning 1800 650 890. 

Kids Helpline – Teens  
Kids Helpline has a section just for teens which 
offers information and counselling for people 
aged 13–25 years. The counselling is free and 
confidential and can be accessed by calling 1800 
55 1800, emailing counsellor@kidshelpline.com.au 
or webchat. 

MANAGE THEIR STRESS

Tips for reducing stress: - Set realistic goals - Prioritise 
important tasks - Break homework into smaller manageable 
tasks - Develop some strategies to enable you to relax 
- Ensure that you are getting enough sleep (9–10 hours) 
- Being busy does not mean you are stressed – know the 
difference - If you feel overwhelmed, speak to someone 
about it.
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DAILY ROUTINE

The school day starts with Tutor Group 
at 8:40 am. It is important that all 
students arrive in time to ensure they 
are ready and organised for their 
day.

It is important to note that 
scheduled classes may include 
period 7 (3:30 – 5:00pm) school 
assessed coursework (SAC’s).

LATE ARRIVALS AND EARLY DEPARTURES

It is paramount that we ensure we are meeting our duty of care to 
all of our students and this is met through our Attendance system. 
If a VCE student arrives late for class they must ensure that 
they sign in at School Reception OR sign in via the attendance 
monitor in M Block.

If a VCE student needs to depart school early resulting in 
missing any classes, a parent email or phone call to the 
School Reception is required, prior to them signing out

Whilst we actively encourage our Year 12 students to 
utilise their study periods at school, we understand that 
some prefer to study at home.  Thus, Year 12 students 
are permitted to sign in and arrive at school in time for 
their first scheduled class and sign out and depart any 
day as soon as their scheduled classes are finished 
and this can be authorised by the Operoo request.  
It is important to note that scheduled classes may 
include period 7 school assessed coursework 
(SAC’s).

Tutor Group 8:40am - 8:48am

Period 1 8:50am - 9:40am

Period 2 9:42am - 10:32am

Recess 10:32am – 10:58am

Period 3 10:58am - 11:48am

Period 4 11:50am - 12:40pm

Lunch 12:40pm – 1:23pm

Period 5 1:23pm - 2:13pm

Period 6 2:15pm - 3:05pm

Period 7 3:30pm - 5:00pm 

2022 BELL TIMES
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WEDNESDAY AFTERNOONS

Period 5 and 6 on Wednesday Afternoons are used to 
conduct Unit 3/4 School Assessed Coursework and Unit 1 /2 
Outcomes, as well as important other year level activities. A 
calendar of the Wednesday afternoon program is available 
on BGSHub, Year 10 , 11 and 12 level pages. This time is also 
a wonderful opportunity for VCE students to catch up with 
teachers, utilise the study centre and library to make sure that 
they are keeping up to date with their class work and revision. 
Students should not organise personal appointments in this 
time, as this is a normal component of the school day.

STUDY CENTRE - PRIVATE STUDY TIME

Each student in Year 12 is allocated one study block for 
private study. This equates to 9 lessons a cycle and they are 
encouraged to utilise this time in an effective manner. They 
will have access to the Year 12 common room, library. There is 
also the opportunity to book a tutorial room for small group 
study. Contact Mrs Mara or Ms Mazzitelli to assist you with 
this.

LIBRARY - VET STUDENTS, PRIVATE STUDY 
TIME

Each VET student is allocated one study block for private 
study. This equates to 9 lessons a cycle. This time is provided 
to ensure they have sufficient time to complete set tasks they 
may have missed due to their VET commitments and they are 
encouraged to utilise this time in an effective manner.  They 
will have access to Library for these periods.  

ACADEMIC ADVANCEMENT PROGRAM (AAP)

This Teaching & Learning program, led by Mr Alan Wharton 
and the academic advancement team, provides our students 
with the opportunity to work with teachers in subject 
specific areas, as well as participate in workshops related 
to developing effective study habits. Students will also be 
introduced to different revision tools that they can utilise to 
assist them in continuing to develop their understanding and 
growth in their subjects.  There will also be regular ‘support 
and boost’ sessions facilitated by guest presenters from the 
English, Science, Maths Faculties etc.

The Academic Advance Team for 2022 are: 

• Mr Alan Wharton

• Mrs Tracy Fletcher 

• Ms Amy Uccello

• Mdm Merryn Johnstone 

This program operates Monday to Thursday, from 3:30pm to 
5:00pm. A termly program is posted onto the AAP tile and 
the community notified through notifications.

DRIVING TO SCHOOL

Once a student has their P plates and they wish to drive 
to school the following process must be followed:

• An application requesting consent to drive to 
school is collected from Reception (APPENDIX B)

• Once completed this form is required to be given 
to the Head of Year 12, together with a copy 
of the student’s licence.  Upon receipt of these 
documents, the student is approved to drive their 
car onto campus.  It is noted that this is a privilege 
not a right and we expect all drivers coming into 
school grounds to be mindful of speed restrictions 
and other road rules.

A student may not carry as passengers any other 
members of the school, without the written permission 
of all parents concerned and the approval of Head of 
Year 12.

The school accepts no responsibility for the students’ 
vehicles or any property contained within it whilst 
parked on the school property.

USING COMPUTERS FOR VCE 
ASSESSMENT

When using either a notebook or desktop computer, 
the student is responsible for ensuring that:

• There is an alternative system available in case of 
computer or printer malfunction or unavailability;

• Hard copies of the work in progress are regularly 
produced;

• Each time changes are made the work is backed up.
• The backup file must not be stored with the 

computer.

Please Note: Problems with technology are NOT 
acceptable grounds for extensions of time or for any 
special internal provisions.
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The VCE is the certificate that most students in Victoria receive on satisfactory 
completion of their secondary education. It is an outstanding qualification that is 
recognised around the world, and provides diverse pathways to further study or 
training at university or TAFE and to employment.

Any queries regarding the administration of the VCE should be directed to Ms 
Amy Mazzitelli, Deputy Head of Secondary.

The VCE is awarded on the basis of a satisfactory completion of units, according 
to VCE program requirements. For satisfactory completion of a VCE Unit, a 
student must demonstrate achievement of the set of outcomes for the Unit as 
specified in the study design. The decision about satisfactory completion of 
outcomes is based on the teacher’s professional judgement of the student’s 
performance over the unit. This decision is distinct from the assessment of 
levels of performance. In those studies where the set of assessment tasks 
for SAC scores covers all outcomes designated for the Unit, satisfactory 
performance in these tasks is sufficient evidence to award S for the unit.

ACHIEVING OUTCOMES

To achieve an outcome the student must:

•   Produce work that meets the required standard;
•   Submit work on time
•   Submit work that is clearly their own; and

•   Observe the VCAA and school rules

If a teacher judges that all outcomes are achieved, the 
student satisfactorily completes the Unit.

To obtain the VCE each students program must include 
satisfactory completion of:

•   Three units of English studies, including Unit 3 and 
     Unit 4;
•   Three sequences of Unit 3 & 4 of any other VCE/ 
     VET study, other than an English study.

Each study in the VCE consists of four semester 
length units:

•   Units 1 & 2 
    In some studies, these units may be taken  
    separately. The School is responsible for  
     the assessment of Units 1 & 2.

•   Units 3 & 4 
     Must be taken as a sequence. Units  
     3 & 4 are assessed both by the school  
      and externally by the VCAA.
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A Balcombe Grammar School VCE course comprises of the 
following:

• Six VCE units per semester in Year 11
• Five VCE units per semester in Year 12

*Requests to vary the BGS VCE program will be considered 
on a case by case basis and any decision will need to take 
into account academic ability and pathways, previous VCE 
results, and special needs or time constraints outside of 
the curriculum, including elite sport, medical issues etc.  
Parents should note that the standard school fees apply 
in any successful request for a change to the ‘standard’ 
program.

VOCATIONAL EDUCATION AND TRAINING 
(VET) AND THE VCE

• VET programs are available as part of a student’s VCE 
program. These are coordinated by Mr Phil McDonald 
our Student Pathways Leader and any enquires 
regarding VET should be directed here.

• VET programs are delivered off-campus and therefore 
students, who undertake a VET subject, will be absent 
from Balcombe Grammar once a week.

• Students who wish to undertake a VET subject must 
be conscious of their time management and it their 
responsibility to communicate with their class teacher 
and to ensure all missed work is completed

• VET students will be allocated a study block on their 
timetable to allow them the opportunity to keep up to 
date with any missed lessons.

• The library will be the allocated space for students 
during these times.  Students will report to the librarian 
to have their attendance checked. 

• On occasion a student may miss an assessment due 
to timetabled VET commitments. It is the student’s 
responsibility to notify their teacher and to organise 
an alternate time with Ms Mazzitelli, Deputy Head 
of Secondary.  This will normally be rescheduled for 
the first Thursday following the assessment date, 
commencing at 3:30pm.

• VET students are reminded that attendance at their 
VET program falls under the Balcombe Grammar 
School attendance policy, which is a minimum of 90% 
attendance.  If a student is likely to be absent from 
their VET program, they are to follow the same absent 
processes and contact the school.

VCE (BACCALAUREATE)

The VCE (Baccalaureate) is an additional form of 
recognition for those students who choose to undertake 
the demands of studying both a higher-level mathematics 
and a language in their VCE program of study.

To be eligible to receive the VCE (Baccalaureate) the 
student must satisfactorily complete the VCE and receive a 
study score for each prescribed study component.

The VCE program of study must include:

• a Unit 3 & 4 sequence in English or Literature or English 
Language with a study score of 30 or above; or a Unit 3 
& 4 sequence in EAL with a study score of 33 or above

• a Unit 3 & 4 sequence in either Mathematics Methods 
(CAS) or Specialist Mathematics

• a Unit 3 & 4 sequence in a VCE Language
• at least two other Unit 3 & 4 sequences.

Upon satisfactory completion of the VCE (Baccalaureate) 
program of study, the student will receive an appellation on 
their Victorian Certificate of Education.

VCE ENROLMENT FORM

Students are required to complete and sign a Personal 
Details Form and an agreement to abide by the VCAA 
regulations, which is completed early in the School year. 
VCE Students have their own identification number 
provided by the VCAA. The school also keeps a copy of 
student VCAA numbers. 

If a student has enrolled to study a subject at another 
recognised training provider (RTO), e.g. a language, 
dance etc (Not a School VET program), they must ensure 
that details of this are provided to the Deputy Head of 
Secondary to ensure it is recorded correctly through the 
VASS System and thus becomes a part of their academic 
record. According to VCAA regulations, until the enrolment 
at the other RTO is recorded at Balcombe Grammar School 
(BGS) (the Home School); the student is not officially 
enrolled in that particular unit(s).

Students will be asked to confirm their VCAA enrolments 
at key stages throughout the academic year and it is their 
responsibility to accurately check the VCAA enrolment 
details provided and to advise the School of errors in 
subject enrolment, enrolment in studies offered by outside 
providers, change of address, etc.
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SUBJECT CHANGES

If a student is experiencing difficulty in a subject or have changed 
their pathway direction, then there is scope for changing a VCE 
subject, albeit within the confines of our blocking grid. 

If it is pathways related a conversation must be held with Mr 
McDonald, Student Pathways Leader, to ensure that these 
pathways are still open.

If it is due to experiencing difficulty in the subject, then the 
student should first see their VCE subject teacher to discuss 
strategies that could be used to assist with easing this 
difficulty.

Once these options have been explored and a subject 
change is still intended, the student must contact Ms 
Mazzitelli, Deputy Head of Secondary, to continue the 
process. This will include liaising with the relevant 
Head of Year, Student Pathways Leader, and parents.

This process should be completed by: 

•   Week 2 of Term 1 for Units 1 or a 3 & 4  
     sequence; and
•   Week 2 of Term 2 for Unit 2 subjects.

In summary, a subject change will be given 
consideration where:

•   The change is approved by parents in  
     writing and the current subject teacher  
     has reported on the student’s progress;
•   Class size and timetable feasibility  
     permit the change; and
•   The student has investigated the  
     effects on tertiary course selection  
     and career choice of the change.

A change may not be possible 
when:

•   It requires changes to other  
     subject groupings;
•   The class the student wishes  
     to enter is already full; and/
or

•   The student has not  
     successfully completed  
     prerequisite studies or  
     demonstrated 
     sufficient readiness.
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ATTENDANCE

All students need to attend sufficient class 
time to complete this work. At Balcombe 
Grammar we expect VCE students to attend 
a minimum of 90% of all of their scheduled 
classes. 

Any missed class is counted as an unexcused 
absence unless the student has a medical 
certificate indicating that the student was 
unfit for school on that day or that the student 
needed to attend an unavoidable medical 
appointment. 

The exceptions to this rule are:

• When a student is on a school excursion or 
representing the school;

• When a student is attending a VET subject; 
or

• When a student is attending a VCAA 
externally assessed performance 
examination.

If a student anticipates missing a class or 
classes for any other reason, they must seek 
special leave of absence in writing and in 
advance, where possible, from the Principal.

It is the student’s responsibility to find out the 
work that was covered and set during their 
absence and to complete all required work

Students need to attend sufficient class time 
to complete work. Students who do not meet 
the attendance requirements and who do not 
qualify for an excused absence may be given 
an ‘N’ (not satisfactory) for the VCE unit.

If a student is going to be absent from a SAC/
SAT/Outcome then the process (APPENDIX 
D) must be followed and the ‘Application 
for Internal Provisions’ (SAC/Outcome) form 
completed (APPENDIX E).

All VCE students must have a medical or other 
professional certificate if they are absent on 
a day which there is a SAC/Sat or Outcome 
scheduled.  A note from a parent does not 
suffice VCAA regulations.

LEARNING OUTCOMES (S/N)

VCE Units 1, 2, 3 & 4

At the start of each unit a curriculum planner 
will be made available to each student, via the 
BGSHub.

To obtain their VCE students are required to 
display a set of skills and knowledge relevant 
to each specific subject. Teachers are required 
to assess against a set of standards outlined by 
each subject’s Study Design. These are known as 
Outcomes and together they form a Unit (eg Unit 
1, Unit 2, Unit 3 or Unit 4). The subject teacher 
decides whether a student has satisfactorily 
completed a Unit based upon whether the student 
has achieved each of the Outcomes for the Unit. 
This can be met by assessment tasks, class work, 
homework, oral presentations etc.

Redemption Tasks

If the student is deemed to be at risk of not 
meeting the requirements to gain an S, parents 
will be notified in the first instance by the subject 
teacher via email or telephone call and followed 
up with a subsequent letter from the school. Each 
student then has an opportunity to redeem the 
potential N by completing a redemption task, 
which will be outlined in the communication 
provided by the school.

Prior to completing the redemption task, students 
will be asked to complete the ‘Unsatisfactory 
Outcome Wrapper’ (APPENDIX F) provided by 
the Deputy Head of Secondary. This process is 
designed to help students and their teachers 
identify which area of the learning process needs 
to be improved to both meet the current Outcome 
and prevent this from occurring in the future. 

A redemption task will be designed by the subject 
teacher and can be an assessment task, part of 
an assessment task, class work and/or homework 
activities. 

The Deputy Head of Secondary will organise 
an alternate time with the student, which will 
normally be the first Thursday following the 
assessment date, commencing at 3:30pm. The 
purpose of this redemption task is to afford the 
student with the opportunity of gaining an S. The 
initial numerical score/grade provided will stand.



14   |   VCE HANDBOOK 2022



VCE HANDBOOK 2022   |   15

All VCE Units 1 & 2 offered by Balcombe Grammar School 
will be assessed through several different instruments such 
as tests, projects, assignments, oral presentations etc. 

The Summative Assessment Tasks, known as ‘OUTCOMES’, 
will provide the percentage or numerical score for that 
task. They are used to indicate the level of achievement 
for that particular Outcome. NA is used when a student is 
formally exempted from an assessment task or when they 
were absent due to an unexcused absence. At the start of 
each Unit, the subject teacher will provide details of the 
assessment tasks forming the basis of the unit of study. 
Student performance on these tasks is internally assessed. 
Student performance is not reported to the VCAA but is 
provided on school reports and on each classes BGSHub 
page as part of our continuous reporting system. If a 
student misses an assessment task due to unexcused 
absences, the student will be afforded with the opportunity 
to gain an S for that task, and consequently for the relevant 
outcome. However, an NA will be recorded against that 
task resulting in a score of 0. This could have implications 
in regards to the calculation of subject dux and overall year 
dux. 

All VCE Units 3 & 4 offered by Balcombe Grammar School 
will be assessed by either School assessed coursework, 
known as SACS and/ or School Assessed Tasks, known as 
SATS, and an end-of-year Exanimation. 

SCHOOL-ASSESSED COURSEWORK (SACS)

Coursework assesses each student’s overall level of 
achievement. SAC’s should be a part of the normal 
teaching and learning program and should be, in most 
cases, completed within class time. This does not preclude 
some of the work being completed out of class, for 
example, preparation for the assessment; however, in 
allowing students to complete part of the work out of 
class time, teachers must be able to authenticate that the 
work is that students own work. These SAC’s are internally 
assessed. 

SCHOOL-ASSESSED TASKS (SATS)

Art, Studio Art, Visual Communication & Design, 
Computing and Product Design & Technology have School-
Assessed Tasks as well as Coursework. Tasks are used in 
studies where products and models are assessed. The kind 
of tasks used for SATs will be the same for every School, 
with specifications being provided by the VCAA; however, 
the School will decide the content of the tasks. The VCAA 
specifies how marks and grades are to be allocated. The 
teacher completes the assessment and forwards to the 
VCAA a score indicating how each student performed in 
the SAT. These tasks are internally assessed using VCAA 
performance criteria guidelines.

If a student misses a SAC/SAT due to unexcused absences, 
the student will be afforded with the opportunity to gain an 
S for that task, and consequently for the relevant outcome. 
However, a score of 0 will be recorded against that task. 
This will have implications in regards to the subject study 
score, and ultimately the student’s ATAR ranking

SAC/SAT PROTOCOLS

Unit 3 & 4 teachers will provide the following to their 
students by end of the first full week of Term 1, via their 
class pages on BGSHub: 

• This week’s learning outlining the week’s topics which 
includes SAC/SAT/Outcome weeks and dates; 

• An overview of each component of assessment, 
including weighting contributing to the final 
assessment; and 

• An overview of the topics for each summative 
assessment. 

This will, in most cases, be provided via the Curriculum 
Planner for each subject.

Each SAC will have a SAC cover sheet (APPENDIX G) 
attached which will include a declaration of authenticity to 
be signed by each student

Students are reminded that results are confidential. 
Students should not feel pressure to share this information 
with other students. The purpose of providing feedback/
advice to the student is to assist them in learning from their 
attempt at the task.

Summative Assessment’s (SACs) are to be returned to 
students no later than 14 days after the completion/due 
date.  This will provide students with the opportunity to 
complete revision purposes of that topic and to add to 
their examination revision.  This is in accordance with the 
schools Assessment and Reporting Policy.  
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ASSESSMENT AND 
WELLBEING CALENDAR  
UNIT 1, 2, 3 & 4

Wednesday afternoons, periods 
5 and 6, are a normal part of the 
school week and this time will 
be used for assessment and 
wellbeing activities. This allows 
Balcombe Grammar to ensure 
authenticity in the delivery of 
our summative assessments 
as all students will sit the 
assessment at the same 
time. This also affords more 
class time for teachers to 
work with students on the 
learning aspects of their 
course.  

The Assessment and 
Wellbeing Calendar 
can be found in the 
Year 10, 11 and 12 
year level BGSHub 
pages.
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SPECIAL PROVISIONS FOR SUMMATIVE 
ASSESSMENTS (INTERNAL)

Students 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. Special Provision ensures that the most 
appropriate arrangements and options are available for 
students whose learning and assessment programs are 
affected by illness, impairment or personal circumstances, 
in order to be able to demonstrate their capabilities. 

The guiding principles, which must be satisfied in all forms 
of Special Provision, are: 

• The provision should provide equivalent, alternative 
arrangements for students.

• The provision should not confer an advantage to any 
student over other students.

Students are eligible for Special Provision for School-based 
assessment if their ability to demonstrate achievement is 
adversely affected by:

• An acute or chronic illness (physical or psychological)
• Factors relating to personal circumstances
• An impairment or disability including learning 

disorders.
Schools have many ways of making alternative 
arrangements to enable students to be assessed against 
the outcomes of the study design, following guidelines 
issued by the VCAA. 

At Unit 1 / 2 level these arrangements are decided 
internally and are overseen by the Deputy Head of 
Secondary, Learning Diversity Leader and the relevant 
Heads of Year.  Evidence must be provided outlining the 
learning/wellbeing diagnosis.

At Unit 3/4 level these arrangements are determined 
following an application to the Victorian Curriculum and 
Assessment Authority (VCAA) and this process is overseen 
by the Deputy Head of Secondary in consultation with the 
Learning Diversity Leader and the relevant Heads of Year.  

Communication is sent to all Unit 3 / 4 families informing 
them of this process and requesting evidence be provided 
to the school with the required due dates. 

Until the school receives formal decisions from the VCAA 
special provisions will be provided to the student based on 
VCAA guidelines and evidence provided.

STATISTICAL MODERATION (UNIT 3 & 4)

Schools are responsible for the initial assessment of 
Coursework, which will then be transferred to the VCAA. 
Statistical moderation processes will be applied to the 
initial assessments after VCE examinations have been 
assessed. Results of Coursework contribute towards a 
student’s Study Score in each VCE study.

School assessment is an important part of the VCE. In many 
studies it counts for at least 50% of students’ assessments. 
For equity across the State it is important that the 
assessments made by all schools throughout the State are 
comparable and fair to all students. Moderation is needed 
to ensure that schools’ assessments are comparable and 
thus fair for all students throughout Victoria.

Moderation is a process of ensuring that the same 
assessment standards are applied to students from every 
school doing a particular study. Statistical moderation is 
a process for adjusting schools’ assessments to the same 
standard, while maintaining the students’ rank order given 
by the School. 

The VCAA will use moderation to ensure that the 
assessments given by each school are comparable 
throughout the State. 

The process will involve adjusting the level and spread of 
each school’s assessments of its students in a particular 
study, to match the level and spread of the same students’ 
scores on the common external examination. 

A copy of the VCAA’s statistical moderation policy is found 
on the VCAA website.

All Unit 3 and 4 studies have three graded assessments, 
which comprise of School-Assessed Coursework, School-
Assessed Tasks and the external examination component.

Please refer to APPENDIX H for a summary of how each 
VCE study’s assessment components are weighted for the 
calculation of the Study Score. 

BREACHES OF VCAA ASSESSMENT RULES

Where a teacher believes a breach of VCAA assessment 
rules has occurred in a SAC/SAT, the teacher will report 
this to the Deputy Head of Secondary who will consult with 
the Head of Teaching & Learning and Deputy Principal, 
Secondary. A preliminary investigation into the allegation 
will be conducted according to the guidelines provided by 
the VCAA in the VCE and VCAL Administrative Handbook. 
These guidelines form Balcombe Grammar Schools ‘VCE 
Breaches’ policy.
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EXAMINATIONS

Unit 1 & 2 examinations are conducted at the end of each 
semester.  They are a great opportunity for students 
to demonstrate an understanding of their Unit 1/Unit 
2 studies.  This also affords them with examination 
practice for their final Unit 3 / 4 examinations.

Success in the examinations also impact on the overall 
student result and impact on end of year subject and 
year level dux awards as part of our Celebration 
Evening.  

They can also be used for students to achieve 
a satisfactory completion (S) for the Unit if the 
student is a potential for non-satisfactory (N) 
completion.

LATENESS TO UNIT 1 & 2 
EXAMINATIONS

Students who arrive at school late for 
an examination are to report to School 
Reception.  School Reception will 
contact Deputy Head of Secondary to 
inform them of student late arrival. 

If a student arrives within the first 
30 minutes of the exam they 
will be permitted to enter and 
complete their examination. 
If a student is more than 30 
minutes late after the writing 
time has commenced, it is at 
the discretion of the Deputy 
Head of Secondary as to 
whether or not to admit 
the student into the 
examination. If permitted, 
no additional writing 
time will be given.
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UNIT 3 & 4 
SPECIAL EXAMINATION ARRANGEMENTS**

For VCE external assessments, which include all VCE 
examinations, oral presentations and the General 
Achievement Test (GAT), the VCAA is responsible for 
determining eligibility and for granting approval in the 
form of Special Examination Arrangements and the 
Derived Examination Score (DES). 

Students are eligible for Special Examination 
Arrangements if it can be demonstrated that achievement 
on the examination is adversely affected by: 

• an acute or chronic illness (physical or psychological) 
• factors relating to personal circumstance 
• an impairment or disability, including learning 

disorders. 

The VCAA does not approve Special Examination 
Arrangements solely on the grounds of an intellectual 
disability. Applications for special examination 
arrangements must be accompanied by recent supporting 
medical or other specialist documentation and are 
administered by the Deputy Head of Secondary.

Special Examination Arrangements may take the form of: 

•   Extra reading time in addition to the official reading 
time; and/or 

•   Extra time designated for the examination; and/or 
•   Normal time but with appropriate rest periods; and/or 
•   Use of a computer; and/or 
•   Permission to sit the examination in a separate room. 

Students with specific illnesses or disabilities may be 
assisted by other measures designated by the VCAA. 

Students, who have been granted EAL status on the basis 
of unfamiliarity with the English Language, are not eligible 
for Special Examination Arrangements on this ground 
alone. 

Communication will be sent to all Unit 3 / 4 families 
in December with details regarding the special exam 
arrangements process.  Any family who feels that they 
meet the criteria are invited to contact the Deputy Head of 
Secondary to discuss and submit their application.

DERIVED EXAMINATION SCORE (DES)

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 her learning or 
achievement in the study.

The purpose of a DES is to ensure that a student’s final 
result on an examination 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 semester/year.

Students are eligible for a DES if they can demonstrate 
that illness, personal trauma or other circumstances 
occurring immediately before or during the examination 
period has affected their performance on an examination 
or has prevented them from attending an examination. 
‘Immediately before’ applies to the two-week period prior 
to a performance or oral examination or the first written 
examination in the October/November examination period.

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.

Students who believe they may be eligible for the DES 
should contact the Deputy Head of Secondary. The School 
is responsible for making the initial decision on eligibility 
and recommending approval to the VCAA. Final approval 
rests with the VCAA.

The calculation for the DES uses all available scores for 
the student in the affected study and the indicative grade 
for the examination provided by the school and the GAT 
component scores. For each approved application for a 
specific examination, the VCAA will calculate a range of 
possible DES scores, which will be calculated statistically 
from the student’s other assessments, including moderated 
School-based Assessments, GAT component scores, 
other examination scores if available and indicative grades 
provided by the school.
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GENERAL ACHIEVEMENT TEST (GAT)

All VCE students enrolled in one or more sequences of 
Units 3 & 4, including Year 11 students, must sit the GAT. 
This is held in June (date to be advised) and commences 
at 10am and finishes at 1:15 pm. It consists of written tasks 
and multiple-choice questions. A confidential statement 
of GAT results is sent to each student at the end of the 
year. The results are not provided for either tertiary 
selection or employment purposes. The statement will 
indicate the student score, with descriptive comments 
about the student’s performance on each component. The 
components are: Written Communication, Mathematics/
Science/Technology and Humanities/Arts/Social Sciences.

The GAT is an essential part of the VCE assessment 
procedure, in that the results play an important role in 
checking that School-based Assessments and examinations 
have been accurately assessed. 

The VCAA will use GAT scores in:

• the statistical moderation of School-based 
Assessments;

• checking the accuracy of student scores in 
examinations; and

• the calculation of a Derived Examination Score (DES) 

TRIAL EXAMS

Unit 3 & 4 Trial exams are generally scheduled in the last 
part of the Term 3 School Holidays and the Staff Day at the 
beginning of Term 4. Trial exams are compulsory for Year 
12 students and for those Year 11 students enrolled in a 
Unit 3 & 4 subject. Although completion is not part of the 
awarding of satisfactory completion of Units or the VCE, 
trial exams are a vital part of feedback and learning for 
both students and teachers as follows:

• To provide feedback to teachers to assist with the 
planning of revision classes;

• To provide feedback to teachers so as to guide 
individual students with revision as it relates to areas of 
strengths and areas which require further revision; and

• To give students feedback so that they can establish 
focus areas for revision and study in preparation for 
the VCAA exams. This includes areas of strength and 
weakness, skills that need further refinement, and 
feedback regarding time management within an exam.

These exams are scheduled in a short time-frame to enable 
marking to take place promptly. External markers are used 
in some subjects. These markers are often VCE assessors 
who work with our teachers to provide accurate, timely 
feedback in preparation for the VCAA exams.

FINAL EXAMS

The final examination is produced and administered by the 
Victorian Curriculum Assessment Authority (VCAA) and 
these dates cannot be altered. 

VCAA Exam Supervisors are appointed, by Balcombe 
Grammar School, to administer and supervise the VCAA 
external exams, using VCAA exam conditions. Exam 
conditions and related information is provided in the 
VCAA Exam Navigator which is issued to each student in 
September each year.

Please Note: Students are NOT permitted to bring mobile 
phones and/or any other unauthorised electronic devices 
such as Smart watches, etc into an assessment task or 
examination. Failure to adhere to this rule may result in 
the forfeiture of marks or cancellation of scores for this 
assessment / examination (as per VCAA policy for Units 3 
& 4).

The 2022 VCE examination periods are:

TBC
JUN

TBC
OCT

TBC
OCT

General Achievement Test 
(GAT)

Performance and 
Languages oral 
examinations and 
Extended Investigation: 
oral presentations

Written examinations
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Parent-student-teacher interviews, continuous online reporting on the BGSHub and informal conversations 
provide essential feedback for students and parents. Parents should consult the School calendar for the 
dates of parent-student-teacher interviews. 

Continuous online reporting is available through the Parent Portal on the BGSHub during the semester. 

Teachers will provide numerical results and written feedback as to performance in each assessment task. 
Parent and students can access these results via the class page on the BGSHub. 

At the end of each semester, the BGSHub will also provide the Unit result of Satisfactory (S) or Not 
Satisfactory (N). 

In mid-December, the School receives from the VCAA a Statement of Results showing S or N for each unit 
attempted by each student enrolled in Unit 1 & 2 studies. 

These results will contribute to the award of the full VCE. These statements will be distributed to students 
at the commencement of the next academic year

At Unit 3 and 4 level VCE study scores and grades are distributed by VCAA and are made available to 
students in December. It is important to note that the letter grade awarded by VCAA is the result of its 
statistical moderation processes at the end of the year.

VTAC is responsible for the distribution of the ATAR in December to Year 12 students only.

YEAR 12 STUDENTS AND FINAL RESULTS

On completion of the VCE, Year 12 students receive a statement of results from the VCAA. 

The statement contains:

• A cumulative record of achievement for all VCE and VCE VET units undertaken, and the year in which the 
result was obtained.

• Graded Assessments and a Study Score for each sequence of Unit 3 & 4 studies undertaken either in the 
current year or earlier.

• University Enhancement studies with the titles of the studies and the university listed if successfully 
completed.

• Credit obtained for study undertaken overseas, interstate or in the International Baccalaureate, or for a 
Vocational Certificate.

• A declaration that the student has or has not been awarded the VCE.
Where a student has been granted English as an Additional Language (EAL) status, this will be stated on the 
final results, along with the year in which that status was conferred. 

Year 12 students will also receive from the Victorian Tertiary Admissions Centre (VTAC) their ATAR score.
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Source: Beyond Blue

Supporting your Year 12 student

Year 12 is considered by some to be the most important 
year of schooling. There is an enormous amount of pressure 
on Year 12 students and it comes from parents, teachers, 
schools and the students themselves. There are a number of 
ways parents can support their children as they work through 
their final year of schooling. 

Balance

It’s important that you make sure your teenager has lots of 
opportunities to play sport or pursue an artistic activity like 
drama or music. Also, try to make sure that they spend time 
with their family, and friends.

Routine

Parents can do lots of things to help teenagers develop 
smart study habits. These skills do not develop automatically 
and parents will need to be patient while these new habits 
develop and the old, unhelpful ones are discarded.

A STUDY-FRIENDLY HOME

Environment

It is important to make your home a place where it is easy for 
your teenager to think.

Help eliminate distractions such as television, radio, MP3 
player, talking, noisy younger children, or cluttered work 
areas. It is impossible to watch TV and study. Show how 
important schoolwork is by keeping the TV off during study 
time.

• Keep your conversation to a minimum and encourage 
younger children to use this time as their study time or 
quiet time, too.

• Provide physical conditions that help concentration, such 
as good lighting, cool temperatures and a table or desk 
with a supportive chair.

• The work area should be neat, have enough space for 
writing and reading, and should be kept clear of any 
clutter.

• Remind them to sit with good posture in a comfortable 
chair. Lying down may be so relaxing that it interferes 
with concentration.

Making time to study

You can support your teenager by helping him or her focus 
on their study.

• Schedule study time. Study times should be scheduled 
for whenever there are the fewest distractions or 
interruptions. If your teenager needs help to establish 
a routine, have a chat about which times could be best 
used for studying. Set that time aside on at least five 
days a week. Use the afternoon or early evening as study 
time, as this leaves time later in the evening for relaxing 
activities.

• Plan study in two 50 minute blocks with a 15 minute 
break. One 50 minute slab of study is better than several 
hours full of distractions and interruptions. Use a kitchen 
timer or an alarm clock to signal breaks and to indicate 
the end of study time.

AT EXAM TIME

The exam results do not represent your teenager’s future. 
The end of secondary school is the start of the next and 
usually more exciting time in your teenager’s life. The 
moment the exams are over, celebrate. Such a celebration 
is crucial, as the message you will be reinforcing is that the 
final score is incidental. Getting through high school is a 
wonderful achievement in itself. 

When the exam results arrive

This period can be even more uncomfortable than the exams 
because everyone feels so helpless. There is always the 
potential that your teenager might fall short of his or her 
predicted scores, and the goal of achieving a place at his or 
her chosen university, TAFE or apprenticeship might seem 
unreachable. This can result in weeks of anxious waiting. 
Everyone in the family is treading on eggshells, and when 
the results do finally arrive, quite often the family can be too 
emotionally drained to celebrate or regroup. 

You need to recognise that feeling on-edge or uneasy is a 
natural response. Talk to your teenager about the way he or 
she is feeling and the choices and options available. Let him 
or her know that both you and their school are supportive.
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When the results are not what your teenager hoped

Don’t be fooled if your teenager appears to be indifferent to 
his or her results. Almost all students care deeply about their 
results and about the attitudes of their friends and relatives.

• Encourage your teenager to talk and reassure him or 
her. Reassure your teenager that failing an exam doesn’t 
mean he or she is a failure, and that while you may all be 
disappointed in the results, you are not disappointed in 
him or her.

• If your teenager was after a score that would allow him 
or her into a particular university course, reassure him or 
her that all is not lost, with thousands of university places 
being offered through the preference process.

• Put things into perspective. Reassure your teenager that 
everyone loses out at some time or other, and failing an 
exam isn’t the end of the world. He or she could re-sit 
and do better; or decide to go a different route next 
time.

• Encourage your teenager to look for positive ways 
forward, to consider all the options available. Your 
teenager may want to consider completing Year 13, 
working or travelling for a year, or doing an internship. 
A career counsellor or university advisor may be able to 
help.

• Tell your teenager that whatever happens, you will be 
behind him or her 100 per cent.

DO’S AND DONT’S

Do

• guide, support and encourage your teenager
• encourage healthy eating, regular exercise and plenty of 

sleep
• take your teenager’s efforts seriously
• create an effective work space in the house if your 

teenager can’t study in their room
• take a whole family approach to supporting your 

teenager
• remind your teenager of his or her goals
• give your teenager positive feedback whenever possible
• encourage your teenager to take study breaks when 

necessary
• remember, the final year is about your teenager, not you
• help your teenager put, and keep, the year in perspective

• keep an eye on his or her emotional health – look for 
changes in sleeping or eating habits, and see your GP if 
you are worried

• let your teenager know that you’re there when he or she 
needs you

• encourage your teenager to believe in themself.

Don’t

• nag
• overload your teenager with domestic chores
• tell your teenager to work harder or he or she will fail.

THE RESEARCH

According to the Mission Australia Youth Survey in 2012, 
coping with stress and school or study problems remain 
major concerns for respondents.1 Research has shown 
that Year 12 can increase rates of depression, anxiety2, 
suicidal thoughts3 and even suicide.4 In particular, the fear 
of failure and the apparent lack of prospects as a result of 
poor results in Year 12 were identified as major stressors 
for many young people. As well as managing school, many 
young people were also trying to cope with work, family and 
social commitments. The cumulative effect of these demands 
appears to be leaving many young people feeling besieged 
and struggling to cope.

WHERE TO FIND MORE INFORMATION

Beyond Blue 
www.beyondblue.org.au 
Phone 1300 22 4636

Mind Health Connect  
www.mindhealthconnect.org.au 

References
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This form must be completed and lodged at the School Reception prior to a student being permitted to drive to Balcombe 
Grammar.

STUDENT DRIVER

Student Name

Signature Date

Note: A photocopy of the student’s drivers license must be attached to this form.

SIBLING(S) DETAILS
please provide details of any sibling who is authorised to travel to/from school with the student driver

Student(s) Name

PARENT / GUARDIAN OF STUDENT DRIVER

Parent/Guardian Name

Signature Date

In signing this we accept all conditions outlined in the school’s Student Driver Policy (a copy of the policy is available on the BGS 
BGSHub) and we understand that the driver named above is only allowed to transport one peer passenger between the age of 16 
and 21 who has completed the Passenger Consent Form and has it signed by his or her parent/guardian. 

DESCRIPTION OF THE VEHICLE

Car Registration Number Colour of Car

Make/Model of Car

Note: If the student intends to drive any car other than the one registered on this form, it must also be registered with the school.

SCHOOL APPROVAL

Approved By

Signature Date

OTHER BALCOMBE GRAMMAR STUDENT DETAILS
The following student is authorised to travel to / from school with this student driver

Student Name

Parent/Guardian Name

Signature Date
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Students are NOT permitted to bring mobile phones and/or any other unauthorised electronic devices (Smart watches, etc) into an 
assessment. Failure to adhere to this rule may result in the forfeiture of marks or cancellation of scores for this assessment.

Please Note: Documentation requirements for partial absence on the day of a SAC

Students who are absent for part of the day on which they have a SAC or a SAT due for submission, and who then 
present for the SAC/SAT submission, are required to provide official documentation to support the absence in 
order to be able to sit the SAC or submit the SAT. This includes all absences, including appointments, ‘other’ and 
illness. Official documentation includes medical certificates, or statements from other health professionals, for 
example, dentists, optometrists, etc.

1. All students are expected to be present on the day an 
assessment is scheduled. An unexplained absence may 
result in a score of zero (Units 3 & 4) or an NA (Units 
1 & 2) for that assessment. Students cannot defer an 
assessment on the grounds that they believe they are not 
ready.

2. If a student is going to be absent from an assessment 
for the following reasons, they should organise to obtain 
from the Deputy Head of Secondary an ‘Application for 
Internal Provisions’ form (APPENDIX E).

 • VET commitments
 • School related activities excursions / incursions
3. If a student is going to be absent due to an unforeseen 

circumstance the following process should be followed 
by the student/family:
a Family must inform School reception that the student 

will be absent and inform them of the assessment 
(Subject) they are missing and who the teacher is. 
This information can be found on the BGSHub.

b School Reception will inform the subject teacher and 
Deputy Head of Secondary to allow a record to be 
made.

c.  If a student falls ill during the school day, they must 
report immediately to the school nurse and inform 
reception to notify their subject teacher.

4. If a student knows in advance that they will be absent 
from School on the day an assessment is scheduled, 
they should notify their subject teacher as soon as 
possible and inform their Deputy Head of Secondary to 
commence the ‘Application for Internal Provisions’ form. 
(APPENDIX E)

5. Students must supply a medical certificate to support 
their application where the absence is due to health 
reasons, or other professional documentation that 
provides a legitimate explanation for the absence. A note 
from a parent indicating that a student has a cold (or 
similar) is not sufficient.

6. Where students are to complete assessments using 
computers for either health or special provision reasons, 
a School provided notebook computer will be used, 
supplied by the Head of Year / IT Department.

All Unit 3 & 4 assessments will contain the following 
disclaimer:

“These are school based scores and may be subject to the 
VCAA moderation process”

ASSESSMENT TERMINOLOGY

• Units 1 & 2: Outcome
• Units 3 & 4: SAC / SAT

APPENDIX C

POLICY FOR THE CONDUCT OF 
VCE ASSESSMENT TASKS
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APPLICABILITY

This policy applies to the rescheduling of all Unit 1, 2, 3 & 4 Assessments (SAC/SAT - Units 3 & 4 and Outcomes for Units 1 & 2) 
for when students are absent on the date(s) the assessment is scheduled for.

STATEMENT OF INTENT

All VCE teachers strive to complete assessments in a timely, equitable and organised manner. When a student is absent on the 
day of the scheduled assessment, this means that similar conditions need to be found to allow the absent student to sit the 
assessment task.

PROCESS

1.  A student, or family member, should have contacted School Reception, to inform of the absence from the assessment.
2.  Reception would have informed the subject teacher, Head of Year and Deputy Head of Secondary. Please also refer to the 

Policy for the Conduct of Unit 3 & 4 Coursework in relation to partial absenteeism on the day of a Unit 3 & 4 SAC/SAT, and 
the process regarding when a student sits the SAC in these circumstances (APPENDIX C).

3.  For absenteeism relating to illness: on the return to School the student must present a medical certificate to the Deputy 
Head of Secondary to verify the absence and organise the ‘Application for Internal Provisions’ form. (APPENDIX E)

4.  Your subject teacher will then be informed of the date of the rescheduled assessment and will provide all relevant 
information related to the task to the Deputy Head of Secondary prior to the rescheduled date.

5.  The date and time of the rescheduled assessments will be confirmed by the Deputy Head of Secondary, and is usually the 
Thursday following the absence, commencing at 3:30 pm.   

 The timing of the rescheduled assessment will take priority over all other activities that a student may be involved in.
6.  Supervision and similar conditions as provided in the original assessment will be provided.
 Variations: If the rescheduled assessment is a ‘prac’ in Biology, Chemistry or Physics or an oral in a Language subject, the 

Subject Teacher will supervise the assessment and the date for this will be negotiated between the subject teacher and the 
Deputy Head of Secondary. The student will then be notified.

7.  Students do not negotiate the timing of the rescheduled assessment.
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SCHOOL ASSESSED COURSEWORK (SAC) / SCHOOL-ASSESSED TASK (SAT) / OUTCOME

Please complete this application and return it, together with any supporting documentation, to the Deputy Head of Secondary.

Name Year Level

Subject and Unit Teacher

School Assessed Coursework Details

Title of the SACs / SAT / 
Outcome Date of due work

I am applying for

   Derived Assessment Score (DAS)

   Reschedule of a SAC / Outcome

   Extension of time (SAC or SAT) / Outcome

Changed assessment conditions

Reason for application. Outline the reason / circumstances for your internal provisions application.

Supporting document(s) attached

   medical certificate

   statutory declaration
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APPENDIX E

APPLICATION FOR INTERNAL PROVISIONS



Outcome of Application

   Approved    Not Approved

Revised Date: Reason / Comment:

Revised Conditions:

Signature of Deputy Head of Secondary:

The Deputy Head of Secondary decision will be recorded and held at school.

A student has the right to appeal this decision. Any appeal needs to be made in writing to the Balcombe Grammar School Principal 
within seven days of the decision.

Should you have any queries please contact the school and ask for the Deputy Head of Secondary.
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Name Subject

Type of Assessment Score (%)

This sheet is designed to help you identify learning routines that you use well and areas that you can improve on.

Student to Complete Subject Teacher

1. What do you use to plan your out of class time?

    Weekly planner    Diary digital or organisation app

    BGSHub due work    Other

    Diary hardcopy

2.  On average how many hours a week do you complete homework / set tasks 
for this subject? (please select number below)

      0        0.5        1        1.5        2        2.5        3

 On average how many hours a week do you revise/learn/study for this 
subject? (please select number below)

      0        0.5        1        1.5        2        2.5        3

   Accurate reflection

   Differing point of view

   

3.  What preparation resources/strategies were provided for this assessment?

 Highlight the strategies/resources above that you did not complete. 

 Briefly explain why they were not completed.

   Practice task

   Sample responses

   Revision tasks / questions

   Revision notes provided

   Content check list

   Other

4.  What suggestions/feedback did your teacher provide you with leading 
into this assessment?

   Written feedback

   Oral feedback

   Marked work

   Feedback outside of class time

   Observation of class trends /  
       tips for assessment
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Student to Complete Subject Teacher

5. From your study design, what key learning outcomes have you;

 Successfully demonstrated?

 Unsuccessfully demonstrated?

   Accurate reflection

   Differing point of view  
       (please annotate)

6. From your point of view, what is the main reason that led to your initial  
result in this assessment?  How can this be improved?

   Accurate reflection

   Differing point of view  
       (please annotate)

Signature Deputy Head of Secondary Signature Subject Teacher
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UNSATISFACTORY OUTCOME ASSESSMENT WRAPPER



Student’s Name: Date:

Teacher’s Name:

ASSESSMENT INFORMATION

ASSESSMENT -
Allocated value of task for Unit: %
Reading time: 
Writing time: 

KEY SKILLS (FROM STUDY DESIGN)

REQUIREMENTS / GUIDELINES

Number of Questions:  Number of questions to be answered: Number of marks:

Permittable Materials:

Materials supplied:

Instructions:

Students are NOT permitted to bring mobile phones and/or any other unauthorised electronic devices into the 
examination room

DECLARATION OF AUTHENTICITY

I attest that this is genuinely my own work. I will not comment on or discuss this Assessment Task in any way with any other 
student until I am permitted to do so by my subject teacher. This will be when all students have completed the task. I 
understand that to do so would put me in breach of Balcombe Grammar School and VCAA rules. 

Signed: Date:

Please note: These are school based scores and may be subject to the VCAA moderation process.
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It is assumed that the Coursework column references SACs unless SAT is specifically stated.

Subject
Coursework

End-of-Year Examination
Unit 3 Unit 4

Accounting 25% 25% Written Exam: 50%

Biology 16% 24% Written Exam: 60%

Business Management 25% 25% Written Exam: 50%

Chemistry 16% 24% Written Exam: 60%

English 25% 25% Written Exam: 50%

Global Politics 25% 25% Written Exam: 50%

Health and Human Development 25% 25% Written Exam: 50%

History: Revolutions 25% 25% Written Exam: 50%

French 25% 25% Oral Exam 12.5%
Written Exam: 37.5%

Japanese (Second Language) 25% 25% Oral Exam 12.5%
Written Exam: 37.5%

Legal Studies 25% 25% Written Exam: 50%

Literature 25% 25% Written Exam: 50%

Further Mathematics 20% 14% Written Exam 1: 33%
Written Exam 2: 33%

Mathematical Methods 17% 17% Written Exam 1: 22%
Written Exam 2: 44%

Specialist Mathematics 17% 17% Written Exam 1: 22%
Written Exam 2: 44%

Media
10% 10%

Written Exam: 40%
SAT 40%

Music Performance Solo 20% 10% Solo Performance Exam: 50% 
Written Exam: 20%

Physical Education 25% 25% Written Exam: 50%

Physics 21% 19% Written Exam: 60%

Psychology 16% 24% Written Exam: 60%

Studio Art 10% and SAT 60% Written Exam: 30%

Theatre Studies 30% 15% Performance Exam: 25%
Written Exam: 30%

Visual Communication 25% SAT 40% Written Exam: 35%
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Event Rule / Action Effect Process

Student does not sit class 
assessment task

Medical certificate is supplied 
or Special Leave granted

Student sits assessment task 
at a suitable time. Work will 
be graded. Alternative work 
may be set.

Student MUST contact 
Deputy Head of 
Secondary and new date 
will be confirmed via the 
‘Application for Internal 
Provisions’ form.

No medical certificate and no 
Special Leave

Student will receive NA for 
that assessment task

Student sits the assessment 
task at a suitable time

Work will be judged to be ‘S’ 
or ‘N’ only

Alternative work may be set

Student MUST contact 
Deputy Head of 
Secondary and new date 
will be confirmed via the 
‘Application for Internal 
Provisions’ form.

Student does not sit a 
section of the assessment 
task when the assessment is 
entirely in class time

Medical certificate is supplied 
or Special Leave granted

Student sits assessment task 
at a suitable time. Work will 
be graded. Alternative section 
of work may be set.

Student MUST contact 
Deputy Head of 
Secondary and new date 
will be confirmed via the 
‘Application for Internal 
Provisions’ form.

No medical certificate and no 
Special Leave granted

Student sits this section of the 
assessment task at a suitable 
time. This section of work 
must be completed but will be 
judged to be ‘S’ or ‘N’ only. 
(Student loses the marks for 
this section of work)

Student MUST contact 
Deputy Head of 
Secondary and new date 
will be confirmed via the 
‘Application for Internal 
Provisions’ form.

Work is submitted but is not 
of a satisfactory standard.

Student will complete the 
‘Unsatisfactory Outcome 
Assessment Wrapper’ form 
which will be reviewed by their 
class teacher. 

They will be given an 
opportunity to demonstrate 
understanding through a 
redemption task.

Further work can be judged to 
determine ‘S’ or ‘N’ only. Any 
further work cannot be used 
to increase the grade given 
for the initial assessment task.

Staff MUST contact Deputy 
Head of Secondary and 
formally notify parents/
guardians.  
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