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[bookmark: _Toc145920328][bookmark: _Toc152669691][bookmark: _Toc237529523]Introduction
This VPC Administrative Handbook 2027 provides principals, teachers and administrators with detailed information on implementing the Victorian Pathways Certificate (VPC). It outlines the rules, regulations and policies that support the integrity of the certificate and equity of student access to fair and valid results. This handbook also provides principals, teachers and administrators with instructions on using the Victorian Assessment Software System (VASS).
Schools with students enrolled in a Victorian Certificate of Education (VCE) study (including VCE Vocational Major (VCE VM) studies) and/or VCE Vocational Education and Training (VCE VET) qualification should refer to the relevant sections of the  for the rules, regulations and policies governing the delivery of the VCE.
Terminology
The term ‘school’ is used hereafter to be inclusive of any organisation registered by the Victorian Registration and Qualifications Authority (VRQA) as a senior secondary or foundation secondary provider.
The term ‘principal’ is used hereafter to be inclusive of the equivalent authorised person at a non-school foundation secondary provider.
Bold text indicates the name of a form or application. Italic text indicates the name of a publication.
Contact details
General enquiries
Tel: 03 9032 1629
Email: vcaa@education.vic.gov.au
To contact specific units and teams, go to the Contact us webpage.


[bookmark: _Toc145920329][bookmark: _Toc152669692][bookmark: _Toc237529524]About the VCAA
The Victorian Curriculum and Assessment Authority (VCAA) is a statutory authority continued under Part 2.5 of the Education and Training Reform Act 2006 (Vic) (the Act) (see Victorian legislation) to develop and set standards for curriculum, assessment and reporting products and services.
The VCAA’s strategic focus is to provide a trusted and coherent Victorian learning continuum where rigorous standards and equitable pathways allow all Victorian learners to thrive. The VCAA sets and upholds curriculum, assessment and reporting standards, and ensures they are coherent and accessible, so that teachers and schools can deliver a high-quality, fair and connected learning journey with clearly defined and inclusive pathways.
The VCAA Board is responsible for the governance of the VCAA and acts within the scope of the functions, powers and obligations conferred upon it by the Act and other relevant legislation. The VCAA Board consists of 8 to 15 members, one of whom is the Secretary of the Department of Education or their representative. The Governor in Council appoints the remaining members on the nomination of the Minister for Education. Schedule 2 of the Act sets out general provisions for government education authorities, including the VCAA.
As set out in section 2.5.3(1) of the Act, the VCAA is responsible for:
developing high-quality courses and curriculum and assessment products and services
carrying out functions as a body registered with the VRQA
providing linkages that will facilitate movement between courses.
The functions and powers of the VCAA are set out in Part 2.5 of the Act, particularly sections 2.5.3 and 2.5.5.
Under Part 2.5 of the Act, the VCAA has the task of developing, evaluating and approving courses normally undertaken in, or designed to be undertaken in, Years 11 and 12.
[bookmark: _Toc237529525]About the VPC
[bookmark: _Hlk81916088]The Victorian Pathways Certificate (VPC) is an accredited foundation secondary qualification under the Act and is aligned to Level 1 in the Australian Qualifications Framework (AQF). The VPC is designed for students in Years 11 and 12 who would benefit from a more individualised program at a more accessible level than a senior secondary program.
The VPC curriculum provides learning based on applied learning principles and serves as a practical pathway into further education, employment and training.
The VPC is designed to engage students through applied learning and provide opportunities to meet an individual’s learning needs. The VPC is most commonly delivered in Years 11 and 12, depending on a student’s individual learning needs and delivery setting. Students who participate in the VPC can include units from VCE (including VCE VM) studies, as well as units of competency from nationally recognised Vocational Education and Training (VET) qualifications.
The VPC aims to:
equip students with the skills, knowledge, values and capabilities to be active and informed citizens, lifelong learners and confident and creative individuals
empower students to make informed decisions about the next stages of their lives through authentic workplace experiences
provide students with the best opportunity to achieve their personal goals and aspirations in a rapidly changing world.
[bookmark: _Toc237529526]Pathways
The VPC is designed to develop and extend pathways for young people while providing flexibility for different cohorts. Post-school, students will be able to make informed choices about future employment or education pathways. Meaningful pathways are created by linking student aspirations and future employment goals to the choice of accredited curriculum. VPC learning programs should link to work and industry experiences and active participation in the community. The inclusion of VET in VPC learning programs helps connect students with broader options for work, further education and active community participation.
Possible future pathways for VPC students include:
completion of VCE including the VCE VM
apprenticeships and traineeships 
TAFE courses at Certificate I level and above
employment.
[bookmark: _Toc145920331][bookmark: _Toc152669694][bookmark: _Toc237529527]Offering the VPC
[bookmark: _Toc237529528]Permission to deliver
Schools and education providers wishing to offer the VPC and VPC studies must apply to the VCAA for permission to deliver.
The VCAA may only grant permission to deliver to providers who are registered or working towards registration as a foundation secondary education provider with the Victorian Registration and Qualifications Authority (VRQA).
To offer a single study, schools must receive permission to deliver from the VCAA and be registered as a foundation secondary single course provider with the VRQA.
Any school, including established VPC providers, intending to implement an online or hybrid model for delivery of the VPC must also apply for permission to deliver.
Enquiries about registration should be directed to the VRQA.
See the Permission to deliver webpage for further information.
Allocation of a VASS identity
Once a school has been registered and has been given permission to deliver the VPC, the VCAA oversees the allocation of its identity on VASS. New VASS user training is offered periodically via Notices to Schools.
[bookmark: _Toc237529529]Schools as registered training organisations
Schools may apply to the VRQA or Australian Skills Quality Authority (ASQA) to become a registered training organisation (RTO) to deliver specified courses. A school recognised as an RTO is responsible for the delivery, assessment, certification and quality assurance of its courses.
Schools operating as RTOs may contract other providers to deliver training and assessment; however, the school remains responsible for quality assurance and validating assessments.
All RTOs must comply with either the 2025 Standards for Registered Training Organisations or the VRQA Guidelines for VET Providers.
[bookmark: _Toc237529530]School–RTO partnerships
A school may enter a partnership with an RTO to deliver Vocational Education and Training (VET) to VPC students. An RTO may be a TAFE institute; group training company; industry training organisation; enterprise; school; or adult, community and further education (ACFE) provider.
An agreement between a school and an RTO enables a school to deliver components of the VET course or the whole course. Schools may contract an RTO to deliver the whole course. The RTO is responsible for delivering, assessing and issuing qualifications for the courses that it delivers.
Advice on eligibility for funding is available from the relevant advisory body – the Department of Education, Independent Schools Victoria or the Victorian Catholic Education Authority. Schools must confirm that the RTO has the scope of registration to deliver the VET programs offered.
[bookmark: _VPC_programs][bookmark: _Toc145920332][bookmark: _Toc152669695][bookmark: _Toc237529531]VPC programs
A VPC learning program includes VPC studies and may also include VCE and Vocational Education and Training (VET) curriculum components. This includes VCE and VCE VM units at any level.
The VPC is normally completed over 2 years; however, students may accumulate units over any number of years. Most students will undertake 12 units over a period of 2 years.
[bookmark: _Toc237529532]Program components
[bookmark: _Toc145920333][bookmark: _Toc237529533]VPC studies
VPC studies are based on an applied learning approach to teaching, that enables students to learn knowledge and skills in the context of authentic experiences. VPC studies can be tailored to the needs and interests of the student to enable them to focus on developing their skills and readiness for employment, further education or training, or active community participation.
All VPC studies are benchmarked against comparable national and international curriculum.
There are 4 core VPC studies:
Literacy
Numeracy
Personal Development Skills
Work Related Skills.
Each core VPC study comprises 4 units.
There are 3 elective VPC studies:
Art and Design
Digital Literacy
Food Skills.
Each elective VPC study comprises 2 units.
See also the Satisfactory completion section.
[bookmark: _Toc145920334][bookmark: _Toc237529534]VPC units
Each VPC unit has a nominal duration of 100 hours, of which at least 50 hours must be scheduled classroom instruction.
VPC units do not have to be delivered sequentially. The units may be completed in any order and in any year.
VPC units are designed to be delivered flexibly to suit the needs and circumstances of individual students. This can include face-to-face learning and activities such as work experience or supported industry engagement, volunteering and community involvement.
There is no maximum time limit for completion of units.
[bookmark: _Toc145920335][bookmark: _Toc237529535]VCE units
[bookmark: _Toc145920336]The VPC can include any VCE, including VCE VM, units at Units 1–4 level. For the rules, regulations and policies governing the delivery of VCE units, refer to the VCE Administrative Handbook 2027.
See also the Minimum requirements section.
Structured Workplace Learning Recognition for VET
Structured workplace learning (SWL) recognition is delivered as a VCE study design called Structured Workplace Learning Recognition for VET.
Students must undertake Unit 1 before commencing Unit 2. Each unit involves at least 20 hours of scheduled classroom instruction and 80 hours of SWL placement in an industry aligned to their VET enrolment.
The award of satisfactory completion for a unit in Structured Workplace Learning Recognition for VET is based on whether the student has demonstrated the set of outcomes specified for the unit within the study design.
Further information about the study, including enrolment eligibility, is available in the VCE Administrative Handbook 2027 and on the Structured Workplace Learning Recognition for VET webpage.
[bookmark: _Toc237529536]VET units
The VPC can include components of nationally recognised VET qualifications. These components can contribute towards the VPC through the following recognition arrangements:
enrolment in a VCAA-approved VCE VET program or a school-based apprenticeship or traineeship (SBAT)
enrolment in any other VCAA-approved nationally recognised qualification at Certificate I level or above
successful completion of 90 nominal hours of units of competency (UoCs) from a nationally recognised VET qualification at Certificate I level or above, providing one unit of credit towards the completion requirements of the VPC.
For the rules, regulations and policies governing the delivery of VCE VET qualifications, refer to the VCE Administrative Handbook 2027.
See also the Minimum requirements section.
[bookmark: _Toc237529537]Workplace learning in the VPC
Workplace learning provides students with the opportunity to incorporate on-the-job experience with school-based studies as part of the VPC.
Students undertaking the VPC may complete workplace learning in a number of different ways, including work experience or industry engagement such as participation in industry tours or exhibitions. For more information, see Work-based learning options for schools.
When VPC students undertake work experience, volunteering, community involvement or other industry engagement, they should engage in activities related to the learning goals within the VPC module and collect evidence of their learning from the workplace. Here, the teacher will be responsible for designing learning activities, explicit classroom delivery, and aligning the curriculum with what the students do at their workplace in order to collect evidence of their learning. The student needs to satisfy relevant learning goals to achieve a satisfactory result as assessed by the teacher. The type of evidence the teacher collects will depend on the student’s’ chosen industry, the workplace and the learning goals of the VPC unit in which they are enrolled.
Any arrangements regarding students undertaking learning in their workplace to support their learning goals in the VPC should be made in consultation between the student and teacher so the expectations are clear. Schools must retain responsibility for teaching and assessment, and in doing so the school should be in a position to confirm that curriculum and assessment was delivered by registered teachers.
For further information, see Workplace learning in the VPC.
[bookmark: _Toc145920337][bookmark: _Toc152669696][bookmark: _Toc237529538]Entry to studies
There are no prerequisites for entry into any of the VPC studies.
The VPC has been designed to accommodate flexible entry and exit. Students can enrol in the VPC at a time of year that best suits their learning needs, abilities and interests, in alignment with the programs offered at the school.
Parameters for entry and exit in schools are determined by school regulations and enrolment guidelines. If a non-school provider delivers the VPC, flexible entry and exit points are determined by the policies and regulations of that education provider. The About the VPC webpage includes guidance to support appropriate school-based decision-making regarding student suitability.
It is important to note that some students with particular needs may require additional resources to enable them to successfully complete the learning program, while some students may require additional time to achieve learning goals.
Some students who are re-engaging at school or need additional support and flexibility to engage and succeed may enrol in a VPC program as an alternative to the Victorian Curriculum F–10. A VPC program should only be delivered to students prior to Years 11 and 12 on a case-by-case basis, in reference to the VPC suitability guidelines and through consultation between student, parents and/or guardians, and a careers counsellor or other staff member at the school.
Students who require additional time to complete the minimum requirements of the VPC in line with an individualised program may commence units of their VPC program prior to entering Year 11 or 12, most commonly in Year 10.
Students must be afforded the opportunity to choose their senior secondary studies. Schools must not impose barriers to entry or entry requirements for a study beyond those set by the VCAA.
[bookmark: _Toc145920338]

Eligibility requirements for studies
While there are no eligibility requirements for VPC studies, some individual VCE studies have specific eligibility requirements. Refer to the relevant sections in the VCE Administrative Handbook 2027 for these requirements.


[bookmark: _Toc145920339][bookmark: _Toc152669697][bookmark: _Toc237529539]Eligibility for the award
[bookmark: _Minimum_requirements_1][bookmark: _Hlk99470140][bookmark: _Toc237529540]Minimum requirements
The minimum VPC requirement is satisfactory completion of 12 units that must include:
2 units of VPC Literacy (or units from the VCE English group, including VCE VM Literacy)
2 units of VPC Numeracy (or units from the VCE Mathematics group, including VCE VM Numeracy)
2 units of VPC Personal Development Skills
2 units of VPC Work Related Skills.
The remaining 4 units may include other VPC units and other curriculum, such as VCE units, including VCE VM units and units of competency from nationally recognised VET qualifications.
All VCE units successfully completed provide credit towards the completion requirements of the VPC.
Successful completion of 90 hours of VET units of competency from a nationally recognised VET qualification at Certificate I level or above provides one unit of credit towards the completion requirements of the VPC.
Students undertaking atypical programs may have their previous studies or experience counted towards the award of the VPC. For more information, see the Atypical programs section.
See the Satisfactory completion section for more information.
[bookmark: _Toc237529541]Other eligibility requirements
[bookmark: _Atypical_programs][bookmark: _Minimum_requirements][bookmark: _Students_with_credit][bookmark: _Student_transfer_and][bookmark: _Student_transfer_and_1][bookmark: _Adult_students_returning][bookmark: _Credit_for_VCAL][bookmark: _Toc145920352][bookmark: _Toc152669702][bookmark: _Toc237529542]Repeating units
There are no restrictions on students repeating units. However, students may obtain credit only once for each unit.
[bookmark: _Atypical_programs_1][bookmark: _Toc237529543]Atypical programs
Students may vary the usual VPC program requirements if they:
have credit from the VCE
have transferred with credit from interstate
are adult students returning to study
have credit for Victorian Certificate of Applied Learning (VCAL) units completed in or prior to 2023.
[bookmark: _Students_with_credit_1][bookmark: _Toc237529544]Students with credit from the VCE
Students may enrol in the VPC with units from previous VCE, VCE VM or VET enrolment where they have not completed the certificate. In this case, any VCE, VCE VM or VET unit that has not already contributed to the satisfactory completion of another certificate (the VCE or VPC) may contribute to satisfactory completion of the VPC.
[bookmark: _Student_transfer_and_2]

[bookmark: _Toc237529545]Student transfer and credit from interstate studies
Nationally accredited studies that correspond with the individual VPC curriculum designs (including aims of the studies and satisfactory completion requirements), that a student has completed before they enrolled in the VPC, may contribute to the award of the VPC. Students must apply to the VCAA for credit.
[bookmark: _Adult_students_returning_1][bookmark: _Toc237529546]Adult students returning to study
There are no formal VPC entry requirements for adult students returning to study, and no variation in course requirements based on the age of a student. Adult students must be flagged on VASS at the time of enrolment.
[bookmark: _Credit_for_VCAL_1][bookmark: _Toc237529547]Credit for VCAL units completed in or prior to 2023
Students who completed Victorian Certificate of Applied Learning (VCAL) (now discontinued) units in or before 2023 may be eligible for credit towards the VPC. For queries regarding student eligibility, please email the VCAA Student Records and Results unit.


[bookmark: _Toc237529548]Responsibilities of VPC providers
School principals are responsible for the implementation of procedural and administrative processes for the delivery of the VPC at their school. Schools must ensure each year that students have access to adequate facilities and resources to complete any offered VPC study.
Schools registered as VPC providers must meet their annual responsibilities to:
ensure staff access to VCAA communications
communicate to students
monitor student attendance
maintain the integrity of student work
administer Special Provision
communicate school detail changes
maintain school records
certify data and documents.
Schools must also meet responsibilities outlined throughout this VPC Administrative Handbook regarding:
VPC programs and eligibility for the award
VASS
student enrolment
assessment
results and reporting to schools.
[bookmark: _Ensuring_staff_access][bookmark: _Toc237529549]Ensuring staff access to VCAA communications
Schools must ensure that official VCAA communications are directed to appropriate staff at the school so that they are kept up to date regarding VCAA administrative and assessment requirements.
VCAA communications can include time-sensitive messaging to schools regarding changes to administrative and assessment procedures, which can occur throughout the academic year. Relevant school staff requiring access to VCAA communications include VPC coordinators, VPC teachers and VASS administrators.
The VCAA uses email, Notices to Schools, the VCAA Bulletin (through direct subscription), the Senior Secondary Update (through direct subscription) and the VCAA website for official communication regarding the VPC.
Schools must ensure school staff have access to copies of:
relevant accredited VPC curriculum designs
relevant companion documents to the curriculum designs, called VPC support materials
relevant VCE study designs, VCE Support materials and VCE Advice for teachers
relevant VCE VET program booklets, extracts or summaries
details of current units of competency (UoCs) including unit codes, unit titles and nominal hours
the VCE VET Scored Assessment Guide
the VPC Administrative Handbook and VCE Administrative Handbook
the VCAA Bulletin
Notices to Schools.
[bookmark: _Communicating_to_students,][bookmark: _Toc237529550]Communicating to students
Schools must ensure that students have access to accurate information about the VPC, its rules and VPC units.
The information below must be provided in writing to students, parents and/or guardians each year.
[bookmark: _Toc237529551]Information about the VPC and its rules
Schools must inform students in writing each year about:
the minimum requirements for eligibility of the award of the VPC, in addition to comprehensive course advice
the VCAA’s rules and the school’s rules for undertaking the VPC
the VCAA’s rules and the school’s rules and procedures for school-based assessment, including the rules on plagiarism, cheating and the authentication of school-based assessment
the meaning and consequences of receiving an N or J result for a unit
clear procedures for appealing any adverse school decision relating to the administration of the VPC, including assessment decisions, covering both the internal appeals process at the school and the final external appeal to the VCAA
procedures for Special Provision
a school attendance policy and set of procedures for students obtaining an extension of time and/or absences for set work and assessment tasks.
[bookmark: _Toc237529552]Information about VPC units
Schools must inform each student at the beginning of each VPC unit about:
the requirements for class attendance, including that VPC units involve at least 50 hours of scheduled classroom instruction
all set work and assessment tasks students must complete to achieve an S for the unit, and the conditions under which the work is to be completed
instructions on how to submit work
timelines and deadlines for completing work.
[bookmark: _Monitoring_student_attendance][bookmark: _Toc237529553]Monitoring student attendance
Each VPC unit requires 100 nominal hours, of which at least 50 hours need to be scheduled classroom instruction. A student needs to demonstrate sufficient class attendance to fulfil the time and work requirements of the unit.
Each school sets minimum class time and attendance rules. A school attendance policy and set of procedures to obtain an extension of time and/or absences for set work and assessment tasks must be published and made available to staff, students and parents and/or guardians.
If a student has completed work but there has been a substantial breach of the school’s attendance policy, the school may be unable to authenticate the student’s work completed across the module. For the school to assign an N result for the unit because the work cannot be authenticated, the school must first assign an N for the module that cannot be authenticated.
When a student is absent for prolonged periods or has been unable to complete all assessment because of illness or other special circumstances, the school may grant special provisions for classroom learning and assessment. In this case, the student must not be penalised for lack of attendance.
Special provisions may allow a student to work from home for a period of time. The school must have additional measures in place to be able to authenticate the student’s work as their own if a student is allowed to work from home. Schools should make sure they retain documentation about any decisions relating to granting provisions, including supporting evidence.
VPC programs may include learning outside the school, including VET classes, school-based apprenticeships or traineeships (SBATs) and Structured Workplace Learning Recognition for VET. The RTO or workplace sets attendance expectations related to these settings. Where required, the school’s attendance policy and set of procedures must cover expectations regarding learning outside the school.
[bookmark: _Maintaining_the_integrity][bookmark: _Toc237529554]Maintaining the integrity of student work
To maintain the integrity of student work, schools must:
ensure teachers use only the currently accredited VPC curriculum designs
ensure teachers understand their professional responsibility regarding the integrity and security of assessment
ensure teachers provide learning experiences that are in accordance with the intention of the currently accredited curriculum designs and do not require undue assistance
carefully develop, document and implement plagiarism, cheating and authentication policies, processes and strategies that ensure that work completed is the student’s own and has been completed without undue assistance from another person, including their teacher
develop a policy for teachers outlining the school’s expectations about the development and delivery of assessment, including steps teachers must take to ensure the security of the content
where appropriate, secure assessment tasks, including those in development, out of the reach, view and access of students until delivery
where possible, avoid storing assessment tasks on open school networks and unsecured media, and avoid sending assessment tasks by unsecured means such as email
have students sign a declaration that they will abide by their school’s policies and rules relating to the appropriate use of technology, including the internet
minimise any time lag between classes delivering the same school-based assessment such that there is no potential advantage provided to one discrete class over another. Where this is not possible, the task must be suitably modified for each class
ensure that where more than one class of a study is taught, teachers apply internal moderation or cross-marking to ensure consistency of assessment and identify possible authentication breaches
prevent student use of other student work from previous academic years, for example through not recycling tasks from year to year, including previously assessed tasks that were not returned to students
suitably modify commercially produced materials and publicly available materials to ensure the school can authenticate student work.
The VCAA recognises that some schools will begin teaching programs in the last weeks of the academic year before enrolment in the study. These programs are generally no more than 3 weeks in length. Each VPC module result must be determined based on evidence of achievement completed during the academic year in which the student is enrolled.
[bookmark: _Administering_Special_Provision][bookmark: _Toc230083306][bookmark: _Toc237529555]Administering Special Provision
Schools must develop procedures to identify students requiring Special Provision and ensure that consistent and fair decisions are made about appropriate assistance for those students. Procedures to apply for Special Provision must be given in writing to all students, parents and/or guardians and the school must retain all documentation used to support decisions.
Schools may approve Special Provision for both classroom learning and assessment.
For full information about Special Provision in the VPC, see the  webpage.
[bookmark: _Toc237529556]Forming partnerships
VPC providers are encouraged to form cooperative partnerships with external education providers, businesses, community organisations and individuals. Partnerships will enhance the curriculum provision and/or assessment arrangements for students and extend the learning program and resources available to VPC providers.
Successful partnerships between schools, non-school providers and partner organisations involve building a culture of collaboration and creating connections between schools, non-school providers and partner organisations. These partnerships rely on strong, cooperative relationships and a shared understanding and commitment to:
‘learning that does not stop at the school gate’
the values of TAFE institutes; adult, community and further education (ACFE) organisations; and schools, with easy movement between these sectors
a ‘whole community’ approach that involves shared leadership, pooling of resources and expertise, and non-exclusive ownership of learning programs.
[bookmark: _Communicating_school_detail][bookmark: _Toc237529557]Communicating school detail changes
Schools that change their name must advise the VCAA in writing and provide proof that the relevant governing body has endorsed the name change.
Schools that cease delivering the VPC must notify the VCAA in writing.
[bookmark: _Hlk215574736]Schools must ensure that their address, telephone number and the details of their principal and coordinators are correct and confirmed on VASS. Schools must contact the Student Records and Results unit if the school email has been changed.
[bookmark: _Maintenance_of_school][bookmark: _Toc237529558]Maintaining school records
[bookmark: _Toc237529559]Documenting school decisions
Schools must establish procedures to keep records and documentation of decisions relating to:
module and unit completion
student appeals and resulting decisions
agreements to work in partnership with other providers
applications for extensions of time, with supporting documentation
applications for, and approvals of, special provision, with supporting documentation
student absences and whether or not these are approved
any interviews with a student and any resulting decisions.
[bookmark: _Toc237529560]Retention of assessment
Schools must retain or have access to work completed for assessment until the end of the academic year in which the work was undertaken and results finalised.
See the Sector requirements section for the government and non-government school obligations that apply to the retention of assessment.
Schools must maintain digital or physical copies of student work or supervise the storage of student work to meet these obligations. Schools who decide to return original copies of assessments to students must advise students that they need to retain work in line with these obligations.
Work assessed as N and work that is the subject of a dispute must be retained at the school. Such work may be retained in original or photocopied form.
As part of the VCAA’s audit program, the VCAA may request copies of specific items of assessment completed by students. Audit dates are published in the VCAA’s Important administrative dates document.
[bookmark: _Privacy][bookmark: _Toc237529561]Privacy
Laws relating to the privacy of personal information inform the collection, use, disclosure, security and storage of, as well as access to, information regarding each student and their parent(s) or guardian(s).
The Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic) set legal standards for how the Victorian public sector collects and handles individuals’ ‘personal information’ and ‘health information’. The Charter of Human Rights and Responsibilities Act 2006 (Vic) requires public authorities to act compatibly with human rights, including the right to privacy. Victorian government schools must comply with the Privacy and Data Protection Act, the Health Records Act and the Charter of Human Rights and Responsibilities Act.
The Privacy Act 1988 (Cth) and Australian Privacy Principles establish the standards for how applicable non-government schools collect and handle personal information about individuals. In instances where schools are required to have their own privacy policy, the school’s processes for the collection, storage and use of personal information must be consistent with the requirements of that policy and, if applicable, the Australian Privacy Principles.
[bookmark: _Toc237529562]Access to student records and results
The minimum standards for registration of schools require that a school provides each student and each parent or guardian of a student enrolled at the school with access to accurate information about the student's performance at the school. This information must include at least 2 written reports per academic year on the student’s performance.
Schools should seek their own advice from the Department of Education, their relevant sector authority or their legal adviser about the most appropriate form in which to provide this information.
Schools are also required to ensure that upon request, copies of a student’s records are provided to the student or to a person authorised by the student to receive those records during the course of their study and, at the principal’s discretion, after completing the course.
[bookmark: _Toc237529563]Security and storage of student records
Schools must store personal information about students and their parent(s) or guardian(s) securely and protect it from misuse, loss, unauthorised access, modification and disclosure, and in accordance with applicable privacy legislation and school privacy policies and procedures.
Copies of results should be held separately from collections of student work. Duplicate master records should also be stored separately. Information stored electronically on databases or portable storage devices should be kept securely and in such a way that it cannot be accessed by unauthorised persons.
Schools should seek their own advice relating to compliance with legislation and good practice for the storage of personal, confidential and sensitive information, and digital and cloud-based storage. As part of this, schools should create or use privacy policies which publicly outline their obligations and how they handle personal information in line with these obligations.
[bookmark: _Toc237529564]Freedom of information requests
The VCAA holds records relating to students’ personal details, enrolment and assessment. Freedom of information (FOI) requests for access to documents held by the VCAA should be sent to the VCAA Freedom of Information Officer. Schools must not process such applications. See the VCAA FOI webpage for further information.
At government schools, students and their parent(s) or guardian(s) have the right to request access to school documents by making an FOI request under the Freedom of Information Act 1982 (Vic). To find out how to make an FOI request for access to government school records, go to the Department of Education’s FOI requests webpage.
[bookmark: _Sector_requirements][bookmark: _Toc237529565]Sector requirements
Government schools
Government schools are obliged to keep and dispose of school records in accordance with retention and disposal authorities (RDAs) made under the Public Records Act 1973 (Vic). RDAs describe the categories of records kept by schools and specify the minimum period for which they should be retained.
The School Records Retention Guide, published on the Policy and Advisory Library, lists the minimum retention requirements for a range of common school record types (school staff login required).
The relevant government school RDAs are:
PROS 22/06 Retention and Disposal Authority for Records of Schools
PROS 10/09 Retention and Disposal Authority for Records of Education and Early Childhood Development Functions
PROS 25/06 Financial Management Function
PROS 19/08 Organisational Responses to Child Sexual Abuse Incidents and Allegations
PROS 07/01 Common Administrative Functions
PROS 24/03 Human Resources Management Function
PROS 25/06 Financial Management Function.
RDAs can be viewed on the Public Record Office Victoria website.
Non-government schools
To comply with the Child Safe Standards Ministerial Order 1359, non-government schools must create, maintain and dispose of records relevant to child safety and wellbeing in accordance with Public Record Office Victoria Recordkeeping Standards, including minimum retention periods. Non-government schools may be guided by the retention periods specified for government school records, or they may want to use the Records Retention Schedule for Non-Government Schools produced by the Australian Society of Archivists. In respect of other records, schools may have their own policy for the maintenance and disposal of records and may want to seek their own advice about record-keeping.
[bookmark: _Certification_of_data][bookmark: _Toc145920361]

[bookmark: _Toc237529566]Certification of data and documents
The principal’s signature or that of their delegate is required on some documents to certify that the information they contain is accurate and complete. These documents relate to:
amendments to results
awarding credits
late entry of data on VASS
endorsed lists of VPC-eligible students at midyear.


[bookmark: _VASS][bookmark: _Toc145920362][bookmark: _Toc237529567]VASS
The Victorian Assessment Software System (VASS) is the database where schools maintain student details, assessment information and school details. It is imperative that the accuracy, privacy and security of VASS data is maintained. Information on student enrolments and the VPC studies that providers intend to offer must be provided to the VCAA via VASS.
[bookmark: _Hlk119659616]All schools offering the VPC are required to have access to VASS. Schools can apply to VASS Operations for a user ID and password. The VCAA and schools are jointly responsible for protecting the privacy of students’ personal information held in VASS. School-based authorised users of VASS are responsible for the use and disclosure of students’ personal information, including their academic record when it is extracted from VASS either in printed or electronic form. Schools should take reasonable steps to protect personal information from misuse, loss or unauthorised access. Students’ personal information, including their academic records, must not be provided to staff, students or any other person with no legitimate reason to access that information.
Schools are responsible for respecting and protecting the privacy of students’ personal and academic information. VASS system security is designed so that schools can view students’ details only if the school is their ‘home school’, or if they are being assessed in at least one unit by the school.
Schools must make sure that VPC student eligibility report is run regularly to guarantee students will meet the eligibility requirements for the award of the VPC.
The term ‘school’ refers to VPC providers and schools registering Year 10 students without programs as part of the Department of Education On Track survey.
Schools are responsible for respecting and protecting the privacy of students’ personal and academic information. VASS system security is designed so that schools can view students’ details only if the school is their ‘home school’, or if they are being assessed in at least one unit by the school.
RTOs that are not senior secondary qualification providers or foundation secondary providers need to apply for read-only access to VASS. Once approved, they will be limited to only viewing the details of the students undertaking their training. RTOs should contact VASS Operations to initiate access.
[bookmark: _Toc237529568]VASS users
Several school-based VASS user types allow each school to control and maintain the security of their students’ data. The VASS administrator has system control for their school and is responsible for setting up and managing other school-based users.
VASS administrators use their high-level access to administer the VPC for the school. This includes setting up the school’s programs, enrolling students, entering results and producing reports. Schools may have one or more VASS administrators appointed at the principal’s discretion. However, the VCAA recommends that each school have no more than 4 VASS administrators. Schools may apply to have many VASS users; for example, every teacher could be given VASS teacher (restricted) status to enter their own results.
[bookmark: _Toc145920363][bookmark: _Toc237529569]Data security and VASS
VASS has a 3-layer security system. Users must have a username, password and passcode grid to access VASS.
Schools must contact VASS Operations to set up new VASS administrators or modify existing VASS administrators. VASS administrators can also set up other VASS users. All users should change their own password regularly. Other VASS user groups include Clerical (CL), Principal (PRIN), and School Statistics and Results Group (SSRG).
VASS administrators should refer to the VASS User Manual for comprehensive details on using VASS. If VASS administrators experience problems, including password and login issues, they should contact VASS Operations.
Staff users must not share their VASS usernames and passwords. Each person required to use VASS must have their own username and password.
[bookmark: _Toc145920364][bookmark: _Toc237529570]Data entry on VASS
[bookmark: _Hlk100049563]Enrolment and unit completion and results must be entered into VASS in accordance with the VCAA’s administrative requirements and critical deadlines. Penalties apply for late data entry.
The first enrolment deadline of each academic year is critical as the VCAA uses it to identify schools for the VCE and VPC audit.
[bookmark: _Toc237529571]Home schools
The home school is the school at which a student undertakes the majority of their studies.
A student can have only one home school at a time, and each home school is responsible for ensuring the program enrolments for each student are correct. This is achieved by printing and checking the Student full details report on VASS.
For VPC enrolments, the home school is always the assessing school; however, a provider code must be entered against the enrolment and may be different to the home school. The home school remains responsible for all data entry pertaining to enrolments and results for VCE, VET and VPC, regardless of delivery arrangements.
[bookmark: _Toc237529572]Assessing schools
An assessing school is the school in which a student is enrolled for at least one study, in addition to their home school.
The assessing school is responsible for overseeing the assessment of one or more units and for fulfilling the requirements of the VPC Subject Audit. A student may have one or more assessing schools. The assessing school is usually the home school.
To ensure student data is secure, an assessing school other than the home school must have access to a student’s number and home school code before that student’s details can be viewed for the first time. The assessing school may then enrol the student in units that it offers.
[bookmark: _Toc237529573]Timelines and summary of data requirements
Schools must adhere to published dates for entry of enrolments and results on VASS. Some dates are important for both school administration and the VCAA. Others are cut-off dates, and the VASS system will not allow data entry after these dates. Due dates and warnings on the VASS home page prompt VASS users to meet scheduled dates. School administrators should also refer to the Important administrative dates.
There are 4 types of data required from schools:
school programs – providers must identify the units that make up their school’s VPC program before enrolling students in their programs
student registrations – these can be entered at any time but must be completed before the end-of-academic-year results processing
student program enrolments – refer to the Important administrative dates for details. Changes to student enrolments after the due dates require VCAA approval. Late fees will be charged, except for late withdrawals approved on compassionate grounds
student result data – schools must provide data by several dates throughout the year.
Principals are responsible for ensuring that all data required by the VCAA is entered into VASS by the relevant closing dates.
Principals are also responsible for ensuring that submission dates for any assessment tasks used to help determine satisfactory completion are set within an adequate timeframe to allow the assessment task to be completed and marked, so that entry of results can be maintained within VCAA timelines. Teachers should not be scheduling tasks after a VCAA submission date.
Extensions of time to enter enrolment or results data
If a school cannot meet deadlines for entry of enrolment or results data due to unforeseen circumstances, the school may seek permission from Student Records and Results for an extension of access to VASS for a short period of time beyond the published submission date. This service can be made available to schools only if the VCAA administrative processes are not compromised. An extension of time is not possible for the specific results deadline.
Special circumstances beyond the school’s control will be considered. Otherwise, the school will be charged a fee for this service (see Fees and charges).
[bookmark: _Toc145920365][bookmark: _Toc237529574]Student data on VASS
Schools are required to have policies and procedures in place to maintain accurate student records, including records of assessment. Schools must also comply with appropriate requests to provide copies of a student’s records to the student. Maintaining the accuracy of results data is a key school responsibility.
[bookmark: _Toc237529575]Students’ personal details
Students must submit a Student personal details and declarations form that includes their intended program for the year. The information on this form should be entered on VASS.
Each student’s personal details, particularly their date of birth, consent permissions and subject enrolment details, must be entered on VASS. Students should be provided with a new Student full details report to sign at the end of each enrolment cycle to guarantee any requested changes have been made. Students should also be advised that their Year 12 results will be mailed to the postal address on their Student full details report at the end of the academic year.
Students must be enrolled on VASS using their legally registered name as per the Registry of Births, Deaths and Marriages Victoria, or the relevant state or national agency. When signing their personal details form under the General declaration, students attest that they are enrolling using their legally registered name.
Trans and gender diverse students
Trans and gender diverse students who do not identify as male or female may elect to have ‘self-described’ as their nominated gender identity for the purposes of VASS.
To record other student details in VASS, including gender diverse students’ names, schools must ensure records match officially issued identification documents. If a student has undertaken formal processes with the Births, Deaths and Marriages registry to update their identity documents, they may present their new birth certificate to their school (if under 18 years of age and currently in school) or to the VCAA (if over 18 and no longer in school) so their record can be updated.
Matching a student’s details with their officially issued identification documents is necessary for the security, privacy and verification of student details. For further information, contact Student Records and Results.
Student postal addresses
VASS only stores a student’s preferred postal address. It is mandatory to enter an address line, suburb, state and postcode. If a student’s postal address is unknown, schools should enter the school address as the student’s address.
The VCAA uses the postal addresses stored on VASS to mail students their final results where a student is enrolled in VCE, VCE VM, or VCE VET Units 3 and 4 studies.
To ensure the successful delivery of final results, the VCAA will validate the postal addresses of all students eligible to receive their results in the mail. If an error is detected, schools will receive an email that lists the affected students. Schools are responsible for making sure student personal details are accurate and should contact students to amend the information.
Student email addresses
The VCAA requires schools to enter a non-school email address for each student enrolled in a VCE, VCE VM or VCE VET Units 3 and 4 study into VASS. This will support results delivery, enable post-results service statements to be provided by email, and support communication with students, including any information about recognition and awards.
Changes to student personal details
Results will be printed using the student’s name as entered on VASS. The results will be mailed to the student addresses as entered on VASS, where applicable. The Important administrative dates document has deadlines for amending this information. The VCAA cannot accept changes of address after this date as results processing would have already begun.
Matching students with previous results
Student details are matched based on name, date of birth and gender marker. Slight differences in spelling, an inaccurate date of birth or a change of name may mean that a student who has attended more than one school might be assigned multiple student numbers, each having only part of the student’s academic record.
As the matching process occurs as soon as a student is registered, it is essential that the personal details entered for the student are accurate. This ensures the system can match the student’s academic history with their current details. If a match is found on the database for a particular student, the student is allocated their previous student number, and their previous results and enrolments for the current year are combined to make up a complete academic history.
Schools should not estimate dates of birth to enrol students. If details are not correct, these matches cannot occur and the student will have 2 student numbers, each having only part of their academic history. This may result in a student not being awarded the certificate in which they are enrolled.
Schools should take particular care when matching an incoming student record to an existing record. Incorrectly matching 2 different students will result in the existing student’s details being overwritten, and their enrolments and results incorrectly attributed to the incoming student. To prevent this, schools must carefully verify all personal details (including spelling of names, date of birth and gender marker) before confirming a match.
[bookmark: _Toc237529576]Accuracy and security of personal and enrolment data
[bookmark: _Hlk184200158]The Education and Training Reform Regulations 2017 require schools to maintain accurate student records, including records of student assessment. Data may be entered into the VASS database manually or by data import.
All VPC data on VASS must be kept secure and the privacy of students’ personal and academic details must be protected (see the Privacy section).
The confidentiality of a student record should be restricted to the student and administrative staff at their home school and assessing school. Select VCAA staff have a specific role in the maintenance of that data. Any other access requires the student’s written consent.
A student’s personal details and program data can be imported from other applications, including CASES21 for government schools. For advice on file formats, consult the VASS help screens and the VASS import document, which is available as a download through VASS.
[bookmark: _Toc145920374]Security of student numbers
The student number is a key identifier that allows the VCAA to securely maintain student result data. Students should have full confidence that the enrolment and result record maintained by the VCAA is accurate, complete and confidential.
Each student should be given a printed copy of their Student full details report so they are aware of their student number. Lists of student numbers and corresponding names should not be printed and published or displayed on school noticeboards or otherwise made available to members of the school community.
Student number errors
If a student has either 2 VCAA student numbers in the current year of enrolment or multiple numbers across various years, schools should notify Student Records and Results immediately so the issue can be resolved as soon as possible.
Reporting the death of a student
Schools must communicate the death of a student to the VCAA by sending a letter signed by the principal to the Manager, Student Records and Results. The student’s record will be amended on the VCAA database accordingly. If the VCAA is not informed of the death of a student, the student’s data will be included in VCAA senior secondary data collections, which may result in the student’s family experiencing further distress.
Student enrolment data
The Student full details report on VASS is the key report for checking students’ personal details and enrolments. For audit purposes, this report must be distributed to students for review and signing at the beginning of the academic year, and whenever changes are made to either a student’s personal or enrolment details.
VASS-generated class lists should also be produced and distributed to class teachers at the commencement of each unit. Class teachers should confirm the list against the students they are teaching. When a student’s enrolment changes, relevant class lists should be produced and provided to the class teachers for signing to confirm acknowledgement of the changes. These quality assurance processes are essential for ensuring the accuracy of students’ personal and enrolment data.
Student eligibility
Schools should run eligibility reports in VASS to determine if, or how, units contribute to the VPC and to make sure the minimum requirements of the VPC qualification have been met. Eligibility reports should be run as early as possible at the beginning of the academic year and every time a student’s enrolment is changed. Individual student eligibility can be checked on VASS when students are enrolled in the learning program.
[bookmark: _Toc237529577]Reporting unit results on VASS
Results data may only be entered into the VASS database manually.
Schools report students’ results as follows:
VPC unit results are reported as S (satisfactory) or N (not yet complete)
VCE unit results are reported as S (satisfactory), N (not satisfactory) or J (discontinued a study or withdrew after a critical date and no form of assessment has been completed)
VET unit of competency results are reported as S (competent) or N (not yet competent) for all certificate types.
VPC results entered as N (not yet complete) will appear on the Student full details report from VASS.
VET results entered as N (not yet competent) will appear on the Student full details report from VASS.
Schools can produce several relevant reports:
RESULTS ADMIN > VPC Reports / VET Reports > Unit Results > By Class
RESULTS ADMIN > VPC Reports / VET Reports > Unit Results > By Student.
While VPC unit results are due to the VCAA by specific dates, the VCAA recommends schools enter unit results as they are received to reduce the amount of data entry required closer to the deadline.
[bookmark: _Recording_N_results][bookmark: _Toc237529578]Recording N results
Schools that record an N for a VPC unit can record an S for individual modules achieved within the unit (existing credit).
Students with existing credit will only need to complete the outstanding modules for the VPC unit that they were yet to achieve to record an S for the unit. This will assist VPC students who have interruptions to their studies, including those who:
have a significant illness
have significant personal hardship
are returning to VPC after changes to their career pathway, for example, if they left VPC to take up employment but then lost their job
have other interruptions to their study, for example, if they became disengaged and left school
have taken a long time to achieve their VPC.


[bookmark: _Toc237529579]Missing results
VASS can be used to produce reports on input, summary and missing results for all types of results. Schools must check these reports to make sure all students’ results are entered. Failure to do so may lead to unit results or certificates not being awarded. If results for a whole class are not available for entry by the scheduled submission date, contact Student Records and Results for advice.
[bookmark: _Toc145920367]The student’s home school is responsible for entering results where the assessing school is a private provider.
[bookmark: _Toc145920369][bookmark: _Toc237529580]Data amendments and late fees
Data for enrolments in each cycle will be locked on VASS after the due date for enrolments in each cycle. Student Records and Results must be notified of any errors that have occurred in entering VPC unit data as soon as they are detected. Schools are reminded that enrolment changes will not be accepted if students have indicated their intention to withdraw from the unit after a closing date or have left school without formally exiting from the VPC.
Acceptance of an application for amendment is at the VCAA’s discretion. Applications for amendments must be submitted on the appropriate forms, available as VASS downloads.
The relevant enrolment amendment forms for VCE and VPC are available as VASS downloads.
All requests for changes to VCE VET and VET units of competency (UoCs) should be made on the Application for late VET enrolment amendments form, available on VASS. If the results submission date has also passed, the result for the new enrolment must be included on the form.
Requests to add UoCs to certificates or addition of a new certificate should be accompanied by the student’s training plan scanned and emailed to the VCAA VET unit for approval.
If the request is made after the VCAA cut-off dates, the request must include:
a letter from the school principal explaining the reason for the error
evidence supporting the enrolment change, such as copies of a class attendance sheet, and evidence of the student’s intention to withdraw.
[bookmark: _Toc145920370][bookmark: _Toc152669706]The application for amendment must be accompanied by the appropriate fee (see Fees and Charges). No GST is payable on late fees.


[bookmark: _Toc145920384][bookmark: _Toc152669709][bookmark: _Toc237529581]Quality assurance processes
[bookmark: _Toc128144816][bookmark: _Toc145920389]The VCAA conducts several quality assurance processes to ensure the integrity of the delivery of the VPC. Schools agree to participate in relevant audits when approved to deliver the VPC. If selected, sufficient notice is provided to enable participation.
[bookmark: _Toc237529582]VCE and VPC audit
The VCAA conducts a 2-part audit program for all VCE and VPC providers:
the Administrative Audit, which occurs in Term 2 and covers the administrative delivery of the VCE and/or VPC, and
the Subject Audit, which occurs in Term 4 and covers the delivery of VCE and/or VPC studies.
All VCE and VPC studies are subject to audit.
The standards and requirements for assessment are stated in the assessment specifications set out in the relevant VPC curriculum design and the VPC assessment principles. Assessment is an essential feature of the VPC, allowing for local flexibility in both teaching and assessment practice.
The VCAA can request an audit of assessment tasks in each VPC study. Principals must support teachers whose VPC studies are being audited throughout this process.
The VCE and VPC audit identifies instances of irregularities where VCAA requirements have not been followed, and audit findings assist in planning VCAA assessment advice and professional development support for teachers.
Schools will receive feedback on audit findings.
In the event of an instance of serious noncompliance, the VCAA will determine whether disciplinary or other procedures will apply.
For more information, see the VCE and VPC audit webpage.
For information about the VCE VET coursework audit, see the VCE VET programs scored assessment webpage.
[bookmark: _Toc145920390][bookmark: _Toc152669712][bookmark: _Toc237529583]VCAA management of student records
[bookmark: _Toc237529584]Security of personal information
The VCAA collects personal information from students to manage their enrolment in the VPC. Personal information is collected from the student by the school or provider and entered on VASS, which retains information for all students enrolled in Victoria. A student record includes the student’s address and contact details, assessment details and any other information relating to their VPC status, for example, any Special Provision.
The VCAA is a Victorian public sector agency that must comply with the Privacy and Data Protection Act.
The VCAA keeps all information collected secure and confidential. Only relevant VCAA staff members who deal with the specific processes for which the information was collected access the information. Students’ personal information is not disclosed to other persons or organisations without students’ knowledge and, where relevant, consent, unless required or permitted by law.


Student access to personal information
Under the Privacy and Data Protection Act, students have the right to request access to personal information held about them by the VCAA. Individuals seeking access to personal information held about them by the VCAA should email the VCAA Privacy Officer. In some circumstances, an application under the Freedom of Information Act 1982 (Vic) may be necessary.
[bookmark: _Toc145920392][bookmark: _Toc237529585]Provision of student assessment records
The VCAA makes records of student results available to students or their nominated representatives in accordance with section 2.5.3(2)(o) of the Education and Training Reform Act 2006 (Vic). The VCAA provides a Statement of Results for VPC students at the end of each year.
Further copies of Statements of Results will be made available if the student requests them. Depending on the circumstances, a student may authorise a person to obtain a copy of their results on their behalf. Proof of identity of the student or of the nominated representative will be required at the time of collection. Fees will apply unless there are exceptional circumstances and the VCAA waives the fee. Any other request for student data will be referred to the VCAA for consideration.


[bookmark: _Student_enrolment][bookmark: _Toc145920403][bookmark: _Toc152669714][bookmark: _Toc237529586]Student enrolment
[bookmark: _Toc145920404][bookmark: _Toc152669715][bookmark: _Toc237529587]Student personal details
Students must complete and submit the relevant Student personal details and declarations form to their home school for each academic year in which they enrol. The accuracy of student details should be audited against information provided on a student’s form. Students must use their legally registered names when enrolling in a foundation secondary qualification. To verify the legal identity of the student, schools should request the student’s birth certificate or change of name document, both of which are issued only by the Registry of Births, Deaths and Marriages Victoria, to ensure the accuracy of student names and birthdates.
If a student’s enrolment changes, the school is responsible for ensuring the VCE and VPC eligibility reports are run on VASS. By running eligibility reports regularly, schools can identify where there are issues with students not being able to meet satisfactory completion of that foundation secondary certificate. If errors are reported, they must be fixed and the eligibility report run again.
[bookmark: _General_declaration][bookmark: _Toc145920405][bookmark: _Toc237529588]Fee-paying international students
Fee-paying international students will not be able to undertake the VPC.
[bookmark: _General_declaration_1][bookmark: _Toc237529589]General declaration
All students must sign an agreement to abide by VCAA regulations before undertaking any studies.
[bookmark: _Toc145920406][bookmark: _Toc237529590]Consent for disclosure of personal information to other organisations
Students must indicate if they give permission for their data to be forwarded to newspapers and other government bodies for the calculation of awards and prizes, and for the Department of Education On Track survey. This must be done for each academic year of enrolment.
[bookmark: _Toc145920407][bookmark: _Toc237529591]Permission for use of student work
[bookmark: _Toc145920408]Students are asked to grant copyright permission for the use of their work in publications and productions approved by the VCAA.
[bookmark: _Toc237529592]Students with past results
A ‘past result’ is any result in Matriculation, HSC, TOP, T12, STC, VCE or VCAL in a previous year. This is unless the result was achieved in the year immediately before the current academic year and the student is continuing at the same home school.
Students with past results will need to provide sufficient personal details to enable their records to be matched to database records. The VCAA database matches a student’s records based on their student number or on their date of birth, first name, family name and gender. Students who have past results and who know their student number should indicate this on their form.
If a student’s records are not matched, the student may not be awarded the certificate in which they are currently enrolled. Home schools can view all past results for VCE or VCAL achieved by students, including results from their previous school, on VASS.
[bookmark: _Toc145920410][bookmark: _Toc152669716][bookmark: _Toc237529593]VET enrolment
Students should only be enrolled in the units of competency (UoCs) they are expected to complete in the current academic year, rather than in the complete qualification. If a student does not complete a UoC they must be re-enrolled in the following year if it is a requirement of their program.
There may be restrictions on the VET training that students can undertake due to industrial arrangements, the nature of the industry from which training is derived, or regulatory requirements. To enrol in a qualification  designated as a school-based apprenticeship or traineeship (SBAT), students must have a valid and current training plan, which must be submitted to the VCAA VET unit.
After finalising enrolments, a student eligibility report should be run in VASS to confirm eligibility for the certificate.
Schools must comply with the deadlines set out in the Important administrative dates for the following:
finalising UoC enrolments within VCE VET scored Unit 3–4 sequences
finalising UoC enrolments for any students undertaking any certificate type (VE1, VE2 or VE3)
withdrawing students from UoCs from a VCE VET scored Unit 3–4 sequence
finalising assessment plan information for VCE VET scored Unit 3–4 sequences.
[bookmark: _Toc145920411][bookmark: _Toc152669717]

[bookmark: _Toc237529594]Student transfers between schools
There are some students who do not start and finish their VPC at the one school. The records of all such students need to be appropriately managed.
There are no formal entry requirements for VPC studies. The VPC has been designed to accommodate flexible entry and exit. Students can enter VPC studies at a time that best suits their learning needs, abilities and interests.
If VPC students transfer from one Victorian school to another, schools use VASS for the transfer procedure. When a student transfers to another school, the school the student is leaving is required to transfer the student on VASS, so they can be enrolled at the new school. If this is not done, the new school must contact the student’s former school and request the transfer. Students should not be transferred until the new home school is known. A student must not be enrolled at the new school until correct transfer procedures have been completed to make sure a second student number is not created. Multiple records in the same academic year for the one student may lead to the student not being awarded their VPC.
If VPC students transfer from an interstate school to a Victorian school, the school that the student transfers to should:
request documentation of the student’s progress from their previous school
apply for credit on the basis of work undertaken at the interstate school, taking into account work completed at the Victorian school, if appropriate
enrol the student in VPC units in the usual way
determine what would constitute a reasonable work program for the student for the remainder of the teaching period
assess the student’s satisfactory completion of units on the basis of the expectations established in the previous steps and the information provided by the student’s former school.
At this stage of the process, students cannot be credited with completing a unit by virtue of work completed at their previous school.
[bookmark: _Toc145920412][bookmark: _Toc152669718][bookmark: _Toc237529595]Students arriving from overseas
Students transferring from overseas may have late enrolments approved. Written applications should be made to the Student Records and Results unit.
[bookmark: _Toc145920413][bookmark: _Toc152669719][bookmark: _Toc237529596]Withdrawal from a VPC study
[bookmark: _Toc145920414][bookmark: _Toc152669720]Students may choose to withdraw from their VPC studies at any time. Student enrolments cannot be withdrawn from the database if there are results recorded for the enrolment.
[bookmark: _Toc237529597]Withdrawal from the VPC
Students wishing to withdraw from the VPC must first complete a Student exit form (available on VASS). It is not possible for schools or individuals other than the student to withdraw a student’s enrolment without the student’s written permission. The Student exit form should be incorporated into the school’s exit procedures and documentation and should be stored at the school and the withdrawal entered on VASS. Withdrawal from the VPC can be at any time.
[bookmark: _The_GAT][bookmark: _Toc237529598]The GAT
The General Achievement Test (GAT) is a paper test of general knowledge and skills taken by students while completing their senior secondary studies.
If a student is enrolled in VCE units within their VPC program, the following rules for sitting the GAT apply:
Students enrolled in one or more VCE VM Unit 3–4 sequences are required to sit Section A.
Students enrolled in one or more VCE or VCE VET Unit 3–4 sequences are required to sit Sections A and B. 
Any VPC student not enrolled in a VCE, VCE VM or VCE VET Unit 3–4 sequence who still wishes to complete the GAT to achieve a Literacy and/or Numeracy result may choose to do so. In these cases, schools must notify the Student Records and Results unit prior to the GAT exam date.
For detailed information about the GAT, refer to the relevant section in the VCE Administrative Handbook 2027.


[bookmark: _Assessment][bookmark: _Toc145920417][bookmark: _Toc152669722][bookmark: _Toc237529599]Assessment
[bookmark: _Satisfactory_completion][bookmark: _Toc145920418][bookmark: _Toc152669723]At the beginning of each academic year, students must sign a written declaration stating they agree to abide by the rules and instructions relating to the conduct of the VPC program. This includes VCAA rules and any school policies and processes related to complying with the VCAA rules in relation to assessment.
Students must also sign a declaration that they will abide by their school’s policies and rules relating to the appropriate use of the internet.
See also the section on the General declaration.
[bookmark: _Toc237529600]Lost, stolen or damaged work
If a teacher or student has lost work or had work stolen or damaged, they must provide a written statement explaining the circumstances. The statement must be signed, dated and filed at the school. Schools must keep a record; however, they are not required to report the loss, theft or damage to the VCAA. The principal shall base their decision on the student’s unit result on records kept and the teacher’s advice.
[bookmark: _Toc237529601]Care in the use of technology
A student who uses technology to produce work for assessment is responsible for ensuring that: 
there is an alternative system available for producing assessable work in case of malfunction or unavailability
hard copies of the work in progress and backup versions are produced regularly.
[bookmark: _Satisfactory_completion_1][bookmark: _Toc237529602]Satisfactory completion
A student is awarded the VPC when they have satisfactorily completed 12 units in a combination that meets the minimum requirements for the award of the VPC.
A VPC unit can only be satisfactorily completed once all modules within that unit have been satisfactorily completed.
Each core VPC study has 4 units, and each elective VPC study has 2 units. The module specifies the learning goal(s) and describes their application. To satisfactorily complete a VPC module, students must demonstrate their achievement of the learning goals specified in that module, as specified in the curriculum design.
The decision about the satisfactory completion of learning goals is based on the teacher’s holistic judgement of the student’s overall performance in a combination of learning activities and assessment tasks related to those learning goals.
Students must be provided with multiple opportunities across the learning program to develop and demonstrate the learning goals required to achieve the module. Judgements regarding satisfactory completion must not be made based on a single school-based assessment. The VCAA encourages teachers to use a range of measures when determining the result of a module.
Teachers must develop courses that provide appropriate opportunities for students to demonstrate satisfactory achievement of modules. Students should be observed on more than one occasion and, wherever possible, in a range of contexts to make sure the assessment is carried out in line with the VPC assessment principles of valid and reliable, fair, flexible and efficient assessment.
Decisions about satisfactory completion are informed by VCAA guidelines, including the requirements of the curriculum designs and the assessment principles. However, the school is solely responsible for decisions relating to the satisfactory completion of a unit.
The tasks and activities provided to VPC students to demonstrate their achievement of the set of modules as specified in the curriculum design must also comply with the Approaches to Applied Learning, particularly assessment practice which promotes success.
Schools will report a student’s result for each module to the VCAA as S (satisfactory) or N (not yet complete). By reporting satisfactory completion, the teacher is certifying that the student has achieved the learning goal(s) for the module according to the rules set out by the VCAA and the school.
To support students with opportunities to achieve a satisfactory result, schools must:
have an established process to support the delay of satisfactory completion decisions that is applied consistently across studies, units and modules
assess students on an ongoing basis, integrating knowledge and skills with practical application over a period of time
use flexibility to meet the specific needs of students, ensuring that every student has the opportunity to demonstrate achievement at their own pace, as appropriate to the purpose of the qualification.
A teacher’s judgement on whether the student has satisfactorily achieved the learning goals for a study must be consistent for all students.
Teachers assessing students who have particular needs must maintain the validity and reliability of assessment. Flexible assessment methods should be used to allow students to demonstrate the successful completion of learning goals without disadvantage.
For any VCE, VCE VM and VET qualification components included in the VPC learning program, assessment must be delivered in accordance with the relevant advice in the VCE Administrative Handbook 2027.
[bookmark: _Toc145920419][bookmark: _Toc152669724][bookmark: _Toc237529603]Satisfactory completion and VPC unit results
Students receive an S (satisfactory) for a module when the teacher determines that the student has:
produced work that demonstrates achievement of the learning goal(s)
submitted work that is clearly their own.
Schools are solely responsible for decisions about satisfactory completion. Results for each module must be based on a judgement of satisfactory (S) or not yet complete (N) for each learning goal(s).
At the beginning of their students’ VPC enrolment, schools must provide students with clear written details of both the VCAA rules and the school’s rules and procedures. For all units in the VPC, schools must specify the learning program that a student must complete to achieve an S for a module and the conditions under which the work is to be done.
The student’s home school coordinates the assessment and collection of results for all units. Students receive an S (satisfactory) or N (not yet complete) result for each VPC unit. Students receive an S (satisfactory) for the unit upon satisfactory completion of all modules within that unit.
[bookmark: _Satisfactory_completion_and]

[bookmark: _Toc237529604]Redeeming N results
The redemption process commences when a student receives an N for a module.
All students who receive an N for a module must be provided with further and alternative opportunities to redeem that result and demonstrate satisfactory completion.
The redemption process must ensure that:
students are offered at least 2 opportunities to redeem an N result after receiving the N result
redemption opportunities include ways for students to demonstrate their knowledge, skill and understanding of the outcome that are different to the original requirements, as appropriate to the outcome
the school delays a decision about satisfactory completion to enable the student to complete or submit further work
students are aware where work being asked of them is being used by the school as a redemption opportunity. This includes informing students of the nature of task, the conditions under which it will be completed, and any other relevant submission requirements or deadlines.
[bookmark: _Toc237529605]Satisfactory completion and VET assessment
[bookmark: _Toc128144880]Satisfactory VET unit of competency result
Students will receive an S for a unit of competency (UoC) if they have been assessed as competent in that unit. The student’s RTO makes the final assessment decision. Satisfactory completion of VET units is calculated automatically as students satisfactorily complete UoCs.
Not yet competent VET result
Students will receive an N (not yet competent) result for a UoC if they have not yet demonstrated competence. This may be as a consequence of not completing the unit or not being able to demonstrate competence as required by the UoC. If a student has not satisfied sufficient UoCs to the nominated hour value to be awarded satisfactory completion of a VET unit, the result will be left blank.
[bookmark: _Unit_results_of][bookmark: _Toc145920420][bookmark: _Toc237529606]Unit results of N and J
Students receive an S (satisfactory) or N (not yet complete) result for each VPC unit. VPC units with an N result are not reported on a student’s Statement of Results.
If a student is no longer attending a unit but cannot be officially withdrawn, the symbol J (withdrawn) should be used on VASS to record the unit result.
The J result can only be used if the student:
is no longer attending class
has not submitted work for assessment.
Units with a J result are treated as equivalent to those with an N result. The J result is recorded on the VCAA database but is not reported on the student’s Statement of Results.
See also Redeeming N results and Recording N results
[bookmark: _Toc145920424][bookmark: _Toc237529607]Authentication
Principals are responsible for administering VCAA rules and instructions in their school. One of these rules is that students must make sure all unacknowledged work submitted for assessment is genuinely their own.
Teachers may consider it appropriate to ask students to demonstrate their understanding of the task at, or about the time of, submission of the work. If any part or all of the work cannot be authenticated, the matter must be dealt with as a breach of rules.
[bookmark: _Rules_for_authentication][bookmark: _Toc237529608]Rules for authentication of school-based assessment
Students must observe and apply VCAA authentication rules. Students must sign a school-based authentication record for work done outside class when they submit completed work. The VCAA authentication rules state that:
a student must make sure that all unacknowledged work submitted is their own
a student must acknowledge all resources used, including:
texts, websites and other source material
the name and status of any person who provided assistance and the type of assistance provided
a student must not receive undue assistance from another person, including their teacher, in the preparation and submission of work
acceptable levels of assistance include:
the incorporation of ideas or material derived from other sources (for example, by reading, viewing or note-taking), but which have been transformed by the student and used in a new context
prompting and general advice from another person or source that leads to refinements and/or self-correction
unacceptable forms of assistance include:
use of or copying another person’s work, including their teacher’s work or other resources without acknowledgement
use of or copying sample answers provided by their teacher or another person
corrections or improvements made or dictated by another person, including their teacher
a student must not submit the same piece of work for assessment in more than one study or more than once within a study
a student must not circulate or publish written work that is being submitted for assessment in a study in the academic year of enrolment
a student must not knowingly assist another student in a breach of rules
in considering if a student’s work is their own, teachers should consider if the work:
is atypical of other work produced by the student
is inconsistent with the teacher’s knowledge of the student’s ability
contains unacknowledged material
has not been sighted and monitored by the teacher during its development.
[bookmark: _Toc145920425][bookmark: _Toc237529609]Determining unit results
[bookmark: _Hlk143851850]Schools should have established procedures for determining the activities and tasks set for students to demonstrate the achievement of each module. Decisions made by teachers of individual studies and by multiple teachers of one study should be consistent.
If there is more than one class in a study, teachers should consult with one another to arrive at the activities and tasks set for students to demonstrate the achievement of each module.
It is useful to swap some drafts of typical work early in the process of completing the modules. When teachers establish a common understanding earlier, the process will be completed more smoothly.
[bookmark: _Toc237529610]Breaches of rules and investigations
Schools are responsible for making sure students comply with VCAA rules for school-based assessment and authentication.
Schools should have their own policy and procedures for responding to allegations that students have breached school-based assessment authentication rules. The policy and procedures should be clear about roles and responsibilities and who the decision-maker is in relation to any alleged breaches. The school policy and procedures should set out the process to be followed when an allegation is received, what communication can be expected from the school during the investigation and decision-making process, the opportunities that will be available for the student to respond to allegations, and the possible penalties and avenues of appeal.
The school policy and procedures should be made available and explained to students and others in the school community at the start of the academic year.
Some guidance on processes and procedures for dealing with breaches of VCAA rules for authentication of school-based assessment is available in the VCE Administrative Handbook 2027. However, this is not a substitute for schools developing and familiarising students with their own policy and procedures.


[bookmark: _Results_and_reporting][bookmark: _Toc145920430][bookmark: _Toc152669727][bookmark: _Toc237529611]Results and reporting to schools
[bookmark: _Toc237529612]Award of certificate
Each student’s Victorian Pathways Certificate is sent to their home school on the scheduled date at the end of the academic year.
Each certificate contains the student’s full name but not their individual studies or results. A certificate is issued in the academic year in which the student first satisfies all VPC requirements.
Students who have previously satisfied all VPC requirements and have chosen to undertake additional studies with the same certificate enrolment are not reissued the certificate.
[bookmark: _Toc237529613]Certification points
In 2027, 2 certification points will be available to students who complete the VPC in July and December.
Students who have lost their original certificate or Statement of Results may apply to the VCAA for a replacement. Requests for replacement certificates or Statements of Results should be made on the appropriate forms.
[bookmark: _Toc237529614]Statement of Results
The VPC Statement of Results is issued to students enrolled in the VPC as their primary program, and those completing some VCE studies as part of their VPC. The VPC Statement of Results contains:
a cumulative record of achievement for all VPC, VCE, VCE VM, VCAL and VCE VET units undertaken, and the academic year in which the result was obtained
graded assessment and study scores for each sequence of VCE and VCE VET Units 3 and 4 studies undertaken either in the current year or earlier. If both Units 3 and 4 are awarded a J result, the entire record for the sequence is not printed.
credit obtained for study undertaken overseas, interstate, as part of the International Baccalaureate (IB) or for a vocational certificate
higher education studies if successfully completed
a GAT statement if completed
a declaration stating whether the student has or has not been awarded the VPC.
VPC units do not have graded assessments nor study scores.
[bookmark: _Toc237529615]Student Achievement Profile summary
Schools may apply to the VCAA to obtain a Student Achievement Profile (SAP) summary for eligible students exiting school without a qualification. The SAP summary presents a holistic summary of a student’s achievements during their senior secondary education and complements the existing Statement of Results.
The SAP summary is available for eligible VCE and VPC students exiting senior secondary schooling without a qualification. To be eligible:
VCE students must have satisfactorily completed at least 8 units, but not have completed the VCE.
VPC students must have satisfactorily completed at least one unit without satisfactorily completing the VPC.
Schools may apply for the SAP summary on behalf of eligible students via VASS and may refer to the Instructions to request a Student Achievement Profile for guidance. Students who meet the eligibility requirements will have their summary issued to their home address. In the event that a student’s home address has changed, schools should email the Student Records and Results unit.
Refer to the Important administration dates for the cut-off and issuance dates.
[bookmark: _Toc237529616]The Recognition of Learning Statement
The Recognition of Learning Statement formally acknowledges students who have meaningfully engaged in learning throughout their education, including during their senior secondary years, but for whom completion of the VCE or VPC is not achievable due to individual circumstances.
The Recognition of Learning Statement is available to eligible students from all Victorian schools. Eligibility is determined at a school level using the professional judgement of the principal and in accordance with the following criteria:
The student must have:
meaningfully engaged in learning throughout their educational journey, including their senior secondary years, to the best of their ability; and
been unable to participate in or complete the VCE or VPC due to individual circumstances.
The student would be:
exiting schooling at the conclusion of the school year; and
at least 18 years old, or turning 18 before 30 April the following year.
Schools may register to receive a Recognition of Learning Statement template via the Recognition of Learning Statement webpage. Please refer to the Statement of Intent and Guidance for Principals for support in determining eligibility and appropriate use.
The Recognition of Learning Statement is not a qualification and should not be used as an alternative pathway where certificate-based options are achievable with appropriate supports and reasonable adjustments.
Refer to the Important administrative dates for registration and issuance dates.


[bookmark: _Breaches_of_rules][bookmark: _Toc237529617]Appendixes
[bookmark: _Toc237529618]Appendix 1: Glossary
The following definitions are for the purposes of this handbook and may differ from the definition used in industry or the broader community.
	Term
	Definition

	accreditation period
	The period during which a course or certificate is accredited

	accredited course
	A course that leads to an Australian Qualifications Framework (AQF) qualification or a statement of attainment that is nationally recognised. The accredited course has been endorsed by either a state or national authority responsible for accrediting courses against agreed principles of accreditation. In Victoria, the statutory authority is the Victorian Registration and Qualifications Authority (VRQA).
The VPC is an accredited foundation secondary qualification under the Education and Training Act Reform 2006 (Vic) and aligned to Level 1 in the AQF.

	applications
	Describes examples of evidence that will show a student has achieved the learning goal. The approach to achieving the learning goal is centred on applied learning principles and is detailed through the application of key knowledge and skills

	assessing school
	An assessing school is the school in which a student is enrolled for at least one study. A student may have more than one assessing school. The assessing school is responsible for providing assessment results (through VASS) for one or more units for a student.

	Australian Qualifications Framework (AQF)
	The national framework that regulates and standardises qualifications in Australian education and training

	Department of Education
	The Victorian Government department that administers school education, apprenticeships and traineeships

	foundation secondary provider
	A provider registered by the Victorian Registration and Qualifications Authority (VRQA) to deliver a foundation secondary qualification

	foundation secondary qualification
	An accredited foundation secondary qualification aligned to Level 1 in the Australian Qualifications Framework (AQF)

	General Achievement Test (GAT)
	A test of literacy and numeracy skills, as well as knowledge and skills in mathematics, science and technology, and the arts and humanities.
The GAT has 2 sections. Section A assesses literacy and numeracy skills. Section B assesses skills in mathematics, science, technology, the arts and humanities.
If a student is enrolled in VCE units within their VPC program, the following rules for sitting the GAT apply:
· Students who are enrolled in one or more VCE VM Unit 3–4 sequences are required to sit Section A.
Students who are enrolled in one or more scored VCE or VCE VET Unit 3–4 sequences must sit Sections A and B.
The VCAA uses GAT results to check VCE external assessments and school-based assessments have been accurately and fairly assessed.

	home school
	The home school is the school at which a student undertakes the majority of their studies. Only the home school may enter and change a student’s personal details through VASS. A student can have only one home school at a time. The home school is usually, but not always, the assessing school.

	learning goal
	What students are expected to know and be able to do by the time they have completed a module

	learning program
	Curriculum selected for delivery by the school to meet each student’s interests and abilities and to meet minimum course requirements

	module
	A distinct component of the VPC curriculum, comprising specified learning goal(s) and applications that students must demonstrate to complete the module

	nominal hours
	The scheduled hours required for delivering and assessing units. To calculate VCE and VPC credit for completed VET, the VCAA uses the nominal hour value assigned to individual units of competency (UoCs) by the Victorian Skills Authority. The nominal hours for training package UoCs are defined in the Victorian training package purchasing guides. The nominal hours for state-accredited course modules are defined in the curriculum for those courses.

	not yet complete (N)
	In the VPC, N means not yet complete and is used when a student has not met all modules in the unit. VPC units with an N result are not reported on a student’s Statement of Results.

	Recognition of Learning Statement
	A formal statement that acknowledges students who have meaningfully engaged in learning throughout their education, including during their senior secondary years, but for whom completion of the VCE (including VCE VM) or VPC is not achievable due to individual circumstances

	registered training organisation (RTO)
	Approved by the Victorian Registration and Qualifications Authority (VRQA) or Australian Skills Quality Authority (ASQA) to deliver and issue VET qualifications

	satisfactory (S)
	Certifies that a student has achieved the modules for the unit. A VPC unit can only be satisfactorily completed once all modules within that unit have been completed. If a student does not complete a module, they will receive an N for the unit (not yet complete).

	school-based apprenticeship or traineeship (SBAT)
	An apprenticeship or traineeship undertaken in the VCE, VCE VM or VPC, with at least one day a week spent on the job or in training during the normal school week

	Statement of Results
	A set of documents that states a student’s VPC results, and if relevant, whether the student has been awarded the VPC

	structured workplace learning (SWL)
	On-the-job training that enables students to develop their work skills and understand employer expectations while completing their studies

	Structured Workplace Learning (SWL) Recognition for VET
	A VCE study providing recognition and credit that students may choose to undertake, including 20 hours of classroom study and Workplace Learning Record completion, in addition to the 80 hours of placement

	Student Achievement Profile (SAP) summary
	Presents a holistic summary of a student’s achievements during their senior secondary education and complements the existing Statement of Results

	studies
	The subjects available in the VCE and VPC

	units
	Each VPC unit requires 100 nominal hours, of which 50 hours need to be scheduled classroom instruction across at least one semester. A unit includes modules, learning goal(s) and applications. Students must satisfactorily complete all modules to achieve an S for the unit.

	VCE VET
	Vocational Education and Training (VET) courses undertaken as programs of study within the VCE which contribute to satisfactory completion of the VCE

	VCE Vocational Major (VCE VM)
	A program of study within the VCE that is specified on the certificate issued to recognise the completion of the VCE – an accredited senior secondary school qualification

	Victorian Assessment Software System (VASS)
	The internet-based system used by schools to register students and enter VCE, VCE VM and VPC enrolments and results directly onto the VCAA’s central database

	Victorian Certificate of Applied Learning (VCAL)
	A previously accredited senior secondary school qualification undertaken by students in Years 11 and 12. VCAL has been replaced by the Victorian Pathways Certificate (VPC) and the VCE Vocational Major (VCE VM).

	Victorian Certificate of Education (VCE)
	An accredited senior secondary course leading to the award of a senior secondary qualification

	Victorian Pathways Certificate (VPC)
	An accredited foundation secondary course leading to the award of a foundation secondary qualification, designed to be undertaken during the senior secondary years of schooling

	Victorian Registration and Qualifications Authority (VRQA)
	Victoria’s education and training regulator. Government and non-government schools and other organisations that wish to offer the VPC must be registered with the VRQA as a foundation secondary provider and receive permission to deliver the VPC by the VCAA.





[bookmark: _Toc237529619]Appendix 2: VPC coordinator’s checklist
The following checklist can help VPC coordinators identify the key processes and practices they need to monitor to meet their obligations to deliver the VPC. The items reflect the most frequent types of queries to which the VCAA responds.
	VPC coordinator’s checklist

	VPC set-up
The principal ensures that students are provided with access to adequate facilities and resources to complete their course of study.
The VPC coordinator will:

	1
	have in place an audit process to ensure teachers are using currently accredited VPC curriculum designs
	

	2
	construct and distribute an internal school calendar for staff that ensures the Important administrative dates are met, including key enrolment change dates for VPC students, but does not place an undue burden on students
	

	3
	ensure that processes to extend due dates for module completion are understood by all staff administering the VPC.
	

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

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

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

	School-based assessment
School-based assessment refers to any work students in the VPC complete that contributes to teacher judgement about their satisfactory completion of a learning goal in the VPC.
The teacher judges that the student has achieved a VPC module based on the range of set work completed by the student for the learning goals.
The VPC coordinator will:

	1
	ensure teachers understand that VPC students must undertake school-based assessments to demonstrate their achievement of learning goals in each module
	

	2
	ensure teachers understand that the decision to award an S for a module is based on evidence collected by the classroom teacher
	

	3
	ensure that evidence is retained and held securely for audit processes.
	

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

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

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

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

	2
	oversee arrangements for students who are required to, or choose to, sit the GAT.
	 

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

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

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

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

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

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

	3
	ensure that the learning goals in integrated studies are assessed specifically per study.
	

	VET requirements
Students completing the VPC may access VET at a Certificate I level or above; however, it is not a compulsory requirement.
For students undertaking a VET course as part of their program, the VPC coordinator will:

	1
	make sure students are enrolled in VET programs from registered providers
	

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

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

	Flexible delivery
VPC studies can be delivered flexibly to meet the needs of students who may learn at a different pace, need more time to complete units, or transition into the VCE VM during the academic year.
Further information can be found on the About the VCE Vocational Major webpage (see Flexible delivery of the VCE VM).



	© VCAA
	
	Page i



	© VCAA
	
	Page 1


[image: ]
image1.png




image2.jpg




image3.png




