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All VCE school-based assessment scores, including school-assessed coursework and school-assessed task scores, must be entered in VASS by Wednesday 28 October.
Best practice supports checking all results before the critical date, as per the following steps:
VASS Administrators distribute class lists to teachers for recording school-based assessment scores.
Teachers return completed lists to VASS Administrators for data entry.
VASS Administrators provide class lists showing the entered scores to teachers for checking and confirmation.
Teachers make any changes and return signed class lists.
VASS Administrators enter any changes in VASS.
Schools should verify that scores awarded for each Unit 4 school-based assessment uses the 2026 assessment structure as published in the appropriate VCE study design and/or VCE assessment guide.
Please refer to the 2026 Assessment Schedule for the list of studies that require scores.
VCE School-based Assessment Input Sheets
Input sheets are produced for distribution to teachers using the menu: RESULTS ADMIN > VCE Reports > School Scores > by Class
Select ‘SIAR 8 – Unit 4 SAT and SAC’
Select required unit or leave as ‘ALL’
Select the appropriate Graded Assessment or leave as ‘ALL’
Select a Class Code or leave blank for all classes
Home schools with students undertaking VCE Dance (DA03) with a private provider need to enter the coursework scores for their students. To print the appropriate reports for VCE Dance students, set the ‘Display Students Assessed Elsewhere’ flag to ‘Yes’.
School-based Assessment Scores
All students must have a score entered by the due date. Scores must not be left blank, and late fees may apply for non-entry of results after the critical date.
2026 Data Entry: All Studies, a document identifying tasks and maximum scores, can be accessed via VASS using the menu: SYSTEM ADMIN > Downloads. 
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Unavailable scores
For individual students where a score may not be available, enter NA and submit a score amendment sheet once the score is known (RESULTS ADMIN > VCE Reports > School Scores > Amendment Sheet).
Where a cohort of student scores are not available, schools should enter all other scores for that unit and send an Application for extension of time for entering data form, accessed via VASS using the menu: SYSTEM ADMIN > Downloads, to Student Records and Results. The principal must endorse the form, outline the reasons why these scores are unavailable, and advise when the scores will be entered. 
Entering scores
Results for Unit 4 VCE school scores are entered in VASS using the menu: RESULTS ADMIN > VCE Results Entry
Select the required Unit 4 study
Click [Modify School Scores]
Select ‘Unit 4 SAT and SAC scores’
A score between zero and the maximum, or NA (Not Assessed) must be entered.
Enter a score of zero where:
the work was submitted but did not score against the assessment criteria 
work was not submitted for part of the graded assessment e.g. one of the required outcomes.
Enter NA where:
work was not submitted for assessment
the student is not undertaking scored assessment
the student has left school 
the student has withdrawn from the study before assessment has taken place but after the official closing dates.
A report to identify students with NAs or Zero scores can be produced using the menu: RESULTS ADMIN > VCE Reports > School Scores > NAs and Zeros.
Check for Missing School Scores
[bookmark: _Hlk208413585]Once scores have been entered, schools must check for any missing scores by running the report: RESULTS ADMIN > VCE Reports > School Scores > by Class
Select ‘SIAR 8 – Unit 4 SAT and SAC’
Set Display Missing Results Only? to ‘Yes’.
If the message ‘No results matched the parameters you entered…’ appears, there are no missing scores at your school.
Additional Checks
[bookmark: _Hlk208414156]As part of the school’s audit process, all scores entered in VASS should be cross-checked and verified by the classroom teacher for accuracy and validity. Schools should take note of critical VASS dates and ensure internal procedures and timelines are established to allow enough time for collection, entry, and checking of data prior to critical dates.
School Scores by Class reports should be produced once scores have been entered and returned to teachers for checking and confirmation using the menu: RESULTS ADMIN > VCE Reports > School Scores > By Class. The reports should be printed with the SIAR set to ‘SIAR 8 – Unit 4 SAT and SAC’ and the Display Missing Results Only? to ‘No’.
Schools are encouraged to run the report: SCHOOL ADMIN > School Statistics > School Scores Summary. This report allows VCE Coordinators and/or teachers to easily view summary level statistics on the range of initial school scores entered for VCE Unit 3-4 Coursework.
The School Scores Summary report can be used in conjunction with the School Scores by Class and School Scores by Student reports, which provides a detailed list of scores awarded at student level to provide schools with a comprehensive analysis of the school assessment task scores they have entered.
Teachers can also use the report: RESULTS ADMIN > VCE Reports > School Scores > by School (Ranked) to check student rankings across individual studies and for studies with multiple classes.
Late Amendments to School Scores
[bookmark: _Hlk208414235]A score amendment sheet is used to request a change for any score after the due date of Wednesday 28 October. Score amendment sheets are produced using the menu: RESULTS ADMIN > VCE Reports > School Scores > Score Amendment Sheet.
Schools are advised that requests for score changes after results have been released are subject to VCAA approval and schools may be required to submit the work for audit or review. 
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