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1. Introduction

This handbook outlines the administrative processes and requirements for the delivery of the Victorian
Pathways Certificate (VPC) at Hampton East School (HES). It ensures compliance with VCAA
requirements and supports staff and students in maintaining high standards of teaching, learning, and
assessment.

2. What is the Victorian Pathways Certificate

The VPC is termed an accredited ‘foundation secondary qualification’ under the Education and Training
Reform Act 2006. The level of learning it delivers is aimed for Level 1 of the Australian Qualifications
Framework (AQF).

The VPC is designed to develop and extend pathways for young people, while providing flexibility in
delivery and assessment to support the different needs of students choosing to enrol in this
certificate. The VPC is suitable for students whose previous schooling experience may have been
disrupted for a variety of reasons, including students with additional needs, students who have missed
significant periods of learning and vulnerable students at risk of disengaging from their education.

The underlying principle of the VCAA Special Provision policy is to ensure students whose learning and
assessment programs are affected by disability, illness, impairment or other circumstances, are
offered the most appropriate, fair and reasonable options to demonstrate their capabilities.

There are several ways in which schools can make adjustments to assist students with their learning
and enable them to be assessed against learning goals. The level of support can include, but is not
limited to:

o the provision of highly structured guides, templates, rubrics, and exemplars

¢ students may require assistance from an aide to effectively engage in the process of learning.
Assistance from aides may take the form of, working alongside the student when learning or
undertaking a task, adjustment of delivery modes accordingly and explaining and prompting as
they work

e encouraging and supporting students to learn through interaction and cooperation via
discussion, asking questions, giving explanations and presentations, and working
cooperatively in pairs or small groups

e prompting or questioning to help guide the student when they are checking the
reasonableness, appropriateness, or feasibility of their work/plan/communication/response

e encouraging students to document and report their work in a way they feel most comfortable:
orally, in writing, using an audio or video recording, an image or a graphic representation

e providing a variety of flexible, alternative communication modes and alternative methods and
mechanisms to demonstrate learning, i.e. students who are hearing impaired may sign their
response or for students that require to use augmentative and alternative communication
(AAC)
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e providing additional time for students to demonstrate learning in addition to the nominal hours

suggested if required

e use of assistive technology to support students to learn and demonstrate skills and

understanding

e provide avariety of alternative tasks for students to experience success.

*  https://www.vcaa.vic.edu.au/administration/vpc-administrative-handbook/vpc-
administrative-handbook

3. School Obligations to Students

At the beginning of the academic year, students will receive written information outlining:

3.1 VPC Completion Requirements

The Victorian Pathways Certificate (VPC) is an inclusive Year 11 and 12 certificate, designed to meet
the needs of students who require a more individualised and flexible program for their last two years of
secondary schooling. The certificate can be completed between 1 year to 3 years however many
complete it within 2 years. The certificate can be an end point in itself, with students being recognised
and proud of what they have achieved. Alternatively, a student may use it as a jumping off point to one
of the other learning programs, most usually when they feel confident in their learning ability. HES may
allow you to start the VPC at any time during the school year. The time you take to finish the VPC is
flexible. You should discuss the VPC’s suitability for you with your school and your family.

Students are required to undertake subjects in 4 Subject Strands, Literacy, Numeracy, Work Related
Skills (WRS), and Personal Development Skills (PDS). Each VPC strand has 4 units each worth 1 VPC
credit point. Students are required to complete a minimum of 12 credit points for a successful
completion of the VPC program. Each VPC Curriculum Subject Strand requires 100 nominal hours to
complete, with at least 50 of those hours dedicated to scheduled classroom instruction.

Students do not need to complete all 4 VPC subject strands to achieve a certificate. Students MUST
complete a minimum of 2 units per strand to satisfy the course requirements with the remainder of the
student’s credit points coming from either their SBAT or VET Certificates.

Example of the Victorian Pathways Certificate at Hampton East School

Personal Development
Skills

Subject 2026 2027
Literacy Minimum 8
Numeracy Credit Points —
Work Related Skills Units 3&4 Units 1 &2 Maximum 16

credit points

OPTIONAL:

SBAT - Certificate Il in Baking

Vocational Education and

Training (VET) — Certificate Il in

Multi-Trade
Certificate Il in Computer
Repair

SBAT - Certificate Il in
Baking

Vocational Education and
Training (VET) — Certificate Il
in Multi-Trade

1 VPC credit
point for every
90 nominal
hours
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Certificate Il in Carpentry Certificate Il in Computer

Certificate Il in Automotive Repair

Light Vehicle Repair (Pre- Certificate Il in Carpentry

Apprenticeship) Certificate Il in Automotive

Certificate Il in Hospitality Light Vehicle Repair (Pre-
Apprenticeship)
Certificate Il in Hospitality

*** Please note additional VPC Units in Digital Literacy and Art may be introduced in 2027 this will
increase the maximum credit points to 18.

*  https://www.vcaa.vic.edu.au/administration/vpc-administrative-handbook/vpc-
administrative-handbook
3.2 Attendance

e Students are expected to attend all scheduled classes
e Attendance requirements align with school policy*
¢ Unexplained absences may impact satisfactory completion of units

*HE-Attendance-2024.pdf

3.3 Assessment

The Senior school leading teacher and Curriculum Learning specialist will oversee the VPC
teacher(s)’s assessment of student work to ensure it adheres to the study design guidelines
provided by the Victorian Curriculum and Assessment Authority (VCAA). Consistency of
assessment criteria will be ensured through moderation of work samples. There are no external
assessments in VPC studies.

= The VPC teacher(s) will ensure Quality Assurance requirements for each VPC unit are
completed.

= The VPC teacher(s) attend professional learning sessions to remain up to date with all
assessment and curriculum requirements.

= VET or Further Education will be delivered by a Registered Training Organisation (RTO) and will be
assessed by the RTO staff members whom have Certificate IV in Workplace Assessment &
Training. These assessments will then be verified by the RTO as part of their Quality Assurance
processes.

= All student results will be entered into the VASS system by the VASS Administrator/ VPC teacher

3.4 Individual Education Plans

Every student has an Individual Education Plan (IEP) directly linked to the VPC curriculum, and to
the Disability Inclusion Profile (DIP), describing their learning priorities and, where they sit along
multiple linked curriculums, developmentally sequenced learning pathways.

IEPs are developed in consultation with students and families.
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Progress toward students’ individual goals is formerly reported on twice yearly. Student Support
Group Meetings (SSG) are offered four times each year providing further opportunities to discuss
student needs and outcomes.

Curriculum is continuously reviewed and refined to focus on the key understandings of the
students’ needs for future independence, employment and positive participation in society.

3.5 Portfolio of Evidence

Students will keep a portfolio of evidence in the school approved network (eg: Google Drive or One
Drive) to demonstrate successful completion of their VPC learning outcomes. This portfolio is
regularly reviewed by the VPC team.

3.6 Timelines and Dates

The teacher(s) of a VPC class will provide students with timetables showing the course outline
with dates. Assessments dates are not fixed points, as they are dependent upon many factors
which include, but not limited to:

e Emergency responses

o Whole school events

e Pace of classroom learning

e External programs (eg: VET/SBAT or work experience)

Entry of all unit results for VPC, VET/SBAT are to be entered on the VCAA VASS reporting system by
the due date determined by VCAA. Extension requests can be submitted to VCAA VASS if required.

3.7 Satisfactory Completion

For satisfactory completion of a unit, students must satisfactorily complete each of the outcomes
for that unit.

Satisfactory completion of an outcome means:

. The work meets the required standard.
. The work is submitted on time.
. The work is clearly the student's own.

3.8 Extensions

Extension requests allow students to request additional time to complete VPC assessment tasks
when genuine and valid circumstances prevent timely submission. Hampton East School recognises
that students with disabilities may face variable periods of difficulty and is committed to managing
extensions with fairness, transparency, and a student-centred focus.

Principles
e Extensions are granted to support equity of access — not to reduce the rigour of assessment.

e Alldecisions will be made in the best interests of the student's learning and wellbeing

e Extensions will be considered on a case-by-case basis with reference to supporting evidence
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e Students may apply for an extension due to valid circumstances to their classroom teacher
and evidenced by relevant/supporting documentation (Dr’s certificate)
e Applications must be submitted before the due date

Eligibility

A student may apply for an extension due to valid circumstances, including but not limited to:
= Medicalillness or hospitalisation (student or primary carer)
= Acute mental health episode or psychological distress
= Bereavement or significant family crisis

= Disability-related barriers not addressed by existing adjustments
= Traumatic or unforeseen events outside the student's control

Application Process

Applications must be submitted before the assessment due date. Late applications will only be
considered in exceptional circumstances at the discretion of the Sub School/VPC Coordinator.

Step 1: Student initiates request — Speak to classroom teacher or Sub School/VPC Coordinator
prior to the due date.

Step 2: Complete Extension Request Form — Obtain from the school office, Sub School/VPC
Coordinator, or the school's shared drive.

Step 3: Attach supporting documentation — \Where available and appropriate (see below).

Step 4: Submit to Sub School/VPC Coordinator — At least 24 hours before the due date where
possible.

Step 5: Decision communicated — The Sub School/VPC Coordinator will notify the student and
teacher of the outcome within 2 school days.

Supporting Documentation*

Supporting documentation may be required and strengthens the application. Acceptable
documentation includes:
= Medical certificate or letter from a registered health practitioner
= Letter from a treating specialist (e.g., psychologist, occupational therapist, speech pathologist)
= Statutory declaration from a parent/guardian in the absence of professional documentation
= Communication from NDIS support worker or disability support agency

*Hampton East School acknowledges that some students may face difficulty obtaining documentation
promptly. In these cases, a provisional extension may be granted pending receipt of supporting evidence.

Key Reminders — Extensions

v Applications must be submitted BEFORE the due date wherever possible

v Supporting documentation strengthens the application but is not always mandatory
v Extensions will not be granted retrospectively except in extraordinary circumstances
v Students will not be disadvantaged for requesting an extension in good faith
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v The Sub School/VPC Coordinator will record all outcomes for audit and review purposes

3.9 Appeals*

Hampton East School is committed to transparent, fair, and accountable assessment practices.
Students and families have the right to appeal decisions regarding VPC assessment outcomes where
they have reasonable grounds to believe an error has occurred or a process has not been followed

correctly.

Grounds for Appeal

Students may appeal an assessment outcome on the following grounds:

e Procedural error — assessment was not conducted in accordance with school or VCAA policy

e Assessment decision was made without consideration of relevant supporting information

e Bias, conflict of interest, or failure to apply reasonable adjustments

e Calculation or recording error in the assessment result

*Appeals cannot be made on the grounds of dissatisfaction with a result alone, or where a student
simply disagrees with the teacher's professional judgement where process has been correctly

followed.

Appeals Process

All appeals must follow Hampton East School's formal appeals process as outlined below. Students
are encouraged to attempt informal resolution in the first instance.

Action

Timeframe

with the relevant teacher and an independent staff
member to assess grounds for appeal.

1 — Informal Resolution Student or family raises concern directly with the Within 3 school days of
classroom teacher. Teacher reviews the assessment result
decision and provides a written response.

2 — Formal Appeal If unresolved, student submits a formal written Within 5 school days of
appeal to the Sub School/VPC Coordinator using the result
Appeal Form.

3 — Review Panel Sub School/VPC Coordinator convenes a review Within 5 school days of

formal appeal lodgement

4 — Principal Decision

If unresolved at Stage 3, the matter is referred to the
principal whose decision is final at the school level.

Within 5 school days of
panel review

5 — External Review

If the student remains unsatisfied, escalation to
VCAA or the Department of Education may be
available for certain VPC decisions.

Per VCAA/DE guidelines
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Submitting a Formal Appeal

Appeals must be submitted in writing using Hampton East School's official Appeal Form

= The appeal must clearly state: the assessment task, the decision being appealed, and the
specific grounds for appeal

= Supporting evidence should be attached where available
= Appeals must be submitted within 5 school days of the assessment result being communicated
= The Sub School/VPC Coordinator will acknowledge receipt within 2 school days

Important — Appeals Timeframes

v Formal appeals must be submitted within 5 school days of the assessment result

v Appeals submitted after this period may not be considered unless exceptional circumstances
apply

v Students will not be disadvantaged academically for lodging a good-faith appeal

v All appeal documentation will be retained confidentially on the student's file

v Families of students with disabilities are welcome to have an advocate present during review

4. Provisions

4.1 Special Provision

Special Provision is available to ensure that students experiencing hardship or disadvantage can
demonstrate their learning on an equitable basis. At Hampton East School, Special Provision is a key
mechanism for addressing the diverse needs of students with disabilities and other students who face
barriers to assessment.

What is Special Provision?

Special Provision refers to adjustments or alternative arrangements for VPC assessment tasks that go
beyond a student's standard supports. These may include:

= Modifications to assessment conditions (e.g., rest breaks, separate room, scribe or reader)

= Adjustments to task format (e.g., oral response, visual representation, assistive technology)

= Provisions of additional time beyond standard extension allowances

= Deferred assessment due to acute hardship or crisis circumstances

= Substitution of an assessment task where participation presents a specific, documented barrier

Special Provision does not reduce the learning intentions or standards of the VPC. All adjustments aim
to remove barriers to demonstration of learning, not barriers to achieving the standard.

Eligibility
Students experiencing the following circumstances may be eligible for Special Provision:

= Significant disability-related barriers not covered by standard IEP adjustments
= Acute or chronic illness impacting capacity to engage in standard assessment
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= Significant family hardship, instability, or trauma
= Prolonged or recent hospitalisation or medical treatment

= Other exceptional and unforeseen circumstances

Application Process

Students must apply for Special Provision through the Sub School/VPC Coordinator. Applications
should be made as early as possible and, wherever practicable, in advance of the relevant assessment
period.

Step 1: Identify need — Student, family, or teacher identifies that standard assessment
conditions are a barrier to equitable participation.

Step 2: Consult Sub School/VPC Coordinator — A meeting is arranged to discuss the student's
specific circumstances and potential adjustments.

Step 3: Complete Special Provision Application — The Sub School/VPC Coordinator supports
the student or family to complete the application.

Step 4: Gather evidence — Evidence to support the application is collected (see below).

Step 5: Coordinator submits to Principal — The Sub School/VPC Coordinator reviews the
application and submits a recommendation to the principal for approval.

Step 6: Decision communicated — The student and relevant staff are notified of the outcome
and approved adjustments are documented.

Supporting Evidence
Evidence may be required to support Special Provision applications. Acceptable evidence includes:

= Current medical or specialist reports (e.g., psychologist, paediatrician, OT, speech pathologist)
= NDIS Plan or relevant funding/support documentation

= Current IEP or Learning and Support Plan with documented barriers

= Letters from treating professionals describing impact on assessment capacity

= Statutory declaration from a parent or guardian

The Sub School/VPC Coordinator will work sensitively with students and families to gather necessary
evidence and will not require evidence that is unreasonably burdensome or unavailable.

Role of the Coordinator

= Receive and assess all Special Provision applications

= Provide guidance to students and families on the process and available supports
= Liaise with classroom teachers to implement approved adjustments

= Coordinate with external agencies and support personnel where appropriate

= Maintain confidential records of all applications and decisions

= Refer complex or unresolved cases to the principal
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Key Reminders — Special Provision

v Apply as early as possible — ideally before the assessment period begins

The Sub School/VPC Coordinator is your first point of contact for all enquiries
Evidence is required to support applications, but the school will help families access it
Special Provision is confidential — information is shared only with those who need it
Approved provisions are reviewed and updated as the student's circumstances change

< < < < X

Special Provision complements (and does not replace) IEP adjustments already in place

4.2 N Result

An N result is a formal finding that a student has not yet met the requirements for satisfactory
completion. Itis not a final judgement — it is a point in the learning journey that triggers a structured
response.

When an N Result is Recorded

Students will receive an N result if they:

Do not demonstrate achievement of the required learning outcomes

Fail to submit required work without an approved extension or special provision
Breach assessment conditions (refer to Section 7)

Submit work that cannot be authenticated as their own

Teacher Obligations Before Recording an N Result

Consider whether an extension, special provision, or redemption opportunity should be offered
first.

Ensure the student has had a genuine opportunity to complete the task under appropriate
conditions.

Consult with the Sub School/VPC Coordinator.
Offer first revised assessment.
Contact the student and family to discuss the outcome before the result is formally recorded.

Following contact with parents/carers, the student will be offered a final revised assessment
task.

Notification and Documentation

Students and families must be notified in writing when an N result is recorded.
The notification must include specific feedback on what was not demonstrated.
The notification must outline the redemption pathway available to the student.

AlLN results must be documented in the school's VPC tracking system (e.g., Google Drive/One
Drive)
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4.3 Redeeming Outcomes (Further Evidence)

If a student does not meet the required standard, Hampton East School will take a proactive and
structured approach to providing further opportunities to demonstrate their learning. Redemption is a
core commitment of our VPC program.

4.4. Additional Opportunities

= Students will be provided with at least two additional opportunities to demonstrate the required
learning outcomes following an N result.

= At least one additional opportunity must involve a task that differs in type from the original
assessment (e.g. if the original was written, a redemption task may be oral or practical).

= The nature, timing, and conditions of redemption tasks will be determined in consultation with
the student, the classroom teacher, and the Sub School/VPC Coordinator.

= Where appropriate, redemption tasks may be developed in consultation with the student's SSG
to ensure they are accessible and appropriate to the student's current learning context.

= Redemption tasks must still align to the relevant VPC learning outcomes.

4.5. Use of Existing Work

Teachers will consider the full body of a student's submitted work when assessing whether learning
outcomes have been met. A student does not need to start from scratch if earlier work submitted in the
same academic year, partially demonstrates the required outcomes.

= Previously submitted work, drafts, and in-class samples may be used as evidence toward an S
result.

= Teachers may draw on observation records, student reflections, and teacher annotations to
supplement formal submissions.

=  Where earlier work is used, it must be clearly documented as part of the redemption decision.

4.6 Delayed Decision Making

Schools may delay making a final assessment decision to allow a student to complete further work,
particularly at the end of a term or unit. This approach recognises that students with disabilities may
require additional time to demonstrate their learning.

= Delayed decisions must be documented with a clear rationale and an agreed timeline for
resolution.

= The student and family must be informed that a decision has been delayed and why.

= Adelayed decision cannot be held open indefinitely — a final determination must be made
before the end of the following term unless exceptional circumstances apply.

= The Sub School/VPC Coordinator must be notified of all delayed decisions and track their
resolution.
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4.7 Documentation of Redemption

Thorough documentation of all redemption attempts is essential for compliance, transparency, and
audit purposes.

= All assessment attempts — original and redemption — must be recorded in the school's VPC
tracking system (e.g. Google Drive/One Drive).

= Records must include: the date of each attempt, the type of task, the outcome, and feedback
provided.

= Where existing work has been drawn upon, this must be explicitly noted in the assessment
record.

= Final assessment decisions and their dates must be clearly recorded.
= All documentation must be retained and made available for VCAA audit review if required.
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5. Breaches of Rules and Investigations

Hampton East School treats any breach of VPC assessment conditions seriously, while also
recognising that students with disabilities may require individualised consideration in determining both
the nature of a breach and an appropriate response. Examples of breaches of rules include but not
limited to:

e Plagiarism
e  Submitting other people’s work as your own
e Resubmitting work from previous years

Allinvestigations will be conducted fairly, transparently, and with due regard for the student's rights.

5.1 Roles and Responsibilities

Role Responsibility

Principal (or delegate) Final decision-maker on breach outcomes; ensures procedural fairness
throughout the investigation.

VPC Coordinator Oversees the breach investigation process; maintains records; liaises with
VCAA where required.

Sub School/VPC Coordinator Supports the student through the process; facilitates communication with
family; convenes SSG if required.

Classroom Teacher Reports concerns regarding potential breaches to the VPC Coordinator;
provides evidence and documentation.

Student Support Group (SSG) Consulted where a breach investigation may impact a student's program
or certificate progress.

5.2. Investigation Process

The following staged process applies to all VPC breach investigations at Hampton East School:

1. Allegation Reported — The classroom teacher reports a concern to the VPC Coordinator with
relevant documentation.

2. Initial Review — The VPC Coordinator conducts an initial review to determine whether a formal
investigation is warranted.

3. Student Notification — The student (and family) is notified of the allegation in writing and given
an opportunity to respond.

4. Evidence Collection — All relevant evidence is gathered, including work samples, teacher
observations, and student statement.

5. Decision Made — The Principal (or delegate) makes a formal decision and communicates it to
the student and family in writing.
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6. Appeals Right Advised — The student is informed of their right to appeal the decision — see
Section 7.6 and 3.4.

Procedural Fairness

Vv The student must be given a genuine opportunity to respond before any decision is made.

Vv Students with communication support needs may require an advocate or support person during this
process.

V' The investigation must be completed in a timely manner — delays must be explained to the student
and family.

v Allinvestigation records are confidential and retained on the student's file.

6. Student Rights

Hampton East School is committed to upholding the rights of all students throughout breach
investigation processes. Students with disabilities are entitled to additional support to ensure
meaningful participation.
= Students may respond to allegations — in writing, verbally, or with the support of an advocate.
= Students may provide evidence, including withess accounts or supporting documentation.

= Students may have a support person present during any meeting related to the investigation (e.g.
parent/guardian, advocate, or trusted school staff member).

= Students must not be disadvantaged in their broader VPC program while an investigation is
ongoing.

= Students have the right to appeal any decision made — see Section 7.6.

6.1. Communication

Effective, timely communication with the student and family is essential throughout any breach
investigation. Hampton East School's approach prioritises clarity, accessibility, and respect.

= Students will be informed at each stage of the investigation process.

= Allformal communications will be provided in writing and, where appropriate, discussed in
person.

= Student Support Group (SSG) meetings will be used to communicate investigation outcomes
and their impact on the student's program where relevant.

= Students will receive written feedback on their work following any assessment breach
determination.

= Communications should be adapted to meet the student's communication needs and literacy
level.

6.2. Possible Outcomes and Penalties

The outcome of a breach investigation will be proportionate to the nature and severity of the breach
and will take into account the student's individual circumstances and disability-related factors.
Possible outcomes include:

= Resubmission of work (with or without additional support)
= Loss of marks for specific assessment criteria (where applicable)
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= An N result for the specific task
= An N result for the unit (in cases of serious or repeated breach)
= Referral to the Principal for further action

Context and Disability Considerations
v Before applying a penalty, the principal must consider whether the student's disability may have
contributed to the breach.
v Astudent's IEP, SSG feedback, and support history must be reviewed before any penalty is recorded.
v Penalties should be the least restrictive option consistent with maintaining assessment integrity.

6.3. Appeals

Students may appeal any decision made because of a breach investigation. All appeals follow
Hampton East School's formal appeals process as described in Section 3.4 of this policy.
= Appeals must be lodged within 5 school days of the breach decision being communicated.
= The appeal will be heard by an independent reviewer not involved in the original investigation.
= The principal’s decision on appeal is final at the school level.
= Where the breach relates to VCAA requirements, escalation to VCAA may be available.
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7. Audit and Evidence Requirements

7.1. Audit Overview

Hampton East School is required to provide evidence to VCAA demonstrating compliance with VPC
requirements. Maintaining thorough, organised, and accessible audit documentation is the
responsibility of all teaching and leadership staff involved in VPC delivery.

The VPC Coordinator is responsible for coordinating the school's audit documentation. All staff must
contribute to maintaining audit-ready records throughout the year, not solely at audit time.

7.2. Required Evidence

The following documentation must be available for VCAA audit review at all times:

School-Level Documentation

= Student VPC Information Handbook (provided to all students and families at enrolment)
= Assessment and authentication policies (this document)

= Redemption and further evidence policies and procedures

= Breach investigation and appeals procedures

= Special provision application and approval records

Student-Level Documentation

=  Completed VPC assessment records for each student

= Records of all S and N results, including redemption attempts

= Extension, Special Provision, and Appeals forms (VPC-EXT-F01, VPC-SP-F03, VPC-APP-F02)
= SSG meeting records where VPC progress has been discussed

= Copies of student work samples where assessment decisions have been contested

Teacher-Level Documentation

= Assessment task designs (including modifications and accessibility adjustments)

= Authentication records (teacher observations, checkpoints, student reflection records)
= Moderation records where applicable

= Records of delayed decisions and their resolution

7. 3 Submission Requirements

Where VCAA requests specific documents for audit, the following requirements apply:

= One document should be submitted per audit question wherever possible.
= Multiple documents may be merged into a single file where they collectively address one audit

question.

= Screenshots may be included as supporting evidence where the original document exists in a
digital format.

= All submitted documents must be clearly labelled with the school’s name, document type, and
date.
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= The VPC Coordinator must review all documents before submission to ensure they are complete
and accurate.

Audit Readiness — VPC Coordinator Checklist

v All student VPC tracking records are up to date and accessible

This policy document is current, approved, and has been distributed to all staff

All Extension, Appeals, and Special Provision forms are filed and cross-referenced
All breach investigation records are retained on student files

Redemption attempts and outcomes are documented in the VPC tracking system
Assessment task designs and modifications are on file for each unit delivered

< < K < KL

Related Documents and Legislation

= VPC Extension Request Form

= VPC Appeals Form

= VPC Authentication Checklist

= VPC Special Provision Application Form

= VPC Breach Report (Below)

= VPC Assessment Procedures — Staff Quick Reference Guide

= Student Complaints and Grievances Policy
https://www2.education.vic.gov.au/pal/complaint-resolution/policy

= Hampton East School Individual Education Plan (IEP) - COMPASS

= Hampton East School Student Wellbeing and Engagement

https://hamptoneastschool.vic.edu.au/wp-content/uploads/2024/09/HE-
StudentWellbeingandEngagementPolicy.pd

= Hampton East School Acceptable Use of Technology Policy

Acceptable Use Policy for ICT Resources: Overview | education.vic.gov.au
= Disability Discrimination Act 1992

Disability Discrimination Act 1992 - Federal Register of Legislation
= Education and Training Reform Act 2006 (Vic

Education and Training Reform Act 2006 | legislation.vic.gov.au)

= Victorian Government Schools Agreement
Industrial Agreements: Resources | education.vic.gov.au

= Department of Education Disability Inclusion Policy
Disability Inclusion Profile: Policy | education.vic.gov.au

= Victorian Curriculum and Assessment Authority VPC Administrative Handbook
https://www.vcaa.vic.edu.au/administration/vpc-administrative-handbook/vpc-
administrative-handbook
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Document Title VPC Assessment Policy and Procedures
Document Owner VPC Coordinator/Principal

Version 2026.1

Approved By Principal, Hampton East School

Date Approved Term 2, 2026

Review Date December 2026

Next Review Term 2, 2027
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HAMPTON EAST SCHOOL

Victorian Pathways Certificate

Request for extension of work

Form Ref: VPC-SP-FO01 | For VPC Students

Key Reminders — Extensions

v Applications must be submitted BEFORE the due date wherever possible
Supporting documentation strengthens the application but is not always mandatory
Extensions will not be granted retrospectively except in extraordinary circumstances
Students will not be disadvantaged for requesting an extension in good faith

< < K XL

The Sub School/VPC Coordinator will record all outcomes for audit and review purposes

SECTION A — Student Details

Student Full Name * Year Level / Class *
Student ID / DET Number Date of Application *
Parent / Guardian Name * Contact Phone Number *
Parent / Guardian Email Student Contact (if different)

Primary disability / diagnosis (if applicable) (optional — sharing this helps us tailor appropriate
provisions)

Current supports in place (e.g. IEP adjustments, NDIS supports)
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SECTION B — Relevant Assessment Task(s)

This application can cover one task, one unit, or a specified period. Please describe the scope
below. *

Subject(s) / Unit(s) Affected * Classroom Teacher(s) *

Specific Task Name(s) (if known) Assessment Period / Due Date(s)

Reason for Extension Request

SECTION C — Nature of Hardship or Barrier

Please select the primary reason for this Extension application: *

0 Medical illness 1 Acute mental health episode or
psychological distress

0 Hospitalisation [0 Hospitalisation or medical treatment
O Significant family hardship, instability, or O Bereavement or significant family crisis
trauma

O Other — described below

Describe your circumstances in detail * * (include relevant dates, how this affects your ability to
complete assessment, and how long you expect this to continue)
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SECTION D — Supporting Evidence

Evidence strengthens your application and may be required for approval.

The Sub School Coordinator will help you obtain evidence if you are having difficulty.
A provisional provision may be granted while evidence is being gathered.

All evidence is treated confidentially and stored securely on your student file.

Please tick any documentation you are attaching to this form:

0 Medical certificate or GP letter O Specialist report (psychologist, OT, speech
pathologist, etc.)

[0 NDIS Plan or support agency documentation [ Current IEP or Learning and Support Plan
[0 Statutory declaration (parent/guardian) 1 Hospital or treating facility correspondence
O Letter from social worker or support agency [ Other — described below

O No documentation available at this time

If 'Other’ or 'No documentation' — please explain (if documentation is unavailable, indicate when
you expect to provide it)

SECTION E — Declaration

v By signing below, you confirm that the information in this form is true and correct to the
best of your knowledge.

v You understand that submitting this form does not guarantee Special Provision will be
approved.

v You consent to relevant information being shared with school staff involved in assessing
and implementing this application.

v You understand that approved provisions will be reviewed regularly and may be updated as
circumstances change.
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Student Signature * Date *

Parent / Guardian Signature * Date *

Name of parent / guardian signing above * *

SECTION F — For Office / Coordinator Use Only | Do not write below this line

Date Form Received

Received By (Name)

Form Complete? Y/N

Evidence Received? Y/
N

Evidence Type /
Description

Referred to (if applicable)

SSG Meeting Required?
Y/N

Date Referred to Principal

Decision *

0 Approved as Requested 0 Not Approved — See Comments

Approval Period (From /
To)
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Review Date

Teachers Notified? Y/ N

Coordinator / Principal Comments:

Sub School Coordinator Signature Date

Principal Approval Signature Date

v File this completed form on the student's record within 2 school days of the decision.
v Provide a copy of approved provisions to all relevant classroom teachers.

v If Not Approved — inform the student verbally and in writing, and outline the right to appeal
(Section 3.4).

v Schedule a review date — provisions should be reassessed at least once per term.
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HAMPTON EAST SCHOOL

Victorian Pathways Certificate

Assessment Appeals Form

Form Ref: VPC-APP-F02 | For VPC Students

Before you begin — please read carefully

v An appeal must be based on valid grounds — not simply dissatisfaction with a result.

v Valid grounds include procedural error, failure to apply adjustments, bias, or recording error.
v Formal appeals must be submitted within 5 school days of the result being communicated.
v

This form should first be attempted through informal resolution with the classroom teacher
(Stage 1).
Complete all sections marked * — incomplete forms may cause delays.

< L

Return this form to the Sub School Coordinator, school office, or via the shared drive.

SECTION A — Student Details

Student Full Name * Year Level / Class *

Student ID / DET Number Date of Application *

Parent / Guardian Name * Contact Phone Number *
Parent / Guardian Email Student Contact (if different)

SECTION B — Assessment Decision Being Appealed

Subject / Unit * Classroom Teacher *

Assessment Task Name / Number * Date Result Received *
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Result received (tick one) *

[ S (Satisfactory) L1 N (Not Satisfactory)

[ Breach outcome [ Other decision

If 'Other' — describe the decision being appealed *

SECTION C — Grounds for Appeal

Please select the primary grounds for your appeal: *

[1 Procedural error— assessment not [1 Decision made without consideration of
conducted per school or VCAA policy relevant information

[1 Reasonable adjustments were not applied [] Bias or conflict of interest

[] Calculation or recording error [1 Other (please describe below)

Explain your grounds for appeal in detail * * (include specific references to what went wrong and when)

What outcome are you seeking from this appeal? * * (e.g. reassessment, result reviewed, written
explanation)
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SECTION D — Supporting Evidence

v You are not required to provide evidence, but doing so strengthens your appeal.

v Evidence might include: the original task instructions, your submitted work, communications
with the teacher, or specialist reports.

Please list any evidence you are attaching:

L1 Copy of original assessment task ] Copy of submitted work

[1 Written communication with teacher [] Specialist / medical report

L1 IEP or Learning and Support Plan L] Witness account (written)

[J Other — described below 1 No supporting evidence at this time

Describe any other evidence or context

SECTION E — Informal Resolution (Stage 1)

Have you attempted to resolve this informally with the classroom teacher? *

[1 Yes — I spoke with the teacher first 1 No —lam lodging a formal appeal directly

If yes — describe what happened and why the matter remains unresolved
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SECTION F — Declaration

Vv By signing below, you confirm that the information in this form is true and correct to the best of
your knowledge.

v You understand that this appeal will be reviewed by the Sub School Coordinator and, if
necessary, a review panel.

v You understand that submitting this form does not guarantee that the appeal will be upheld.

v You consent to relevant documentation being shared with staff involved in the appeals

process.
Student Signature * Date *
Parent / Guardian Signature * Date *

Name of parent / guardian signhing above * *

SECTION G — For Office / Coordinator Use Only | Do not write below this line

Date Form Received
Received By

Stage Assigned

Reviewer / Panel Members

Date Acknowledged to
Student

Outcome of Review *

0 Appeal Upheld — Result [ Partially Upheld — [0 Appeal Not Upheld — See
Amended Reassessment Offered Comments
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Amended Result (if
applicable)

Next Step / Action
Required

Coordinator / Reviewer Comments:

Coordinator / Reviewer Signature Date Decision Made

v File this completed form on the student's record within 2 school days of the decision.

v Notify the student in writing of the outcome — include information about further escalation
rights.

Vv If appealis upheld — update the VPC tracking system and notify the classroom teacher.
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HAMPTON EAST SCHOOL

Victorian Pathways Certificate

Special Provision Application Form

Form Ref: VPC-SP-FO3 | For VPC Students

What is Special Provision?
v Special Provision provides adjustments to assessment conditions or formats that go
beyond your standard supports.

v Itis designed to remove barriers to demonstrating your learning — not to reduce what you
need to show.

v Examples include: rest breaks, separate room, scribe/reader, oral response, extra time,
assistive technology, or deferred assessment.

v Special Provision works alongside your IEP — it does not replace adjustments already in
place.

v Apply as early as possible — ideally before the relevant assessment period begins.

v The Sub School Coordinator will help you complete this form and gather any required
evidence.

SECTION A — Student Details

Student Full Name * Year Level / Class *
Student ID / DET Number Date of Application *
Parent / Guardian Name * Contact Phone Number *
Parent / Guardian Email Student Contact (if different)

Primary disability / diagnosis (if applicable) (optional — sharing this helps us tailor appropriate
provisions)

Current supports in place (e.g. IEP adjustments, NDIS supports)

Submit to: Sub School Coordinator | School Office | Shared Drive VPC-APP-FO3 | Review: December 2025



Hampton East School | Victorian Pathways Certificate Assessment Appeals Form — VPC-APP-F03

SECTION B — Relevant Assessment Task(s)

This application can cover one task, one unit, or a specified period. Please describe the scope
below. *

Subject(s) / Unit(s) Affected * Classroom Teacher(s) *

Specific Task Name(s) (if known) Assessment Period / Due Date(s)

Scope of this application *

[0 Specific task only 1 Entire unit

0 Remainder of this term 0 Ongoing — To be reviewed each term

SECTION C — Nature of Hardship or Barrier

Please select the primary reason for this Special Provision application: *

O Significant disability-related barrier not [0 Acute or chronic iliness affecting assessment
covered by IEP capacity

0 Mental health episode or psychological [0 Hospitalisation or medical treatment
distress

O Significant family hardship, instability, or O Sensory or physical access barrier

trauma

O Communication or language barrier O Other — described below

Describe your circumstances in detail * * (include relevant dates, how this affects your ability to
complete assessment, and how long you expect this to continue)
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How does this affect your ability to participate in standard assessment conditions
specifically? * *

SECTION D — Provisions Requested

Please indicate the type of provision(s) you are requesting: *

[0 Rest breaks during assessment [0 Separate/quiet room

[0 Scribe (someone to write for me) [0 Reader (someone to read aloud)
O Assistive technology (e.g. text-to-speech) O Oral response instead of written
O Extended time (beyond standard extension) [ Modified task format

O Deferred assessment (new date) O Alternative task type

O Reduced task length/scope O Other — described below

If 'Other' or 'Modified format' — describe the provision you are requesting (be as specific as
possible — e.g. "typed rather than handwritten response” or "task broken into three shorter sessions”)

v The Sub School Coordinator and classroom teacher will determine the final provision in
consultation with you.

v Not all requested provisions can be guaranteed — they must remain consistent with the
VPC learning outcomes.

v Where a provision is not possible, an alternative will be explored with you.

SECTION E — Supporting Evidence
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v Evidence strengthens your application and may be required for approval.

v The Sub School Coordinator will help you obtain evidence if you are having difficulty.
v A provisional provision may be granted while evidence is being gathered.

v All evidence is treated confidentially and stored securely on your student file.

Please tick any documentation you are attaching to this form:

1 Medical certificate or GP letter [0 Specialist report (psychologist, OT, speech
pathologist, etc.)

0 NDIS Plan or support agency documentation [ Current IEP or Learning and Support Plan
OO Statutory declaration (parent/guardian) [0 Hospital or treating facility correspondence
O Letter from social worker or support agency [ Other — described below

O No documentation available at this time

If 'Other’' or 'No documentation' — please explain (if documentation is unavailable, indicate when
you expect to provide it)

SECTION F — Previous Special Provision History

Has this student previously received Special Provision at Hampton East School?

O Yes O No O Unsure

If yes — briefly describe what was previously approved and whether it was effective

Are there any provisions that have been tried and found NOT effective for this student?
(this helps us avoid repeating approaches that do not work)
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SECTION G — Declaration

v By signing below, you confirm that the information in this form is true and correct to the
best of your knowledge.

v You understand that submitting this form does not guarantee Special Provision will be
approved.

v You consent to relevant information being shared with school staff involved in assessing
and implementing this application.

v You understand that approved provisions will be reviewed regularly and may be updated as
circumstances change.

Student Signature * Date *

Parent / Guardian Signature * Date *

Name of parent / guardian signing above * *

SECTION H — For Office / Coordinator Use Only | Do not write below this line

Date Form Received

Received By (Name)

Form Complete? Y/N

Evidence Received? Y/
N

Evidence Type /
Description

Referred to (if applicable)

SSG Meeting Required?
Y/N

Date Referred to Principal
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Recommended Provision(s):

Decision *

0 Approved as Requested 0 Approved with O Not Approved — See
Modifications Comments

Approval Period (From /
To)

Review Date

Teachers Notified? Y/N

Coordinator / Principal Comments:

Sub School Coordinator Signature Date

Principal Approval Signature Date

v File this completed form on the student's record within 2 school days of the decision.
v Provide a copy of approved provisions to all relevant classroom teachers.

v If Not Approved — inform the student verbally and in writing and outline the right to appeal
(Section 3.4).

v Schedule a review date — provisions should be reassessed at least once per term.
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Authentication Checklist

HAMPTON EAST SCHOOL

Victorian Pathways Certificate

Authentication Checklist

Form Ref: VPC-APP-F04 | For VPC Students

v NB: This checklist can be found attached to the assessment cover sheet. It must be
completed by the classroom teacher for every summative assessment task submitted for
the Victorian Pathways Certificate. Retain this checklist on the student’s file.

Assessment Details

Student Full Name *
Student School Number *

Subject / Unit *

Assessment Task Name /
Number *

Date of Submission *

Classroom Teacher *

Authentication Checklist — Tick When Completed

Y Authentication Criterion Staff Initials / Notes

Work completed in class under supervision

O The majority of the task was completed during scheduled
class time under direct teacher supervision.
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O

Drafts submitted

The student submitted progressive drafts or working notes
consistent with the final submitted work.

Student able to explain their work

When questioned, the student demonstrated understanding
of and ownership over the content of their submission.

No evidence of plagiarism

The submitted work has been checked, and no evidence of
copying, contract cheating, or unauthorised Al-generated
content was identified.

Teacher has verified authenticity

The classroom teacher is satisfied that the submitted work is
the student’s own, based on the criteria above.

Additional Comments (optional)

Teacher Declaration

By signing below, | confirm that | have reviewed the above authentication criteria for this
assessment task and, to the best of my knowledge, the work submitted is the student’s own.

Date *

Teacher Signature *
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HAMPTON EAST SCHOOL

Victorian Pathways Certificate

Breach of Rules and Investigations Record Form

Form Ref: VPC-APP-FO5 | For VPC Students

Before you begin — please read carefully

v Complete all sections marked * — incomplete forms may cause delays.
v Return this form to the Sub School Coordinator, school office, or via the shared drive.

SECTION A — Student Details

Student Full Name * Year Level / Class *

Student ID / DET Number Date of Application *

Parent / Guardian Name * Contact Phone Number *
Parent / Guardian Email Student Contact (if different)

SECTION B — Details of Allegation

Time of Alleged

Date of Allegation Incident

Description of Allegation * (provide full details of the alleged breach — include what
happened, where, and who was involved)
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Hampton East School | Victorian Pathways Certificate Assessment Appeals Form — VPC-APP-F05

Rule / Policy Allegedly Breached *

SECTION C — Supporting Documentation

Please list all documentation attached to support this investigation record. Documents may include written
statements, photographs, communications, system logs, or other relevant evidence.

O Written statement from reporting staff member

[0 Written statement from witness(es)

O Student’s written response

O Photograph / screenshot

O Electronic communication (email, message, social media)
O CCTV or surveillance record

O Previous incident or breach records

O Other — described below

[0 No supporting documentation at this time

Description of any other documentation attached:

List of Attached Documents (title each document)

A w0 D
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5.
SECTION D — Initial Review
Name of Initial Reviewer * Position / Title

Date Allegation

Date of Review Received

Outcome of Initial Review * (select all that apply)

O Allegation substantiated — proceed to formal investigation
Outcome O Allegation not substantiated — no further action

[0 Referred for further information

[0 Matter resolved informally

Initial Reviewer’s Comments / Rationale for Outcome *

Signature of

Initial Reviewer Date *
*

SECTION E — Student Notification

The student must be notified of the allegation and given a reasonable opportunity to respond before any
outcome is determined. Natural justice requires that the student understands the allegation against them.

Was the student [ Yes O No — reason provided below
notified of the
allegation? *

O In person O Written

Date of Student Method of )

Notification * Notification * letter LI Email O
Phone call

Who Was Date Response

Notified? * Due *
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Parent / OYes [No Date Parent /
Guardian Guardian Notified
Notified?

Summary of Student’s Response to Allegation (or note if no response received):

SECTION F — Overall Decision Outcome

The overall decision must
be made after all
information has been
considered, including the
student’s response. The
outcome must be
communicated to the
student in writing.

Overall Decision Outcome * (select one)

O Breach confirmed — consequence applied (details below)

[0 Breach confirmed — no further consequence (reasons below)
O Breach not confirmed — allegation not substantiated

[ Matter referred to external agency / police

O Other — details provided below

Consequence(s) Applied (if applicable) — e.g. warning, detention, suspension, withdrawal
from unit:
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Rationale for Overall Decision *

Name of Principal or Date of
Delegate * Outcome *

Signature of Principal
or Delegate *

Date Outc.:ome Method of O In person
Communicated to 1 Written

Communication
*
Student O Email

SECTION G — Appeals Process

Right to Appeal

A student (and their parent or guardian) has the right to appeal the outcome of this investigation.
An appeal must be lodged within five (5) school days of the student being notified of the outcome.

Valid Grounds for Appeal
An appeal may only be lodged on one or more of the following grounds:

* Procedural error — the investigation was not conducted in accordance with school policy or
relevant guidelines

* Failure to apply reasonable adjustments — disability, health, or other relevant adjustments
were not considered

« Bias or conflict of interest — the decision-maker had a conflict of interest or demonstrated
bias

* New evidence — evidence that was not reasonably available at the time of the investigation is
now available

* Error in the recording or communication of the outcome
How to Lodge an Appeal

To lodge an appeal, complete the Assessment Appeals Form (VPC-APP-F02) and submit it to the
Sub School Co-ordinator, the school office, or via the school’s shared drive within the required
timeframe. Incomplete appeal forms may not be accepted.
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Appeal Review Process

Appeals will be reviewed by the Sub School Co-ordinator and, where necessary, a review panel.
The outcome of the appeal will be communicated to the student and parent or guardian in writing
within ten (10) school days of the appeal being received. The decision of the review panel is final.

Please Note:

Lodging an appeal does not guarantee that the outcome will be changed. Dissatisfaction with a
consequence, without valid grounds, is not sufficient basis for an appeal.

SECTION H — Record Management (Office Use Only)

Date Form Completed Completed By
Date Filed on Student .
Record Filed By
i VPC Tracking 0 Yes
Form Stored Location System Updated? O No

O N/A

This completed form must be filed on the student’s record within two (2) school days of the outcome being
determined. The student must be notified in writing of the outcome and their right of appeal. If the VPC
tracking system requires updating, this must be actioned promptly.
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HAMPTON EAST SCHOOL | Victorian Pathways Certificate

VPC Assessment Procedures — Staff Quick Reference Guide

Extensions - Appeals - Special Provision - N Results - Breaches | For all VPC Teaching Staff

EXTENSIONS (Section 3.3)

SPECIAL PROVISION (Section 3.5) BREACHES (Section 7)

When: Student cannot meet a due date due to valid When: Disability or hardship creates a barrier to standard When: Suspected breach of assessment conditions, including
circumstances. assessment conditions. authentication concerns.
Eligible circumstances Types of provision available Investigation process
= Medicalillness / hospitalisation = Rest breaks / separate room 1. Teacher reports concern to VPC
= Acute mental health episode = Scribe, reader, or assistive tech Coordinator
= Bereavement or family crisis = Oralresponse / modified format 2. Initial review — is formal investigation
= Disability barrier notin IEP = Extended time / deferred assessment warranted?
= Unforeseen traumatic event = Alternative task type 3. Student notified in writing of allegation
4. Evidence collected (work, observations,
Process Process statement)
1. Student contacts teacher or Sub School 1. Identify barrier — student, family, or 5. Principal makes decision and
Coordinator teacher communicates in writing
2. Complete VPC Extension Request Form 2. Consult Sub School Coordinator 6. Student advised of appeal rights
(VPC-EXT-FO1) 3. Complete VPC-SP-F03 with coordinator
3. Attach supporting documentation (if support Possible outcomes

available)

4. Attach evidence (medlCGl/NDlS/lEP) = Resubmission required
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4. Submit to Sub School Coordinator before 5. Coordinator recommends - Principal = N result for task or unit

due date approves = Referral to Principal
5. Decision communicated within 2 school 6. Provisions documented and
days communicated to teachers v Always consider disability context before any penalty.

A Must be submitted BEFORE the due date wherever possible | v Apply early —ideally before the assessment period.

— m REDEEMING N RESULTS (Section 6)

APPEALS (Section 3.4) N RESULTS (Section 3.6 & 5.2)
* Provide at least 2 further opportunities

= At least 1 mustdifferin type from the

When: Student believes an assessment decision contains an When: Student has not demonstrated the required learning original task
error or procedural failure. outcomes. = Consider all previously submitted work as
evidence
= Delayed decisions are permitted —
Valid grounds Before recording an N result — teacher must: document rationale
= Procedural error (policy not followed) = Contact student and family = All attempts must be recorded for audit
= Adjustments not applied = Consult Sub School Coordinator
= Bias or conflict of interest = Consider extension, SP, or redemption first
= Calculation or recording error * Ensure a genuine opportunity was Gl Bt RRS feselEmy
provided

5-Stage Process
1. Informal — raise with classroom teacher  Afterrecording —school must:

Keep on file at all times:

2. Formal _ Submit VPC-APP-FO2 to Sub . Notlfy Student/family in ertlng W|th - Student VPC |nf0|’mati0n Handbook
School Coordinator feedback = This policy document (current version)
. . = QOutline redemption pathway (Section 6) = Allcompleted EXT / APP / SP forms
3. Review panel convened by coordinator )
= Convene SSG if more than one N in a term = Al S and N results + redemption records

= SSG meeting notes (where VPC discussed)
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4. Principal makes final school-level = Documentin VPC tracking system = Assessment task designs + modifications

decision = Breach investigation records
5. External — escalate to VCAA/DE if A\ Repeated N results trigger formal SSG review.
unresolved 1 document per audit question. Screenshots permitted.

A Must be lodged within 5 school days of result.

Sub School Coordinator VPC Coordinator Principal

First point of contact for Extensions, Special Provision, N Oversees curriculum compliance, breach investigations, audit Final decision-maker for appeals, breaches, and Special

Results, and all student-facing processes. documentation, and VCAA liaison. Provision approvals. VCAA contact if required.

FORMS SUITE POLICY REFERENCE
VPC-EXT-FO1 Extension Request Form Full policy: HES VPC Assessment Policy and Procedures (2025)
VPC-APP-F02 Assessment Appeals Form Available from: Sub School Coordinator / School Shared Drive
VPC-SP-FO3 Special Provision Application Review date: December 2025 | Approved by: Principal

End of Handbook

This document should be reviewed annually to ensure alignment with VCAA requirements.
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