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Bundoora Secondary College

Cnr Morton Crescent and Balmoral Avenue

BUNDOORA 3083 Telephone 9467 1511 Fax 9467 7370
Email bundoorasc@edumail.vic.gov.au
www.budoorasc.vic.edu.au

Senior School Staff

Senior School Leader: Mr. Jim Tsakmakis
Assistant Senior School Leader: Mr. Brandon Fuga
Assistant Senior School Leader: Ms Jenny Petridis
VCAL Coordinator: Mr. Roy Menegas
Programs & Pathways Coordinator: Mrs Annette Jenkin
Careers Coordinator: Mrs Annette Jenkin
Term Dates 2010:
Term 1 February $to March 26
Term 2 April 120 to June 28
Term 3 July 12" to September 7
Term 4: October # to December ¥7
Important Dates: Year 11
Unit 1 Midyear Examination Period = Wednesday4une t&Wednesday"June.
End of Semester Friday 1" June.
Unit 2 ASwat Vac. o Momay2%t October.
Examination Period TBC

Year 12 Orientation Program  TBC

Important Dates: Year 12

Unit 3 Midyear Examination Period  Tuesday'8lune t&Wednesday'9une.

General Achievement Test GA' Thursdag0"June.

End of Semester Fridayl1t June.

Unit 4 AiSwat Vac. 0 Thurday23tOctober t@ hursday& October.
Valedictory Dinner Friday 2dOctober.
Examination Period TBC

Note The VCE Examination Timetable Booklet is issued by VCAA into the next calendar ye
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Assessment Details - 2010

Study Title Assessment Date Weighting
Accounting Written Examination External Test June 33
Unit 34 Coursework School assessed June/October 34
Written Examination External Test November 33
Biology Written Examination External Test June 33
Unit 4 Coursework School assessed June/October 34
Written Examination External Test November 33
Business Unit 3 Coursework School assessed June 25
Management  Unit 4 Coursework School assessed October 25
Written Examination External Test November 50
Chemigry Written Examination External Test June 33
Unit 3% Coursework School assessed June/October 34
Written Examination External Test November 33
Drama Unit 34 Coursework School assessed June/October 40
Solo Performance ExamExternal Test October 35
Written Examination External Test November 25
English Unit 3 Coursework School assessed June 25
(ESD Unit 4 Coursework School assessed October 25
Written examination External Test November 50
Food & Unit 24 Coursework School assessed May 40
Technology Schoobssessed Task  School assessed October 30
Written examination External Test November 30
Health & Unit 3 Coursework School assessed June 25
Human Unit 4 Coursework School assessed October 25
Develpment  Written examination External Test November 50
History Unit 3 Coursework School assessed June 25
(Australiai Unit 4 Coursework School assessed October
Written examination External Test November 50
Information Unit 3 Coursework School assessed June 25
Technology Unit 4 Coursework School assessed October 25
(IPM) Written examination External Test November 50
Legal Studies Unit 3 Coursework School assessed June 25
Unit 4 Coursework School assessed October 25
Written examination External Test November 50
LOTE Unit 3 Coursework School assessed July 25
Unit 4 Coursework School assessed October 25
(German) Oral examination External Test October 125
Written examination External Test November 37.5
Senior School Study Handbook 2010
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Assessment

Weighting

Mathematical Unit 34 Coursework School assessed June/October 34
Further Written examination External Test 1 November 33
Written examination External Test 2 November 33
Mathematics  Unit 24 Couosework School assessed June/October 34
Methods Written examination External Test 1 November 33
Written examination External Test 2 November 33
Mathematics: Unit 34 Coursework School assessed June/October 34
Specialist Written examination Exernal Test 1 November 33
Written examination External Test 2 November 33
Media Unit 34 Coursework School assessed June/October 20
School assessed task School assessed October 30
Written examination External Test November 50
Physical Unit 3 Coursework School assessed June 25
Education Unit 4 Coursework School assessed October 25
Written examination External Test November 50
Physics Written examination External Test June 33
Unit 4 Coursework School assessed June/Omber 34
Written examination External Test November 33
Psychology Written examination External Test June 33
Unit 4 Coursework School assessed June/October 34
Written examination External Test November 33
Studio School assessed Task 1School assessed June 33
Arts School assessed Task 2School assessed October 33
Written examination External Test November 34
Visual Unit 3 Coursework School assessed June 33
Communication School assessed Task School assessed October 33
& Design Written examination External Test November 34
Senior School Study Handbook 2010
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,
Unit Requirements (VCE):

1. Assessment of Learning Outcomes

For satisfactory completion of ,aaustiident must demonstrate achievement of each of the
outcomes for that unit as specified in the Study Design. This decision will be based on the
teacherdos judgment of the studentods perfor
The key knosdge and skills and the Advice for Teachers included in the Study Design will
assist teachers in making this judgment.

(@) What the Student Must Do:

A student will be deemed to have achieved an outcome when:

1 The work meets the required standard

q The work wasibmitted on time

1 The work is clearly the studentds own
1 There has been no substantive breach of rules.

(b)  Victorian Curriculum And Assessment Authority Rules:

The VCAA sets down six rules, which students must observe when preparing work for
assessment. Heerules apply also to Coursework and&Sslessed Tasks. They are:

1 Students must ensure that all unacknowledged work submitted for coursework is
genuinely their own
1 Students must acknowledge all resources used, including text and source material and

the name(s) and status of any person(s) who provided assistance and the type of
assistance provided
1 Students must not receive undue assistance from any person in the preparation and
submission of work. Unacceptable forms of assistance includepyseaif,or co
another personds work or other resources
corrections or improvements made or dictated by another person.
Students must not submit the same piece of work for assessment more than once.
Students who knowinglysaesier students in a Breach of Rules may be penalised.
Students must sign the Declaration of Authenticity at the time of submitting the
compl eted task. This declaration states
own. Students must also sggmaral declaration that they will observe the rules and
instructions for the VCE and accept disciplinary provisions.

= =4 -4

(c) School Rules:

In addition to observing these rules of the VCAA, students must also observe the rules of thei
school. Seelateruntld8r eaches of Authenticityd and O0APp

Senior School Study Handbook 2010
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(d) Computer Work:

A student who uses a computer to produce work for assessment is responsible for ensuring that
1 There is an alternative system available in case of computer @rriicte omal

unavailability

Hard copies of the work in progress are produced regularly

Each time changes are made the work is saved onip fldadke back file

should not be stored with the computer.

T
T

(e) Extension of Time:

Schools are able to gextensions of time for the completion or resubmission of work for
assessing achievement of an outcome for the purpose of achieving satisfactory completion of th
unit. Students may not resubmit work that is to count towards their coursework score. The
procedures should include:

| A formal process for applying for an extension of time
1 Rules of eligibility

i The maximum period for an extension

1 Conditions under which the extension will be allowed.

) Authentication of Student Work:

Teachers must ensure thaWVtlReAAG6 s aut henti cati on requir eme
Authentication and Breach of Rules.

Senior School Study Handbook 2010
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9
School Assessments (VCE).

1. School Assessed Coursework

Coursework assesses each studentds overall
designatedn the study design. The study design specifies a range of tasks to assess
achievement of each of the unitds outcomes.
be part of the regular teaching and learning program and must be completgss mainly in ¢
time.

Cou

Results of
t he st

k count towards a stud:e
t owar ds S

sewor
dent 0 Equi valent National T

c =

The conditions and arrangements for Coursework are the same a®doeahlaseulisler
oUnit Requirements?©o. The two major additio

(@) Preparation of work for Coursework assessment:

| Time allowed The Assessment Guide for each study provides advice on the amount of
time each task should take to compbkbtbeaimeframe over which the task should be
completed. In most cases the times are expressed as ranges, rather than in absolute
terms and schools will need to take into account their timetable arrangements when
setting these tasks.

1 Word rangesthe sope of most tasks is described as a word range. The range is
sufficient to allow students to demonstrate achievement of the outcome.

1 Conditions for Coursework assessmefiie Assessment Guide for each study
provides advice on conditions under whiggwOduassessment tasks are to be
completed. Most tasks are to be completed mainly in class time. In allowing students to
complete part of their work out of class, teachers must be able to authenticate that work.

1 Drafting As Coursework tasks are uhaiay in class and within a limited timeframe,
the VCAAds policy in relation te draftin
Assessed Tasks. The nature of Coursework means that teachers should not be looking
at draft material. Teacheraaresquired to formally sight drafts or to record their
completion. Teachers must not mark or provide comments on any draft of work that is to
be submitted for Coursework assessment.

Senior School Study Handbook 2010
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(b) Initial assessment:

Schools are responsible for the initialnassess Coursework. After work is submitted and

marked, teachers should provide feedback to students. Appropriate feedback includes:

1 Advice on particular problem areas

| Advice on where and how improvements can be made for further learning

1 ReportoNg 0&6i srons and/ or written c¢comme
each outcome.

In providing this feedback teachers may give students their marks on individual Coursework
tasks. When providing the marks, teachers must advise studentsath@o tinsemimtk
scores may c¢change following moderati on. I
Coursework will be moderated, not the scores for individual tasks/outcomes.

Students and parents are stronngtirgofangvi sed
Coursework assessments given to students and that their total scores for Coursework
may change as a result of statistical moderation.

Schools may permit students to resubmit work to meet satisfactory completion requirements of
unit. Stushts may NOT resubmit tasks for the reconsideration of Coursework scores awarded
by the school.

Senior School Study Handbook 2010
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11
2. School Assessed Tasks

Th s section applies to SATO6s for:
Design & Technology

Food & Technology

Media

Studio Arts

Visual Communication & Design

(@) Toptc Selection:

The Study Design sets out the details of thé\Ssdssad Tasks to be completed for
assessment purposes. Schools should select topics in accordance with these details. The
responsibility for the selection of appropriate topicsclhe®isith

(b) Word Limits:

This information applies to the Visual Communication and DesgasSelddalkk
only. The VCAA sets word limits for thisaSsess¢d Task to limit student and teacher
workload.

(c) Advice on developmental stages of Scheséssed Tasks:
Teachers are required to provide feedback to students on work in progress.
At least one set of comments should be in written form.

(d) Initial assessment of Scheadsessed Tasks:

Schools are responsible for the initial assessmentadseskedI Tasks. The sole
basis for this assessment is the set of criteria for the award of grades, published each year by th
VCAA in the Assessment Guide.

Completion Dates and School Submission Dates

Schools will undertake School Assessed Coursk®ohloghssessed Tasks in accordance

with the specifications contained in the stlelsadesigngsee Library for copies). Schools

are advised that they should set student completion dates for each school assessed Coursewor
and schoalssessed Taskt appropriate times during the year. If students do not meet the
specified date the school may refuse to accept the work or may penalise students for late
submission.

The dates for schools to submit assessments to The Victoriana@diAkgzg¢gsmen
Authority are specified for each study; ther&lCaBXEENSI@Ntime for schools.

Senior School Study Handbook 2010
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Victorian Certificate of Applied Learning

(VCAL):

Background

The Victorian Certificate of Applied Learning (VCAL) was accredited by the Victorian
Quialificationsuthority (VQA) in 2002 for introduction in Victorian Schools, TAFE institutes and
some Adult and Community Education (AVE) organizations.

The VCAL framework qualification enables accredited curriculum from a range of sources to b
grouped into cohererdrhang Programs at the following three award levels:

1  Victorian Certificate of Applied Learning (Foundation)

1  Victorian Certificate of Applied Learning (Intermediate)

1  Victorian Certificate of Applied Learning (Senior).

Each VCAL certificate recognizesetiompuif a senior secondary qualification and prepares
students for further studies at the next VCAL level, in VCE, in vocational education and trainin
and/or employment.

Students enroll in a VCAL Learning Program at the level that matchewdtlabititsidls a
For example, a student may start at either Foundation or Intermediate level in Year 11.

Aims of the Qualification

The qualification aims to provide the skills, knowledge and attitudes to enable students to mak
informed choices regargathways to work and further education. Personal development, the
utilization of a studentodés particular inter
the context of applied learning, are underpinning principles of the VCAL.

VCAL acknowtgssk this within:

1 the development of knowledge and employability skills that help prepare the individual for
employment and for participation in the broader context of family, community and lifelong
learning,

1 the development of knowledge and skillsish#t@gsdividual to make informed
vocational choices within specific industry sectors and/or to facilitate pathways to further
learning.

Senior School Study Handbook 2010
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Qualification Design

(@) Course requirements
To be awarded a VCAL, students must successfully complete aogemming Pr
which is designed to comply with the following credit requirements.
It must:
1 be made up of accredited curriculum that leads to a minimum of 10 credits
1 include curriculum components each of which can be justified against the purpose
statement fone of the four VCAL curriculum strandsacy and Numeracy,
Industry Specific, Work Related Skills, and Personal Development
1 contain curriculum components drawn from:
- VCAL units, or
- VCE units, or
- VCE VET units, or
- Vocational Education and Trainirgliéedrcurriculum or training package
qualification or Further Education (FE) accredited curriculum.
9 include:
- a minimum of two VCAL units
- in the Literacy and Numeracy Skills strand, curriculum components to the
value of one credit for literacy and oméocnedmeracy
- in each of the remaining three strands, curriculum components to the value
of at least one credit in each
- curriculum components to the value of five credits at the level of the VCAL
award, of which one must be for literacy and oneomast@alf
Personal Development Skills unit
- at the VCAL Intermediate and Senior levels, accredited Vocational
Education and Training curriculum components to the value of a minimum of
one credit in the Industry Specific Skills strand.

(b)  Award levels

The VCIR has three award levels:

1 Victorian Certificate of Applied Learning (Foundation)
1 Victorian Certificate of Applied Learning (Intermediate)
1 Victorian Certificate of Applied Learning (Senior).

The three qualification levels provide flexible entry amtd &itgoange of student
abilities and interests and offer a clear progression for skills, knowledge and attitudinal
development.

13
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Summary of appropriate curricula at award level in each strand

Foundation

Intermediate

Senior

Literacy & IVCAL Literacy | fVCAL Literacy | fVCAL Literacy
Numeacy and Numeracy | and Numeracy| and Numeracy
Strand Skills, Skills Skills Senior
Intermediate Intermediate units
(LNS) units units IVCE Units 3, 4
VCE Units 1, 2 | TVCE Units 1, 2| Further Ed Cert
fiFurther Ed Cert| fFurther Ed Cert
Industry TVET Certl TVET Certl & 2| TVET Cert2 & 3
Specific Skill{ §VCE VET Units| 1VCE VET Unitd §VCE VET Units
Strand 1,2 1,2 3,4
VCE Units 1, 2| SchoeBased | {SchooeBased
(ISS) {SchooBased New New
New Apprenticeshipg Apprenticeships
Apprenticeship
Work Relateq TVCAL WRS TVCAL WRS TVCAL WRS
Skills Strand| Foundation uni{ Intermediate Senior units
VCE Units 1, 2| units VCE Units 3, 4
(WRS) 1 Further Ed TVCE Units 1, 2| §VET Cert2 & 3
and/or VET Cel TVET Certl & 2| TVCE VET Unitg
TVCE VET Unity TVCE VET Unity 3, 4
1,2 1,2 i Further Ed Cer
N Further Ed Cer
Personal TVCAL PDS TVCAL PDS TVCAL PDS
Developmen{ Foundation uni{ Intermediate Senior units
Skills Strand | §VCE Units 1, 2| units TVCE Units 3, 4
Q| Further Ed Cer{ TVCE Units 1, 2| {Further Ed Cer
(PDS) { Further Ed Cer

Transfer from VCE to VCAL

Accredited study successfully completed within the VCE that meets VCAL design rules will
contribute to the award of a VCAL. If the student has a previous enrolment in VCE or VCAL ©
other Victaein qual i fications, the studies compl et
VCAL record.

Senior School Study Handbook 2010
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Placing students in the VCAL Course

The process for placement of students in the VCAL needs to take into consideration each
student 6s celinterests,tgoals and ahility.c Iy is recemmended that placement
processes take into consideration the stude

strengths and interests

preferred learning style

vocational goals and aspirations

readiness for participation in work placement wodatimadl training
support needs

personal development needs

envisaged pathways

leadership roles through community and/or sporting involvements.

E R R

Negotiating Learning Programs

It is important that students are actively involved in negotiatinggatinetiplartmmndual
Learning Program, in particular the VCAL units.

Assessment

The curriculum components in a VCAL Learning Program must be assessed in accordance wit
the requirements and guidelines outlined in the curriculum documents fatstloé units, un
competence/modules delivered in the Learning Program.

A range of assessment methods can be used to verify successful completion of the learning
outcomes of each VCAL unit in the VCAL Learning Program. Assessment methods must be
flexible, valid lieble and fair and may include compilation of a student portfolio of evidence that
can include, but is not restricted to, documented evidence of:

student self assessment
teacher observation

reflective work journals
student log books

oral presentations

oral explanation of text

written text

physical demonstration of understanding or written or oral text
discussion

debates

role plays

folios of tasks or investigations
performing practical tasks.

=2 =24 _-5_-9_-9_-9_-49_°5_°2_-°5_-2_-°
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College Policy & Procedures for Authentication

Thereisonget rai ght forward principle which underl i ¢
policy on this issue of authentieditidnh at st udent s must submit for
own. A corollary of this is that all assistance redddy the student in producing the work must be

acknowl edged and transparent to the assessors

Rules and Procedures for Students

1. Students must ensure that all unacknowledged work submitted for work requirements and
schooehssessed Coursework/Tasgenuinely their own work.

2. Students must acknowledge all resources used. This includes:
* text and source material
* the name/s and status of any person/s who provided assistance and the type of

assistance provided.

3. Students must not reeaindue assistance from any other person in the preparation and
submission of work. Acceptable levels of assistance include:

* the incorporation of ideas or material derived from other dyuneaditigg.
viewing or netaking) but which leen transformed bystuelent and used in
a new context

* prompting and general advice from another person or source which leads to
refinements and/or-selfection.

Unacceptable forms of assistance include:

* use of, or copying of, angthemr s onés wor k or other resou
acknowledgment
* actual corrections or improvements made by another person.
4. Students must produce appropriate evidence of the developmemeqtitfeaneoik

or Coursework/Task, from planning and,drafiugh to the figiate of work.
This will enable the teacher to monitor and record the devtiepmwehtaofd to
attest that the work is the studentodés own.

5. With the final copy of each SAC/TASK, students must submit evitemtepoh&me
of the work, for example a draft SAC/Task. Written commerdderisiprovided by
the teacher on the evidence. The evidence is to be dated and sighed by the teacher and the

student.
6. Students who knowingly assist other students in a Bleaaghaf Belipenalised.
7. Students must not submit the same piece of work for completion of mor& than one

requirement.

8. Students must not submit the same piece @f agsdsEment for more than one
SAC/Task.

9. Students must sign the DedaratiAuthenticity at the time of submittiogpheted
t ask. This decl aration statoars that all un

Senior School Study Handbook 2010
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Administrative Procedures for Authenticating

Student 6s Wor k

1. The issue of Authentication is clearly diseitbsal VCE students at S8aimol
Assemblies. They are given a written summary of the issues andhmiinciples in
personaliseédenior School Administrative Handbabthe commencemenhef
school year. Itis made perfectly clear ttsstuamtahis their responsibikggore all
unacknowledged work submitted for work requirementsassbsshdd@ACs/Tasks
is genuinely their own work.

2. Students are requiredttend a minimum of 80% of all scheduled classassure
suficient work is completed in class. This figure was set by the Schoa$ Council and
consistently enforced. (See attached documentation). This requiremeindis essential
teacher is to effectively monrequiermenta st uden
or schoedssessed Coursework/Task.

3. Teachers inform the SenioiSsthibol Coordinator immediately there is a\pitbbéem
student not submitting a piece of work (draffubydtite Students aspoken to and
parents informedbeé attached documentation

4. Extensions of timare given under special circumstances. If the student can produce
medical evidence that warrants an extension, and if the issue has been thiscussed with
Senior SuBchool Coordinator well in adw#rtbe due date (14 days notading),
then an extension of time may be granted.

5. When there is more than one class of a particular study in the schcapptiiesschool
internal moderation/cross marking procedures to ensure bothafassestsnmnts
between teachers and to check on student authenticity

6. Teachers complete Awthentication Recotd record their monitoring ofedclu d ent 6 s
development of their work. The teacher and studentrsgmdstibbservation of the
progress of the piece of work. The originalofuhé e nt 6 s f i nal draft, a
teacherdés commentsworki s to be submitted wit

7. If there is a concern over some minor points in regard to authenticationillthekeacher
thestudentto demonstrate his or her understandihthe task at or abit time of
submission of the work.

8. Each student must sigrDiaelaration of Authenticiy the time of submitting the
completed task. This declaration will state that all edgellnoark isthet udent 0 s
own.

9. The teacher will attest that, to the best of his or her knowledge, tise waorldietimet 6 s
own by completing and signing the Declaration of Authenticity.

10.  Thework will only be assessed if the teacher cémasttesihe best of tkeaowledge,
al |l unacknowl edged wor k i swortkbagnothe udent 6s o
authenticated, then the matter is dealt wBiteashaof Rules

Senior School Study Handbook 2010
17 i
Bundgora -



1€

Procedures for Suspected or Possible

Breaches of Authentication

Teachers will not accept work for assessment until sufficient evidence is available to show the wc
student s own. I n such cases the onus is on

A

student 6 s owni mnalc cwoarsd acnocep | veittend t he Boar ddés r ¢

The student in question will be informed that there may be some difficulty in authenticating all the wor
been submitted as the studentods own.lebredachef pai
authentication rules by phone and then in writing. If the issue cannot be resolved quickly and simply
student will be informed of the evidence they may have to provide to prove that the work is in fact thei
completedinace dance with the Boardo6s requirements.

In order to obtain the necessary evidence, the student will be required to do one or all of the following

1. provide evidence, within two days, of the development of the work]rtfis,mayeise
and referee material which may not have been sighted by the classroom teacher.

2. discuss the content of the work with the teacher and answer deesirstsate their
knowledge and understanding of the work.

3. provide samples of other work; work completeshme year and whidbeesned
relevant or typical of the standard of work under suspicion.

4. complete, under supervision, a supplementary assessment task related to the original task.
5. attend an interview or complete a test to demonsitia¢e hrslerstanding of the work.

In addition to the evidence provided by the student, the school will also produce the following evic
consideration:

1. a record of the studentds attendance.

2. the teacherods Authentication Record.

3. othersaml es of the studentdos work which the 1t
4. a copy of relevant source material from which unacknowledged work was obtained.

5. a record of the outcome of the initial interview and discussions, where the student had been

asked to demorad# his or her understanding of the work.

Senior School Study Handbook 2010
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The Roles and Responsibilities of the school personnel involved at each stage of the process:

Subject Teacher:

SeniorSchool
Leader

College Principal:

Will make the initial judgment as to the authenticity of the piece of work.
Will report the ptem to the Senior Sdhool Coordinator, outlining his or
her specific concerns.
Will participate in the initial interview with the student to resolve the matter
quickly and simply.
Will be involved in examining and evaluating any evideddsygieyid
student in their attempt to proaeitinenticity of their work.
Will be involved in questioning the student and/or setting
supplementary tasks in the process to determine the authenticity of the
student 6s wor k.
Will be preseat the interview, if required, with the Sersich8ob
Coordinator, Principal, parent/s and student.

Will contact the parent/guardian to inform them of thergasisibfehe

Rules of Authenticity.

Will participate Iretinitial interview with the student to resolve the matter
quickly and simply.

Will outline and organise the procedures to be followed, to the student and
parents/guardians, if the student is required to provide evidence,
answer questionsattend an interview.

Will be present at the interview, if required, with the Subject teacher,
Principal, parent/s and student.

Will be present at the interview, if required, with the Subject teacher, the
Senior SuBchool Coardtor, parent/s astddent.

Will notify the Board if a breach of authentication has been proven to have
occurred.

Will notify the student and parent/guardian of the decision of the interview
panel and the penalty imposed.

Will inform theuslent and parent/guardian of their right of appeal.
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Procedures Following the Determination of a

Breach of Rules

If the college is satisfied, on the basis of evidence, that there has been a substantial Breach of Rules
Principal will determamel impose the appropriate penalty. The Principal will also notify the Board o
breach of authentication.

The Principal will notify the student in writing within 14 days of the decision being made. The notific
include:

1. the nature dfe Breach of Rules by the student;

2. the reasons for a decision being made that a Breach of Rules had tbeceviddrared
supporting this;

3. the penalty to be imposed;
4. advice about the studentodés right of appeal

5. advice that this appeal must be lodged within 14 days of receipt &bnotifieation
Principal.
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VCAA and School Policy on Attendance

The Victorian Curriculum and Assessment Aut hc
VCEunits require 50 hours of class time. A student needs to attend sufficient class time to comple
The school sets minimum class time and attendance rules. Where a student has completed work but
been a substantive breach of attenda&scehmilschool may asdidgar one or more outcomes and thus
the unit. o

ANot e, wher eN forosetoubdtle units ofra &t 8 and € sequence, the student will not rec
a Study Score for the study. VTAC policy is that the stadg wiltnoti but e t o t he stu

Student absence from scheduled Coursework assessmensthool policy and set of procedures to
cover absence from assessment tasks is published later in this Booklet.

Extension of timé An extension of time fastatlents in a class should only be given on condition that a
students are given adequate notice and that no one in the class or another class is advante
disadvantaged by the change. Extension for an individual student should only becigianted in
circumstances.

Special Provisioin When a student is absent from school for prolonged periods, or has been unak
complete all assessment tasks because of illness or other special circumstances, the school may gra
Provision. The studsrduld not be penalized for lack of attendance.

Students may be granted additional time, special arrangements to complete assessment tasks or tas|
rescheduled. In exceptional circumstances the principal has the aut8doityHe graint
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Senior School Student Attendance

Period One & Period Se®ares

Studentsho have spares period one or séviea school day are permitted to arrive for the first schedulec
class, or depart directly after their last class for the day. &tedeairesdaio sign and record the time in
the 6Sign I n/Sign Out Book©6.

This bookis located in the General Office on the table outside the staff room.
Note, this procedures only operates after parents/guardians sign the Permissiowiff drensswéd
in the second week back.

Private Study

Spares are available to students to use as private study time. Students will not leave the school gr
any time during spares. Students are expected to make productive use tfdhisrpevatemivate

study room or the library is available for use during this time.

Absence Notes
Notes from parents/guardians or medical certificates explaining the nature of absences must be |
home group teachers within the first two days &faom an absence.

Late Passes/Late Arrivals
Late passes are still required by students who have arrived after form assembly (home group) anc
have spares at the start of the school day. Late passes can be obtained from the Assistant Principal.

Do not sign the 06Sign In/Sign Out Bookd if yo

Early Leavers Book

Students who need to leave before the end of the normal hours for appointmenisEnaist dign the. e a
B o o A 8igned Note from your parents or guardiangeipamature of the appointment is required to
provide authority for the early departure. This note must be presented to the Coordinator before sic
OEarly Leavers Bookéo.

Theb Ear | y Lislacatedinghe Benexrdl Office.

Absencerbm aS.A.C.

Students who ar e &8chomlnmssessed Couraew@kiwbaterea reason,Snusk . C .
complete the Application Form shown on the last p&gaiof tBhool Administrative Handbook

It will require the student, on retwrsaolgaol, to produce a medical certificate (explaining the absence) ar
completing the appropriate Application Form. If all is in order, the student will be expected to sit the
complete the SAC, as soon as possible after their return to school.
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Special Provision

The VCAAOGs policy on Speci al Provision is to
in and complete their senior secondary studies. This policy recognizes that individual students m
special provisionscurriculum to achieve the learning outcomes and in assessment to demonstrate
learning and achievement.

The policy does not exempt students from meeting the requirements for Satisfactory Completion of t
or from being assessed against tioenestéor a study. Rather, it aims to ensure that the most appropria
arrangements and options are available for students whose learning and assessment programs are
by illness, impairment or personal circumstances, to demonstrate ¢iseilrageidiits pobchools

may use a range of alternative arrangenfentsurriculum delivery, learning programs and assessment
for students who under normal circumstances would be unable to achieve the standards required by
study designs.

There are FOUR forms of Special Provision for the VCE:

1 Curriculum delivery and student programs
1 Schoebased assessment

1 Special arrangements for examinations

i The use of derived examination scores.

A student is eligible for Special Provision if, atvemietstedying for the VCE, he/she is:

1 significantly adversely affected by illness (physical or psychological), by any factors relating to
environment, or by other serious cause

or

1 disadvantaged by a disability or impairment including ddalitiesy dis

Strategies that could be employed to overcome problemé €ffeatimgi c ul um Del i v e
Progr ams 0 -baansde d6 Acsisdedesime nt 6

1 Employing a variety of teaching and learning methods and techniques that are ther minest suitable
particular student concerned.

Establishing a VCE Support Group.

Rescheduling the assessment date.

Allowing extra time to complete the task.

Setting a substitute task of the same type or replacing one task with a task of a different kind.

Use of tdmology, aides or other special arrangements to undertake assessment tasks.

Deriving a score from other assessments or work completed by the student (in circumstances wi
above provisions are not feasible or reasonable).

E R

The third areatisSpeciaali n &t i on . AApplieatiogsenmst hd ac@mpanied by recent
supporting medical or other specialist documentation. Special examination arrangements may take
of:

{1 extra reading time in addition to the official reading time, and/or

1 extra the designated for the examination, and/or

1 normal time but with appropriate rest periods.

1 permission to use technology, scribe, audio tape, or alternative venue.
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Exemption from the GARs the GAT may contribute to the derived Examination Scotanit ieatp
al |l students attempt this examination. Wh er e
requirements the school may apply to the VCAA for an exemption.

Derived Examination Score
The Derived Examination Score is calbulatedd he VCAA and may be wused
result where the student has met the eligibility requirements for the provision.

Students are eligible for a Derived Examination Score if:
1 within two weeks prior to the examination the stuaéemnshpsficantlyadversely affected by their
circumstances.

The circumstances which will be deemed acceptable are:

T il l ness (both physical and psychiatric), p
performance on the examinationfli@gnza, asthma attack, broken arm)
T factors relating to their personal circumst

examination (eg. death/serious illness/accident of a family member or close friemgl, fantfyy break
examation paper).

1 the claim can be substantiated in writing by an attending professional (eg. Doctor, social workel
officer).

1 the student has at least one Graded Assessment for-Hasedrassdessment of the study applied
for.

How to apply for &pial Provision

The student should complete a Special Provision Applicavaildidenirom the Senior School Leader
The form should be accompanied by medical certificates, medical reports or reports from social worke
workers or other pssfenals.
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How to Get Motivated

Your Goals for your final year of Secondary Education

Now relate yolang term visiofback to where you are now. How does achieving your goals this year help you
achieve your longnevision? You need to besédaun what you want to achieve this year to get your best results.
When you work out why you want to study, you will find it much easier to be motivated to do the work wher
tempted to be distracted.

Letds focus on t hedoamthe BNEERitHatayou ngedtoa makeeita |l | 'y want t

The courses | d6m aiming for are:

And the minimum ENTER that | will ne@ddst é é é é é é é&éé é ¢ é é & ¢ éééé.é.éééééé. ééé
Goal Setting

A goal is something that you want to do, or have, or becom¢hingishsedmyeu want badly enough that you are
prepared to give your time and effort to get it.

Why have goalsThey are a point to aim at and allow you to measure your progress and success.

Why write your goals dowri?makes you clearly state whavaouso you can make a commitment to going for
them.

The Secrets of Goal Setting

Write your goals up on a goals board.

Say your goals out loud, it makes a stronger impression on your unconscious mind.

Visualise yourself achieving your goals.

Think BIG. The bigger your goal, the harder you will try, and the more aelisfyargemur

Don6t set your goals to please someone el se; t
Plan your rewards (like a holiday) for this achievement.

Thinlkabout how good all this is and focus on the great feelings from your achievement.

Work patiently towards them, believing that you have the potential to get there.

ONo~WNE

Goals provide us with the moti vat intenmedthem. Kieegagrtlilggo i n
a magnet and pull us towards our objectives. I

we are doing alright but not really going anywhere.

[
f

Here are some good questions to ask yourselfi wétting goals:

How specific is the goal?

Can you measure it?

Is it realistic?

Is it achievable?

When will it be achieved by?

How will you acknowledge and celebrate your success?

ok wnhE
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Goal Setting (Cont).

Goals must be time specifiowmpould never get around to achieving them. Setting time parameters is anot
crucial step. This is a constantly evolving process that continues to improve as you work on it.

ShortTerm Goals LongTerm Goals
Steps on the way to achieving youetan What is your lotegm goal?
goals. What educational qualifications will you nee
ShotTer m or 6daily go What subjects will yoechi® study?
What do you plan to do this week? What grades will you need to achieve?
How much time will be needed to do these { What special skills will you need?
When do you plan to do them? What personal qualities will you need?

How will you develop these qualities?

Let 6s do a sample goal setting

Write down a goal (this can be school basghing gou want to achieve).
eééecéecéécééecéecécééecéecécééecédckacdkccékbecécéedeecté
When do you want it by?

ceeeeeeceeeececeeeeceeceeeeceeeeceeceecceeceeeececeeceecec.eeecekeeeceeecece

What do you need to get it?

eeeeeeeeececeeeeeceeeeceeeeceeceeececeeeeeeeceececeeeeekceceeeceeecece

What are you prepared to do on a daily basis?

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

eeeeeeeeececeeeeceeceeeeeceeeeceeeececeeeeeeececee@eceeceeeceeececee

How will you feel when you get it?

eéecéecéécééecéecécééecéecéecééeceeeceececdeeecéeceteceé
What are the real benefits forydoa@Wés in it for me).
Céecéeéécéecéecécéecéecée béoccbébécbeéecécééecéeceeeceec
How will you acknowledge and celebrate your success?
eéecéeéécééecéecécééecéeccéecéeceéedckc@ecééecéedececcéece
What other goals have you set for yourself?

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

ceeeeeceeeececeeceeceeceeceeeeceeeececeeeeececeeeceeeceeceeeeeeeeceecece

Her are just a few of the many areas that you may choose to set goals in:
Health & Fitness, Career & Education, Family relationships, Friendships, Possessions
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What is your learning style?

The Three Domant Learning Styles

Here are some indicators of each learning and processing style. Remember that we all use each of these 3 p
styles and what we want to determine here is whether you have any preferences for one or two particular p
styles. This will provide an insight into out learning and communicating patterns which enable us to look for
strategies that enhance our learning.

Instructions for this section

As you read the bullet points that follow, if you reallythdemtdintyigive it three ticks, if you occasionally display
that behaviour give it a single tick, and if you

Visual dominant people make up about 35% of the population and find that the foll@siagethin
usually true about them:

1 Iseem to have a Cam Corder in my head because | have a good visual memory and not only clearly remer
pictures, but notice great detail especially colours and shapes.

1 Ithink like a Pentium procéssioa fast paceafind that | comprehend concepts quickly.

9 Itend to speak fast because I find that ideas constantly swim in my head that need to be communicated in
time available.

1 lam a quick reader and can skim through material fast.
1 How a person initipllgsents themselves to me, helps me to form a first impression.

T 1am often impatient and get bored easily when things drag on.

T I can switch off easily if you arend6t interesti:

T I get frustr at dicilatatherthoughes orpvhoespeaktslowlycaadn find thaa Irwant to speed
things up in a conversation.

T lusewordslikée ook, see, view and show, i e. il et me sho
on that?o0, ficdo you get the picture?

1 When learning how to use a new gadget, | prefer to read the instructions first to understand what needs to
These factors have an influence on my learning:

T How prepared my teachers are and how well they know the topic.
T The quality of theiedneads and handouts (or the fact that they have them).
T How concisely the topic is covered, ie. They do

T The teacherds appearance and whether they dress
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Individual Learning Styles (Cont).

Auditory dominant peoplmake up about 25% of the population and find that the
following things are usually true about them:

1 Iseem to have a audio tape recorder in my head because | can clearly remember conversations and what
say to me.

1 I can remember the wordenigseasily.

1 I can hum or recall a tune easily.

T | can remember or retell jokes that | 6ve heard
1 Ilike detailed explanations and ask questions to clarify things.

T Ilike to go over an issue many times from different perspectives to makelsarevtikah 6t mi ssed
T I prefer to |isten carefully to othersdé comment:
T Idislike being forced to make a quick decision.

1 lunderstand better when you use examples or a story to illustrate a point.

T | geak fluently and rarely get stuck for words.

T Ilisten carefully to What you say and How you say it, because this matters to me.

1 I speak to myself both out loud and internally. You may even hear me repeating something you said becat
clarify my thouig when | say them.

T I think best when I dm not rushed and | can go o
T lusewordsliké i st en, hear, sound and tell. ie. fAthat
Al et me tell youéo, fAthat rings a bell o.

1 When learning how to use a new gadget, | prefer to ask someone for guidance first to understand what nee
done.

These factors have an influence on my learning:

1 Teachers who provide opportunities for interaction.
1 Teachers who are able to tedstorillustrate an issue.
1 Teachers who are thoughtful about what they say to me.

1 Teachers who are able to answer my questions intelligently.
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Individual Learning Styles (Cont).

Kinesthetic dominant people make up about 40% of the population atiéfind
the following things are usually true about them:

T I donoét I ike to sit still for I ong periods and |
1 I getfidgety easily and tend to play with things or change postural positions when sitting for long periods.

T 1 need to take notes to remember things and eas
1 When | have to copy down heaps of info or write for a long time | often get a sore hand because | hold the |
tightly.

| prefer to experience things myself and | learn begllyeddivan just looking or listening.

I make judgements quickly about people based on how | feel about them.

When | genuinely like someone, | tend to develop a better working relationship with them.

= =2 =4 =2

| appear to think slower because | am procestsira evaeper level and can take longer to process
information.

1 [lalso speak slower withpnmmiu s es t hroughout my conversation, be
cause some people to get frustrated.

9 | often use intuition, emotions amdtitstevaluate a situation.
T I am sensitive to what others say, and focus on

M lusewordslike at ch, grab, i mpression and hol d. ie. Ac
| 6m sayi ndaoa,t 6fsh cal & oaungth, dfeal o0 .

1 When learning how to use a new gadget, | prefer to play with it first to discover what it can do and learn as
T I tend to say fiCatch youo without thinking when

T To get the best from me, | need todetdachers care and want me to do well.

| learn best when the following occurs:

1 Ilearn best when the following occurs:

M1 |feel that the issue is relevant to me.

T I1'dm involved in activities or have a role to pl.
1 There is mimal discussion on the topic and get straight into the work.

T I'dm not made to endure | engthy or drawn out expl
T I'dm not made to feel stupid if | ask a silly qu
T I1d6m able to Il earn and understand as | go.

1 Ican relate to the issue or example used or the personal experiences of others.
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Individual Learning Styles (Cont).

Your Own Assessment

Everyone uses all three of these styles to process information, but some people can identify a prgference or
towards one or two styles that they rely on. Having completed this profile check list, which processing preferel
you identified? Prioritise your answer by placing the numbers 1, 2 or 3 above each learning style:

Visual Auditory Kineshetic

Can you identify any of your friends with these characteristics? How do they reveal these to you?

Friendds Name Your guess at their learning dominance
.ééeeééééeceééécece Visual AuditoryKinesthetic
.ééeeééééeceééécece Visual AuditoryKnesthetic
. eééeééecéecéeééed Visual AuditoryKinesthetic

What about your family? Can you identify in them any of these characteristics?

Name Your guess at their learning dominance
. eééeééecéecéeééeeéd Visual AuditoryKinesthetic
. eééeéeéeeéecé Visual AuditoryKinesthetic
. eééeééeéecéeééeéd Visual AuditoryKinesthetic

What about your Teachers?

Can you identify any of your teachers with these characteristics? Do they tend to teach from one dominant s
they use a balaneagmproach? Some characteristics of each of the different teaching styles are:

Visual Dominant Teachers tend to:

1 Go through material fast.

i Often come prepared with handouts and reading material.

1 Show you overheads and draw pictures on the boagadkas they t

1 Tend to speak fast and always have a ready answer to your questions.

Which teachers match this general description?
€eééééécécééécéceééécéccéécéccecekddedécéeéécee. ééeéecee
If you could suggest an improvement for these teachers thayevguwith&ielpould it be?

eeeeeceeeececeeeececeeeeceeceeeeceeceeeeceeeeceeeeeeeeeeecec.eeeeeee

6ééééééééééééééecceceeeééeéeéedeeececceceeetcttecece
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Individual Learning Styles (Cont).

Auditory Dominant Teachers quite often:

Start a lesson with a thorewglanation of the topic.

Tend to use minimal notes and rely on your ability to write down the relevant points yourself.

Can tell interesting stories that relate to the subject.

Speak fluently and will always respond to your questions with alfiadyamawyezven begin the next lesson
reviewing the same topic because they have thought more about it and can provide another way of explain

1
1
1
1

Which teachers match this general description?
EEEEEEEEEEEEeeeeeeeeeeeeeeeeecchbiibebbdcbeecde. ééécééceé
If you could suggest an improvement for these teachers that would help you, what would it be?
EEEEEEEEEEEEeéeeéeeeeeeeeeeeeeeéé e bobboibd bbcibetéd ééé
6ééééeccéééecccééeecccéeééecccééceeeceeeéeee. ééecce
Kinesthetic Dominant Teachers tend to:

T Create a good feeling about the class and be #fl |
T Rel ate well to students and are happy to go ovVve.l
1 Use the whiteboard to write information on and get you to copy it dowrpaiieheytivik: pretes that you

need to add info to if you are to fully understand the topic.

T Often provide | ots of activities for you to par:
I Tend to speak in a slower stop/start manneg,tpdhiik about what they say as they speak with you.
T Often think for a while before answering your (|

or didndét hear your question.

Which teachers match this general description?
eééécéebeéécééecéeééecéécéecéebécébecbecceédécecéect
If you could suggest an improvement for these teachers that would help you, what would it be?

eeeeeeceeeeceeeeceeceeeeceececeececeeexceececee@eeeceeeeceeeeeeeeeeeeeeeecece

eeeececececéeééééécececcececececececceetobebeéeiéeeééececececeeeecee
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SACOs & SATOs

N o

be

w that you have SACOGs
completed in class time, there is a greater emphasis on exam technique and studying for exams. T

a nu mb e rghootthe y@d, @éck contributimgumarks to your overall total of3@8tveen 25

The exam/s will contribute the otii&f&0

(School Assessed

This raises some concerns for both teachers and students.

Students:

T

You will be expected to start summarising and reviewang from Week 1.

Co

t

1 You will need to be organised in your approach to study.

T You wondt be able toictéam sBtmply tooamuthei
understand and remember in exams.

Revision for Examinations In An Examition

8§ Planoyour revision wg¢ 8 READhe instructions carefully.
leave until the night before. 8 READeach question carefully.

8§ Preview the material to be testgdt your 8§ PLANyourtimédondét get s
assignments, projects, notes in order. guestion, go on to the next.

8 Record make lists of vocab, or names, 8§ ATTEMPT0 answer ALL the questions
events, formulas. required.

8§ Summarise notes, handoutsjtten 8 MARKSquestions worth more marks ne
assignments. more detail (spend more time).

8§ Test cover up your 8§ ALLOWsomdime taeviewwhat you have
write answers on the blank side of the p| written and magerrectionsandattempt

8 Repetition on rough paper do the same guestions previously not answered
RECORD and TEST again. Paints you |
difficult to learn should be testathber of
times.

Teachers will:

T Need to make up for the reduced teaching

1 Need to deliver more information in less time.

1 Expect you to be an active participant in class.

1 Want you to contribute in a meaningful way.

1 Expect you to help others throughout the year.
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How to Pass Exams

Memory is enhanced by:

Repetition, Music, Emotion, Imagination

The Keys to Memory

E R

Make yourotes interesting and stimulating

Use unique Imaginative Links to open the doors of your mind

Repetition constantly review your notes and challenge yourself on them

Link information to where you need to retrieve it

Make your self talk positive andebgtia will do well. Negative emotions make it difficult to learn.
Arrange information in a way thatodos easy for
Test yourself regularly on how much you know

Remember the key stories or illustrations that trigger your memory on each topic

To Make Notes Stimulating

= =4 4 -8 -4 -4

Work out how you like your notes to look

Invest time creating Summary Review Pages

Use coloured pens to make them look interesting

Use Pictures and Symbols to highlight key points

Write in Different Sizes to emphasise thenioepoireach point

Use Mind Maps to summarise lots of information onto single pages to review quicker

Where and When to use a Mind Map

It is said that a picture is worth a thousand words. A single mind map can hold a large quantity of inf
thatwould normally require pages of text to adequately describe. Mind Maps have several advantag
regular note taking:

=4 =4 -4 -4 -4 -4 -9

The main concept is more clearly defined.

The relative importance of each idea is clearly indicated.

Links between the key conceptmarediately recognisable.

Recall and review are more effective and rapid.

The structure of a mind map allows for the addition of new information without creating a mess.
Each Mind Map will look different which will aid recall.

When using them to cressays, the nature of the Mind Map encourages your brain to make new
connections and stimulate creative thoughts on the topic.

33
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Time Management

Time management realises that setting goals and priorities was important and having
and specific adies to help you achieve your long and short term targets was vital.
approach requires discipline and a strong will to deliver the outcomes you set for yours

The Time Management Matrix

Urgent Not Urgent

4Z2>»-400 UV —

Quadrant 1
Exampke of these are:

Assignments due tomorrow
Study for Exams next week
Complete homework

Quadrant 2
Examples of these are:

Planning out the year
Creating a Time Table
Reviewing your notes
Research for Assignments
Studying every week

OT | Quadrant 3 Quadrant 4

,\'/I Examples of these are: Examples of these are:
P

0 Phone calls from friends Solitaire

R E-Mails Computer games

; SMS Text Messages Web surfing

N

T

If you spend most of your time in one of these quadrants, you can expect these results

Quadrant 1 =
Quadrant 11
Quadrant 111

Quadrant 1V

Stress & Burnout

Balance, Discipline, Control & Achieving Results
Out of Control & Crisis Management

Irresponsibility & Failure!

34
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1.

Designing a Study Time Table

How to make a StudyrPla

Draw up a blank timetable for the
An example of the format is shown. Firs
place in it all of the other commitments |
study that you have for the week ah
scheduled classes, sports, dance, music |
seeing fends, social engagements. tipsr
jobs or whatever.

If there is no time left on your timetable
study, something has got to go. If you
prepared or able to wipe some
commitments off, maybe you are NOT RE
undertake the VECand the amount of work
are enrolled in. Don't forget that you mu
some leisure time thougbu are not a stu
machine.

Try to pick a regular daily time where there
other commitments and give that time «
study. A regulaORTINE helpsalthough i
may not be possible if you have unavt
commitments.

Look at each subject you are taking, and
list of the jobs you have to do in eachisi
week That is, what you will have to do
next seven days to lideao honestly say )
have kept up in each subject?

Next, you must allocate an appropriate an
time on your timetable for each of the aboy
that you have identified. Make sure that a
is given more than one spot on the \
plamer. A subject that deserves four he
week is better served with several shorte
than one FOUR HOUR block of time.

Timetable SHORT BREAKS (driiyniinutes
A brief break helps you get back into the ¢
things. None can study fendless hout
without some kind of break. In fact, -
yourself to continue can leadnedficient
learning. As you get used to study, the
spent before you need a break will increas

7. Check your diary to keep ahead of c

events. & TEST is timetabled in a class
certain day of the week, allocate some |
TIME to study for it. If a large assignmen
spread it out over the time available befc
due.

Weekends are wonderful. Try to keep ont
the weekenfiee- but it may be necessan
allow some time for study on the other day

At the end of the week, write and aday
timetable for the following week. Look ba
the previous week to see where last

timetable could have been impradwede is n
use continuing with a study planner th
serious weaknesses. So, ask yourself i
were any aspects of last week's plan the
not helpful. As time goes by, yaewélbp a
plan that works for you.

Using The Study Plan

Put the study plan over your desk so that "
see it it will then make you feel guilty if you
stick to it. As you do each item on the pla
off. This gives you a sense of achievemee!
sense of being in charge.

It can be a @at help if your parents, broi
and sisters know about the plan. They ¢
youmoral supportand help you stick to y
timetable.

Be honestabout the times you set you
If you put down that you intend to begin
4.00pm, thethat is when you actually b
work.

If you set yourself a certain amount of tin
subject, always try to use ulwle time
That is, finishing a set task early shoul
seen as a bonus bit of free time. Rath
extra piece of timauld profitably be spent d
something else connected with that subjec
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Study Timetable (Cont).

Give it a Fair Go

The use of a study/homework plan allows you to stay in the driver's seat of study. You are the p
control rather than beiagied along by events. It takes a few weeks to get used to using such a plan,
not everyone is used to being this organised. Give it a fair trial.

When do you work best?

When is the best time for you to complete your homework?
1 Early in the morgP

1 Straight after school?

1 Early in the evening?

It is a good study habit to start your homework at the same time each day

Sometimes we just need to examine how we spend our time, to be able to better use it. Have a loc
timetable to get ybinking about your week and ask yourself if your current time allocation will help
achieve your goals.

Time Monday Tuesday Wednesday Thursday Friday Saturday Sunday

6.308am| Sleep Training Sleep Training Sleep Job Sleep
9am3.30| School School School School School Sport Homework
Job Free Time
4.006.00| Sport Job Social Job Social Social TV Relax
6.368.00| Homework | Homework | Homework | Homework | Social Social TV Relax
8.3010.30, Study Study Study Homework | Social Social TV Relax
10.3€12.00| Free time | Freetime | Freetime | Freetime | Social Social TV Relax

Now fill in this timetable yourself with a realistic expectation of what you are prepared to put in to you
balanced with all your other commitments.

Time \ Monday Tuesday Wednesday Thursday Friday Saturday Sunday
6.368am

9am3.30

4.066.00
6.308.00
8.3010.30
10.3612.00
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The Rules of formulating knowledge in learning

1. Do not learn if you do not understand

Trying to learn things you atounderstand may seem idiotic. Still, an amazing proportion of studer
commit this offence.

2. Learn before you memorise

Before you proceed with memorising individual facts and rules, you need to build a picture of the
knowledge. Only whatividual pieces slot into building a single coherent structure, will you be able
dramatically reduce the learning time.

3. Build upon the basics

You dondtrn avaryteng at wncel. duat aygosite, the simpler the picture the better.
Simple models are easier to compiehietdgou can always build upon them later on.

4. Use imagery

People often say 6éa picture is worth a thousa
picture and the easiness with wiickmemory can retain them, you will notice that our verbal processil
power is greatly inferior as compared with the visual processing power. The same refers to memory.

5.  Stick to the minimum information principle

The material you learn must beldtethin the simplest way possible.
Here is a striking example of poorly constructémlmnthtltd knowledge, it is far too complex and wordy
to use for active recall and will not be useful when its time to study for exams.

Read the question andati@ver below once, then turn the page to see how well you understood it.

Q. What are the characteristics of the Dead Sea?

Answer: A salt lake located on the border between Israel and Jordan. Its shoreline is the lowest poi
Ear t h o6 sveraging 39 m below sea level. It is 74 km. Long. It is seven times as salty (30¢
volume) as the ocean, even though six million litres of fresh water flows into it every day. Its density
gravity of 1.166) keeps swimmers afloat. GmlyrganE@ms can live in its saline waters.

Now turn over the page and answer the questions provided.
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Rules for Formulating Knowledge in Learning (Cont).

Write your answers in the space next to the question, then when finished, mark yooolamsmgers in the
with a tick or a cross.

Questions Tick Cross
1. Q: Where is the Dead Sea located?

2. Q: What iIs the | owest poli

3. Q: How far below sea level is the Dead Sea located?

4. Q: How long is the Dead Sea?

5. Q: How much saltier is the Dead Sea as compared with the oc¢

6. Q: What is the volume content of salt in the Dead Sea?

7. Q: What is the specific gravity of the water?

8. Q: Why is the Dead Sea called Dead?

9. Q: How much frestter flows into it each day?

Using the Minimum Information Principle

This is the same information but it has been well isé$ sirnple and specific. Read over each question and
answer one more time with the intention of rememberingver &t @answer and look at the question only.
Answer it in your mind or in the space next to the question, then mark in the box with a tick or a crdss if you go
or not.

Questions Tick Cross

1. Q: Where is the Dead Sea located?
A: O the border between Israel and Jordan.

2. Q: What is the | owest poi
A: The Dead Sea shoreline.

3. Q: How far below sea level is the Dead Sea located?
A: 396 metres (below sea level)

4. Q: How long ie thead Sea?
A: 74 km.

5. Q: How much saltier is the Dead Sea as compared with the ocg
A: 7 times.

6. Q: What is the volume content of salt in the Dead Sea?
A: 30%.

7. Q: What is the specific gravity of the water?
A 1.166

0o

. Q: Why is the Dead Sea called Dead?
A: Because only simple organisms can live in it.

9. Q: How much fresh water flows into it each day?
A: six million litres.
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These are Some of the Keys That Will Help You

Perform Better

Look for purpose in your tifiés keeps you going when the going gets tough

Think about your reasons for studying. See yourself in 10 years and where study fits into your pla
Set short term goals to focus yourself on what needs to e done now

Balance social life, study and jobs

Organise your room: desk, chair, posters, lighting, colours

Develop a schedule: Plan, Prioritise, Focus, and use visual reminders

Produce quality not quantity

Use chunking to manage your timile tasks up istoall achievable bits

ANijkest do ito

Celebrate small achievements with your study, then reward yourself every time you achieve a targ
Control your thoughts (itds entirely up to
Control your reactions (becauses cano6t control what others dc
Put up your Force Fields to protect you from the negative influence of others

Learn to Negotiate so that your needs can be met and show some responsibility

Take Time QutForYout 6 s r eal | yaniympor t ant for your s
Check your posture while sitting, standing and relaimgake a difference

Work in Cyclégake breaks often. This helps to break the tension cycle

Learn to Relax using meditation and Yoga

Exercise often to increase oxygen to yotws bedp you think clearly

ltés i mportant to Laugh and Have Fun which
Neck Stretches will relieve neck tension and Headaches

Eat and Drink High Energy Rooaisstimulants like caffeine and sugar

Create a relaxing, learning ene@nmnm
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Attitudes

Definition of an ATTITUDE, a state of 1
with which you approach a situation.

Y Your attitudes determine how you feel, h
look, what you say and do.

Y Your attudes can work for you or against

Y Your attitudes can vary from day to day.

Ve

Y Your attitudes to school determine how !
with regard to school and school work.

A. Negative Attides Leadat
Negative Outcomes

Examples of negative school attitudes
'School is a waste of time', or 'lt doe
matter how hard 1 try, I'll never be g
enough'.

Negative Attitudes:

*Carelessness'lt dosn't matter'.

*lgnorance 'l don't know how
that happened'.

*Fatalism 'If it happens, it happens'.

*Recklessness'Danger is what
makes life intetes)'".

*Laziness 'l can't be bothered'.

B. Positive Attitudes Leal t
Positive Outcomes

Examples of positive school attitudes are
can do better', or 'If | try, | can pass my V

You can change and control your atti
You were not born with them. You learnt tr
you can unlearn them. Change your n
attitudes for positive ones and become ¢
positive person.

You can:
8 Talk positively to yourselfl can do it).

8 Write good things about yourselfand
believe themStick them on your wall or
them 20 times a day. If you don't beli
yourself, none else will.

8 Talk sense to yoursel{'Well, | didn't do t
well on that test, but that doesn't meal
stupid and incompetent and a failure
| can do better next time").

Positive Attitudes:
*Thinking ahead.
*Knowing your goals.
*Being willing to learn.
*Being ready to have a go.
*Being alert.
*Taking care.

*Having faith in yourself
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Self-Esteem

Definition of Seklsteem: the thoughi
and feelings you have about yourself.

Low selésteem can make you fieeffective
worthless, incompetent and unloved. It can
detrimental effect on your relation
achievements, what you think about othe
what they think about you.

To combat low sedfsteem, you can:
Y Accept and respect yourself.
Y Think positively.

Y Act assertivelynot wimpishly or aggressiv

Y Take on new challengesdter all, what is t
worst thiop that can happen if you ¢
immediately succeed?

Y Act confidently other people will accept it
you will start to believe it.

YAcknowIedge the good things abr
yourself.

Y Take credit for your achievemeritgsn't the
result of luckOUdid it.

Y Be flexible.Don't be afraid to accept new |
and ways of doing things.

Uy
5 MGE

Relationships

Relationships arene of the most importa
aspects of our lives; especially those with:

parents

other family members
peers

the opposite sex
teachers

= =2 =44

Take care of your relationships (
yourself) by:

1 Accepting that you are OK.

1 Accepting other people and their right 1
own feelings and opinions.

1 Not getting into major arguments about
that don't matter.

1 Choosing theght time and place to disc
difficult matters, especially with pareni
teachers.

i Standing up for yourself when it IS import

1 Not worrying too much about what yol
other pgale might be thinking.

1 Being positive.

=

If you are not confident in some
situations, meet the challenges one ste
time.

i Listening to people.
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Health & Well-Being

When you are in Year 11 or Year 12, you
more school commitments and possibly

personal commitments as well. It is impo Stay Cool

take care of yourself.

Y Eat sensibly
Y Get enough sleep

Y Exercise regularly
Y Take timetsocialise

To make the most of your V.C.E.

O

Manage your timeo that you have thir
under control.

(@]

Deal with situationghich are likely to cal
stress before they turn into disasters.

(@]}

Set aside time to do things you enjoy.

(@]

Be physically acte; jog, walk the dog, sw
cycle, do aerobics, play tennis, follow Fitz

O Try more relaxed activitiemich as yog:
cooking, painting, gardening, or a hobl
you find interesting.

(@}

Relax mentallytisten to music, read, medi
watch some T(Get Smart is a favourite).

Use more deliberate relaxation technic .
such as breathing exercises, meditation, take i€ EASY
relaxing techniques, and positive thinking

(@}

(@}

Work out your anger with some vigor
physical activity.

(@}

Donb6t get i ntgdrugs dueh
as alcohol, to help you relax. This ¢
counteproductive. While helping you re
can cause other problems. As well, it ca
your timenanagement plans into chaos.

O Talk to someone about your worries.

take it EASY /
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Summary of Key Points

Create a vision of where you want your life to go

Act like you are moving toward it

Do whatever is required to get there

Get motivated

Set yourself goals

Urderstand your processing & learning style
Effective Time Management

Create a Study Timetable

Be a good note taker

Learn how to summarise notes

Use Mind Maps to revise and study
Preparation for Examinations

Create a learning environment that wgks fo
(This includes Positive Attitudes, Positive Self Esteem and Good-Beaith) & Well

Never lose sight of your vision
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Section Four

Appendices

Note: Students/Parents are to print the specific Forms they need, complatel tivem see
one of the Senior School Coordinators.

Application for Extension of Page 4647
Notification to Parents of St Page 48
Preliminary Notification of a Page 49
Senior School Withdrawal from a study Page 50
Senior School Enrolment in a new study Page 51
Application for Special Provision Page 52
Private Study PeriddBermission Form for students to arrive late Page 5354
early

Lateness Polityetters warning of detentions, suspensions Page 5556
Breaclof College Uniform Policy Page 57
Clas€Exclgion Brm Page 58-59
Exit Form Page 60
Managed Individual Pathways (MIPS Plan) Page 61-65
Resumeutline Page 66-68
Sample Application Letter Page 69
College Uniform Requirements Page 70
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Bundoora

Secondary College

Application for Extension to Deadline of School Assessed Coursework

Part A (To be completed by the student)

Name: MentorGroup: Date:

Subiject: Teacher:

Part B (1o be completed by the student/parent)

Name of School Assessed Task

Description of the Task:

Duration of the Task:

The reason for this application for an extension to the deadline. (Please attach a Medical Certificate
appropriate evideficgee over page of this application).

or other

Parentds Signatur e:

Part C Action Recommended i To be completed by the Subject Teacher

Part D Action Taken'i To be completed by the Senior Sub-School Coordinator

SeniorSchoolLeaded s

Signature:

Senior School Study Handbook 2010
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Procedures in Applying for an Extension of Time
To Undertake or complete School Assessed Coursewi@gkor
1. Eligbility

A student may be eligible for an Exteh3imne to complete School Assessed Coursework (or SAT) if
during the completion of any task, or on the day the task is being held, he or she is:

9 Affected significantly by illness, badoss frelating to personal environment, or by other serious cause whic
prevented them attending on the day the task was administered,

OR

1 Prevented by iliness, by factors relating to personal environment, or by other serious cause from completit
for graded assessment.

Students do NOT have grounds for applying for an Extension of Time to complete School As
Coursework (or Task) if they:

Are absent from school or study for prolonged periods without evidence of significant hardship

Are affectday normal teacher absence and other-tetathdrdifficulties

Are affected by faulty technology in the preparation of work or when undertaking tuition

Misread the issued scheduled time that the School Assessed Coursework (or Task) was to be held.

= =4 —a -9

2. How to Apply

1 The student must notify the school of circumstances which might enable him or her to apply for an Extensio
to undertake or complete the specificeBA€r prior to the absence or on their immediate return to school.

1 The student shid notifyne Senior School Leaaled complete tlextension of Time Applicaliba.form
precedethese instructions.

1 All applications should be accompanied by appropriate and current documentation, which must include
certificates, medicalaes or reports from social workers, youth workers or other professionals.

I The Senior School Leaderi n consul tation with the studentos
based on the application and the documentary evidenceltbdt is sup

3. Result of the application
If the application for an Extension of Time is approved, then:

9 If the student had not commenced the task, the student will be required to complete the School As
Coursework (bask) within a period of ne them one week from the date the task was originally scheduled.

9 If the School Assessed Coursework (or Task) had been commenced, the student would be required to
immediately with thek once they are informegdlitie Extension of Time has besedra

Note: Schoolsire able to grant extensions of time for the completion of work for assessing achievement of an outcome.
Howevestudentsnay not repeat work already commenced or resubmit work that is to count towards their coursework grade
Th s option is only available if the teacher dortheows t he
purpose of achieving satisfactory completion of the unit.
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Bundoora

Secondary College

Notification to parents of students at risk of receivi n ¢

STUDENT: Mentor Group:

STUDY NAME: Date:

Issues of Concern

An inability to meet work deadlines

A lack of regular effort with homework

Regular absences from class Classes misse

Lack of organisation

An inability work appropriately in class

Other (explained)

Work owing:

Remedies

Parent to contact the appropriate Level Coordinator

Student completes the assessment task on: Date:

Student completes work and submits it signed by parent Date:
Other

Teacherds Signatur e:

Reply Slip

I have read the | etter conc

STUDY NAME

| agree to ensure that the remedies®dytgerectify the situation are carried out.

Parent/Guardian Signature: Date:

The completed form should be returned to the classroom teacher by the next lesson.
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Bundoora

Secondary College

4¢

Preliminary Notification o f

TO BE COMPLETED BY THE TEACHER STUDY NAME:

Student ds MentorGroup:

Teacher: Date:

Name of Assessment Due Date:

Task/Outcome:

Did the student requegéeéan e YES NO

Has the teacher sighted any evidence of progress on this work’ YES NO

The work is being awarded an ONO grading

It failed to be submitted on the due date

The student has not attended enough classes to pass

The work did not satisfactorily meet the following criteria:

Teacherds Signa Date:

SeniorSchoolL e a dSignaduee: Date:

TO BE COMPLETED BY THE STUDENT and PARENT/GUARDIAN

Redemption Contract

We understand thatindrder r edeem an ANO f o
the student must satisfactorily complete the work by/on:

Failure to do so may result in the

stud-€g

Signature of Student Signature of Parent

Date

This forrMUST BRttached to the submitted work

Senior School Study Handbook 2010
48

Bundgora '

bec

-

C



Bundoora

Secondary College

Senior School Withdrawal from a Unit of Study

| hereby authorise my withdrawal from 1 2 3&4 Unit Studyplease circle)

Unit Name:

. Exit
Unit Code:
Date:

Student Name: Home Group:

Student
Number:

Student Reason for requesting change:

Student _
Signature: Date:

Parent _
Signature: Date:

Classroom Teacher s Comment

Class Teacher _
Signature: Date:

Team Leadérs _
Signature: Date:

Office Use Only

Processed by Timetabler
Entered on VASS
Date
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Bundoora

Secondary College

Senior School Enrolment in a New Unit of Study

| hereby authorise my new enrolment in 1 2 3&4

(Please circle)

Unit Name:

Unit Code: Entry
Date:

Student ldme: Home Group:

Student
Number:

Student Reason for selecting new subject:

Student _
Signature: Date:

Parent _
Signature: Date:

Classroom Teacher6s Approval

Class Teacher
Signature: Date:

Team Leadérs
Signature: Date:

Office Use Onl

Processed by Timetabler
Entered on VASS
Date
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Bundoora

Secondary College

51

Application for Special Provision

Student Details:

Student Name: Home Group:

StudentNumber:

List studies applying for:

Study Name Task Tig

OFFICE USE ONLY
Approved/Not approved

Student, | am applying for: (Please tick appropriate box)

Additional time to complete work

A derived examination score

Use of an aide

Use of technology to complete and prakent wo

Other (please specify)

Student Reason for applying for Special Provision:
(Pl ease attach any supporting evidence,

i e.

Medi cal

St u d Signatdres Date:

ParentSignature: Date:
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Bundoora

Secondary College

Permission Form to Arrive Late/Leave Early

Students in Years 11 and 12 have classes ranging from 25 to 30 periods each week, which n
they are also provided with private study periods. Some students have had a relatively larg
of spares eartythe year due to TAFE subjects not commencing until late February or early Ma

These periods are intended to be used for the pRRINSETE STUDaN facilities are provided
at the college (Library, Private Study Room) to enable this to occur.

However, in the past, many students and parents have felt that when these periods coincide
beginning or end of the day that it is more productive for the student to work at home rather tl
college.

Therefore, you may, by signing the démw dnd returnirigtd a Senior School Leadefe
permission for your son or daughter to arrive late or leave early on such occasions. Student
not return this form will be expected to be at school for the whole school day, every day.

Studentsvill be notified when this permission will be put into practice. Until that date all stud
be expected at the college at 9.00cand&afor Mentor Granfess individual notes ateewri

for each occasitirey arrive late or leave earlyseTinetes MUSbe presented to the Mentor
teacher at form assembly the following day.

This form does NOT grant permission for students who have private study periods during tr
day to leave and then return to schdatudents who wish to go home forshowld obtain a
LUNCH PASS in the normal manner.

In sum this form must be retdrteea Senior School Leadesoon as possible;
to leave early, the EARLY LEAVERS BOOK at the office should be signed.
Students would be well advised to chetkrdgilarly for accuracy; a number
Of studnts lost AUSTUDY or had attengplaitems last year.

Pleasgrintand complete the Form on the next page.
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Bundoora

Secondary College

Permission Form to Arrive Late/Leave Early

Student Details:

Student Name: MentorGroup:

| give permission oy son/daughtier arrive at schaach day for his/her FIRST timetabled clas:
and leave AFTER his/her last timetabled class.

| understand that the college cannot accept responsibility for students who drschobhresent a

Please indicate dhis form the specific times and days that you will be arriving late and leaving early.

Specific Times:

Day AM/PM Day AM/PM
Monday Thursday

Tuesday Friday

Wednesday

Parent/Guardian Sigture

| give my permission for my son/daughter to arrive at school for their first timetabled class, an
after their last timetabled class, each day. | am also aware that once my son/daughter ha
school grounds, the college isigerleesponsible for their behaviour.

Parent/Guardian Signature: Date:

The completed form dhid be returned to a SenfechoolLeader
as soon as possible at the start of a new schoal year
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