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INTRODUCTION  

 
This booklet provides information on the various subjects provided by CVAS in Years 11 and 12 for the 

HSC. Students should read this information carefully and then decide which subjects they will choose, 
indicating their choice on the sheet  handed out at this time. The choices made should be seen as 

requests to the School. It may not be possible to provide some courses in particular years.  

 
Except for Mathematics and English, all subjects in Year 11 are taught at the 2 Unit level only. All 

students in Year 11 are required to take at least 12 Units and at most 13 Units (internally at CVAS).  
 

In Year 12, students will have the option of studying a minimum of 10 Units for the HSC, although some 
may doubtless prefer to take 11 or more.  

 

The two most important questions to ask in choosing subjects are: ñWhat do I like?ò and ñWhat am I 
good at?ò Students should not choose subjects they do not like simply to gain some perceived scaling 

advantage. The probable lack of motivation in such subjects usually places them at a severe 
disadvantage. 

 

Courses will only be offered if there are sufficient numbers of students to form a class. In some cases the 
demands of timetabling and staffing will limit the choice of subjects a student may take.  

 
It is important that students and parents read the Schoolôs Assessment Policy to understand what is 

expected of each student and how they will be assessed. This booklet outlines the procedures which are 
to be followed regarding Assessment and Reporting. All students are to be aware of these procedures 

and the consequences that are in place if these are not met.  

 
The underlying principle of having these procedures in place is to ensure that each student is treated 

fairly and equitably in the Assessment process. 
 

Please note that the information contained in this handbook is current and accurate as at August, 2007.  

 
 

 
 

 

 
T M Grosser 

Director of Curriculum 
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CVAS CURRICULUM  
YEARS 7 ï 12  

 
KEY LEARNING 

AREAS 
STAGE 4 STAGE 5 STAGE 6 

 Year 7  Year 8  Year 8  Year 9  Year 11  Year 12  
English English English English English English Standard (2U) 

English Advanced (2U) 
English Extension (1U) 

English Standard (2U) 
English Advanced (2U) 
English Extension (1U) 

Mathematics Mathematics Mathematics Mathematics 
Advanced (5.3) 
Standard (5.1) 

Mathematics 
Advanced (5.3) 
Standard (5.1) 

General Mathematics (2U) 
Mathematics (2U) 

Mathematics Extension 1 (1U) 

General Mathematics (2U) 
Mathematics (2U) 

Mathematics Extension 1 (1U) 

Science Science Science Science Science Physics (2U) 

Chemistry (2U) 
Biology (2U) 

Senior Science (2U) 

Physics (2U) 

Chemistry (2U) 
Biology (2U) 

Senior Science (2U) 

Human Society & Its 

Environment 

History 

Geography 

History 

Geography 

History 

Geography 
Commerce (Elective) 

History 

Geography 
Commerce (Elective) 

Modern History (2U) 

Ancient History (2U) 
Geography (2U) 
Economics (2U) 

Business Studies (2U) 
Legal Studies (2U) 

Modern History (2U) 

Ancient History (2U) 
Geography (2U) 
Economics (2U) 

Business Studies (2U) 
Legal Studies (2U) 

Languages Other Than 
English 

French      

Technological & Applied 
Sciences 

TAS TAS Design Technology 
Information Technology  

Agriculture 
Food Technology 
(Electives) 

Design Technology 
Information Technology  

Agriculture 
Food Technology 
(Electives) 

Industrial Technology (2U) 
Agriculture (2U) 

Food Technology (2U) 

Industrial Technology (2U) 
Agriculture (2U) 

Food Technology (2U) 

Creative Arts Visual Arts 
Music 

Drama 

Visual Arts 
Music 

Drama 

Visual Arts 
Music 

Drama 
(Electives) 

Visual Arts 
Music 

Drama 
(Electives) 

Visual Arts (2U) 
Music (2U) 

Drama (2U) 

Visual Arts (2U) 
Music (2U) 

Drama (2U) 

Christian Studies CRAVE CRAVE CRAVE CRAVE   

Personal Development, 

Health & Physical 
Education 

PDHPE PDHPE PDHPE PDHPE PDHPE (2U) PDHPE (2U) 

Vocational Education & 
Training (VET) 

    Information Technology  
Accounting 

Entertainment 
Retail Operations 
Tourism 

Aged Care Work 
Animal Care 

Automotive ï Mechanical 
Beauty Therapy 
Horse Industry Skills 

Music Skills 
Seafood Industry ï Aquaculture 

(All External) 

Information Technology  
Accounting 

Entertainment 
Retail Operations 
Tourism 

Aged Care Work 
Animal Care 

Automotive ï Mechanical 
Beauty Therapy 
Horse Industry Skills 

Music Skills 
Seafood Industry ï Aquaculture 

(All External) 
 

Note: Not all Stage 6 subjects listed above may be offered in every year. These subjects may then be offered via a Distance Education program.
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CVAS 
SUBJECT REQUEST FORM 

YEAR 11 200 9 
 

 
Name: ______________________________   Tutor Group: 
 
Please circle ONE subject on each line.  
 
If a subject is left blank on either line 3, 4, 5 or 6, a student is either studying a course at TAFE, by distance Education or 
is completing both extension courses.  
 

 
 
 
 
EXTRA:  Modern History will be offered óofflineô (mostly taught after school hours)  
 
 
 

 

EXTENSION C OURSES 

 
Mathematics  
Extension 1 

 

 
English 

Extension 
 

 
 
Only complete the section below if you are studying a TAFE course or by Distance Education.  
 
Name of course(s) to be studied at TAFE:   ___________________________ 
 
Name of course(s) to be studied by Distance Ed:  ___________________________ 
 
 
THE AVAILABILITY OF SOME SUBJECTS AND COMBINATIONS DEPENDS ON DEMAND. SOME SUBJECTS OR COURSES 
WILL ONLY BE PROVIDED IF THERE IS SUFFICIENT DEMAND. SOME STUDENTS MAY BE ASKED TO RE-SELECT 
SUBJECTS IN LIGHT OF SUBJECT AVAILABILITY. 
 
This form should be seen as a request to the School to provide the courses indicated. There is no guarantee that the 
School will be able to meet all requests. 
 
Return to the Director of Curriculum by Wedn esday, August 27 th , 200 8 

 
 
 
Parentsô Signature 

 

LINE 1  LINE 2  LINE 3  LINE 4  LINE 5  LINE 6  

 
General 

Mathematics 
 

 
English 

Advanced 

 
Physics 

 
Industrial 

Technology 

 
Business Studies 

 
Biology 

 
Mathematics 

(2U) 

 
English 

Standard 
 

 
Ancient History 

 
Food Technology 

 

 
Music 

 
Chemistry 

If you request to study one (or both) of the Extension Courses 

offered, please circle the course in the table on the right.  
 

Please note that there may be restrictions for entry to these courses, 

depending on your results in Year 10. These are mostly taught after 
school hours. 
 

Please ask the Head of Department for more information. 

 
 

Modern History 
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THE HIGHER SCHOOL CERTIFICATE  

 
The following information summarises the essential elements of the Higher School Certificate. More detailed 

information is contained in the Board of Studies publication ñStudying for the New South Wales Higher School 
Certificate ï An Information Booklet for Year 10 Studentsò. 
 

The HSC ï General  
 

Á The HSC recognises 13 years of schooling. In the interests of greater career choices and 

increased opportunities at University and TAFE, it offers a full range of study areas matching 
individual abilities, interests and goals. 

Á The HSC fairly assesses each studentôs knowledge and skills. 
Á If a student meets the minimum standard expected in a course, he/she will receive a mark of 50. 

If he/she has a higher standard of performance he/she will receive a higher mark.  

Á For each course a student will receive easy-to-understand reports which contain a great deal of 
information. These reports provide clearer indications of what he/she has demonstrated he/she 

knows, understands and can do in each course. 
 

Eligibility for the HSC  
 

To be eligible for the award of the HSC a student needs to:  
 

Á Be enrolled at a NSW government school, or a registered and accredited non-government 

school, or a TAFE institute; 

Á Study a permitted combination of courses; 
Á Complete the requirements for each course, including any necessary oral, practical or project 

work;  
Á Complete tasks designed for the internal assessment program in each HSC course at the School; 

Á Sit for, and make a genuine attempt at, the HSC examinations. 

 
PATTERNS OF STUDY FOR THE HSC 

 
Satisfactory Completion of a Preliminary Course  
 

The Higher School Certificate is divided into 2 Courses, a Preliminary Course and an HSC Course. Satisfactory 

completion of the Preliminary Course is required before entering into the HSC Course.  The Preliminary and 
HSC Courses are structured into 2 approximately equal components (six terms) of 120 indicative hours for 

a 2 Unit course. 
 

The NSW Board of Studies mandates a minimum of 2 Units of English as the only compulsory subject in Year 
11 and 12. Additional subjects are chosen from the remaining list offered by CVAS, Southern Cross School K-

12 Distance Education Centre and Grafton and Trenayr TAFE Colleges. 
 

For the 2009 HSC, the pattern of study must follow BOS regulations, ensuring satisfactory completion of a 
minimum of 12 units in the Preliminary Course and a minimum of 10 units in the HSC Course.  Preliminary 

and HSC subjects must include the following. 
 

¶ At least 6 units from Board Developed courses including at least 2 units of a Board Developed 

Course in English.  
¶ At least three courses of 2 units value or greater and: 
¶ At least four subjects (eg: English, Maths, Science, Drama).  

¶ At most, 6 units of Science can contribute to HSC eligibility. 
 

Progression  to HSC Courses  
 

Students who meet requirements for Preliminary courses will be able to progress to HSC courses at the 
beginning of Term 4 2008.  Those students will be able to modify their program providing they meet BOS 

requirements by reducing study fro m 12 units to 10 units.  
 

Those students who do not meet requirements for Preliminary courses will not be able to continue that 
course into the HSC. 
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What Types Of Courses Can I Select?  
 

There are different types of courses that you can select in Year 11 and 12. 
 

Board Developed Courses  
 

These courses are developed by the Board of Studies. There is a syllabus for each course which contains: 
 

¶ The course objectives, structure, content and outcomes 

¶ Specific course requirements 

¶ Assessment requirements 

¶ Example examination papers and marking guidelines 

¶ The performance scale (except for Vocational Education and Training Courses) 
 

All students entered for the HSC who are studying these courses follow these syllabuses. These courses are 

examined externally at the end of the HSC course and can count towards the calculation of the Universities 
Admission Index (UAI). 
 

Board Endorsed Courses  
 

Board Endorsed Courses (BEC) have syllabuses endorsed by the Board of Studies to cater for areas of special 

interest not covered in the Board Developed Courses. 
 

Most HSC VET (Vocational Education and Training) courses delivered by TAFE are Content Endorsed Courses. 
 

Some Board Endorsed Courses are one-year courses. There is no external examination for any Board 

Endorsed Course or School Designed Course, but all Board Endorsed Courses count towards the Higher 
School Certificate and appear on your Record of Achievement. Please note that Board Endorsed Courses DO 

NOT count in the calculation of the UAI.  
 

Vocational Education and Training (VET) Courses ï either Board Developed or Board Endorsed:  
 

Vocational Education and Training (VET) courses are offered as part of the Higher School Certificate. They 
enable students to study courses which are relevant to industry needs and have clear links to post-school 

destinations. These courses allow students to gain both Higher School Certificate qualifications and 
accreditation with industry and the workplace as part of the Australian Qualifications Framework (AQF). The 

national framework is recognised across Australia and helps students to move easily between various 

education and training sectors and employment. These courses each have a specific workplace component 
and a minimum number of hourôs students spend in the workplace or a stimulated workplace at school. 

Students receive special documentation showing competencies gained. Work placement for students who 
wish to organise their own placement must satisfy school and course requirements and be organised through 

the teacher of the relevant course.  
 

Work placement is not work experience. Each student is expected to perform and observe industry practice at 
an appropriate level. The Work placement program centres on the enhancement of competencies 

learnt/practised at school or TAFE. Failure to complete work placement will result in an N determination.  
 

Traineeships  
 

A traineeship prepares you for a career in a particular industry. You receive a training wage while you learn 
skills on-the-job and you do some further training off -the-job at TAFE or with a private provider. The 

traineeship gives you double credit i.e. HSC and certificate qualification. You could do school based part-time 

traineeships in areas such as: 
 

¶ Tourism and Hospitality 

¶ Metals and engineering 

¶ Business services and administration 

¶ Info rmation Technology 

¶ Retail 

¶ Construction 
 

You need to be aware that work placement and TAFE attendance involves a considerable time 
commitment.VET courses can now be categorised as category B subjects and therefore 2 units of a VET 

course (one course over two years) can go towards the UAI.  
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TAFE Vocational Education and Training (TVET) Courses are practical, employment-oriented courses. They 

are run by TAFE Colleges. Students from CVAS attend Grafton or Trenayr TAFE for 4 hours per week on a 
Monday afternoon commencing at 1.00 pm and are taught by TAFE teachers. TVET courses offered as 

Category B courses go towards the HSC and can be included in the UAI. 
 

THE UNIT SYSTEM  
 

All courses offered for the Higher School Certificate have a unit value. Subjects may have a value of 1 unit or 
2 units. Most courses are 2 Units. 
 

Each unit involves class time of approximately 2 hours per week (60 hours per year). In the HSC, each unit 

has a value of 50 marks. Hence a 2 Unit course has a value of 100 marks. 
 

 2 Units   =  4 hours per week (120 hours per year)  
                                   =  100 marks 
 

The following is a guideline to help you understand the pattern of courses:  
 

2 UNIT COURSE   This is the basic structure for all courses. It has a value of 100 marks.  
 

EXTENSION COURSE  Extension study is available in a number of subjects. Extension Courses build 

on the content of the 2 -unit course and carry an additional value of 1 unit. 
Requiring students to work beyond the standard of the 2 Unit course, 

extension courses at CVAS are available in Mathematics and English. 
 

The Mathematics and English Extension Courses are available at Preliminary 
and HSC Levels. Students must study the Preliminary extension course 

before proceeding to the two HSC extension courses (Extension 1 and 
Extension 2). The Extension 2 course requires students to work beyond the 

standard of the Extension 1 course. 
 

1 UNIT COURSE   1 Unit equals approximately 2 hours of class time each week or 60 hours per 
year. 

 

There are a number of 1 unit Board Endorsed Courses. These courses do not count in the UAI. 

 

ENTRY TO COURSES 
 

If more students apply for a course than can be accommodated in a particular class, entry to the course may 

depend on one or more of the following selection criteria:  
 

Á Performance in that subject in previous years 
Á Aptitude for that subject  

Á Career choice congruence 

Á Overall academic achievement, effort and motivation 
 

Maximum class size depends upon staff availability, timetable lines, resources and classroom availability. 
 

CVAS will make every effort to provide for the ongoing study of subjects studied in Year 10. However, the 

School reserves the right not to provide any course for which there is insufficient demand or resources. Under 

the new HSC arrangements this is of particular significance given the new structure and format of the 
curriculum. 
 

CHANGE OF COURSE 
 

Students wishing to change courses in Year 11 or change to a different level in a course will only be 

permitted to do so if they meet the following requirements:  
 

Å The change should be made by Week 5 Term 1, in consultation with the course teacher and 

the Director of Curriculum.  

Å Attendance requirements have been met for the course they are exiting.  
Å Mandatory hours in the new course are met.  

 

(See: Appendix 1 ñRequest to Change Subjectò) 
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CVAS ASSESSMENT POLICY 

Assessment and the Higher School Certificate  
 

Most subjects in Stage 6 are divided into two courses: the Preliminary course which spans Terms 1, 2 and 3 
in Year 11 and the Higher School Certificate course which includes Term 4 of Year 11 and Terms 1, 2 and 3 

of Year 12. School based assessment is a requirement of both courses. 
Assessment for the Preliminary course is based on each studentôs attainment of Syllabus outcomes. Student 

outcomes are assessed through a number of assessment tasks set throughout each course. Teachers will set 
a number of tasks throughout each course:  

a)  Formative (or diagnostic) Tasks: Some tasks will be formative or diagnostic in nature and are 

designed to assist student learning by highlighting stre ngths and identifying areas that need special 
attention in preparation for either future assessment tasks or examinations.  

b)  Summative assessment tasks: Other tasks will count directly toward the schoolôs internal assessment 
programme and will contribute to  the formal assessment of student achievement of the outcomes of the 

Preliminary course. The difference in achievement of these outcomes as demonstrated by the quality of 

each assessment task will be the basis for determining the relative difference between students.  
 

The outcomes of each course will be assessed more than once during the course. An outcome can be the 

focus of more than one task. It is expected that students will know and understand the outcomes that are to 

be assessed in each task. To assist students in understanding how well they have achieved these outcomes 
teachers will provide feedback based on marking schemes which are linked to each outcome being assessed. 
 

The ultimate value  of School Assessment  
 

The purpose of School Assessment in Stage 6 is to provide measures of your achievement in each of your 

Preliminary and HSC courses. These assessment marks are based on: 
 

¶ a wider range of syllabus outcomes than may be measured by the external examination alone;  
 

¶ multiple measures and observations made throughout each course rather than at a single, final 

examination. 
 

In this way it is intended that the assessment marks will give a better indicator of your achievement in each 
subject, rather than relying solely on your performance in one examin ation at the end of the course.  
 

Year 11 is the time for establishing suitable study habits and organisational skills to ensure that 

your assessments in the HSC course  truly reflect the peak of your ability.  
 

Assessment: General Procedures  

As a student you need to be aware of the following:  
 

¶ Each course will ordinarily have 4 or 5 formal assessment tasks. In most cases the Preliminary Year 

Examination will be included in these tasks. Tasks set toward the end of the Preliminary year will 
generally have greater weight than tasks set earlier in the course.  

 

¶ Other diagnostic tasks will be set throughout the course. All diagnostic tasks must be completed to a 

satisfactory standard to complete overall course requirements. 
 

¶ Your class teacher will give you notice (normally a minimum of two weeks) of the timing of assessment 

tasks. Your teacher will give you additional information indicating the course outcomes that will be 

assessed in each task. 
 

¶ Your class teacher will mark each task and provide you with feedback on your performance in each 

Assessment task. This might take the form of a grade, mark or a percentage together with written 

comments and/or other information based on the outcomes being assessed. The marking scheme for 

each assessment task is linked to these course outcomes. 
 

¶ According to the new HSC standards referencing techniques, school assessment tasks will be 

accompanied by marking scales and other information, including relevant course outcomes. These 
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outcomes will be explained in class and can also be interpretted using the Glossary printed in Appendix 7 

of this booklet.  

 
¶ Your class teacher will keep a cumulative mark book of all your assessments.  
 

¶ At the end of the assessment period the marks for every assessment task within each course will be 

added together (or aggregated) according to the weightings described in this booklet. At CVAS the raw 
assessment marks awarded for each task are standardised before aggregation. The purpose of 

standardisation is to ensure that each task contributes to your f inal assessment mark in proportion to its 
weighting. Omission of this step can result in tasks with a greater spread of raw marks devaluing those 

tasks in which marks are clustered closer together. As this can result in a rank order that does not 
accurately reflect each studentôs overall ability in the course, relative to other students, the raw 

assessment marks awarded for each task will be standardised.  
 
 

A note about Rank and Rank Order:  

Throughout each course teachers will provide students with raw mar ks for each task from which the rank 

order for each task can be determined. A simple aggregation of your marks will give you a rough indication, 
but to accurately determine your rank order you would need to employ the standardisation technique 

described immediately above. Your rank and rank order in each course assume greater importance in the 
HSC year. 
 
 

Assessment Procedures  
 

In order to ensure that assessment tasks are conducted in a fair and uniform manner you need to be aware 

of the following procedure s. These are identical to the policies and procedures applied to HSC Assessments 

but vary in some detail from School Certificate assessment procedures. To avoid any confusion please ensure 
that you are familiar with each item listed below. Failure to read these provisions will not be considered a 

reasonable excuse for late or unsatisfactory work: 
 
 

Late Submission of Assessment Items  

Late submission of work will be accepted and corrected, as part of the completion of course requirements, 
but zero marks may be awarded  for an item that is late. Requests for extensions will not be considered if 

they are lodged after the due date . Any such claims must be lodged on the day or before a task is due.  
 

The School will notify parents using the form letter distributed by the Board of Studies whenever a zero mark 
is awarded. Students who receive two such letters will be considered likely candidates for an ñNô 

determination (see Appendix 2 The óNô Determination Process). 
 

Illness and Misadventure Provisions  
A student who is absent from, or unable to complete, a particular task because of illness or misadventure is 

required to submit to the class teacher a request on the proforma Request for an Assessment Appeal (see 
Appendix 9). This form is available from the Director of Curriculum. A separate application is needed for each 

assessment item affected. 
 

a) Illness : In the case of sickness, a doctorôs certificate must accompany the request. It is 
recommended that the medical certificate be from a doctor who is neither a relative of the student, nor 

working in the same practice as a relative. 
 

b) Misadventure : In the case of misadventure, a full account of the circumstances and their impact on the 

studentôs ability to complete the task should be provided with the extension application. Where possible, 
the names and phone numbers of at least one witness should be included. 

 
If the illness/ misadventure occurs on the day the task is to be performed or submitted then the request 

must be submitted on the first day you return to school afte r the illness or misadventure. If the 
illness/misadventure occurs prior to the task then the request must detail how this has hampered the 

studentôs preparation. Again the request must be submitted on the first school day following the 

illness/misadventure, even if this is before the scheduled submission date. 
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Under no circumstances are students to assume a request will be granted. No request will be granted without 

the approval of the Director of Curriculum. Assessment items are not to be re -scheduled until approval is 

given. No exceptions will be made. 
 

 

Zero marks  may be awarded for an item if:  

a) a student does not make application for a substitute task or extension of time;  

b) a claim based on illness is not supported by an appropriate medical certificate; or; 
c) insufficient evidence is provided in support of an application based on misadventure; or;  

d) a request for an extension of time or an alternative task is denied for reasons determined by the Director 

of Curriculum in conference with the relevant Class Teacher. 
 

Extensions of time  

The School has made every reasonable attempt co-ordinate the timing of tasks to avoid an excessive number 

of assessment items occurring within the same week. Claims based on the assertion that there were too 
many tasks due in any one period will therefore not be an acceptable reason for an extension of time. 

Generally speaking requests for extension of time will not be granted unless made a minimum of two school 
days prior to the due date. As outlined above students must show suita ble reasons (usually medical in 

nature) to justify an extension of time. Students should not assume that a request will be approved.  
 

Non Serious Attempts  
The Board of Studies requires that students must make a genuine attempt at assessment tasks.  
 

Where a student submits an assessment item that is regarded by the classroom teacher as a non-serious 

attempt, the Director of Curriculum and parents will be informed, zero marks will be awarded and the student 

may be required to re -attempt the item. The second attempt will be graded but it will not contribute to the 
studentôs assessment marks.  
 

Of course, it goes without saying that the staff of CVAS expect every student will make a considerable effort 

in all tasks. Students are advised to acknowledge that such a policy is in their best interests.  
 

Malpractice or Cheating  

Students are required to complete assessment tasks using their own abilities. Students who copy the work of 

others, have others complete work for them, take days off school to complete items, m iss classes (fractional 
truancy) to complete or prepare for items, or gain other such unfair advantage may be considered as having 

cheated or engaged in malpractice. 
 

In such cases the teacher will inform the Director of Curriculum and provide evidence identifying the 
malpractice. The Director of Curriculum will take action based on this evidence. Malpractice typically results in 

zero marks being granted for that item. In serious cases the Director of Curriculum may recommend to the 
Principal that the student receive an óNô determination in that subject; in extreme or repeat cases the non-

award of the Higher School Certificate may be recommended. 
 

Plagiarism  
Plagiarism is the use of another person's ideas and written material (including information from boo ks, 

encyclopedias, magazines, CD-ROMs, the world wide web and other electronic storage devices) as oneôs own 
original work. Any form of plagiarism is entirely unacceptable in school assessment tasks. Plagiarism will be 

construed as cheating; students found guilty of plagiarism will be subject to the same treatment as outlined 

for malpractice described immediately above. 
 

It is important to avoid any kind of malpractice as it may cause you to become ineligible for the Higher School 

Certificate. For example, malpractice in HSC assessment tasks may invalidate your entry to the HSC course in 
that subject. This could result in you having insufficient units for the granting of your Higher School 

Certificate. 

 
Acknowledging Sources of Information  
Methods for avoiding the plagiarism provisions listed above include: 

1. expressed your ideas in your own words; 
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2. acknowledging all quotations using a suitable referencing technique within the body of your assignment; 

and; 

3. ensuring all sources of information are appropriately and accurately acknowledged in a Reference List or 
Bibliography included at the end of the assignment.  

 
 
 
 
 
 

A document titled óAn Introduction to Referencing Methodsô is reprinted in Appendix 3 of this booklet for your 
convenience. If you are unsure of the correct method of acknowledging your sources please check with your 

class teacher for the subjectôs preferred method(s) of referencing. 
 

Non -Completion of a Course (ñNò Determination) 
Students can receive an ñNò determination in a course if they do not meet the following requirements:  
 

a) Students must follow the course developed or endorsed by the Board of Studies; and;  

b) Students must apply themselves with diligence and sustained effort to the set tasks and experiences 
provided in the course by the school; and  

c) Students must achieve some or all of the outcomes of the course. 
 

The Principal alone can make such a determination advised, where appropriate, by teaching staff. The 
Principal will only consider this option when clearly documented evidence exists.  
 

As described above, this typically occurs after a student has failed to respond appropriately to two warning 

letters issued in relation to failure to submit satisfactory assessment tasks. Students and parents will be 
notified as soon as a pattern of performanc e, attitude or non -completion of course requirements emerges. 

The purpose of this early notification is to allow students to remedy the situation.  
 

If the Principal determines that you have not completed a course satisfactorily you will have an ñNò printed 
beside the course on your Record of Achievement and it may mean that you may not be eligible for the 

Higher School Certificate.  
 

(see Appendix 2: The óNô Determination Process for further information)  
 
General Assessment Procedures  

Teacher absence on the  day of a task  
If your teacher is absent on the day of a task the procedures will vary depending on the nature of the 
assessment task: 

¶ If the task is a test or an in -class activity requiring supervision only the task will be held on the day as 

notified; or ; 
¶ Assignment-based assessment tasks should be handed to the Director of Curriculum offering the course.  
 

Under no circumstances are students to leave assessment items at the front office or on the teacherôs desk.  
Students should not ask friends or distant relatives to submit items on their behalf as any accident that might 

occur may not be covered by Schoolôs illness/misadventure provisions. 
 
 

Assessments for students who transfer into the school  
Students who arrive after the commencement of the Prelimina ry Year must be able to satisfy the Principal 

that they have the ability to satisfactorily complete the Preliminary course.  A student who enters a 

Preliminary course after the assessment programme has commenced will be required to provide evidence to 
each Subject Teacher that they have completed comparable work at their previous school.   
 

In cases where no suitable school assessment information can be obtained from the previous school the 

student will be required to complete substitute tasks to an equival ent value of those already completed at 
CVAS.  
 

If you change a course or the level of a course, the Principal must be satisfied that you will be able to 

complete all Preliminary course requirements. 
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Assessment of accumulating HSC subjects  
If you choo se to repeat a subject that you attempted as an accelerant in Year 10 no assignments or other 

assessment work may be resubmitted from the previous year. 
 

Tasks that fail to discriminate, or are invalid for other reasons  
In rare circumstances a task might n ot adequately discriminate between students (in such a case everyone 

gets the same, or a very similar, mark). Sometimes a task might become invalid due to problems associated 
with its administration (such as noise or other disruptions).  In these circumsta nces your class teacher in 

consultation with the Director of Curriculum will replace the original assessment task with an additional task.   

 
 

 
Sufficient notice will be provided for any additional tasks and if necessary weightings will be adjusted 

accordingly. 
 

Special provisions  
For students with special needs, CVAS makes every attempt to meet these needs in a similar fashion to the 

methods provided by the Board of Studies in examination conditions.  This might include amanuenses 
(writers), additional tim e and/or separate supervision.  Alternative tasks may need to be devised for some 

students with disabilities.   
 

Where to go for advice  
 

Should you need any additional advice, or clarification of this document, you are welcome to discuss any 
matters with y our class teacher(s), the relevant teacher, or the Director of Curriculum.   
 

If you wish to seek advice which is independent from the School your parents are entitled to ring the Board 

of Studies Liaison Officer (BOSLO) who is based at the Coffs Harbour Education Campus, on (02) 6659 3274. 
 

Completion of Assessment Tasks ï Technical Problems  
 

Technical problems (eg. Computer breakdown) are not an acceptable excuse for late submission or non-

submission of tasks. It is therefore important for each student to  save back-up copies and allow extra to 
produce assignments in case of technical problems arising. Only hard copies of assignments are to be 

submitted, unless otherwise specified. 
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CVAS HOMEWORK POLICY (SECONDARY)  
 
 

CVAS acknowledges that many of our students are actively involved in a range of co -curricula activities after 

school hours.  Many of these activities are very beneficial to their personal development and we strongly 
encourage them to remain involved in their activities as it creates balance to their lives.  However, within this 

busy schedule CVAS does require our students to find an appropriate amount of time to complete the 

homework set by their class teachers. 
 

The regular and consistent completion of homework is an important part of each studentôs academic 
programme.  It fosters habits of self discipline, organisation, preparation and independent work early in our 

studentôs lives as well as reinforcing, consolidating and revising work that has been covered in class. 
 

Purp oses of this Policy  
 

The purposes of this policy are to: - 
 

¶ Convey to students, parents, staff the Schoolôs beliefs and expectations regarding the setting and 

completion of homework;  
 

¶ Foster a partnership between all involved in ensuring that quality homewo rk is produced; 
 

¶ Convey to students the importance of effort and resilience to academic success; 
 

¶ Emphasise the importance of encouragement and support by teachers, parents, staff in studentôs 

efforts to complete homework;  
 

¶ Give teachers guidelines on setting the appropriate type and amount of homework at different levels.  
 

Aims of Homework  
 

¶ To reinforce/consolidate/revise what has been covered in class; 
 

¶ To develop independent study/research techniques and/or develop individual organisational skills; 
 

¶ To allow time for students to work in solitude, to encourage personal reflection and self evaluation, 

and to associate learning with an environment other than the classroom.  
 

¶ To extend the curriculum into wider areas than class time allows;  
 

Expectations  
 

Each student is expected to:  
 

¶ Work their hardest during the school day and at their homework;  
 

¶ Take an orderly and self-directed approach to their homework, which should be seen as a necessary 

extension of the school day; 
 

¶ Plan their time, by completing an assignment or preparing for a test over a number of nights rather 

than leaving this until the last available night;  
 

¶ Keep details of homework set each day in their diary;  
 

¶ Produce quality work on the day for which it is set;  
 

¶ Do homework at home, at Homework Club or in supervised study periods.   
 

¶ With the assistance of their Tutor develop a homework/study timetable that works for them.  
 

Types of Homework  
 

Homework is set for the purposes of PRACTICE, PREPARATION and/or EXTENSION. 
 

The types of homework generally set include:- 
 

¶ Exercises, worksheets, assignments or projects set by the teachers along with corresponding 

requirements, such as due date, format, length, etc  
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¶ Assessment tasks; 
 

¶ Reading for meaning /enjoyment /note -taking /comprehension /interpretati on /awareness; 
 

¶ Learning of content, including rote -learning of verses, spelling language, vocabulary, grammatical 

rules; 
 

¶ Revision to prepare for a test or to ensure mastery;  
 

¶ Extension work and/or practical work;  

 
Time Guidelines  
 

Years 7 ï 8 1 1/2 hours  or about 10 ï 20 minutes per subject per day 

Years 9 ï 10 2 hours or about 15 ï 25 minutes per subject per day 
Years 11 ï 12 3 hours or about 30 ï 45 minutes per subject per day 
 

¶ If no homework has been set, students are expected to use the time available  for revision, working 

ahead, and/or preparation for the next test.  
 

¶ If a student spends the required amount of time on a subject but does not complete the task set, one 

of their parents should write a note on his homework.  
 

Staff Guidelines  
 

¶ It is the exp ectation of the School that all teachers set regular homework . 
 

¶ Regularly check student diaries  to ensure that they are serious about recording homework.  If 

homework is not set on a particular day, they should write óNILô as the entry for that subject in their 

diaries.  Ensure that students in Years 7 ï 10 write homework entries in their School diaries.  
Recommend this for students in Years 11 ï 12. 

 

¶ Homework may be short term  (overnight) or long term  (more than one night).  In order to provide 

students in Junior years with appropriate structure, it is recommended that homework be 

predominantly short term in nature.  For long term work, the following are useful: - 
 

Á Reminders about due date 
Á Reminders to break work up over a number of nights  

Á Progress checks ï these could be built into an assessment scheme 
 

¶ Check  homework regularly, especially at the beginning of the year.   
 

¶ Keep records  of homework checked.  Consider building a homework mark into your assessment 

system. 
 

¶ Always give students advice  about the r equirements of the type of homework set.  
 

¶ Give the students the purpose  of any homework set.  
 

¶ Avoid holiday work  in the junior years; if students have worked hard each term, they deserve a 

break.   
 

¶ Insist on quality  work being submitted.  Ensure that ther e are consequences if this is not the case. 
 

¶ Insist on correct spelling and grammar  as appropriate. 
 

¶ Avoid setting homework based on new work in the week prior to any examination.  Instead, help 

provide students with some structure, requiring them to make study notes, make mind maps, do 

revision sheets and do past papers.  Do not set projects or assignments in Years 7 ï 10 two 
weeks prior to examinations.  
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REQUIREMENTS FOR THE AWARD OF THE HSC  

  
If you wish to be awarded the HSC:  
 

¶ You must have satisfactorily completed courses that meet the pattern of study required by the Board 

of Studies for the award of the Higher School Certificate. This includes the completion of the 

practical, oral or project works required for specific courses and the assessment requirements for 
each course. 

¶ You must have sat for and made a serious attempt at the Higher School Certificate examinations. 

¶ You must study a minimum of 12 units in the Preliminary course and a minimum of 10 units in the 

HSC course. Both the Preliminary course and the HSC course must include the following: 
 

o At least 6 units from Board Developed Courses including at least 2 units of a Board Developed 

Course in English 

o At least 3 courses of 2 Units value or greater 
o At least four subjects 

o At most 6 units of c ourses in Science can contribute to Higher School Certificate eligibility. 
 

¶ The Board of Studies publication, ñStudying for the New South Wales Higher School ï An Information 
Booklet for Year 10 studentsò, contains all the HSC rules and requirements you will need to know.  

¶ If you wish to receive the Universities Admission Index (UAI), you must study a minimum of 10 Board 

Developed units in the HSC Course. The booklet, University Entry Requirements 2007 Year 10 
Booklet, published by UAC will contain important information about entry to university courses, 
recommended courses and other information to assist your choice of HSC courses for study in Years 

11 and 12 in preparation for university entry. All Year 10 students received a copy of this booklet 
during the Careers Day. 

If you do not wish to receive a UAI, the rest of your courses may be made up from Board Endorsed Courses 

once you have studied six units from Board Developed Courses. 
 

HSC ASSESSMENT AND REPORTING  
 

¶ The new HSC reports will provide you with more detailed descriptions of the knowledge, skills and 

understanding you have attained in each subject.  

¶ Teachers are being provided with a syllabus package for each course. The packages include the 

syllabus content which teachers use to develop teaching programs, examination specifications, 
sample examination papers, sample marking guidelines and a performance scale. 

¶ The new syllabuses, along with assessment and examination information and a performance scale 

that will be used to describe your level of achie vement, give a clear idea of the standards that are 
expected. 

¶ The HSC reports will provide a description of your achievements that is similar to the one you will 

receive in this yearôs School Certificate for the tests in English-literacy, Mathematics and Science. 

¶ School-based assessment tasks will contribute to 50% of your HSC mark. Your school assessment 

mark will be based on your performance in assessment tasks you have undertaken during the course. 
¶ The other 50% will come from the HSC examination.  

¶ Your HSC mark for 2 unit courses will be reported on a scale of 0 to 100. A mark of 50 will represent 

the minimum standard expected. If you achieve the minimum standard expected in a course, you will 

receive a mark of 50. There will be five performance bands above 50 that correspond to different 
levels of achievement in knowledge, skills and understanding. The band from 90 ï 100 will 

correspond to the highest level of achievement.  
 

Performance Bands  
 

Each studentôs performance in each course is determined using their HSC mark. For a 2 Unit course this is 
calculated as follows: 

  Band 6  HSC mark between 90 & 100 
  Band 5  HSC mark between 80 & 89 

  Band 4  HSC mark between 70 & 79 
  Band 3  HSC mark between 60 & 69 

  Band 2  HSC mark between 50 & 59 

  Band 1  HSC mark less than 50  
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¶ On satisfactory completion of your HSC you will receive a portfolio containing:  
 

¶ The HSC Testamur 

(The official certificate confirming your achievement of all requirements for the ward).  
 

 

¶ The Record of Achievement 

(This document lists the courses you have studied and reports the marks and bands you have achieved).   
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¶ Course Reports 
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For every HSC Board Developed Course you will receive a Course Report showing your marks, the 
Performance Scale and the band descriptions for that course. A graph showing the state-wide distribution of 
marks in the course is also shown. 
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THE UNIVERSITY ADM ISSION INDEX (UAI)  
 

To be eligible for a UAI, a student must complete at least ten units of Board Developed Courses including at 

least two units of English. The Board Developed Courses must include at least three courses of two units or 
greater, and at least four subjects. 
 

The UAI will be based on an aggregate of scaled marks in ten units of Board Developed Courses comprising: 
 

¶ The best two units of English; and  

¶ The best eight units from remaining units, subject to the provision that no more than two unit s of 

Category B courses be included.  
 

Subject to the following restrictions and conditions:  
 

¶ A student must satisfactorily complete English 

¶ A student may accumulate courses over a period of no more than five years 

¶ If a student repeats a course only the la st satisfactory attempt will be used in the calculation of 

his/her UAI 
¶ If a student enrols in a repeat course and subsequently withdraws either officially by advising the 

Director of Curriculum or the Board of Studies, or unofficially by non -attendance at the appropriate 

examination, he/she will be considered as not having completed the course and it will be regarded as 
a non-satisfactory attempt. In this case the mark from his/her pervious satisfactory attempt in the 

course will be available for inclusion in his/her UAI.  
 

HSC PATHWAYS 
 

Most students follow a two -year program of study in Years 11 and 12 leading to the award of the Higher 

School Certificate. 
 

The Pathways provisions listed below allow flexibility in obtaining the HSC and provide equitable access for 
all. 
 

Accumulation  
 

A student may accumulate the HSC over a period of up to five years. The five-year period commences in the 

first year he/she completes an HSC course. Preliminary may, but need not be accumulated within this period. 
Students will receive cumulative Records of Achievement for Preliminary and HSC courses attempted. By the 

end of the period of accumulation, students must have met all Preliminary and HSC pattern of study 
requirements. In subjects which include extension courses, students may accumulate by presenting the 2 

Unit course in one year and the extension course in a later year.  
 

Students who are accumulating the HSC will receive a Results notice for each calendar year of study. These 
cumulative transcripts will record all Preliminary and HSC courses satisfactorily completed, including repeat 

attempts. Accumulating students will need to take account of any syllabus changes that occur.  
 

Repeating Courses  
 

Students may repeat one or more HSC courses, but they must do so within the five-year accumulation period. 
In the calculation of the Universities Admissions Index (UAI), the most recent mark in a course will be used.  
 

Acceleration  
 

Acceleration gives more able students the opportunity to progress through their study requirements a t a 
faster rate than usual by completing the course content in a shorter time and accumulating results. Students 

who have completed a course of study at the highest level ahead of their year group may be able to 
undertake further study at University or TAF E, or take additional units for the HSC. 
 
 

Satisfactory completion of courses  
 

Á To receive a result in any course, a student must satisfactorily complete that course.  
 

Á Satisfactory completion of a course involves: 

o Following the course developed or endorsed by the Board; and 
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o The student applying him/herself with diligence and sustained effort to the set tasks provided 

in the course by the School; and 
o Achieving some or all of the course outcomes. 

 

Á The Director of Curriculum will give a student written warnin gs in sufficient time to allow him/her to 

correct any problems regarding his/her achievement, application or completion of courses (see Appendix 
2: The ñNò Determination Process) 

 

Á If the Director of Curriculum decides that a student has not satisfactorily completed a course, the student 

will receive no results in that course. A student has the right to appeal to the Board against this decision. 
If this happens, the Director of Curriculum will explain the appeal mechanism to the student.  

 

RESPONSIBILITIES  
 

The Schoolôs Responsibilities 
 

CVAS has developed an assessment program for each course. The School is therefore required to: 
 

Á Set tasks that will be used to measure a studentôs performance in each component of a course; 
 

Á Specify the relative value of each of these tasks; 
 

Á Inform students in writing of:  
 

o The components and their weightings for each course 
o When assessment tasks will take place 

o The mark value of each task in relation to the total number of marks for the course  
o The nature of each assessment task (eg. Assignment, test, project etc)  

o The administrative details associated with each task (eg. Student absence, late submission of 

work etc)  
 

Á Provide adequate notice of the precise timing of each assessment task; 
 

Á Keep records of studentsô performance in each task; 
 

Á Provide students with information on their progress.  

 
Student Resonsibilities  
 

Á Students are expected to complete the tasks that are part of the assessment program, and should ensure 

that they have a copy of the Schoolôs assessment program for each course. 
 

Á If an assessment task is not going to be done or handed in at the scheduled time, it is a studentôs 
responsibility to ask his/her teacher for an alternative task or an extension of time.  

 

Á CVAS has a policy on tasks that are not completed. This is contained in an Assessment Handbook for the 

HSC and will be distributed to students towards the end of the Preliminary course. Depending on the 
circumstances, a zero mark may be awarded, an extension of time granted or an alternative task set. The 

Director of Curriculum may allow an estimate to be given for a task that has not been completed. (This 
applies only in exceptional circumstances and only where an alternative task would be unreasonable or 

impractical). 

 
Á The Board does not compensate students for difficulties in performing or completing assessment tasks, 

even when they are caused by factors outside his/her control.  
 

Á Some HSC courses have prescribed texts, topics, projects and works that must be considered or studied 
for the HSC. Students should ensure that they are aware of the requirements for their courses. Board 

publications on prescribed texts, topics, projects and works for all courses in each examination year are 
available at School. A student should ask his/her teacher or Head of Department for information or check 

the Boardôs website (www.boardofstudies.nsw.edu.au) 
 

Á It is the responsibility of students who are absent to enquire about work missed when absent and to 

complete this work in a timely manner.  

http://www.boardofstudies.nsw.edu.au/
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THE óNô DETERMINATION PROCESS 
 
The óNô determination (non-completion of course requirements) is a mechanism that Principals can apply if students 

appear not to be meeting course requirements for a number of reasons.  This process is applicable to each of the 
School Certificate (Yr 10), HSC Preliminary Course (Yr 11) and the HSC Course (Yr 12). 

 
THE SCHOOL CERTIFICATE  

Course completion criteria  
 

A student will be considered to have satisfactorily completed a course if, in th e Principalôs view, there is sufficient 

evidence that the student has:  
 

a) followed the course developed or endorsed by the board; and 
b) applied himself with diligence and sustained effort to the set tasks and experiences provided in the course 

by the School; and 

c) achieved some or all of the course outcomes. 
 

If at any time it appears that a student is at risk of receiving an óNô determination in any course, the Principal must 
warn the student as soon as possible and advise the parent or guardian (if the student is under 18 years of age) in 

writing.  This warning should be given in time for the problem to be corrected.  
 

For the satisfactory completion of a course, the Board of Studies does not mandate attendance requirements.  As a 

guide, however, if a studentôs attendance falls below 85% of a schoolôs programmed lesson time for a course, a 
Principal may determine that, as a result of absence, the above course completion criteria may not be met. Clearly, 

absences will be regarded seriously and any warning must relate the studentôs absence to non-completion of 
course requirements. 

 

Students who have not complied with the above requirements and have received at least two written warnings 
should be regarded as not having satisfactorily completed the course. The Principal will then apply the óNô 

determination. For Stage 5 courses the school will enter an óNô on the Grade Collection Schedule but will assign a 
Grade A-E on the Alternative Grade Schedule in case of a successful student appeal. 

 

A student who is given an óNô determination in a mandatory course in Stage 5 will not be eligible for a School 
Certificate in that year. A Record of Achievement Part A listing the course(s) in which an óNô determination has 

been awarded and grades in any courses that have been satisfactorily completed will be issued to the student. The 
student will remain eligible to sit for the School Certificate Test(s) and receive a Record of Achievement Part B. The 

document(s) will carry the statement Not Eligible for the School Certificate. 
 

Students should sit for the test(s) whether or not they intend to appeal against the óNô determination. 

 
A student who is given an óNô determination in an additional course in Stage 5 retains eligibility for the School 

Certificate provided that all requirements  are met. 
 

Entries into HSC Preliminary Course  

A student who holds a NSW School Certificate may enter Preliminary courses on a substantive basis. 
 

A student who does not hold a School Certificate may enter Preliminary courses provisionally, if the Principal 
believes that the student has a reasonable chance of satisfactorily completing Higher School Certificate studies. 

 
Where provisional entry is granted, the Principal must certify, at the time of HSC entry, that the student has 

demonstrated School Certificate equivalence by virtue of his/her Preliminary course study.  

 
Where equivalence has been demonstrated at the completion of a Preliminary course(s), the student is eligible to 

proceed towards the award of the Higher School Certificate. Where equivalence has not been demonstrated, the 
student is not eligible to proceed to the study of HSC course. 
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A student who is ineligible for the award of a School Certificate at the end of Stage 5 and for whom the Principal 
will not allow provisional entry to a Prelimi nary course(s) may: 

 
a) repeat some of all Stage 5 course;  

b) accumulate new Stage 5 courses 
 

Review of óNô determination 
The procedures for a school review of an óNô determination are as follows:- 
 

¶ A student seeking a review of an óNô determination must apply to the Principal by the date listed in the 

timetable. 
¶ The school will advise the Board of Studies, on the appropriate form, of the outcome of any review of óNô 

determinations, by the date stipulated in the Board of Studies timetable.  

¶ Any subsequent appeal to the Board will focus on whether the school review properly and correctly 

considered the matters before it.  

¶ Appeals must reach the office of the Board by the date stipulated in the timetable. The Board will advise 

students and Principals of the outcome of any appeal as soon as possible, after the Higher School 
Certificate examinations. 

 
Warning Letters  

Warning letters must be issued in time for students to have the opportunity to redeem themselves and must 
contain the correct information regarding the Bo ardôs policy on non-completion of a course. The Principal must 

advise the parent or guardian in writing if the student is under 18 years of age.  

 
It is not considered adequate to issue the student with only one written warning. A follow -up warning letter s hould 

be issued as soon as it becomes apparent that the problem outlined in the initial dispatch has not been rectified.  
In fact, warnings should be given throughout the course if a student is in danger of receiving an óNô determination.  

For example, Stage 5 courses that are being credentialed need to be monitored during Years 9 and 10 and 

appropriate warnings issued in Years 9 and 10.   
 

The warning letters sent by the school must detail the specific course or courses in which the student has failed to 
meet course requirements, outline tasks missed and/or specific course criteria not met and set out the steps to be 
taken by the student to redeem him/herself.  
 
Copies of all warning letter are to be kept at the school to ensure that, in the event of a stude nt appeal, the School 

has documentation to support the óNô determination. 
 

 
(Adapted from BOS Manual, 1999 

BOS Memo to Principals ñSample Warning Lettersò) 

 

 
 

 

 

 

 

 

 

 

 
AN INTRODUCTION TO REFERENCING METHODS  

 

 
As students progress through secondary school they need to acquire skills that are appropriate for increasingly 

senior modes of study. In Stage 6 all research assignments should be referenced using these guidelines. Stage 4 
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students should include a bibliography (a list of references used at the end of the assignment) for each research 
task. 

 
Referencing includes writing a list of all the sources you have used in an assignment (including books, 

encyclopedias, periodicals, newspapers and web pages). These should be listed at the end of your assignment.   
 

Referencing also refers to the practice of identifying the source of quotes, figures and graphics at the appropriate 

point within the text of the assignment. This section briefly explains suitable methods for citing a reference within 
the text and procedures for setting out details in reference lists at the end of assignments:  

 

A.  Citing a reference within the text  

The sources of specific information, quotes, figures and diagrams should be identified when your first use them 

and should include the name of the  author, year of publication and page number(s).  Different methods are used 
for different circumstances:  

i)  You may choose to use a direct quote, figure or diagram in your assignment because you decide there is no 
better way of expressing the information.  I n this case you should include the details immediately after the 

quote, figure or diagram in this form: ( Authorôs surname, Date, Page number) eg (Bloggs, 1998, p45).  

ii)  Alternatively you may choose to refer to the author directly but paraphrase the informatio n that is unique to 

his or her book or article.  In this case you should include the reference details ( Date, Page number) after the 

authorôs name, eg  ñAccording to Bloggs (1998, p45) the causes of salination are . . .ò. 

iii)  Where two authors are involved cite both surnames: Smith and Brown (1995, p122).  

iv)  For encyclopedias state the name of the encyclopedia, its date of publication, volume and page number: 
(World Book, 1992, Vol 2, p276).  

v)  For institutional authorship, supply only sufficient detail for positive identification:  ñRecent information about 
farming areas affected by salination (NSW Department of Agriculture, 1997, p43) suggests . . .ò. 

vi)  For reference to an internet source within the text simply state the authorôs surname followed by the title and 
date of publication/posting on the internet: (Arnett, óEarthô, 1998). 

(Title) 

vii) Show anonymous material as (óSchool in societyô, 1991, p53). 
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B.   Procedures for Reference Lists  

Reference lists are usually placed at the end of an assignment and should provide sufficient details to enable the 
source to be found with ease and accuracy.  List all items used alphabetically by author (surname then by initials), 

followed by the year of publication in brackets.  Reference to journals and serial publications are made i n a 
different manner from references to books:  

i)  Reference to books:  State authors(s), date in parentheses, title underlined, edition where appropriate, city of 

origin and publisher, eg:  

Bloggs, J. (1998), Salination of NSW pastureland, Sydney University Press, Sydney. 

Smith, F. and Brown, R. (1995), Pastures of New South Wales, Sydmac Academic Press, Sydney.  

ii)  Reference to a section of a book that is a collection of works:  Identify the author, date and section title, 

followed by the the editor(s), name of t he book: 

Druitt, B.C. (1987), óPasture Loss in Irrigation Areasô in Jones, T. (ed.)  
Contemporary issues in NSW agriculture, Intervarsity Publishing, Sydney. 

iii)  Encyclopedias (secondary references) are referenced in a manner similar to anonymous material: 

óThe Renaissanceô, World Book Encyclopedia (1990), World Book, Chicago. 

iv)  Reference to journal or periodical articles should include: Author(s). Date in parentheses. Title of article. Title 
of journal (underlined), number or month:  

Harris, G. (1998). óEffects of irrigation on the Murray watertableô,  

Australian Rural Quarterly, 23, 2.  

v)  Reference to web pages should allow the reader to find the site. References should include: Author(s) or name 

of institution if known. the title of web page (in inverted commas), d ate of publication or revision (should be 
posted somewhere on the web page), (On-line) <full URL on one line only>  (Date accessed):  

Arnett, Bill. óEarthô. 23 June 1998 (Online)  

<http://www.nswag.gov.au/salination/earth.html>  

(20 March 2000) 

C.  Content footnotes  

In some systems of referencing the bibliographical details of works are included at the foot of each page rather 

than listed within the text and/or at the end of the assignment.  This has led to some confusion about the term 

ñfootnoteò.  In the referencing system outlined in this handout footnotes should be restricted to explanatory 
information you may wish to add but which is not suitable to include in the text of your assignment.  They should 

be used sparingly, identified by a consecutive numbering system1 (see below).  Content footnotes are typically 
used to explain the meaning of terms that, if included in the body of the text, would break the flow of the 

assignmentôs primary description or the development of its argument. 

 

 

 

 

 

 
 
 

 

                                                 
1
 The numbers used are normally smaller and elevated (superscript) above the base of the rest of the text and repeated at the start of the 

footnote at the bottom of the page.  Care must be taken to ensure the numbers for each footnote correspond with those in the text.  Modern 

word processors can do this automatically. 
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Dear______________________________ 

             PARENT/GUARDIAN 
 

OFFICIAL WARNING  
Non -completion of a Preliminary Course  

 
I am writing to advise that your son/daughter________________________ is in  

                  STUDENT NAME 
danger of not meeting the Course Completion Criteria for a Preliminary Course in _________________________  . 

COURSE NAME 
 

The Board of Studies requires schools to issue students with official warnings in order to give them the opportunity 

to correct the problem. Please regard this letter as t he _______ (eg 1st, 4th) official warning  we have issued 
concerning ______________________  . 

         COURE NAME 
 

A minimum of two course -specific warnings must be issued prior to a final óNô determination being made for a 

course. 
 

Course Completion Crite ria  
The satisfactory completion of a course requires principals to have sufficient evidence that the student has:  

 
a) followed  the course developed or endorsed by the Board; and 

b) applied  themselves with diligence and sustained effort to the set tasks and exper ience provided in the 

course by the school; and 
c) achieved  some or all of the course outcomes. 

 
 

Where it is determined that a student has not met the Course Completion Criteria, they place 

themselves at risk of receiving an óNô (non-completion of course) de termination. An óNô determination 
will that the course will not be listed on the students Record of Achievement. It may also mean that 

the student is unable to proceed to the HSC course as he/she has not satisfactorily completed the 
Preliminary Course.  

         
    

To date, _______________________________   has not satisfactorily met the Course Completion Criteria. 

 
            STUDENT NAME 

 
The following table lists those tasks, requirements or outcomes not yet completed or achieved, and/or for  
 

which a genuine attempt has not been made. In order for  
         STUDENT NAME 
 

to satisfy the Course Completion Criteria, the following tasks, requirements or outcomes need to be satisfactorily 
completed. 

 

Please discuss this matter with _________________________________  and contact the school if 
         STUDENT NAME 

further information or clarification is needed.  
 

 

 
Yours sincerely 

 
___________________________                          ________________________________  

CLASS TEACHER/HEAD TEACHER    PRINCIPAL 
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To satisfy the Course Completion Criteria, the following tasks, requirements or outcomes need to be satisfactorily 
completed by _______________________________. 

        STUDENT NAME 
 

Task name/course 
requirement/s  

 

 

Date/s task/s 

course 
requirement/s 

Initiall y due (if 

applicable)  

Action 

required by 
student  

 

 

Date to be completed 
by (if applicable)  

 

 

        

        

        

        

 
 

 

 

 
Please detach this section and return to the school 

Requirements for the Satisfactory Completion of a Preliminary Course  
 

- I have received the letter date _______ indicating that __________________ is in  

        STUDENT NAME 
danger of not having satisfactorily completed ____________________  .  

       COURSE NAME 
 

- I am aware that this course may appear on his/her Higher Sch ool Certificate Record of Achievement. 

- I am also aware that the óNô determination may make him/her ineligible to proceed to the Higher School 
Certificate course. 

- I am also aware that the óNô determination may make him/her ineligible for the award of the Higher School 
Certificate. 

Parent/Guardianôs signature: _____________________ Date: __________________ 
 

Studentôs signature: __________________________ Date: _________________ 
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PROCEDURES FOR ILLNESS/MISADVENTURE APPE ALS 
 

1 Policy  
Students may lodge an illness/misadventure appeal if they believe that circumstances occurring immediately before 

or during a School Certificate test or Higher School Certificate examination, and which were beyond their control, 
diminished their examination performance. 

The illness/misadventure appeal provisions are open only to those Higher School Certificate students who have had 

an assessment mark or VET estimate submitted for the course in question. 
In the case of School Certificate illness/misadventure appeals, if the appeal is upheld, the student will be awarded 

either their test mark or an estimated mark, whichever is  the higher.  
In the case of Higher School Certificate illness/misadventure appeals, if the appeal is upheld, the student will be 

awarded either their examination mark or the assessment mark, whichever is the higher.  

The right to submit an illness/misadventure appeal and the responsibility for doing so  rests with the student, 
except where it is impossible for the student to do so, such as in  cases of severe illness. 

 
2 Lodging the appeal  

Appeal forms will be sent to principals and presiding officers and supervising teachers/examiners at examination 
centres before examinations commence. Full details of submission procedures are given on the form. Principals 

should provide the appeal forms to students on request and should make  every attempt to explain the procedures. 

Principals should not dissuade students from lodging appeals. 
The Board recommends that where at all possible students should attend examination sessions. The Board does 

not, however, expect students to attend an examination  against specific documented medical advice. Where 
students are in doubt they are  advised to contact the principal.  

All illness/misadventure appeals relating to written examinations are to be lodged before the date shown in the 

Events Timetable. Those relating to Higher School Certificate oral and practical examinations must be submitted 
within one week of the  examination or submission date. 

Appeals submitted after the closing date will only be considered in exceptional cases. 
 

2.1 School Certificate illness/misadventure appeals  

The Board of Studies has delegated to principals the authority to uphold or decline  School Certificate 
illness/misadventure appeals and to provide to the Board of Studies an estimated mark for any test about which a 

student has appealed. Where a principal decides to decline a studentôs School Certificate illness/misadventure 
appeal, the student may request a review of the appeal by the  Board of Studies. 

 
2.2 HSC illness/misadventure appeals  

All HSC illness/misadventure appeals must be submitted to the Board of Studies. 

 
3 Grounds for appeal  

As the examination marks are intended to be a measure of a studentôs actual examination performance, appeals 
must relate to illness or misadventure suffered immediately before or during the examination(s) that has affected 

the studentôs examination performance. 

Appeals may be in respect of: 
(a) illness or accident ï that is, illness or physical injuries suffered directly by the  student which allegedly affected 

the studentôs performance in the examination(s) (eg influenza, an asthma attack, a cut hand);  
(b) misadventure ï that is, any other event beyond the studentôs control which allegedly affected the studentôs 

performance in the examination(s) (eg death of a  friend or family member, disruption at the examination centre).  
 

4 Unacceptable grounds for appeal  

The provisions of the appeals process do not cover: 
Å attendance at a sporting or cultural event, or family holiday; 

Å alleged inadequacies of teaching or long-term matters relating to loss of  preparation time, loss of study time or 
facilities (there may be cases involving the interruption to the completion of a HSC submitted work or loss of 

materials prepared by the student which the Board will consider, eg major works stolen or  destroyed by vandals); 

Å disabilities for which the Board has already granted special provisions, unless an unforeseen episode occurs 
during the examination (eg a hypoglycaemic attack  suffered by a diabetic student or a student who has been 

isolated but is still ill) or  further difficulties occur, the authenticity of which is supported by the presiding  officer and 
school; 
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Note: A student who has suffered an injury such as a broken writing arm  immediately before the examinations will 
require careful consideration as the student generally will not have had sufficient time to practise with the 

provision(s) granted. 
Å long-term illness such as glandular fever, asthma, epilepsy ï unless the student suffered a óflare-upô of the 

condition immediately before or during the  examination(s);  
Å matters avoidable by the student (eg misreading of timetable; misinterpretation of examination paper). 

 

5 Evidence  
In all cases the Board requires evidence that clearly identifies the disadvantage experienced during the time the 

student was attempting to complete the examination.  Supporting evidence from any source is acceptable but a 
studentôs appeal must include: 

(a) a statement from the student explaining how they we re affected during the  examination session; 

(b) a specific medical certificate with details of the date of onset of the illness, plus  any additional dates of 
consultation, together with a statement about how the  studentôs performance in the examination may have been 

affected. In cases of misadventure, evidence from other sources (eg police statements and/or statutory  
declarations explaining how the studentôs performance in the examination may have been affected) should be 

provided with the date and time of the occurrence and subsequent events; 
(c) a presiding officerôs report that outlines any observable signs noticed by the supervisor during the examination;  

(d) a statement from the studentôs school principal. This should contain reference to the studentôs preparation for 

the examination and any other information deemed  relevant to the genuineness of the appeal. Such a statement is 
of particular importance in cases where the student was absent from the examination.  

 
6 Group Appeals  

When the entire course candidature of a Higher School Certificate examination or School Certificate test, or a 

significant proportion of it, is affected by illness or  misadventure, principals need to submit a Whole Group Appeal 
Form. In the case of School Certificate tests, principals need to submit a Whole Group Appeal on school letterhead. 

In the case of the Higher School Certificate, principals should complete the appropriate section of the Whole Group 
Appeal form, or attach a report detailing the  incident and its effect on the p erformance of those students involved. 

If the illness or  misadventure was in a particular examination session, a photocopy of the seating list  for that 

session indicating which students, if any, were absent should be included. If  the appeal is in relation to the whole 
school candidature, a copy of the Boardôs list of students by school should be included. 

Specific students who the principal considers to have been particularly disadvantaged should be identified. These 
students should be encouraged to submit an individual Illness/Misadventure Appeal form. In instances where a 

small proportion of the course candidature is submitting appeals  on the basis of a common misadventure, each 
student involved is to submit an  individual Illness/Misadventure Appeal form. Each form should be cross-referenced 

and include a list of all other students involved in the incident, and refer to the  original principalôs comment. 

 
From: NSW Board of Studies: ACE Manual 1999 
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PLAGIARISM POLICY  

 
Honest behaviour is expected of all students at CVAS.  The purpose of this policy is to create and 

maintain an ethical academic atmosphe re.  
 

1.  What is plagiarism?  

Plagiarism is the use of another personôs ideas or arguments, without acknowledgement, and involves 
reproducing, paraphrasing, summarising or otherwise presenting them in altered form.  Plagiarism 

includes submitting work prepared by another author, including another student, as oneôs own. 
 

Plagiarism is not just the act of copying information from another author, but is also when you use  
someone elseôs ideas ï even in a summarised or paraphrased form without acknowledgement.  Not  

only is it therefore unethical but it is akin to academic theft, a matter which the School and the wider  

community takes seriously.  
 

2.  From which sources do student (often unknowingly) plagiarise?  
 

¶ Encyclopedias 

¶ Textbooks 

¶ The Internet (homework sites, onli ne essay sites) 

¶ Literary criticisms ï both print and online ï such as Excel Notes and Spark Notes 

¶ Autobiographies, biographies 

¶ Past and present students 

 

3.  Acceptable behaviour in the writing process  
 

¶ Discussing the assignment with others for clarification 

¶ Exchanging drafts of papers for critical peer response 

 
4.  Quick Q & A  

 
Q: Is copying out a few pages from a book I borrowed on Hitler for my History assignment 

plagiarism?  

A: Yes.  You should never simply copy large chunks of material and then claim them as your own.  Try instead 
to extract only the useful bits of information, use inverted commas when quoting and cite in the text and 

bibliography where the information came from.  
 

Q: Is downloading a free online essay from the Internet for my English assignment  plagiarism?  

A: Definitely.  Again, you are cheating if you copy out someone elseôs work and pass it off as your own. 
 

Q: Is handing in an ex -studentôs assignment plagiarism? 
A: Yes, for the same reasons above. 

 
Q: Is downloading a graph form the Internet for my Geography assignment plagiarism?  

A: Check the copyright details to see if you are freely able to use information from the site for educational 

purposes.  Then, if you are, make sure you acknowledge the website in your bibliography or within the text  
(see below to find out how to write this).  

 
Q: Am I in trouble for plagiarism if I give my assignment to anther student to copy?  

A: Yes.  The original writer who intentionally shares his/her paper for another to copy, without the permission 

of the teacher, is also engaged in plagiarism. 
 


