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Welcome Message from the CEO
Student Success and Achievement

Our students have shown outstanding commitment and
resilience throughout the year. In 2025, we welcomed a vibrant
and diverse group of learners, the majority from across Asia,
creating a rich and supportive community.

Students continue to thrive after their time with us. This
year, while some of our Year 12 students progressed directly
into higher education, others pursued vocational training,
apprenticeships, or employment. These varied
pathways demonstrate that every student can find success, whether their journey leads them to
university, further study, or straight into the workforce.

e

Our Teaching and Supportive Environment

At the heart of our school is a team of passionate and highly qualified teachers who not only deliver the
curriculum but also provide mentorship, encouragement, and personal support. Small class sizes mean
that everyone knows each other, creating a sense of belonging that parents and students alike value
deeply.

Wellbeing has remained central to our approach. From counselling and guardianship support to
homestay programs and multicultural orientation, we have worked hard to ensure that every young
person in our care feels safe, supported, and ready to succeed. Parents can be reassured that we hold
ourselves to the highest standards of child safety and student welfare, embedding these values into all
aspects of school life.

Looking Ahead to 2026

As we look forward, we are committed to building on the strong foundation established in 2025. Our
priorities for the year ahead include: -

e Raising study outcomes further with targeted teaching strategies and personalised learning
support classes.

e Strengthening connections with families and agents so that parents feel informed, engaged,
and part of their child’s educational journey. -

e Enhancing flexible learning options by combining in-person teaching with innovative digital
tools.

o Expanding student voice and leadership opportunities so that our young people grow not only
as learners but also as future leaders.

A Word of Thanks

| would like to sincerely thank all parents, guardians, and families for the trust you place in us. Your
encouragement and support are a vital part of each student’s success. | also thank our dedicated staff
for their professionalism, energy and care and of course, our students for the spirit and determination
they bring to school every day.

Together, we continue to build a school community that is inclusive, inspiring and committed to helping
every student achieve their goals.

Craig Jones
Chief Executive Officer

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
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Welcome Message from the Head of School & VCE Coordinator
Dear students

Welcome to Acknowledge Education (Stott’'s College) and to the VCE programme. | am delighted to
support you as you begin or continue this important stage of your educational journey.

At Acknowledge Education (Stott’s College), our mission is to remain challenging, relevant, and creative
while ensuring every student feels welcomed, connected, and valued as part of our community. Through
the integration of VCE pathways, we aim to equip you with the confidence, motivation, and practical
skills needed to apply critical and creative thinking — preparing you not only for today, but for the
opportunities of tomorrow.

You will be supported by dedicated and highly qualified staff who are committed to your academic
success and personal development. We encourage you to take responsibility for your
learning, maintain a strong work ethic, and actively engage with the opportunities available to you. Our
goal is not only for you to achieve academically, but to thrive throughout your time with us.

I look forward to working closely with you and supporting you throughout your studies. Please feel free
to reach out whenever you need guidance or assistance.

Once again, welcome to Acknowledge Education (Stott’'s College). Let’'s make this a successful and
fulfilling year together.

Jannah Aziz
Head of School
VCE Coordinator

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
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2026 VCE Team and Office Locations

Role Staff Location
Head of School and VCE Coordinator Jannah Aziz Level 4
International Student Coordinator Wendy Wang Level 4
Homestay/Welfare Support Officer Janet Yoong Level 4
Student Counsellor Haile Yap Level 5
Student Service Officer (VCE & ELICOS) Lenni Hui Level 4
Teacher — English, EAL, Bridging EAL Ansu Anand Level 4
Teacher — General Mqthgmatics, Mat_hematical Methods, Cecilia Qin Level 4

Specialist Mathematics

Teacher — Accounting, Foundation Mathematics Charlee Chen Level 4
Teacher — Physics, General Mathematics Consti D’'Souza Level 4
Teacher — Chinese First Language Hanjing Li Level 4
Teacher — Vietnamese First Language Thuy Quach Level 4
Teacher — Business Management Rabail Fatima Level 4

The VCE Team is responsible for the well ensuring all members of our school community align
themselves with our positive behaviour expectations. The purpose of school wide positive behaviour
support is to create and maintain a positive and safe learning environment and enhance our school
culture in order to maximise individual academic and social growth.

Rights

Responsibilities

1.

Respect and Inclusivity

1.1 Every person has the right to be treated with
dignity, respect, and fairness in an inclusive and
culturally safe environment.

1.2 Every person has the responsibility to treat
others with respect, value diversity, and
contribute to an inclusive community.

2. Learning and Student-Centred Support

2.1 Every student has the right to access quality
education and be supported to achieve their full
potential.

2.2 Every student has the responsibility to
actively engage in their learning, attend classes,
and allow others to learn.

3. Safety

and Wellbeing

3.1 Every person has the right to feel safe and be
free from bullying, harassment, discrimination, or
harm.

3.2 Every person has the responsibility to act in
ways that promote the safety and wellbeing of
themselves and others.

4. Integrity a

nd Accountability

4.1 Every person has the right to a fair and
transparent learning environment where policies
are applied consistently.

4.2 Every person has the responsibility to act with
honesty, integrity, and accountability in all
academic and personal conduct.

5. Collaboration and Community

5.1 Every person has the right to participate in a
supportive learning community that encourages
collaboration and shared success.

5.2 Every person has the responsibility to
contribute positively, communicate respectfully,
and work collaboratively with others.

6. Learning Environment and Resources

6.1 Every person has the right to access
appropriate facilities, resources, and innovative
learning environments.

6.2 Every person has the responsibility to
respect, care for, and use college resources

appropriately.

Acknowledge Education Pty Ltd
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Key Dates

School Holidays
20th December 2025 — 1st February 2026

Term 1 (9 weeks)
2nd February 2026 — 2 April 2026

Week 1

2 Feb 26

2/2: Students commencing at 9am

2/2: Orientation Day / Subject Selection for new students
2/2: Timetabled classes commence for Year 12 students
3/2: Timetabled classes commence for Year 11 students

Week 6

9 Mar 26

9/3: Public Holiday - Labour Day

Week 9

30 Mar 26

School Holidays
3rd April 2026 - 19t April 2026

2/4: Homeroom teachers hand out reports to students at Period 5, 2.15pm
2/4: Finish date

Term 2 (10 weeks)
20t April 2026 — 26t June 2026

20/4: Orientation Day / Subject Selection for new students
Week 1 20 Apr 26 20/4: Students commencing at 9am
Week 3 4 May 26 27/4-1/5: 3-way conferences for Year 11 and Year 12 from 2.15pm to 4.30pm
Week 8 8Jun 26 8/6: Public Holiday - King’s Birthday

15/6-18/6: Year 11 Mid-Year Exams (Year 12 classes run as timetabled)
Week 9 15 Jun 26 16/6: General Achievement Test (GAT)

19/6: Student Free Day — Marking day for Year 11 (Year 12 classes run as timetabled)
Week 10 22 Jun 26 56/6.: Hpmeroom teachers hand out reports to students at Period 5, 2.15pm

6/6: Finish date

School Holidays
27t June 2026 - 12t July 2026

Term 3 (10 weeks)
13t July 2026 - 18th September 2026

Week 1 13 Jul 26 1 3/7.: Orientation Day / quject Selection for new students
13/7: Students commencing at 9am

Week 2 20 Jul 26 20/7-24/7: 3-way conferences for Year 12

Week 10 14 Sep 26 18/9.: Hpmeroom teachers hand out reports to students at Period 5, 2.15pm
18/9: Finish date

School Holidays
19t September 2026 - 12t July 2026

Term 4 (10 weeks)
5t October 2026 — 4t December 2026

5/10-9/10: VCE Year 12 Trial Exams
Week 1 5 0ct 26 5/10-1/11: VCE Languages oral examinations conducted
Week 2 12 Oct 26 12/10-16/10: 3-way conferences for Year 11
Week 3 19 Oct 26 23/10: Year 12 finish date
Week 4 26 Oct 26 26/10-18/11: VCE Written examinations
3/11: Public Holiday - Melbourne Cup
Week S 2 Nov 26 26/10-18/11: VCE Written examinations
Week 7 16 Nov 26 18/11: Year 12 Valedictory Dinner
23/11-26/11: Year 11 End-of-Year Exams
Woek 8 23 Nov 26 27/11: Student Free Day — Marking Day
30/12-4/12: Head Start (Preview Unit 3 Content)
Week 9 30 Nov 26 4/12: Homeroom teachers hand out reports to students at Period 5, 2.15pm
4/12: Year 11 finish date
7/12-11/12: Student Free Days
Week 10 7 Dec 26 10/12: VCE final resuls available to students

Week 11 14 Dec 26 14/12-18/12: Student Free Days
School Holidays
5t December 2026 - 31st January 2027

Term 1 (10 weeks)
1st February 2027 - 25t March 2027

27/1-29/1: Student Free Days
Week 0 27 Jan 27 29/1: QOrientation Day / Subject Selection for new students
1/2: Students commencing at 9am
Week 1 1 Feb 27 1/2: Timetabled classes commence for Year 11 and 12 students

~
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Key Terms

VCE Victorian Certificate of Education

Study Design Document that outlines all the curriculum, outcome and unit requirements
of each VCE study

Unit The components of a VCE study that are a semester in duration. There are
usually four units in a VCE study, numbered 1, 2, 3 and 4.

Outcome Skills and knowledge students are expected to demonstrate to achieve
satisfactory completion of a unit

SAC School-Assessed Coursework — tasks that are main done in class time and
used as the main method of assessing whether a student had
demonstrated the requirements of an outcome

SAT School-Assessed Task — tasks that apply to subjects which are based on a

folio assessment

Authentication

Process used to monitor the progress of a student’s work as a means of
proving it is their own

Redemption

Opportunity for students to meet requirements of an outcome after not
meeting the pass requirements (40%) in an assessed task

GAT

General Achievement Test — a test that must be completed by all students
completing at least one Year 12 subject. The results can be used to
measure any inconsistencies in SAC and exam grades

ATAR

Australian Tertiary Admission Rank — a number from 0.05 to 99.95 that
indicates a student’s position in relation to all other Year 12 in the same
cohort, and used by universities to determine offers for course places

VCAA

Victorian Curriculum & Assessment Authority — the organisation responsible
for the curriculum, assessment and reporting of VCE. They also set the
Year 12 exams.

VTAC

The Victorian Tertiary Admissions Centre (VTAC) is the central office that
offers places for tertiary courses at university and TAFE.

About this Handbook

An updated VCE Student and Parent Handbook is published at the beginning of each year and contains
current information about our policies, procedures, and programs. It is an important resource for
answering questions about studying at Acknowledge Education (Stott’s College). The most up-to-date
version is always available on our website.

Students and parents are encouraged to refer to this handbook throughout the year. It should be used
alongside the course handbook available on the school website.

We recommend that you read this handbook carefully before commencing your course and revisit it as
needed during your studies.

If you require further information or clarification, please refer to the campus contact details provided at
the end of this handbook.

All program policies are published here. Students and parents are expected to review these policies,
as introduced during orientation and outlined in this handbook.

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
acknowledgeeducation.edu.au | ABN 15005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL 1997
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Attendance Requirements

Attending school is an integral component of successful completion of the VCE. In order to achieve
successful completion of VCE subjects you must meet the attendance requirements of the College.

Students enrolled in the VCE program at Acknowledge Education (Stott’s College) are expected to
attend all scheduled classes.

e Each VCE unit includes at least 50 hours of classroom instruction in line with requirements set
by the Victorian Curriculum and Assessment Authority.

e Students must attend a minimum of 80% of scheduled classes to satisfactorily complete a unit.

e Students must also complete all required coursework to achieve a satisfactory result.

Failure to meet attendance or coursework requirements may result in a ‘Not Satisfactory’ (N) result for
the unit.

Recording Attendance

e Attendance is recorded daily by subject teachers at the start of every class period.

¢ Attendance is monitored twice daily by the Student Services Officer at the beginning of the
school day and after lunch.

e Late arrivals are recorded and included in attendance calculations.

e Periods of suspension or exclusion are not counted as attendance.

Absences

e All absences should be supported by appropriate documentation, such as:
o A medical certificate, or
o Communication from a parent/guardian (for students under 18), or
o Approved leave from the school
o Even with documentation, absences are generally still recorded as absences.

Monitoring and Support
Student attendance is regularly monitored throughout each term.
If a student is at risk of low attendance:

o 95% attendance — First warning issued + meeting with Homeroom Teacher

¢ 90% attendance — Second warning + meeting with VCE Coordinator and International Student
Coordinator.

o 85% attendance — Third warning + meeting with Head of School, VCE Coordinator and
International Student Coordinator. Parent/guardian will also be notified via email and phone
call.

o Below 80% attendance — Intention to report issued. The student and parent/guardian will be
formally notified that the school intends to report them for failing to meet attendance
requirements. The student will have 20 working days to appeal internally before any report is
finalised.

Students may be required to:

o Develop a Formal Intervention Plan
e Access additional support

Serious Attendance Concerns

e Absences of more than 5 consecutive days without approval will be investigated.
o Continued failure to meet attendance requirements may result in:

o A Not Satisfactory (N) result

o Further action in line with student visa requirements (if applicable)

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
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Students will not be penalised where valid compassionate or compelling circumstances are provided
(e.g. illness supported by medical documentation).

Assessment Attendance
If a student is absent for an assessment task:

o A medical certificate or valid reason must be provided
e The student may be given a supplementary assessment
e Without valid documentation, the result may be Not Satisfactory (N)

Notification of an Extended Absence from School

Extended absences from school can have a significant impact on student learning. Of course, some
extended absences are unavoidable, such as illness or a serious family situation. However, families
should consider the impact of long-term absences that are within their control, such as overseas travel.
Extended absences impact on educational progress in the senior years of schooling and become critical
in VCE, as there are specific VCAA requirements for attendance. As explained in the 'Attendance
Requirements’, extended absences taken without the Head of School’s approval will put a student's
ability to successfully complete that year level at risk.

Attendance Not Satisfactory (N) Results

Where a student has completed work but there is a substantive breach of attendance rules, the school
may assign an N to the unit. The N result given for Unit 1 & 3 can be reversed if a student shows
exceptional improvement in their attendance for Unit 2 & 4 Processes. Students need to monitor their
own attendance on RTO. Subject teachers will inform students of low attendance throughout.

1. Subject teacher will provide a verbal warning during mid-term 1 & 3.

2. VCE Coordinator and subject teacher will issue an N At-Risk Letter for unapproved absences
at the halfway point in Unit 1 & 3 and 2 & 4. Parent/guardian will also be notified.

3. VCE Coordinator will continue to monitor attendance and inform students if attendance has not
improved, a Formal Intervention Plan with be developed.

4. If attendance continues to be unsatisfactory, the subject teacher will issue an N result in reports.
The VCE Coordinator will issue an N result on VASS, with a comment added to state attendance
concern.

How to Check Attendance

Students are able to check their attendance rates via RTO. It is important that you check attendance
rates to ensure you are meeting attendance requirements.

To access attendance information, students must first log in to the RTO portal using their school-issued
student email account via Microsoft authentication. This ensures secure and individual access to
personal records.

Log in to access your account as:

Login with

B Microsoft

Once logged in, students should navigate to the “Attendance” tab within the portal. This &5
section provides a detailed overview of their attendance, including records of absences, late ||
arrivals, and overall attendance percentage. Attd
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Students are encouraged to review their attendance frequently to stay informed of their progress and
to identify any discrepancies. If any errors or concerns are identified, students should promptly report
them to their teacher or the relevant administrative staff for clarification and correction.

Maintaining satisfactory attendance is a key requirement for successful completion of VCE studies, and
students are expected to take an active role in monitoring and managing their attendance records.

Applying for Leave
Students must apply for leave of absence in advance if they will be absent from the College.
To apply for leave:

e Students must email the Head of School outlining the reason and dates of the request
e The request must be endorsed by a parent/guardian (e.g. included in the email or sent
separately)

The outcome of the application (approved or not approved) will be communicated to both the student
and parent/guardian.

If leave is not approved, or if a student does not follow the correct process, the absence will be recorded
as unauthorised. Unauthorised absences will impact the student’s attendance percentage, which is
particularly important for international students. Students may be required to provide supporting
documentation (e.g. medical certificate) where applicable.

Students are strongly advised not to make travel arrangements (e.g. purchasing airline tickets) until
their leave has been formally approved by the College.

Late Arrivals

Students who arrive late must report to the Student Services Officer at Reception to obtain a late slip
before entering class. This slip must be presented to their teacher.

All late arrivals are recorded and contribute to a student’s overall attendance. Repeated lateness will
be monitored. Students who are late on three occasions will be issued an after-school detention, held
between 3:15 pm and 3:45 pm (Tuesday to Friday).

Early Departures
Students who need to leave early must obtain approval from the VCE Coordinator or Head of School.

e The College will contact the student’s parent/guardian to confirm permission
e |f a parent/guardian cannot be reached, the student must remain on campus

Early departures are recorded and form part of a student’s overall attendance.
Attendance Requirements (International Students)

All VCE students on a student visa are required to maintain a minimum of 80% attendance across all
scheduled classes.

Late arrivals, missed classes, and early departures may impact a student’s attendance percentage.
Students who fall below the required attendance level may be subject to formal intervention and
reporting processes in line with visa requirements.

These procedures support the College’s duty of care and ensure all students are accounted for
throughout the school day.

Please refer to the Attendance Monitoring Policy and Procedure published here.
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Authentication
Purpose and Scope

This policy outlines the procedures for overseeing the conduct of assessments, addressing cheating,
including plagiarism, and conducting investigations and hearings related to authentication breaches.
The policy applies to all students and staff involved in assessments.

This authentication policy establishes clear guidelines and procedures for ensuring the integrity of
assessments and preventing cheating, plagiarism, and other forms of academic dishonesty. Such a
policy helps maintain a fair and equitable learning environment, where students are evaluated based
on their genuine abilities and efforts. By defining the processes for detecting and investigating potential
breaches of authentication rules, the policy enables the school to identify instances of misconduct
accurately and take appropriate actions when necessary. Additionally, an authentication policy promotes
transparency, providing students, teachers, and parents with a shared understanding of the
consequences of violating academic integrity standards. Ultimately, its implementation fosters a culture
of trust and respect within the educational community, upholding the institution's reputation for high
academic standards and ethical conduct.

Academic Integrity and Authentication Breaching

a. Academic integrity refers to the honest and ethical behaviour expected from students and
scholars in their academic pursuits. It involves upholding principles of honesty, trust, fairness,
and respect for intellectual property. Students are expected to demonstrate academic integrity
by submitting their own work, properly citing sources, and not engaging in any form of cheating,
plagiarism, or academic misconduct. Academic integrity is crucial to maintaining the credibility
and reputation of educational institutions, as well as fostering a genuine learning environment
where students can develop critical thinking and academic skills with integrity.

b. Authentication breaching refers to actions taken by students to undermine the authentication
process during assessments. This includes any form of cheating, plagiarism, or academic
dishonesty aimed at misrepresenting a student’s true abilities or knowledge. Examples of
authentication breaching may include copying from someone else's work, using unauthorised
materials or devices during exams, submitting someone else's work as their own, and not
properly citing sources in written assignments. Authentication breaching compromises the
fairness and validity of assessments, erodes academic standards, and undermines the integrity
of the educational system as a whole. Educational institutions implement strict policies and
procedures to detect and address authentication breaching, aiming to promote a culture of
academic integrity and uphold the value of honest academic achievements.

The following are examples of this policy being breached. These are only examples and the list is not
exclusive.

Copying from a classmate's paper during an exam or assessment.

Using unauthorised notes, textbooks, or other materials during a test.

Accessing information or answers on a hidden mobile device during an exam.

Submitting work that was completed by someone else (e.g., a sibling, friend, or online service).
Copy-pasting information directly from internet sources without proper citation.

Paraphrasing or rewording content from sources without giving proper credit.

Collaborating with others on individual assignments without permission from the teacher.
Employing advanced technologies, like smartwatches or hidden earpieces. to receive real-time
assistance during exams.

e Utilising Al-powered tools to generate or paraphrase content for essays or other written
assignments. For example, using Al language models to automatically create essays or articles
without proper citation or acknowledgment.

Please refer to the Authentication Policy and Procedures published here.
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Behaviour Management Framework

The Behaviour Management Framework responds to breaches of the College's Code of Conduct and
Charter of Rights and Responsibilities, and integrates Restorative Practices alongside specific
consequences for inappropriate, offensive and unsafe behaviour. This framework is to support College
staff in working with students to create a safe, respectful and supportive learning environment.

Whilst this framework aims to provide a consistent process to intervene in behavioural management,
each student is acknowledged for their individual characteristics and circumstances. In particular, care
is taken when considering the application of the framework for students who:

identify as Aboriginal or Torres Strait Islander,

have a disability,

are from Culturally and Linguistically Diverse backgrounds,
have ongoing wellbeing or welfare concerns.

The Head of School, VCE Coordinator, International Student Coordinator, Homeroom Teachers and
Subject Teachers use a variety of strategies to assist in the monitoring of student wellbeing and
behavioural concerns. These include:

e After-school detention
e Behaviour contracts
e Contact with students and their families

Step 1: Classroom- Step 2: Escalated
Level Intervention Intervention
Consequences Teacher (including VCE Coordinator and
overseen by Homeroom Teacher, International Student
subject teacher, VCE Coordinator (with
Coordinator or Head of | teacher)
School)
Definition Irregular or one-off Continuing inappropriate
inappropriate behaviour | behaviour and offensive
and/or unsafe behaviour
Example of e Blasphemy e Regular lateness
behaviours e Swearing and/or e Targeted and
offensive language inappropriate use of
e Interrupting language
teaching/learning e Ongoing incorrect
Lateness uniform
Non-completion of [ e Ongoing refusal to
class or homework follow teacher
tasks instruction
e Poor preparation e Bringing the
for class reputation of the
e Inappropriate use College into
of disrepute
technology/equipm | e Regular
ent including absenteeism
phones e False reporting of
e Minor damage to offences
property, e Forgery/Plagiarism
equipment, or the e Filming/Recording/
natural Photographing
environment without permission
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Wearing incorrect
uniform
Disrespecting
personal space

¢ Not adhering to

safety instructions.
e Ongoing defiance
e Aggressive

Affective interaction
and discussion with
the student

If behaviour
continues...

The student may
be removed from
class.

The student goes
for after-school
detention.

If behaviour
continues...
STEP 3

Affective interaction
and discussion with
the student

Notify the student
that communication
will be made home
Student signs 1st
Behaviour
Contract. Student
and parent /
guardian should be
notified as well as
return parent /
guardian signed
behaviour contract.
Upload on to RTO.

If behaviour
continues...
STEP 4

Escalate to Level 2.
Notify VCE
Coordinator

e Defiance language directed
towards an
individual

Suggested STEP 1 STEP 1
consequences o Affective statement | ¢ Teacher discusses

If behaviour concern with the

continues... VCE Coordinator

STEP 2 e If agreed upon, the

VCE Coordinator to
have Restorative
Discussion with the
student

e Student and/or
parent/guardian call
with VCE
Coordinator and
International
Student Coordinator

If behaviour

continues...

STEP 2

e Follow up
discussion with the
student

e Student and/or
parent / guardian
meeting/call with
VCE Coordinator,
International
Student Coordinator
and relevant
teachers (as
required)

e Student signs 2nd
Behaviour Contract.
Student and
guardians should be
notified as well as
return signed the
behaviour contract
via email. Upload on
to RTO.

If behaviour

continues...

STEP 3

Escalate to Level 3.

Contact Head of School

Please refer to the Student Wellbeing and Engagement Policy published here.
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Campus
Reception

Reception is located on Level 9 and serves as the main point of contact for students and visitors. Here,
students can collect their student ID cards, lift access cards, make general enquiries, and arrange
payment of tuition fees. Reception staff can also assist in organising meetings or providing contact
details for specific departments. The Administration and Student Services offices are also located here
for additional support.

Student Facilities

Student facilities are located on Level 5 and are available for student use throughout the day. These
include a lounge and social area for relaxation and collaboration, vending machines for snacks and
drinks, and microwaves for heating up meals. This level also serves as the designated common area
for recess and lunch. Food and drinks are permitted only on this floor and must not be taken into
classrooms.

Access and Security

The campus has a range of security measures in place to provide a safe and secure learning
environment for students, staff, and visitors. A security officer is stationed in the Level 5 common area
during operating hours to assist with maintaining a safe campus environment. Access to teaching
classrooms is controlled through secure entry doors. Students are not able to enter classroom areas
independently and must be admitted by the Student Services Officer from the Reception desk. The
building lifts operate using an access card system. Students will be issued with an access card during
their registration on their first day at the College. Students are expected to carry their access card with
them at all times while on campus and must not share it with others. Lost or damaged access cards
should be reported to Reception immediately so that a replacement can be arranged.

Toilets

Toilets are situated on each floor. VCE students are permitted to use the toilet facilities located on Levels
4 and 5. Students are encouraged to use the restroom facilities during recess and lunch breaks
wherever possible.

Emergency Exits

Evacuation diagrams are displayed throughout the campus and clearly indicate the location of all
emergency exits. In the event of an emergency, students and staff must follow the directions of staff
members, use the designated evacuation routes, and proceed calmly to the nominated assembly area.

First Aid

Multiple first aid kits are available across the campus to ensure a prompt response in the event of an
injury or medical emergency. Each level of the Exhibition Street campus is equipped with a first aid kit
located at the end of the main corridor near the emergency exit. Portable first aid kits are also available
for use during emergencies or off-site activities.

15

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
acknowledgeeducation.edu.au | ABN 15005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL 1997



2026 VCE Student and Parent %»»
[

Handbook STOTT’S ACKNOWLEDGE

COLLEGE EDUCATION

Child Safety — English

Acknowledge Education (Stott’'s College) is a child safe organisation which welcomes all children, young
people and their families.

We are committed to providing environments where our students are safe and feel safe, where their
participation is valued, their views respected, and their voices are heard about decisions that affect their
lives. Our child safe policies, strategies and practices are inclusive of the needs of all children and
students.

We have no tolerance for child abuse and take proactive steps to identify and manage any risks of harm
to students in our school environments.

We promote positive relationships between students and adults and between students and their peers.
These relationships are based on trust and respect.

We take proactive steps to identify and manage any risk of harm to students in our school environment.
When child safety concerns are raised or identified, we treat these seriously and respond promptly and
thoroughly.

Particular attention is given to the child safety needs of Aboriginal students, those from culturally and
linguistically diverse backgrounds, international students, students with disabilities, those unable to live
at home, children and young people who identify as lesbian, gay, bisexual, trans and gender diverse,
intersex, queer and asexual (LGBTIQA+) and other students experiencing risk or vulnerability.
Inappropriate or harmful behaviour targeting students based on these or other characteristics, such as
racism or homophobia, are not tolerated at our school, and any instances identified will be addressed
with appropriate consequences.

We are committed to ensuring that all child safety measures are implemented in a way that respects
and upholds each student’s rights to privacy, access to information, social connection, and full
participation in learning.

Child safety is a shared responsibility. Every person involved in our school has an important role in
promoting child safety and wellbeing and promptly raising any issues or concerns about a child’s safety.

We are committed to regularly reviewing our child safe practices, and seeking input from our students,
families, staff, and volunteers to inform our ongoing strategies.

We recognise that Acknowledge Education (Stott’s College) owes all students a duty of care. This
includes taking reasonable measures to protect students from reasonably foreseeable risks of injury,
ensuring that the school environment (including premises and facilities) is safe, and taking reasonable
precautions to prevent the abuse of a child by any individual associated with the organisation while the
child is under our care, supervision or authority.

We acknowledge that additional or heightened measures may be required to discharge this duty for
younger students and students with disabilities.

Please refer to the Child Safety and Wellbeing Policy, Child Safety Code of Conduct and Guidelines to
responding to incidents, disclosures and suspicions of child abuse published here.
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Child Safety — Simplified Chinese
Acknowledge Education (Stott's College) 2—ZxRLULEZ 2 MZOHIEBEE, WHFrEJLE. 805
NEZREE.

HIIBAOTEE-MRRENFZERLERBITNE, EXE, FENSESZIEMN, INSIEER
B8, FEAMNESEENRETEBRIMAIREA. ) LEXLBER. RBMNLHRESES
. BeEmERTE) LEMNFERNAERK.

HADH AR L EEGFERZR, FRRREEERA A B ERENE R AT sEXd FEIERMBERIN

b,
HAVSERN FESHMAZ AR FERIZEANRTFRR, REXREVASEISEEIEM L.

HANEFRBIFAEERE PR FEERAFRISITXE. SHIERIS) L EREEXATEI,
HAJEBSTmMIRF, FrduE, SmEibidiThE,

HAWSIREATZERHAIZ 2T K RIERFE. RKESTXUNESERNFE. EfRFE. &
BEFE, TESRAHBEBFE, URABALZEER. SRR, XER. BEsIRERIZT.
XHEA. ESJLFIEIHED (LGBTIQA+) RIJLEMBDE, IAREMATXIEESSBMRNFEE. WTE
TIXLEEMHE (ANFRBEIEER) HASSEETH, FR—EFATER, HEWUEXBIRRNK
EHATIRETE.

MO TUESEFHRESFERMY. FEREIN. HRERENURFDSE5ZINRFRTSRE
SETE) LER SR,

ILIEZERHRNEE. FRPE— AT | EXeSEINEAEERER, ANRIRS
HIEXR L EZEHREEEERE.

HAVKEEHHEE) LERBXME, ARRTEREE. HKE. ZRRTINSEENEN, UAkE
HAIRIRES.

Acknowledge Education (Stott's College) SFFBFE LB RIPEE. XEERNSEEEFRIPZERS
A ENE, BFRRENE (EEmAMNEE) Wi, AEFELTERNEP. WEaSEE
HAlE), RENGIETLENE, Bl EISAWEEXIA R LEERHERCER.

HATIAIRE], NTFNFENFEFE, JEREREN S EGHIAERRE TIX—=E.

IFEHEATH_(LER2SEUBER) . (LER2TAEN) DR (LEEEEM. KEMZESN
XJEr) .
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Child Safety — Viethamese

Acknowledge Education (Stott’s College) la mot td chirc an toan cho tré em, chao dén tat ca tré em,
thanh thiéu nién va gia dinh cla cac em.

ChL'mg t6i cam két cung cdp mai trwdng noi hoc sinh dwoc an toan va cdm thay an toan, noi sw tham
gia cla cac em dwoc coi trong, y kién clia cac em dugc ton trong, va tiéng noi clia cac em dwoc lang
nghe trong nhirng quyét dinh anh hwéng dén cudc sbng ctia minh. Cac chinh sach, chién lwoc va thyc
hanh vé an toan tré em clia ching t6i mang tinh bao quéat va dap &ng nhu ciu cla tat ca tré em va hoc
sinh.

Chuang ‘Eéi khong khoan dung cho bat ky hinh thirc lam dung tré em nao va cha dong thwc hién cac bién
phap dé xac dinh va quan ly moi rii ro gay hai cho hoc sinh trong méi trwong nha treong.

Chung téi thiic ddy cac mdi quan hé tich cuc gitra hoc sinh voi nguoi lon va gitka cac hoc sinh voi
nhau. Nhirng moi quan hé nay dwoc xay dwng trén nen tang tin cay va tén trong.

Chung t6i chu dong xac dinh va quan ly moi rai ro gay hai cho hoc sinh trong méi trwdng nha treong.
Khi c6 nhiing lo ngai hoac phat hién lién quan dén an toan tré em, ching t6i xt ly mét cach nghiém tuc
va phan hoi kip thoi, toan dién.

Chung toi d&c biét chu trong dén nhu cau an toan clia cadc nhém hoc sinh sau: hoc sinh nguei Thé dan
va dan dao Torres Strait, hoc sinh dén tir cac nén van héa va ngdn ng da dang, du hoc sinh quéc té,
hoc sinh khuyét tat, hoc sinh khéng thé séng cling gia dinh, va tré em, thanh thiéu nién xac dinh la dong
tinh nir, ddng tinh nam, song tinh, chuyén giéi va da dang gidi, lién gi&i tinh, queer va vo tinh
(LGBTIQA+), cling nhw céc hoc sinh khac dang trong hoan canh rii ro hoéc dé bi tdn thwong. Nhirng
hanh vi khéng phu hop ho&c gay hai nham vao hoc sinh dua trén cac déc diém nay hodc céac dic diém
khac nhw phan biét chiing toc hay ky thi nguwoi déng tinh sé& khong dwoc dung thiy, va moi truéng hop
phat hién sé dwoc x ly véi cac bién phap phu hop.

Chuing t6i cam két dam bao rang tat ca cac bién phap an toan tré em duwoc thyc hién theo cach ton
trong va bao vé quyeén riéng tw, quyen tiép can thong tin, quyén ket noi xa hoi va quyén tham gia day
du vao viéc hoc clia méi hoc sinh.

An toan tré em la trach nhiém chung. M&i c& nhan trong nha trwdng déu cé vai tro quan trong trong
viéc thuc day sy an toan va phuc loi cia tré em, cling nhw nhanh chong bao cao bat ky van de hoac
mOi quan ngai nao lién quan dén sy an toan cla tré.

Chuing t6i cam két thuong xuyén ra soat cac thyc hanh an toan tré em va tim kiém y kién déng gop tir
hoc sinh, gia dinh, nhan vién va tinh nguyén vién nham cai thién cac chién lwgc ctia minh.

Chung t6i nhan thirc rang Acknowledge Education (Stott’s College) c6 trach nhiém cham séc dbi voi
tAt c& hoc sinh. Didu nay bao gdm viéc thuc hién cac bién phap hop ly dé& bao vé hoc sinh khdi cac rui
ro gay thuwong tich c6 thé dw doan trwdc, ddm bao mdi trwdng nha trweng (bao gdm co sé vat chét)
an toan, va thuc hién cac bién phap phong ngtra hop ly dé ngén chan viéc lam dung tré em béi bat ky
ca nhan nao lién quan dén td chire khi hoc sinh dang dwdi sw chdm séc, gidm sat hodc quan ly cua
nha trwdng.

Chung t6i ciing thira nhan rang co thé can cac bién phap bb sung hoac tang cuong dé thyc hién trach
nhiém nay déi vé&i hoc sinh nhd tudi va hoc sinh khuyét tat.

Vui long tham khao Chinh sach An toan va Phc Igi Tré em, Bé Quy tac Ung x& vé An toan Tré em va
Hwéng dan xt ly cac sw ¢, tiét [0 va nghi ng® lam dung tré em dwoc cong bo tai day.
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Child Safety Champions

Jannah Aziz

Head of School and VCE Coordinator

Wendy Wang

International Student Coordinator

Ben Colthorpe
_ H<_-:-ad of Qulit nd' 1Risk

=5 ea¥ 1 e
Danica Pinto

o

Head of Operations

First Aid Officer

Jannah Aziz

Head of School and VCE Coordinator

S

O

Wendy Wang

International Student Coordinator

Janet Yoong Lenni H .
Homestay/Welfare Officer 8 gy,dent Services Officer
Ansu Anand Cecilia Qin

Teacher Teacher £
Charlee Chen Rabail Fatima “ T
Teacher Teacher L‘
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Student Safeguarding

At our College, you have the right to feel safe and to know what to do if you don’t. We have rules and
measures in place to ensure your wellbeing, prevent any harm and create a secure environment where
you can learn with your peers at your school. Our goal is to provide you with the best education possible
while prioritising your safety and supporting you through your entire senior secondary journey. Take the
time to carefully read and reflect on the Statements’ below. Consider what these statements mean to
you. Your Homeroom Teacher will spend a Homeroom Period discussing these with you and if you have
any questions you can ask your Homeroom Teacher or any other member of staff.

1. | seek and respect the consent and personal boundaries of my fellow class members and all
students, both online and in person. Consent is essential in all interactions. Always seek
consent and respect the personal boundaries of others, both online and in person. Remember
that everyone has the right to set their own boundaries.

2. lunderstand healthy relationships include recognising and reporting any signs of manipulation,
unwarranted control, or pressure in interactions with others. In healthy relationships, there
should be no manipulation, control (outside of a teacher managing their class and classroom
in a reasonable manner), or pressure. Learn to recognise the signs of unhealthy behaviour and
report it to your VCE Coordinator, International Student Coordinator, or to any staff member,
including the Head of School.

3. I report any signs of inappropriate behaviour towards myself or others to a staff member. If you
or someone else experiences any form of inappropriate behaviours such as bullying,
harassment or abuse, it is important to report it to either your Homeroom Teacher, VCE
Coordinator, International Student Coordinator, or to any staff member, including the Head of
School.

4. | protect my online presence by being mindful of what | share and being aware of potential risks
and scams. Take care of your online presence by being mindful of what you share. Be cautious
of potential risks, scams and online strangers. Remember to think before you click, share or
engage in online activities. Never share information or images of others without their consent.

5. | evaluate online information critically, considering its reliability and how it might impact myself
and others. When consuming online information, it's important to evaluate it critically. Consider
the source, reliability and potential impact it might have on yourself and on others. Promote
responsible and informed online behaviours.

6. Remember that your safety is our priority. If you ever have any questions, concerns or need
assistance, don't hesitate to reach out to either your Homeroom Teacher, VCE Coordinator,
International Student Coordinator, or to any staff member, including the Head of School.
Alternatively, you can email student.support@ae.edu.au.

Child Safety Concerns and Reporting

If you are worried about child abuse, for you or someone you know, there are people you can talk to.
Tell a teacher or any adult you trust if you feel unsafe. She or he can be a parent or relative, a teacher,
or someone at your school.

Students and parents/carers are encouraged to speak up if they are concerned about the safety or
wellbeing of a child or young person, whether the concern relates to themselves or someone else. All
concerns, disclosures, or suspicions of child abuse or harm will be taken seriously and responded to
promptly in accordance with the College's Child Safety and Wellbeing Policy and Guidelines to
responding to incidents, disclosures and suspicions of child abuse here.

Students can speak with any trusted adult, including a teacher or one of the College's nominated Child
Safety Champions. Parents and carers may also contact the College directly if they have concerns
about a child's safety or wellbeing at student.support@ae.edu.au.

Other useful numbers

. National Child Abuse Helpline — 1800 99 10 99
e  Kids Helpline — 1800 55 1800
. Headspace — 1800 650 890
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Code of Conduct — English

Acknowledge Education (Stott’s College) is a registered education provider. The College delivers
accredited programs in accordance with Victorian and Australian education regulations and is
committed to providing a safe, inclusive, and high-quality learning environment for all students.

Purpose

Acknowledge Education (Stott’s College) is committed to ensuring a respectful learning environment
that is safe, positive and supportive for all students at the school.

Itis the intention of Acknowledge Education (Stott’s College) to provide clear guidelines to all students
regarding the conduct expected of them while in a school environment, at school-related locations or
engaging in school-related activities or representing the school. Students are expected to uphold the
school’s core values at all times.

Scope

This Code of Conduct applies to all Acknowledge Education (Stott’s College) students. The application
of this code is not limited to the school site and school hours. It extends to all activities and events that
are school-related and when representing or acting on behalf of the school, including, without limitation,
at all times when wearing the school uniform.

The code also requires that student actions do not bring the school into disrepute at any time, regardless
of whether the action occurs within or outside of school activities.

Principles

This Code of Conduct is based on the following principles that everyone Acknowledge Education (Stott’s
College):

e has the right to be safe

e has the right to be treated with respect and be valued, even in diversity

e has the right to participate within a secure environment without interference, intimidation,
harassment, bullying or discrimination

e is encouraged to be respectful, polite, courteous and considerate of others

e has the right to be supported and challenged as ongoing learners.

Expected conduct and bearing of all students
It is expected that every student will:

e uphold the school’s core values at all times

e behave in a manner that does not endanger the health, safety and wellbeing of themselves or
others

e abide by all health and safety rules and procedures operating within the school and other
locations at which the students may visit
ensure that their actions do not bring the school into disrepute
respect the authority of members of staff and observe school rules and teacher directions as
required

e be respectful and supportive of the school’s beliefs and values

e behave with courtesy and consideration for others

o refrain from all forms of bullying, harassment, racial vilification, and discrimination of any nature.
Please refer to the Bullying Prevention Policy available here.

e report any behaviour of other students that is harmful to other students, or to the teachers or
school

e support other students, or seek help for other students who need assistance or are in a
vulnerable situation
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e refrain from behaviour which would interrupt the work of any class or hinder the learning
opportunities of other students

e respect school property and the property of staff, contractors, visitors and other students

e be punctual and attend all classes

e remain in the school grounds during the school day unless otherwise approved by the VCE
Coordinator or Head of School

e complete work set by teachers promptly and to the best of their ability and to take full advantage
of the educational opportunities offered at the school

e dress neatly and with due regard for health, hygiene and safety in accordance with the school’s
uniform requirements.

Unacceptable conduct
Unacceptable conduct includes, but is not limited to:

e touching, handling, pushing or otherwise physically or sexually engaging with students or others
in a manner which is not appropriate and may endanger the health, safety and wellbeing of that
person

e any form of physical or verbal violence (including fighting, assault, or threats of violence,

bullying, name calling, racial discrimination or discrimination on grounds of disability,

appearance, or religion)

any form of cyber bullying or cyber abuse

theft or misuse of property belonging to other students or the school

sending inappropriate, offensive, or explicit text messages, photos, or videos

language or conduct which is likely to offend, harass, bully, or unfairly discriminate against any

student, teacher, contractor or visitor

the use of inappropriate or profane words or gestures and images

unacceptable class attendance levels

being uncooperative with teachers during class or school activities and generally disrupting

planned activities.

Supporting positive behaviour

The Student Behaviour Management Framework is based on a model of positive behaviour support.
This is a model that acknowledges the positive behaviour of the majority of students and puts strategies
into place to model and specifically teach expected behaviours. It targets focused support, including
staged sanctions, for the minority of students that do not embrace positive behaviour.

Breach of the student code of conduct

Students who breach this code of conduct may be sanctioned by the class teacher, VCE Coordinator
or Head of School as deemed appropriate given the nature of breach and the age of the student.

In cases of serious and/or persistent breaches of the student code of conduct, the Student Behaviour
Management Framework outlines the consequences for student misbehaviour.

In accordance with applicable legislation and the school’s Child Safety and Wellbeing Policy and Child
Safety Code of Conduct, the police and/or ‘Families and Children’s Services’ within the Department of
Families, Fairness and Housing (DFFH), Commission for Children and Young People (CCYP), and/or
any other relevant bodies will be informed of any unlawful breaches of this code.

All students are required to review and sign the Student Code of Conduct on their first day of school,
acknowledging their understanding of and commitment to the College’s expectations.
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Code of Conduct — Simplified Chinese
Acknowledge Education (Stott’ s College) @ —FTiEME BN, FRHTIR R4S R R AT A2
BEAREANERE  ABRATABZERE 22 BRHSHEENEINE -

B

Acknowledge Education (Stott’ s College) MAFHRBRAZTHFLEEE—IMEEMA - 2 - MW
RN F SIS -

FheEENTAFEREEMIITNGES  RRERANE - SERMERNITF - S5FRBERENN
RRFRNPANBETFHRTRNE - FENBRETEROZONEN -

EREE
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Code of Conduct — Viethamese

Acknowledge Education (Stott’s College) la mét cd s& gido duc da dugc dang ky. Trudng cung cép céc
chuong trinh dugc céng nhan theo quy dinh gido duc ctia bang Victoria va Uc, dong thoi cam k&t mang dén
mot moi trudng hoc tap an toan, hoa nhap va chat lugng cao cho tat ca hoc sinh.

Muc dich

Acknowledge Education (Stott’s College) cam ké&t dam bao mét mdi trudng hoc tap tén trong, an toan, tich
cuc va hé trg cho tat ca hoc sinh tai trudng.

Nha truwdng dit muc tiéu cung cap cac hudng dan ré rang cho tat ca hoc sinh vé& hanh vi dugc mong dgi khi
& trong mdi trudng hoc duding, tai céc dia diém lién quan dén trudng, khi tham gia céc hoat dong lién quan
dén truong hoac khi dai dién cho truong. Hoc sinh dugc yéu cau ludn duy tri cac gia tri cot 16i ciia nha
truong.

Pham vi ap dung

B6 Quy tdc Ung xt nay ap dung cho tat ca hoc sinh clia Acknowledge Education (Stott’s College). Pham vi
ap dung khong chi gidgi han trong khuon vién trudng hoac gid hoc, ma con bao gom tat ca cac hoat déng va
suwkién lién quan dén trudng, cliing nhu khi hoc sinh dai dién hodc hoat déng thay mat nha truong, bao gom
nhung khong gidi han & moi thdi diém khi mac déng phuc.

Quy tac nay cling yéu cau ring hanh vi ctia hoc sinh khéng dugc lam anh hudng dén uy tin ctia nha trudng
trong bat ky hoan canh nao, hoat dong xay ra trong hay ngoai cac hoat déng clia trudng.

Nguyén tic

B6 Quy tdc Ung x(* nay dua trén cac nguyén tic sau, ap dung cho moi thanh vién cta Acknowledge
Education (Stott’s College):

e Moingudi déu cé quyén dugc an toan
e Moi ngudi déu cé quyén dudc tén trong va dudc coi trong, bat ké trong sy khac biét

e Moingudi déu c6 quyén tham gia trong mot méi trudng an toan, khdng bi can trd, de doa, quay réi,
bat nat hodc phan biét ddi xir

e Moi ngudi dugc khuyén khich cu x(r ton trong, lich sy, nha nhan va biét quan tdm dén ngudi khéac
e Moi ngudi déu cé quyén dugc hé trg va dudc thir thach trong qua trinh hoc tap lién tuc

Hanh vi dwgc mong dgi clia hoc sinh

M&éi hoc sinh dugc yéu cau:
e Lubén duy tri cac gia tri c6t 16i chia nha trudng

e Hanh x{ theo cach khéng gay nguy hiém dén sic khoe, sy’ an toan va phuc lgi ctia ban than hoac
nguci khac

e Tuan thu tat ca céc quy dinh va quy trinh vé sic khde va an toan tai trudng va céc dia diém lién
quan

e Dam bao hanh vi cia minh khéng lam anh hudng dén uy tin cla nha trudng

e Téntrongtham quyén cla gido vién va nhan vién, déng thdi tuan tha ndi quy va huéng dan cla gido
vién

e Tontrongva ang hd niém tin va gia tri cia nha truong
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Cu xt lich sy va quan tdm dén ngudi khéac

Tranh moi hinh thic b4t nat, quay réi, xic pham ching téc va phan biét déi xir dudi moi hinh thic
(xem thém Chinh sach Phong ch&ng B4t nat)

Béo céo céc hanh vi clia hoc sinh khéac gay hai cho hoc sinh, gido vién hodc nha truong

Hb trg cac hoc sinh khac hoac tim kiém s gitp d& cho nhitng hoc sinh can hé tro hodc dang &
trong tinh huéng dé bj t6n thuong

Tranh céac hanh vi lam gian doan l&p hoc hodc cén trd co hdi hoc tap clia ngudi khac
Toén trong tai sadn cla nha trudng cling nhu clia nhan vién, d6i tac, khach va cac hoc sinh khac
Pi hoc dung gio va tham gia day da céac l&p hoc

Khéng rdi khéi khudn vién trugng trong gio' hoc néu khong dugc su cho phép ctia VCE Coordinator
hoac School Head

Hoan thanh bai tap do gido vién giao ding han va vGi kha nang tét nhat, déng thdi tdn dung téi da
céc co hoéi hoc tap do nha trudng cung cép

An mac gon gang, phl hop véi yéu cau dong phuc cua trudng va dam bao vé sinh, stic khde va an
toan

Hanh vi khéng duwoc chdp nhan

Céc hanh vi khéng dugc chap nhan bao gom nhung khéng gidi han &:

Cham, dung, day hodc ¢6 hanh vi ti€p xtc thé chat hodc tinh duc khéng phl hop, ¢ thé gay nguy
hiém dén stic khoe, an toan va phuc lgi clia ngudi khéac

B4t ky hinh thitc bao luc thé chat hodc Lo néi nao (bao gdm danh nhau, t4n céng, de doa, bat nat,
xuc pham, phén biét chiing toc hodc phéan biét déi xtr dua trén khuyét tat, ngoai hinh hoac tén giao)

B4t ky hinh thirc bat nat hoac lam dung qua mang nao
Trdm cép hodc st dung sai muc dich tai san cua hoc sinh khac hoac clia nha trudng
GUi tin nhan, hinh anh hoic video khéng phu hgp, mang tinh xiic pham hodc nhay cdm

Ngén ngtr hodc hanh vi cé kha nang xtiic pham, quay réi, bat nat hodc phan biét ddi xir khéng cong
bang d6i vai bat ky hoc sinh, gido vién, d&i tac hodc khach nao

S dung Loi ndi, cr chi hodc hinh anh tho tuc, khéng phu hop
Ty L& tham gia l&p hoc khong dat yéu cau

Khong hap tac vdi gido vién trong gid hoc hodc hoat déng clia trudng, hoac lam gian doan céac hoat
dong da dugc lén k& hoach

H® tro hanh vi tich cuc

Co C4u T6 Chirc Quan ly Hanh vi Hoc sinh dugc xay dung dua trén mé hinh hd trog hanh vi tich cuc. M6 hinh
nay ghi nhan hanh vi tich cuc clia da s hoc sinh va trién khai cac chién lugc nhdm lam guong va giang day
ré rang cac hanh vi dugc mong doi. Pong thdi, mé hinh ciing cung cap céac bién phap hd tro cé muc tiéu,
bao gdbm cac hinh thirc ky luat theo tirng giai doan, déi vdi s6 it hoc sinh chua thé hién hanh vi tich cuc.

Vi pham quy tic &’ng xtr ctia hoc sinh
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Hoc sinh vi pham quy tic nay c6 thé bj xtr ly ky luat bdi gido vién, VCE Coordinator hoac School Head tuy
theo mutc dd vi pham va dé tudi clia hoc sinh.

Trong céc trudng hgp vi pham nghiém trong va/hodc téi dién, Co C4u T6 Chiic Quan ly Hanh vi Hoc sinh sé
quy dinh cac hau qua tuong ng.

Theo quy dinh phap luat hién hanh va Chinh sach An toan & Phuc lgi Tré em cla nha trudng, cling nhu B
Quy tic Ung xtr vé& An toan Tré em, nha trudng sé thong bao cho canh séat va/hodc céc co quan chiic néng
lién quan nhu “Families and Children’s Services” thuéc Department of Families, Fairness and Housing
(DFFH), Commission for Children and Young People (CCYP), ho&c cac ca quan lién quan khac doéi véi cac
hanh vi vi pham phap luat.

T4t ¢4 hoc sinh phai doc va ky xdc nhan Bo Quy tdc Ung xtr cta Hoc sinh vao ngay dau tién nhap hoc, nhdm
xac nhén rdng ho hiéu r6 va cam két tudn thi cdc yéu cdu cta nha trudng.
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1 9am — 10am
2 10am — 11am
Recess 11am — 11.30am Recess in common area on Level 5
3 11.30am — 12.30pm
4 12.30pm — 1.30pm Friday Homeroom

1.30 pm — 2.15pm Lunch in common area on Level 5
5 2.15pm — 3.15pm
Detention 3.15pm — 3.45pm After-school detention held Mondays-Fridays
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Complaints and Grievances

Acknowledge Education (Stott’s College) is committed to resolving complaints and concerns fairly,
respectfully, and promptly. Students and parents have the right to raise concerns about academic or
non-academic matters without fear of disadvantage.

What Can You Raise a Concern About?
You can raise concerns about:

teaching, learning, or assessment
student services or support
facilities or resources

fees or administration

behaviour of staff or other students

How to Raise a Concern
Step 1: Informal Resolution
Where appropriate, students are encouraged to first:

e speak with their teacher, homeroom teacher, or VCE coordinator
e or seek support from Student Services

Many issues can be resolved quickly at this stage.
Step 2: Formal Complaint

If the issue is not resolved, a formal complaint can be submitted through the College’s official process.
The complaint should include relevant details (what happened, when, and any supporting information)
The College will acknowledge the complaint and aim to resolve it within a reasonable timeframe
Students may bring a support person (e.g. parent/guardian)

Step 3: Appeal

If you are not satisfied with the outcome, you may lodge an appeal. Appeals must clearly explain why
the decision should be reviewed. The College will review the appeal and provide a written outcome

External Support

If you are not satisfied after the College process, you may seek assistance from an external body such
as:

¢ National Student Ombudsman
o Commonwealth Ombudsman (for international students)

Child Safety Concerns

Any concerns related to student safety or wellbeing will be treated as a priority and managed in line
with the College’s Child Safety policies.

Please refer to the Complaints and Appeals Policy and Procedures published here.
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Course Progress
Acknowledge Education (Stott's College) monitors student progress to ensure all VCE students meet
course requirements and successfully complete their studies.
Student Responsibilities

Students are expected to:

attend all classes regularly and on time

complete all assessment tasks, including SACs and SATs
actively participate in learning and meet deadlines
maintain academic integrity

Satisfactory Progress

To successfully complete the VCE, students must achieve satisfactory ‘S’ results for their units in line
with VCAA requirements.

e Year 11: Students must satisfactorily complete at least 50% of their units, including an English
unit

o Year 12: Students must satisfactorily complete all units, including English

Students who do not meet these requirements may be identified as at risk of unsatisfactory course
progress.

Monitoring and Support
The College monitors student progress through:

assessment results and SAC outcomes
submission of classwork and homework
Interim and Semester reports
attendance and punctuality

participation and engagement in class

Students identified as at risk will be supported through:

e meetings with teachers or the VCE Coordinator
e academic support and intervention strategies
e communication with parents/guardians (where applicable)

Unsatisfactory Progress and Reporting
If a student does not meet course progress requirements:

o they will be formally notified in writing
o they will have access to the College’s complaints and appeals process (20 working days)

For international students, ongoing unsatisfactory progress may result in reporting to the relevant
government authority in line with visa requirements.

Important Notes

e Students must complete their course within the expected timeframe
e Seeking help early is strongly encouraged
e The College is committed to supporting all students to achieve success

Please refer to the VCE Course Progress Monitoring Policy and Procedures published here.
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SAC Procedure

[ School Assessed Coursework (SAC) ]

[ Student Present ]
[ Yes ]‘_ 'I No l

\ 4

Student must
[ Sit the SAC ] contact teacher to
arrange reschedule

[ Not Satisfactory ]: |
\ 4

[ At-Risk Letter ]

Teacher reschedules
at earliest opportunity.

v Must use version 2 of
[ . . *Unscored students the SAC to maintain
l Redemption required (Modifications can be made) integrity of the SAC.
T g
\ 4
Not Satisfact
_ [ ot walistactory ] Medical certificate
Satisfactory v Satisfactory or approved
absence provided?
l [Formal Intervention Plan] P
ﬁ
Obtaining l —
‘S’kresult, [ Satisfactory ] 4——»[ Not Satisfactory ] [ Obtain a score ] l Yes l
eep
original \ 4 il
score
‘S’ result Phone call home Give ‘S’or ‘N’
a only with a
\d score score of 0
* A 4
> [ Reported on end-of-semester reports ] <
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Enrolment
Enrolment Steps

1. To enrol at Acknowledge Education (Stott's College), students must complete the following
process:

2. Submit a completed Application Form and supporting documents

3. The College will assess the application and issue a Letter of Offer and pre-enrolment
information

4. The student (and parent/guardian where applicable) must sign and return the Written
Agreement

5. Required fees must be paid

6. The College will issue a Confirmation of Enrolment (CoE) for international students

Required Documents
Students may be required to provide:

completed and signed Application Form

Junior Secondary School graduation certificate

recent academic reports or transcripts

English language test results of IELTS 5.5 or equivalent
accommodation and welfare details for students under 18 years of age

English Language Course

If the student’s level of English is not sufficient to enter Acknowledge Education (Stott’'s College)
immediately, the student may be required to undertake an English Language Course with Acknowledge
Education’s High School Preparation (HSP) program for a recommended length of time. The student
will need to achieve S4 (Upper-Intermediate) level of English to enter the VCE program. The student
must also demonstrate a good work ethic and positive attitude towards their studies in the HSP program.

For more information, please visit the Acknowledge Education HSP website.
Submitting Applications
Applications and supporting documents should be submitted to:

The Registrar e Phone: +61 3 9663 3399

Acknowledge Education o Email: registrar@ae.edu.au
168 Exhibition Street

Melbourne VIC 3000 Australia

Letter of Offer and Acceptance

Once all required documentation has been received, the College will issue a Letter of Offer outlining
fees and enrolment conditions.

To accept the offer:

o the Written Agreement must be signed and returned
e payment of required fees must be made

This forms the official agreement between the student and the College.
Confirmation of Enrolment (CoE)

After the signed agreement and payment have been received, the College will issue an electronic
Confirmation of Enrolment (eCoE). International students require this document to apply for a student
visa.
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Commencement of Studies

Before commencing at Acknowledge Education (Stott's College), all prospective students are required
to attend an interview and English assessment conducted by the College.

International students are expected to commence their studies on the agreed start date. In accordance
with Australian Government regulations, the College is required to report students who fail to commence
their course as scheduled to the Department of Home Affairs through PRISMS.
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Examination and School-Assessed Coursework (SAC) Equipment
Policy

Purpose

To ensure all students are appropriately prepared for examinations, School-Assessed Coursework
(SACs), practice examinations, and other formal assessments by providing and maintaining the
required equipment necessary for their studies.

Student Responsibility

Students are responsible for arriving at all assessments with the required equipment and materials.
This includes, but is not limited to:

Black or blue pens
Pencils and erasers
Approved scientific or CAS calculators (where required)
Rulers and other approved subject-specific equipment
Fully charged electronic devices or calculators where applicable
Any other materials specified by the school or examination authority
Students must:
o Check assessment and examination requirements in advance.
Ensure all equipment is in working order prior to the assessment.
Fully charge calculators and approved electronic devices before arriving at school.
Replace lost, damaged, or non-functioning equipment before the assessment date.
Bring all required materials to every assessment session.

O O O O

School Responsibility

The school provides students with information regarding permitted and required examination equipment
through assessment notifications, examination timetables, the VCE Exam Navigator, subject teachers,
and other official communications.

Except in exceptional circumstances determined by the school, staff will not loan, supply, or provide:

Pens, pencils, erasers, or rulers

Scientific or CAS calculators

Charging cables, chargers, or power banks
Batteries or replacement equipment

Any other required examination materials

Student access to staff work areas for the purpose of charging devices or borrowing equipment is not
permitted.

Failure to Bring Required Equipment

Students who attend an assessment, SAC, practice examination, or external examination without the
required equipment should not expect the school to provide or loan replacement items.

The absence of required equipment may adversely affect a student's ability to complete the assessment
and achieve their best possible result. Responsibility for any impact arising from a lack of required
equipment rests with the student.

Rationale

Maintaining clear and consistent expectations promotes student responsibility, organisation,
preparedness, and independence. These skills are essential for success in senior secondary studies,
further education, training, and employment.
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Fees, Payments and Refunds

Payment of Fees

Students are required to pay all fees before or by the due date.

Payment Methods

Option 1: Bank Transfer Option 2: Credit Card (Visa/MasterCard)
Bank: NAB Payments can be made through Reception on
Account Name: Acknowledge Education Level 9, 168 Exhibition Street, Melbourne VIC
BSB: 083-004 3000

Account Number: 62418 5760

SWIFT Code: NATAAU3303M (for international
transfers)

* Students must include their Student ID number
as the payment reference (e.g. 1045001 tuition).

Refunds

Acknowledge Education (Stott's College) has a clear refund policy in accordance with Australian
Government requirements for international students.

Refund Eligibility

o A 70% refund of tuition fees will be provided where enrolment is cancelled more than 28 days
before the course commencement date
¢ No refund will be provided where:
o cancellation occurs within 28 days of commencement
o the student does not commence the course
o the student withdraws after the course has started

The following fees are generally non-refundable:

e Enrolment Fee
e Administration Fee
e CoE Package Course Fee

Refunds relating to visa refusal will be assessed in accordance with relevant regulations.
If a student’s actions result in enrolment cancellation or visa cancellation, no refund will be issued.
If the College cancels a program, students will receive:

e arefund of unused tuition fees, or
e an offer of an alternative course

Fees cannot be transferred to another person.

Applying for a Refund

Refund requests must be submitted in writing by the student, parent, or guardian.
Requests should be sent to:

The Registrar e Phone: +61 3 9663 3399
Acknowledge Education e Email: registrar@ae.edu.au
168 Exhibition Street

Melbourne VIC 3000 Australia
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Refund requests must include:

student’s full name and student ID
date of birth and address

reason for the refund request
contact details

refund payment details

Approved refunds are generally processed within 28 days.

Please refer to the International Students Refund of Fees Policy and Procedure published here.
Withdrawal from Studies

Students who wish to withdraw from their studies must provide written notification to the College.
The written notice must include:

student’s full name
program and level of study
campus location

intended withdrawal date
reason for withdrawal

Withdrawal from studies may affect refund eligibility and, for international students, may also impact
visa conditions.
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Excursions

The purpose of school excursions extends beyond the classroom, offering students valuable
opportunities for hands-on learning and real-world experiences. These outings cultivate a deeper
understanding of various subjects by enabling students to engage with the world in a practical and
immersive manner. Excursions are integral to the curriculum and study design of many subjects, and it
is expected that students attend whenever possible, as it enhances and complements their studies.

Please refer to the Excursions Policy published here.
College Events and Functions

Throughout the year, the College hosts a range of events and activities to celebrate student
achievement and build community. These may include events such as the Graduation Ceremony and
Valedictory Dinner, which are important milestones for students. Students are expected to attend and
participate respectfully in all scheduled College events unless otherwise approved.
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Health and Medical

Medical Form

If students have diagnosed medical conditions, healthcare needs, wellbeing requirements, or personal
care needs that necessitate ongoing management, the College will provide the necessary support.
Students are required to complete the Student Medical Information Form with the International Student
Coordinator at Orientation and at the start of each semester, which includes general medical details as
well as consent for first aid treatment and the administration of authorised medications. Where
applicable, parents, caregivers, or guardians must provide a current medical management plan for the
student. This plan must be completed and endorsed by a registered medical or health practitioner.

Anaphylaxis Management

The College is committed to supporting students at risk of anaphylaxis and ensuring their safety at all
times.

Students diagnosed as at risk of anaphylaxis must have an Individual Anaphylaxis Management Plan
(IAMP) developed in consultation with their parents or carers. This plan should be in place as soon as
possible after enrolment, and preferably before the student’s first day of attendance.

The IAMP includes:

details of the student’s allergy and diagnosis

signs and symptoms specific to the student

strategies to reduce risk

location of prescribed medication (e.g. EpiPen)

emergency contact details

an ASCIA Action Plan for Anaphylaxis, signed by a medical practitioner
staff responsibilities for supporting the student

Please refer to the Anaphylaxis Management Policy and Procedures published here.
Asthma Management

Students diagnosed with asthma must provide the College with a current Asthma Action Plan,
completed by a medical practitioner using the template from National Asthma Council Australia or an
equivalent format.

This plan helps the College support students in managing their asthma and responding effectively in an
emergency.

Please refer to the Asthma Management Policy and Procedures published here.
First Aid

When students need medical or first aid assistance, they should report to the front office where the staff
will be available to provide assistance. First aid boxes are also situated at various points around the
college, and students should approach a staff member if they require help. If students in need of first
aid cannot return to class, parents, caregivers, or guardians will be notified to come and collect them.

Please refer to the First Aid Policy published here.
Medication Management

Acknowledge Education (Stott's College) is committed to supporting students who require medication
during the school day while ensuring safety and proper procedures are followed. Where possible,
families are encouraged to arrange for medication to be taken outside of school hours. However, the
College understands that some students may need to take medication during the school day.

Providing Medication to the College
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If a student needs to take medication at school:

medication must be prescribed by a medical practitioner

it must be provided in original pharmacy packaging with:

the student’s name

dosage and instructions

parents/carers must complete the required Medication Authority Form
medication must be in date

Students should not take the first dose of a new medication at school.

Administration of Medication

e Medication will only be administered in accordance with the information provided by the
parent/carer and medical practitioner

e In most cases, students may be permitted to self-administer medication, with approval from the
College

e Students must not share medication with others

The College does not supply general medications (e.g. paracetamol).

Storage of Medication

e Medication is stored securely by the College
¢ In some cases, students may be allowed to carry their own medication (e.g. for immediate
access), with approval

Please refer to the Medication Management Policy published here.
lliness while at School and Sick Bay

When feeling unwell at school, students should report to the front office. If it's during class time, please
discreetly inform your teacher so they are aware of your situation. If you need assistance to reach the
sick bay, the Student Services Officer or other available staffs will accompany you. The sick bay is
equipped to provide basic first aid and care to help you return to class. If your condition worsens or if
you are unable to continue attending classes, the college may need to contact your parents or guardians
to arrange for your pickup.
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Homeroom and Wellbeing Programs
Pastoral Care

At Acknowledge Education (Stott’s College), we recognise the importance of supporting students’
academic, social, and emotional development. Our pastoral care program is delivered through weekly
homeroom sessions, where students engage in a structured curriculum designed to support their
wellbeing, personal growth, and success in their studies.

Homeroom sessions are conducted for one hour each week and are led by homeroom teachers, who
provide guidance, monitor student wellbeing, and build positive relationships with students.

Homeroom
All students are assigned to a Homeroom with the objective of this:

e To ensure the provision of a secure base for each student, with positive encouragement to
foster identification with the Homeroom.

o To foster and support students in the development of organisational, study and communication
skills.

e To ensure students are aware of the expectations of the moment and to ensure organisation in
regard to these.

e To provide administrative support to the school administration in areas such as attendance,
uniform and the distribution of valuable information.

The Role of the Homeroom Teacher

Student Support

¢ A Homeroom Teacher will know each student as an individual and be aware of each student's
personal progress and development.

e Attimes students may need to communicate freely with at least one member of staff. This may
be the Homeroom Teacher.

e A Homeroom Teacher will be the first level of support for students.

e When a new student begins, Homeroom Teachers will introduce new students to the Homeroom
and appoint a buddy to help them to become familiar with the school environment and specific
locations in the school e.g: Common Areas, Teachers’ office, Student Services, Head of School
office.

Parent Support

o A Homeroom Teacher is there to support parents with any questions or queries they may have.
e Parents should contact Homeroom Teachers as need be. This can be completed by email.

Uniform

e Homeroom Teachers will actively encourage the wearing of complete school uniform by
checking during Home Group sessions on a daily basis.

It is expected that the Classroom Teacher will do the following:

Ensure the learning environment is safe and secure and a positive place for learning.
Apply the College's Teaching & Learning framework: HITS (High Impact Teaching Strategies).
e Develop strong relationships with Parents/Guardians to assist the monitoring of student
progress, informing about progress, including both positives and areas for improvement.
e Report on student progress and be available at Parent/Teacher interviews to discuss
progress.
¢ Manage minor student incidents in the classroom and give appropriate consequences.
Teachers will follow up with parents as required.
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e Document an incident which needs to be referred to the VCE Coordinator. Parents will be
kept informed as required.

e Classroom teachers will actively encourage the wearing of complete school uniform by
checking every class.

Homeroom Curriculum

The homeroom program includes a range of age-appropriate and relevant topics across the year, such
as:

Academic skills and study habits (e.g. organisation, exam preparation, study skills)

Student wellbeing and mental health (e.g. stress management, coping strategies)
Relationships, respect, and identity (e.g. gender, inclusion, respectful relationships)

Digital safety and online behaviour (e.g. cyber safety, digital footprint, privacy)

Transition and pathways planning (particularly for Year 12 students)

Celebration of cultural and community events (e.g. Lunar New Year, Ramadan, Eid, Easter)
School processes and administrative requirements (e.g. VCE requirements, student systems,
communication platforms)

The program may also incorporate recognised frameworks such as Respectful Relationships (RRRR)
and Building Respectful Relationships (BRR), as well as other wellbeing and educational resources.

Purpose of Homeroom
Homeroom sessions provide students with:

e asupportive space to discuss important issues

e opportunities to build connections with peers and teachers

e guidance to develop personal, social, and academic skills

e access to important information about their studies and school life
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ID Cards

All students are issued a Student ID card, which must be carried at all times while on College premises.
Students are required to wear their ID card on a College-issued lanyard, ensuring it is clearly visible at
all times while on campus.

The Student ID card is used for identification purposes, including:

e examinations
e accessing College services
o verifying eligibility for student or concession discounts (e.g. public transport)

Student ID photos will be taken at the Student Services desk during registration. ID cards are typically
available within 24—48 hours and will be issued by the Student Services Officer once ready.

Students are responsible for keeping their ID card safe. Lost or damaged cards must be reported to
Student Services and may incur a replacement fee.

Student Safety Cards

All students are issued a Student Safety Card, which must be carried at all times. The card includes
important information such as the student’s address, carer details, and the College’s emergency contact
information. The listed emergency contact is the Wendy Wang (International Student Coordinator).
Students are responsible for keeping their Student Safety Card with them at all times and must present
it when requested by staff.

Lockers

All students are assigned a locker and must use it to store their personal belongings while on College
premises.

Lockers are secured using individual number codes provided to students. Students are responsible for
keeping their code confidential and ensuring their locker is securely locked when not in use.

Students are expected to:

e use lockers appropriately and keep them tidy
e not share their locker code with others
e report any damage or issues promptly

If a student experiences any issues accessing their locker, they must report to the Student Services
Officer for assistance.

The College takes reasonable care to maintain locker security; however, students store personal
belongings at their own risk. The College is not responsible for any loss, theft, or damage to items stored
in lockers.
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Mobile Phones and Electronic Devices

Acknowledge Education (Stott's College) is committed to providing a safe, focussed, and inclusive
learning environment. In line with Victorian Government expectations regarding mobile phone use in
schools, mobile phones must not disrupt learning, wellbeing, or student safety.

Recent government direction, including Victoria Mobile Phone Ban Extension, reinforces the importance
of restricting mobile phone use across all school settings to support student engagement and reduce
distractions.

For more information, please refer to https://www.premier.vic.gov.au/no-more-phones-non-government-
schools.

College Procedure
Effective immediately, the following procedures apply to all VCE students:

e All mobile phones and personal listening devices (such as headphones, earphones, and
earbuds) must be powered off and handed in by the start of the school day at 9:00 am.

o Phones will be collected by the Student Services Officer located at the reception and placed in
storage boxes in a secured storage

o Devices will be stored securely in the school office throughout the day

e Phones will be returned to students at 3:15 pm at the end of the school day

Conditions of Use

Students must not access or use mobile phones during the school day
Mobile phones are not permitted in classrooms, during assessments, excursions, or school
activities, unless explicitly approved for exceptional circumstances

e Students must not use other personal devices (e.g. earphones or earbuds) unless directed by
a teacher

Exceptions

o Exceptions may be granted for specific circumstances (e.g. medical or wellbeing needs). These
must be approved by a member of the VCE Coordinator or the Head of School.

Responsibilities and Safety

e The College will take reasonable care in storing devices; however, students bring mobile
phones at their own risk

e Students must not use mobile phones to photograph, record, or share images of any member
of the College community

¢ In cases of emergency, parents/carers should contact the College reception, not the student
directly

Breaches of Policy
Failure to comply with this policy will result in:

e confiscation of the device
o after-school detention

e parent/carer involvement where required

o further disciplinary action for repeated breaches

Additional Information

As mobile phones will not be accessible during the day, students should bring alternative payment
methods (e.g. bank card and cash) if they wish to purchase food or drinks.

Laptops and Tablets
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Acknowledge Education (Stott’s College) requires students to bring a laptop or tablet to school for
learning purposes. Students must bring their device to class when required.

For classes where devices are not needed, students must securely store them in their locker.
Devices are to be used for educational purposes only during class time. Students must not:

e play games
e watch movies or videos unrelated to the lesson
e engage in any non-educational activities

Misuse of devices will result in disciplinary action. Class time is dedicated to learning. Students are
expected to remain focused, follow teacher instructions, and use their devices responsibly at all times.

Wireless Networks

Students can connect their devices to the school’s wireless network, Education Wi-Fi, using their school
email address as the username and the password they have set for their school account. This allows
access to online learning resources and school systems while on campus. If students experience any
difficulties connecting to the network or accessing their account, they should approach the Student
Services Officer for assistance or contact the IT Help Desk for further support.

Please refer to the ICT Policy published here.
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Safety on Campus
CCTV (Closed Circuit Television)

Students should be aware that CCTV security cameras have been installed to monitor all common
areas of the college, including the recording of both video and audio. Installation of cameras help to:

act as a deterrent and reduce the likelihood of crime

deter misconduct and inappropriate behaviour

helping to verify incidents on school

grounds to support an evidence-based response

reassure students, staff and visitors that they are protected when on school grounds.

CCTV surveillance images and footage are only to be viewed, by authorised personnel, if there is a
reasonable belief that an incident has occurred, and that the surveillance data may assist in identifying
what had occurred and who may be involved.

Critical Incidents

A critical incident is a serious event that may cause harm, distress, or disruption to students, staff, or
College operations (e.g. injury, safety threats, or emergencies).

If you are involved in or witness a critical incident:

Move to a safe area if possible
Call 000 if emergency assistance is required
Notify a staff member immediately

]
]
L]
o Follow all instructions from staff or emergency services

The College will act promptly to ensure safety, work with emergency services, communicate with
families where appropriate, and provide support to those affected.

Students will be offered access to counselling and ongoing wellbeing support if required.

Always report concerns early and follow all emergency or evacuation instructions. Student safety and
wellbeing are the College’s highest priority.

Please refer to the Critical Incident Policy and Procedure published here.

Appendix 1 - Critical Incident Escalation Flowchart

Call 000 in an eme

Head of Operations

Board of Directors Relevant Authorities (as required)
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Emergency Management Plan

In case of an emergency, an alert will be broadcast over the college speaker system, followed by specific
instructions. It is essential that you listen attentively in this situation and follow staff directions to ensure
the safety of yourself and others.

In the event of an evacuation, the designated assembly area is at the corner of Bourke St. and Exhibition
St. Staff will guide students to this location via the most direct and secure route.

You can refer to the map below for additional details.

ncyAssemblyAreaDim

Little Bourke I |
Street

~80an0 <o—auoan
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Student Awards and Recognition

At Acknowledge Education (Stott’'s College), student achievement and contribution are recognised
through a range of awards aligned with our core values of Accountability, Agility and Innovation,
Collaboration, Integrity, Student-Centred Commitment, and Inclusivity. Awards are presented at the end
of each term during homeroom classes by homeroom teachers.

Academic Achievement Award

Recognises students who demonstrate high levels of academic performance, dedication, and
commitment to their studies. These students consistently apply themselves, show a positive attitude
towards learning, and strive for continuous improvement.

Endeavour Award

Recognises students who show persistence, effort, and a willingness to improve in their learning,
regardless of their starting point.

Community and Collaboration Award

Recognises students who make a positive contribution to the College community. This includes
demonstrating teamwork, leadership, initiative, and active participation in College activities.

Leadership and Integrity Award

Recognises students who demonstrate strong leadership qualities, act with integrity, and serve as
positive role models for others.

Innovation Award

Recognises students who demonstrate creativity, problem-solving, and innovative thinking in their
learning, particularly in areas such as STEM, projects, or collaborative work.

Student Commitment Award

Recognises students who consistently demonstrate responsibility, accountability, and commitment to
their learning, including attendance, organisation, and engagement.

Inclusive Community Award

Recognises students who actively promote respect, inclusivity, and support for others, contributing to a
safe and welcoming College environment.
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Study Classes (Year 12 Students)

All Year 12 students are expected to attend their allocated supervised study classes during school
hours. Study classes are scheduled classes and will take place in designated classrooms.

Students must:

attend all scheduled study classes and arrive on time

have their attendance marked for each study period

use this time productively for independent study

maintain a quiet and respectful environment that supports the learning of others

Students are not permitted to leave their allocated study classroom or go to other areas of the College
(e.g. common areas) unless directed by a teacher or granted permission.

Attendance at study periods forms part of each student’s overall school attendance. As international
students on a student visa, Year 12 students are required to maintain a minimum of 80% attendance
across all scheduled classes, including study classes, in accordance with visa requirements.

Failure to attend scheduled study classes will be followed up by the VCE Coordinator. Ongoing non-
attendance or misuse of study periods may result in consequences such as after-school detention.

Student Free Day and Marking Day

Throughout the year, the College schedules “Student Free Days” and “Marking Day” on various
occasions:

1. Student Free Day: On these designated days, students do not attend school and are, as the
name suggests, free from their regular classroom responsibilities. Typically, these days are
reserved for teacher professional development, planning, or administrative purposes. Students
stay home, and no formal learning activities take place on these days.

2. Marking Day: At the conclusion of the Semester 1 mid-year examinations and Semester 2 end-
of-year examinations, the College schedules a Marking Day for Year 11 students. On this day,
Year 11 students are not required to attend school, as it is allocated for teachers to complete
examination marking and report writing. Students are encouraged to use this time for
independent study and revision where appropriate. Year 12 students are required to attend
school as normal and participate in all timetabled classes.
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Student Logins

Links to Student Portal, Moodle and Student Email can be accessed via the Acknowledge
Education Website

T
m_\‘h‘mﬂ-lll--l Cowrses  LiwsAE  FowioApslh  Abowl  Mnowisdgs Maeb m::L

Student Portal

e Update your details in your profile Current Students
e Check your class timetable, results, fee payments, etc. ( Pt ira e & )
To login your Student Portal Account ( o Leg )
1. Site address: Meshed Group Enterprise Education [ P —— )
Management System -- Home Pageor access it via
the Acknowledge Education website u_..:,.b_.L o -’.m- mismaticnal Shuderes
2. Login with your student Microsoft account credentials ==

o Please expect to receive a system notification from your student portal 3 days after attending
orientation

e You are required to update your address, email, phone number, etc.
Moodle
e Moodle is your online learning platform for all your units’ information

To log in your Moodle

1. Site address: http://Ims.ae.edu.au or access it via the Acknowledge Education’s website

2. Login with your student Microsoft account credentials

¢ You should install the Moodle app on your mobile phone to get notifications of new messages
instantly

Student Email

¢ You must communicate with us via student email. It is your responsibility to check your email
regularly

e Not activating or using your student email is not accepted as an excuse to be uninformed

To login your Student Portal Account

2. Site address: Meshed Group Enterprise Education Management System -- Home Page or
access it via the Acknowledge Education website

3. Login with your student Microsoft account credentials

e You should install the Microsoft Outlook app on your mobile phone to get notifications of new
messages instantly

Note:

To reset your password please email elearningsupport@ae.edu.au

Allow up to 5 working days to get your account activated

50

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
acknowledgeeducation.edu.au | ABN 15005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL 1997


https://ae.rtomanager.com.au/Default.aspx?ReturnUrl=%2fStaff%2fStaffControls%2fStaffPages%2fStaff_Home.aspx
https://ae.rtomanager.com.au/Default.aspx?ReturnUrl=%2fStaff%2fStaffControls%2fStaffPages%2fStaff_Home.aspx
http://lms.ae.edu.au/
https://ae.rtomanager.com.au/Default.aspx?ReturnUrl=%2fStaff%2fStaffControls%2fStaffPages%2fStaff_Home.aspx
mailto:elearningsupport@ae.edu.au

2026 VCE Student and Parent w
[

Handbook STOTT’S ACKNOWLEDGE

COLLEGE EDUCATION

Students Out of Class

Students are expected to remain in their respective classes for the entire duration of each period and
stay on school grounds throughout the school day during scheduled class times. If a student requires
assistance during class time, they must report to the Student Services Officer at the reception, where
appropriate staff will be contacted to provide support.

During the designated lunch break at 1:30 pm, students are permitted to leave the College premises
for the purpose of purchasing food only and must return by 2pm. Students who choose to leave
must:

sign out at reception before leaving and sign in upon return
wear their full school uniform

display their College lanyard with student ID card

carry their student safety card

Students must return promptly after purchasing food and are required to eat in the designated common
area. At all other times, students must remain on campus unless prior approval has been granted.

51
Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399
acknowledgeeducation.edu.au | ABN 15005 596 565 | CRICOS 00197D | PRV 12146 | RTO 4112 | SCHOOL 1997



2026 VCE Student and Parent
Handbook

ny

STOTT’S ACKNOWLEDGE

Student Services

COLLEGE

EDUCATION

Students can access help in many forms should they need support throughout their studies.

English Support

e English Support Classes
e Catch-up English Classes

Academic, Study and Course Related

Progress review meeting with Head of School

Mandatory study classes during curriculum hours
After-school academic detention

Non-Academic

e Campus Administrators and Reception
e International Student Coordinator

e Student Services Officer

e Student Counsellor

Bilingual Support

e Student Services Officer

o Homestay/Welfare Officer

¢ International Student Coordinator
e Student Counsellor

Please refer to the VCE Student Support Policy published here.

Student Counselling Service (Australian Counselling Service)

Acknowledge Education (Stott’s College) is committed to R

supporting the wellbeing of all students by providing DUN
access to professional and confidential counselling ;
services.

Australian Counselling Service (ACS)

Our mission has remained the same and
we continue to believe that mental
health care is a right, not a privilege.

ACS is the clinical division of the Australian

Institute of Professional Counsellors

(AIPC). AIPC is the largest and longest
educator of C in

VCE pathway and assessment planning meeting with VCE Coordinator
Pastoral care and learning support meeting with Homeroom Teacher
Learning outcomes and redemption support meeting with subject teachers

Australian Counselling Service is the clinical counselling
division of Australian Institute of Professional Counsellors.
ACS provides high-quality counselling services to
individuals from diverse backgrounds, with a focus on
accessible and professional mental health support.

Students at Acknowledge Education (Stott’s College)
student, can access free online counselling sessions, fully
funded by the College.

To book a session:

@ nttps//www.

e Visit: https://www.acscounselling.com.au
e Phone: 1300 374 033
e Email: info@acscounselling.com.au

How Counselling Can Help

Acknowledge Education Pty Ltd
HEAD OFFICE: 168 Exhibition Street, Melbourne, Victoria 3000, Australia | Phone +61 3 9663 3399

Australia. AIPC has provided specialist
Counsellor training for over 30-years

BOOK NOW

Q 7300374033

com.
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You can speak with a qualified counsellor about a wide range of concerns. All sessions are confidential
and designed to support your wellbeing.

Common reasons students seek support include:

e stress, anxiety, or low mood

o griefand loss

e bullying or peer conflict

o family, friendship, or relationship challenges

Counselling provides a safe and supportive space to talk through concerns, gain new perspectives, and
develop strategies to manage challenges.

On-Site Student Counsellor

Acknowledge Education (Stott's College) also provides access to an Student Counsellor, who is
available on campus every Friday to support students experiencing wellbeing, mental health, or
personal challenges that may require additional professional support.

The Student Counsellor works closely with the College's wellbeing and student support teams to provide
short-term counselling and wellbeing assistance to students who have been identified as requiring
specialist support.

Accessing the Student Counsellor

Appointments with the Student Counsellor are:

e Available by appointment only
¢ Referral-based

Students who would like to access this service, or who are concerned about a fellow student, are
encouraged to speak with one of the following staff members who are trained in Youth Mental Health
First Aid (MHFA) and can provide initial support, guidance and referrals where required:

e Jannah Aziz — Head of School
e Wendy Wang — International Student Coordinator
e Lenni Hui — Student Services Officer

These staff members can discuss the student's circumstances, provide initial support, and determine
whether a referral to the Student Counsellor is appropriate.

The On-Site Student Counsellor complements, but does not replace, the College’s existing counselling
services. Students may continue to access the free and confidential ACS Counselling Service at any
time, including while awaiting an appointment with the Student Counsellor.

Students are encouraged to seek support early. All wellbeing concerns will be treated sensitively,
respectfully, and in accordance with the College's privacy and confidentiality requirements.

Confidentiality

Counsellors have an ethical and legal responsibility to protect your rights to confidentiality and privacy.
However, there are occasions when counsellors are legally required to disclose information. This only
occurs when:

¢ the information provided by you during service provision suggests or indicates serious harm or
risk of harm to you or to anyone else in the school or the community

e required by law, for example, mandatory reporting provisions or court subpoena, or

e you consent to the release of information
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Student Visa Information (International Students)

To study at Acknowledge Education (Stott's College), international students must hold a valid student
visa and comply with all visa conditions. Students are responsible for ensuring that their visa details
(e.g. course, provider, and duration) are correct and remain valid for the length of their studies. If there
are any changes to your visa status or if you obtain a new passport, you must notify the Student Services
Officer as soon as possible.

The College can provide general guidance; however, it cannot offer legal advice. For visa-specific
advice, students should contact the Department of Home Affairs or a registered education agent.

Key Visa Requirements
As an international student, you must:

notify the College of your residential address within 7 days of arrival or any change
remain enrolled and meet course requirements

maintain satisfactory attendance and course progress

stay within visa limits for working hours

maintain valid health insurance (OSHC) for your entire stay

not remain in Australia beyond your visa expiry

Failure to meet visa conditions may result in the College reporting your enrolment status to the
Department of Home Affairs via PRISMS. Students can check their visa details at the Visa Entitlement
Verification Online (VEVO) system.

Course Progress and Reporting
The College monitors student attendance and academic progress throughout the course.

If a student is identified as at risk, they will receive a warning notification and be required to meet with
the College to discuss support options.

If concerns are not addressed, the student may receive an Intention to Report (ITR) notice. Students
have 20 working days to access the College’s appeals process.

If no appeal is made, or the appeal is unsuccessful, the College is required to report the student to the
Department of Home Affairs.

Health Insurance (OSHC)

All international students must maintain Overseas Student Health Cover (OSHC) for the duration of
their stay in Australia.

OSHC helps cover:

¢ medical and hospital care
e ambulance services
e some prescription medicines

Approved OSHC providers include:

e Allianz Care Australia
e Bupa Australia
e Medibank

Maintaining your visa conditions is your responsibility. If you are unsure about any requirements, you
should seek advice early to avoid any impact on your studies or visa status.

For more information, please visit the Department of Home Affairs website.
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Uniform

All students are expected to wear full school uniform at all times. This includes to and from school, on
excursion when representing the college, and for exams.

If there is a legitimate reason a student is unable to wear the correct uniform, a note or contact from a
parent or guardian is required. The note must be given to the VCE Coordinator. Students who have not
produced a note are in breach of College policy, and with parental consent, will be sent home to rectify,
before returning. If consent is not able to be given, the student will remain in the study classroom and/or
receive after-school detention. These may result in unapproved absences.

Full Summer & Winter Uniform — Compulsory

e Students are provided with two Acknowledge Education polo shirts per year and are expected
to wear them as part of the uniform.

¢ Any bottoms may be worn, provided they are clean and not ripped.

o Female students may wear dresses or skirts underneath the Acknowledge Education polo shirt;
however, these must be of an appropriate length and not excessively short.

Full Summer & Winter Uniform — Optional

e Students are provided with one Acknowledge Education fleece jumper and one jacket per year,
which may be worn over their polo shirt as part of the uniform.

Footwear

All students are permitted to wear any covered shoes.

Shoes must be fully enclosed at both the front and back (no open toes or open heels).

All footwears must be flat; heels are not permitd.

Flip flops, slides, and similar open footwear are not permitted.

Footwear should be clean and appropriate for a school environment.

It is expected that VCE students at AE maintain clean and suitable footwear while at the
college.
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Procedure for Breach of Uniform Policy

Acknowledge Education (Stott's College) uniform policy is underpinned by a zero-tolerance
approach. Head of School/VCE Coordinator make all decisions regarding exceptions to the
procedure.

When a student is found not in proper uniform attire
(This includes incorrect footwear.)

Staff member asks the student to present a signed dated note from a parent/guardian, or the VCE
Coordinator or Head of School.

Uniform issue can be fixed. Uniform issue cannot be Approved Parent Note or

fixed. Special Consideration
1. Staff on duty to ask the 1. Student is provided with Before school
student to remove or fix two options: 1. The student to approach
uniform item. a. Contact the VCE Coordinator or the
2. Staff member to confiscate parent/guardian to Head of School with a
unapproved item if request delivery of signed dated note from a
appropriate. The student appropriate parent/guardian.
may receive back the item uniform. 2. VCE Coordinator or the
at the end of the week from b. Contact Head of School to issue
the Student Services parent/guardian to student with a Uniform
Officer. be signed out of Pass to be kept on the
3. Staff to note student name the College to student for the whole
and homeroom class on change uniform. school day and returned to
the detention spreadsheet | 2. If parentis unable to be the Student Services
for after-school detention. contacted, student cannot Officer at the end of the
4. If uniform cannot be fixed leave school or obtain day.
on the spot, student is to correct uniform, student
attend to the Student should remain in the study
Services Officer and obtain classroom until uniform is
correct uniform. changed.
5. Uniform is loaned out,
recorded and must be
returned cleaned the next
day.
Teachers on duty to undertake Uniform Duty each morning at 8.30am at the main entry point
of the College.
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Victorian Certificate of Education

The Victorian Certificate of Education (VCE) is the certificate that the majority of students in Victoria
receive on satisfactory completion of their secondary education. The VCE provides diverse pathways
to further study or training at university or TAFE and to employment.

The minimum requirement is satisfactory completion of 16 units, which must include:

e three units from the English group, including a Unit 3-4 sequence
e atleast three other sequences of Unit 3-4 studies

At Acknowledge Education (Stott’s College), students are required to attempt 12 units in the first year
and 10 units in the second year of their VCE studies. All studies are offered and the program for each
VCE year is determined by student choice, school facilities and staff qualifications.

Assessment in the VCE

For satisfactory completion of a Victorian Certificate of Education (VCE) unit, students must
demonstrate their achievement of the set of outcomes as specified in the study design. The decision
about satisfactory completion of outcomes is based on the teacher's judgement of the student's overall
performance on a combination of set work and assessment tools related to the outcomes. Students
should be provided with multiple opportunities across the learning program to develop and demonstrate
the key knowledge and key skills required for the outcomes for the unit.

The decision to award an ‘S’ for satisfactory completion of a unit is separate from the assessment of
levels of achievement for study score calculation. VCE unit results (S’ or ‘N’) contribute to satisfactory
completion of the certificate.

For more information please refer to the VCE Administrative Handbook (2026) available here.
Outcomes

e Every Unit has a set of learning outcomes, directly related to the areas of study in that Unit.
The subject teacher, who may use a range of assessment methods, assesses them.

e Outcomes are assessed as ‘S’ (Satisfactory) or ‘N’ (Not Satisfactory). Each Unit has a number
of outcomes and an ‘N’ for any one of these gives the student an ‘N’ for the unit. It is from the
outcome grades that satisfactory or not satisfactory completion of a unit is determined.

Graded Assessment Tasks

e For students undertaking Units 1-2, there will be a variety of tasks in each unit that will be
graded. In addition to this there is a school-based examination to be undertaken at the end of
each unit. Note that all school-based examinations provide students with the opportunity to gain
examination experience and provide feedback on their performance.

e For students undertaking Units 3-4, there will be School Assessed Coursework (SAC) and/or
School Assessed Tasks (SAT) for each unit. In each study there will be a combination of this
school-assessed work and examinations, which are assessed directly by the VCAA. Grades
will be awarded on the scale A+, A, B+, B, C+, C, D+, D, E+, E, UG or NA.

Please note: All marks and grades awarded by the school are conditional and may change as a result
of statistical moderation.

It is from these grades in each study that the VCAA determines the student's study score which is then
used to derive their ATAR.

Calculating the ATAR
The ATAR is calculated by taking:

e Scaled score in English Units 3-4 or EAL English Units 3-4 or English Language Units 3-4 or
Literature Units 3-4
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e Next best THREE scaled scores for Unit 3-4 sequences
¢ 10% of any 5th scaled score for a Unit 3-4 sequence
e 10% of any 6th scaled score for a Unit 3-4 sequence

The total score will be used to place each student in a percentile rank, thus forming their ATAR. The
highest rank is 99.95. Ranks below 30.00 will be reported as “less than 30”. If a student receives a rank
of 75.00, it will mean that they had achieved an overall result equal to or better than 75% of the
applicants for that year. The rank provided by the ATAR places every student in Victoria along a
continuous line from highest (99.95) to lowest (0.00).

The VCE studies that are used to calculate ATAR are: up to six Unit 3-4 studies from all VCE studies.

Teaching and Learning Framework

The Acknowledge Education (Stott’s College) HITS instructional model is a guide to how lessons (or
sequences of lessons) should be structured in order to best meet the learning needs of our students.
Developed in 2017, guided by educational research undertaken by John Hattie, our instructional model
reinforces classroom routine and promotes scaffolded learning via specific steps/activities. It optimises
time on task and learning focused classroom climate by using smooth transitions between activities that
stimulate and maintain engagement by linking lesson and unit learning.

At Acknowledge Education (Stott’s College) we firmly believe that all students can have success in their
learning

For more information, please refer to the Department of Education resource available here.
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Welfare and Accommodation (CAAW)

Acknowledge Education (Stott's College) is committed to supporting the safety, wellbeing, and living
arrangements of all students.

Students under 18 years of age must have approved welfare and accommodation arrangements as
part of their student visa requirements. If a student is not living with a parent or an approved relative,
their accommodation must be approved by the College.

All students are required to have a nominated guardian or responsible adult (aged 21 or over), approved
by the College. The College’s preferred guardianship provider is Guardianship Australia. In some cases,
students may be required to engage this service if additional support is needed.

Students aged 18 and over are strongly encouraged to live in College-approved accommodation, as
this provides a safe and supportive environment and allows the College to assist students more
effectively if any concerns arise.

The College works closely with students, parents, and guardians to ensure appropriate support is in
place throughout the student’s studies.

Please refer to Welfare Arrangements for International Students Aged Under 18 Policy and Procedure.

Change of Address Requirements
All students must notify the College of any change to their residential address while enrolled.

For international students, this is a student visa requirement (Condition 8533). Students must inform
the College of any change of address within 7 days. Failure to do so may be considered a breach of
visa conditions and could impact the student’s visa status.

Students can update their address by notifying the Student Services Officer.

Where the College has approved a student’s welfare and accommodation arrangements, any changes
must be approved by the College before they occur.
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Important Contact Numbers
Campus Contact Details

Address: 168 Exhibition Street, Melbourne, VIC 3000
Telephone: 9663 3399

Number Reason

000 This is the Police, Ambulance and Fire department hotline. Call this number if:

1. Someone is seriously injured or in need of urgent medical help
2. If your life or property is being threatened
3. You have witnessed a serious accident or crime

9071 3900 This is a mobile number of a school staff member. It should only be called in
situation where:

1. Someone has made you feel threatened, touched you inappropriately or
physically abused you or abused you in another way
2. If you are unable to contact your responsible adult

Key Contacts
AE Admissions AE Registrar
admissions@ae.edu.au registrar@ae.edu.au
VCE & ELICOS Student Support AE Campus Admin
student.support@ae.edu.au admin@ae.edu.au

Useful Contacts

Contact Address Phone Number

Counselling Service 131 114

Lifeline Lifeline Text Service: Text:

0477 1311 14

Dentist / Doctors 68 Lonsdale St, (03) 9639 9600

Melbourne City Medical Centre | Melbourne VIC 3000

Department of Home Affairs | 808 Bourke St, 1318 81
Docklands VIC 3008

Legal Assistance Level 9, 570 Bourke St, 1300 792 387

Victoria Legal Aid Melbourne VIC 3000

Overseas Student Health Cover 134 135

Bupa 1300 884 235

Rental Assistance 121 Exhibition St, Melbourne 1300 558 181

Consumer Affairs Victoria VIC 3000 132 842

Study Melbourne 17 Hardware Ln, Melbourne 1800 056 449

Study Melbourne Hub VIC 3000

Translating and Interpreting 131 450

Service 1800 131 450

National Translating & 1300 847 387

Interpreting Service
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