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Rationale for Vocational Education

Australian industry, unions and government have co-operated in training reforms designed to make industry and workers more productive.  Subsequently, young people need to acquire and develop the necessary skills, knowledge and attitudes to facilitate their successful participation in a continually changing workforce.

To enable students to develop skills that allow them to participate competently in the workforce and to interact with awareness, fairness and integrity, schools and industry have participated to develop mutually beneficial programs and courses.  To maximize the benefits to students, the NSW Education Standards Authority (NESA) has developed a range of courses which are recognized by both the NSW Education Standards Authority (NESA) for ROSA and Higher School Certificate purposes and the NSW Vocational Education Training Accreditation Board (VETAB) for industry accreditation.

Courses have been developed to cater for the needs of a broad range of students and are organized in discrete modules or units and are competency based.

Competency standards are defined as what a competent worker does in the workplace.  The standards are developed by the parties involved in the workplace and are regularly reviewed to ensure relevance to the workplace environment.

Competency based assessment forms an integral part of the student’s progress throughout these courses.

A unit of competency is defined as a specific learning segment within a course of study, complete in itself, which deals with one or a number of aspects of competent Vocational Education at a given level of understanding or skill performance in accordance with the stated unit purpose. An element of competency is each section within a unit.

Vocational education also provides an opportunity to demonstrate to students that Gospel values are relevant to their daily lives, and as a consequence of reflection and discussion of their experiences in the workplace, students grow in their understanding of how such values are central to life.

It is with this rationale in mind that Vocational Education Courses at St Paul’s High School Booragul have been structured and offered to students.

Mission Statement

St Paul’s High School aims:

· To develop students who are confident, independent learners with a commitment to service in the wider community.

· To develop young men and women with positive self images, independent and courageous minds and a genuine concern for others.

· To make learning an enjoyable and fulfilling experience

· To be guided in its attitudes and actions by the values of the gospel of Christ

In this context, and in keeping with the Mission Statement of St Paul’s High School the Vocational Education Staff aim to provide opportunities for students to:

· develop their potential and ability to the greatest possible extent thus enhancing self image and self esteem

· provide a Vocational Education curriculum suitable for Stage 5 and Stage 6 students

· understand that issues of communication, equity, responsibility and occupational health and safety are integral components of all Vocational Education courses

· demonstrate a special concern for and understanding of, the uniqueness of each person.  

· learn to live in harmony with others, respecting their rights, abilities and uniqueness in an appropriate classroom climate

· develop the capacity of thinking and reasoning in a logical and organized manner, and in particular to develop confidence in using technology as a means to make mature judgements and decisions in everyday living

· provide a range of opportunities to experience hope and a sense of joy through creativity and personal achievement at a variety of levels

· appreciate that Vocational Education subjects are dynamic and involve problem-solving skills which are transportable beyond the classroom.

The Religious Dimension at St Paul’s High School
The Catholic perspective should always be put forward in discussion within the Vocational Education courses.  Students should be encouraged to develop their attitudes in line with Gospel values.

Within the prescribed dimensions of Primary Industry and Metals and Engineering, a variety of issues related to the religious dimensions of our College will arise.  Further details of these will be found in each of the relevant programs.  In general:
· students should recognize that all human life is sacred and every person deserves to be treated with dignity and respect

· students should develop an ability to work with others, and to act with Faith, Integrity and Harmony in their own right, while respecting differences and valuing the person

· students should be able to identify the root causes of injustice and inequities and be prepared to work towards changing them

Within a Catholic community our students must be guided through these issues with the utmost care.  We must shape their attitudes towards workplace issues in such a way as to meet with the values of the College.

Vocational Education Aims and Objectives

Competency based courses were developed as a response to the needs of a large number of students staying on at school beyond Year 10.

When leaving school, these students need to be equipped to enter a range of post-school employment, education and training options, and as such must develop the knowledge and skills relevant to an extensive range of occupations within the business sector.

This situation, as stated in the Finn Review of Young People’s Participation in Post-Compulsory Education and training (1991):


“…will require schools to become more concerned with providing students with broad vocational skills, and for the distinctions between vocational and general education to be removed.”

The Vocational Education Programmes and the Syllabi from which they are derived, aim to:

· ensure the programming of VET Courses are in accordance with the guidelines outlined by the Industry Curriculum Frameworks as well as Board of Studies.
·   Incorporate, wherever possible course delivery and assessment strategies that involve the integration of competencies in projects that simulate the work environment. 
·    identify delivery and assessment strategies that provide opportunities for the students to develop and demonstrate competence in the knowledge, skills and attitudes identified in the syllabus. When the syllabus outcomes are achieved and competence is demonstrated to industry standard, a qualification may be issued.

· integrate the use of a wide variety of technologies and in particular computer technologies into workplace situations

· ensure students follow Occupational Health and Safety procedures for the classroom and workplace situations

· encourage students to develop self-confidence and self-worth in their work-related environments

· provide students with a challenging subject

· encourage students to cultivate habits in:

· the appropriate use of a wide variety of resources applicable to the work environment

· intellectual and social independence

· recycling techniques to minimize wastage and environmental damage

· guide each student in understanding and interpreting the complexities of a workplace environment

More specifically the courses offered in Vocational Education aim to provide students with opportunities to:

· critically examine career paths

· become enterprising, creative and adaptable

· develop attitudes and skills which will empower them to initiate and respond to change

· develop critical awareness and appreciation of the impact of current and emerging technology on the quality of life

· develop a command of language, in both written and spoken form, as a means of communication within the workplace, and with its associated technologies

· develop skills that will enable students to manage their human and non-human resources

· develop transferable skills which can be applied to new situations

· appreciate the values underpinning the Catholic Dimensions of the School.

For more specific statements of aims relating to particular courses, see relevant subject syllabus and syllabus support documents.

CSO GUIDELINES

Teacher of a VET course and the relevant school Executive should ensure he/she has received, read and kept for each year the following CSO guidelines concerning VET and RTO status:

· The VET Delivery Guide for Schools

· A Teachers Guide to Work placement

· A Student/ Parent Guide to Work placement (each student should receive one)

· An Employers Guide to Work placement

· VET Student Handbook

Every year each teacher of a VET course must in addition to the above points, complete and submit to the VET Contact Person

· copies of qualifications received to teach VET (for new teachers of VET)

· copy of each teacher’s  Professional Development Log

· copies of assessments

· copy of the Scope and Sequence charts
The VET Contact Person must complete and submit to the RTO

· an Industry Curriculum Framework Information Package (ICFIP) check list

·     confirmation of Quality Assurance Requirements form (signed by the Principal)

RPL Record Keeping

Schools are required to keep all records of RPL applications and RPL assessment reports.  A sample student RPL application kit and assessor report form is attached.

Schools are required to develop policy and procedures for RPL and RPL review.

The checklist below may assist VET contact persons and teachers to implement good RPL practice.

Checklist for Implementing RPL:
How do I implement all RPL principles and procedures?

The following checklist is provided as a guide to the implementation of RPL.

1. All enrolling VET students are provided with information about the RPL process and offered the opportunity to apply for RPL








2. All students enrolled in VET courses are provided with the learning outcomes of the course they will be undertaking so that they can determine if they have any prior learning


3. RPL application forms are available which are clear and straightforward and user-friendly

4. All students who apply for RPL are supported and facilitated through the process by the appropriate VET teacher and/or coordinator.  This will include discussion about the implications of RPL being granted.  There is opportunity for the applicant to negotiate the form of the assessment.  However, they must provide evidence of prior learning.  Suggested evidence includes letter of support from employer, pay slips, copies of certificates and qualifications gained at work (e.g. Crew Trainer Course for McDonald’s)
5. School staff are trained in RPL principles and processes appropriate to school delivered VET

6. All participants have their applications for RPL treated equally and fairly

7. All RPL decisions are based solely on the participant’s performance in relation to good benchmarks that are clear and orderly and can be easily understood by all concerned, including the applicant.  RPL decisions may need to take into account Board of Studies Principles for RPL.  Also see the ACE Manual.

8. Decisions are based on sufficient authentic and appropriate evidence, for example:

· direct or first-hand evidence (e.g. a practical test or something the applicant has made or written)

· indirect or second-hand evidence (e.g. references, lists of associations joined or positions held, articles about work the applicant has done)

· formal documentation of skills or knowledge (qualifications, certificates, or transcripts from courses of study)

9. Methods used are time effective and appropriate to the level of risk involved and the amount of assessment rigor necessary

10. Participants are notified in writing of the outcomes of their application

11. Participants are provided with the opportunity to request a review of the RPL assessor’s decision

12. Appropriate personnel not involved in the original RPL assessment will undertake any RPL review.  This may mean using a trained teacher from another school.

Australian Quality Training Framework (AQTF)

The Australian Recognition Framework (ARF) was replaced by AQTF. This was done to emphasise the need for quality in the national vocational education and training system. To standardise this the AQTF developed the following standards for all schools and teachers to follow and implement:

· Systems for quality training and assessment

· Compliance with Commonwealth and State legislation and regulatory requirements

· Effective financial management procedures

· Effective administrative and records management procedures

· Recognition of qualifications issued by other Registered Training Organisations (RTOs)

· Access and Equity and Client service

· Competence of RTO staff

· RTO assessments

· Learning and assessment strategies

· Issuing AQF qualifications and Statements of Attainments

· Use of National and State logos

· Ethical marketing and advertising

Vocational Education & Training Assessment Policy

Statement of Beliefs

For VET subject’s assessment must be competency based, and should therefore:

· be a dynamic, ongoing process

· provide students with a sense of affirmation and with incentive and direction for their future learning

· provide students with accurate knowledge and skills, enabling them to become self-evaluative and to take control of their own learning

· be a balanced combination of practical and theoretical activities according to syllabus directives and guidelines

· cater for a wide range of abilities and interests and provide differentiating experiences    

      to enable all VET students to achieve their full potential.
Statement of Practice

As a result of our beliefs about the nature and purpose of assessment, assessment tasks for VET subjects should

· be sufficiently varied as to offer opportunities for student achievement regardless of ability or learning style

· include clear criteria with regard to the nature of the task and the method of marking, so as to provide useful feedback and direction to students

· show a clear link with the competencies to be achieved

· be fair and at the same time challenging

· be subject to ongoing review and evaluation, so as to ensure the validity of the task

· provide realistic opportunities for students to retake tasks until competency is achieved

· take into consideration the resources available within the school, as well as student access to resources outside of the school

· be planned in consultation with the requirements of assessment for other subjects  
Information for Students Regarding Assessment

· All students need to be informed of the competency and performance criteria being assessed and whether the assessment is an assignment, practical activity or pen and paper test. 
· Reasonable notice must be given to students informing them of the tasks to be 
      assessed.  USE VET PROFORMA FOR ASSESSMENT NOTIFICATION
· Students should be given the opportunity to provide feedback for each task. USE VET PROFORMA FOR STUDENT EVALUATION
· Teachers must endeavour to complete and adhere to the Assessment Calendars/Schedules for the School whereby dates are regulated for the submission of tasks across the school. Each student should receive an assessment guide for major tasks at the beginning of the year. This is usually in the form of a Scope and Sequence
· Three formal opportunities should be provided to the student to achieve each competency. After this, it is the student’s responsibility to make suitable arrangements for competencies not yet achieved. 

· ALL VET  STUDENTS  ARE  GIVEN  A  STUDENT  HANDBOOK  WHICH 
      OUTLINES ASSESSMENT  AND THE  APPEALS  PROCESS  AT St Paul’s       
Information for Parents/Guardians Regarding Assessment

· During the year, time is provided for Parent and Teacher interviews.  Teachers are encouraged to use these allocated times.  Parents/Guardians wishing to contact teachers regarding the progress of a student are able to make an appointment at a time that is convenient to both parties.

· Parents/Guardians will have a record of the student’s exam mark and competencies achieved during each reporting period. 

Determination of Final HSC Marks

Students who study a VET course have the option to sit an HSC exam. At, St Paul’s High School he general policy is that all students will be entered for the exam and will sit for the Trial HSC. If a student decides after the Trial HSC that he/she does not want to sit for the HSC exam, he/she must ensure that he/she completes a subject variation form to withdraw from the exam by the end of August of their HSC year. VET PROFORMA MUST BE USED
The BOS requires an assessment mark for VET courses to be submitted that will be used in case of misadventure.  The HSC Trial mark or an agreed assessment mark will be submitted to BOS.

For each VET framework, the KLA coordinator will have a record of all students’ half yearly and yearly exams and any other assessment tools used in Year 12.

Competency Testing Framework

Purpose of Competency Testing

The main purpose of competency based testing is to enable students to demonstrate achievement of learning outcomes.  This means that students can demonstrate that they have gained, and are able to apply the necessary knowledge and skills to achieve the related outcome.

The keyword of competency based testing is demonstrate
All teachers of VET Courses must adhere to the following policy and programme:

· tasks for assessment should be directed towards actually performing the task either in the workplace, in a classroom simulation or being able to demonstrate understanding.  Refer to your relevant syllabus for prescribed methods.

· when testing for competency, include a variety of related outcomes, so that the opportunities for students to extend their knowledge and skills are maximized

· students can be continually retested until the competency is achieved.  If after three attempts, the student has not achieved competency, remedial action may be necessary, before the student retries the task

· structured work placement of either 35 hours or 70 hours is a compulsory component.  The success of workplace learning is dependant on the adherence to agreed standards in assessment and training.  It is therefore essential for all students and VET teachers to discuss with the workplace trainer, the competencies that will be assessed during workplacement

· Assessment can be made by the student’s peers, the student themselves, the trainer, or any combination of these, although the qualified assessor must be confident that a student has demonstrated the appropriate skills before signing the log books

How do you judge competency?

Students are to be regarded as entry level workers, and as such are not expected to have a vast range of practical skills.  However, they must acquire, via a combination of classroom and workplace learning, the potential to recognize, assimilate and perform tasks as set out by the Australian Standards Qualifications.

As a student completes or demonstrates a block of learning and achieve competency, the teacher or trainer will keep a record of the competencies they have achieved according to the assessment criteria in the syllabus document and under the conditions specified. THIS CENTRAL STUDENT RECORD IS KEPT IN THE VET FILES LOCATED IN B202 AND VET TEACHERS ARE RESPONSIBLE NOT TO REMOVE THIS CENTRAL INFORMATION
A record is kept of each attempt a student has to achieve competency and this includes the date of the task.
All competencies will be tested in an appropriate setting that is familiar to the student as is common in current industry practice.

Competencies for each module are assessed as completed according to the assessment criteria.  Therefore, the teacher or industry trainer should ensure they are aware of the assessment criteria associated with each competency as specified in the syllabus.

Competency Based Tasks

Setting and Administering of Competency Based Tasks

· Each exam paper should be submitted to the appropriate coordinator two weeks prior to the exam to ensure accuracy and that the competencies to be assessed are listed.

· Each Competency and Performance Criteria is to be clearly outlined to the student for each task, whether it is a written or practical task

· All block examinations for Years 11 – 12 VET courses must be completed in enough time for them to be copied, collated, and bundled with instructions and class lists prior to the holding of that exam (as per instructions of Curriculum Coordinator)

· All papers must include instructions to students and be typed. The instructions must include the duration of the examination and whether any special materials are required.

After Completion of Competency Based Tasks

· It is the responsibility of the subject teacher to ensure that all of the question and answer papers are collected at the end of the task.  These should be checked to ensure that students have submitted all of the necessary parts ON THE DAY OF THE TASK.

· Subject teachers must immediately inform the subject co-ordinator and curriculum co-ordinator of any student who has missed an assessment task or has any difficulties that arise during the conducting of the task, e.g. cheating or logistic problems.

Returning Competency Based Tasks/ Examinations

· As a guideline, examinations should be marked and returned to the students within three weeks of the exam date to provide students with immediate feedback and to facilitate reporting.

· Students should be given the opportunity to discuss their assessment task performance.  This should be done by means of one or more of the following:  working through the task in class, issuing all students with solutions wherever possible, making students do their own corrections, pointing out common errors and re-teaching the work, giving individual explanations either written or verbal.

Homework

· Regular homework should be set, so that students can consolidate work done during class time.

· Students should understand that homework is compulsory.

· Homework may take the form of research, study for a test, preparation for a practical task, completion of worksheets.

· Some class-time should be allowed for students to ask questions arising from their homework.

· The subject teacher, on a regular basis, should check homework.  If homework is not done, students must be informed that they are jeopardizing their ability to satisfactorily complete the course.

· Students should be aware that if no written homework is set they are still required to spend the VET homework time doing some subject study or revision.

Grades and Comments – Reports

· Student marks and assessed competencies will be included on the report in accordance with assessment policies.

· Vet Teachers’ comment should include a recommendation for students to enhance and 

      further develop their competence in the Vet course
· Reports are to be finalized by the due date.

· Copies of reports should be placed in each student’s file.

· Vet teachers are to update their Vet Report Proforma and return these templates to the Curriculum secretary.

· A database of comments and recommendations is available.

Classwork and Notebook Collection and Correction

· It is essential that all work be sighted on a regular basis, either by taking it up or by inspecting it while in the classroom.  Students should be aware of this checking and be given a reasonable opportunity to improve the standard of their work.

· Students should be continually encouraged to keep their folders neat and to develop the ability to set out their work in a logical and easy-to-read manner.

Vocational Education Teachers – Training Requirements

To satisfy the quality assurance requirements of VETAB, teachers of vocational courses will need to complete all the components of an approved training program, or gain formal recognition of individual qualifications, relevant and recent industry experience or other training.

Training programs have been negotiated for each vocational course.  The length of training time will vary based on individual teacher qualifications and experience, and the nature of training offered.

It is essential that teachers successfully complete the required training to ensure their students are eligible to receive recognition (credit transfer) into TAFE and/or industry training programs.

The Industry Advisory Groups of the State Vocational Education and Training in Schools Management Committee are responsible for considering teacher applications for recognition of prior learning (RPL).  Teachers should consult their Vocational Education Advisor or the CEC for further information about RPL.

In most cases costs of teacher training will be met from the Diocesan Vocational Education funds.  These funds will not however, provide for any but a small part of the cost of teacher release or purchase of facilities/equipment.

It is important to note therefore, that:

· schools will be required to meet a considerable part of the cost for teacher relief

· teachers may be required to undertake some elements of the training outside school hours

· a record of all training is to be documented in the Professional Development log

Teacher training may take place concurrently with the delivery of the course to students.  However, teacher training must be completed before the students have completed the course.
Role Description – Vocational Education Leader of Learning. 
The position of the Vocational Education Leader of Learning exists to achieve the Archdiocesan goal of ensuring access to Vocational Education for all students in Years 10, 11 and 12.  The School Vocational Education Leader of Learning will be responsible for the communication to school staff of all information relevant to Vocational Education and Training and will also require involvement in the planning of the Vocational Education Curriculum.  The School Vocational Education Leader of Learning will also liaise with the Local LCP (Careerlinks) and work closely with the  CSO Vocational Education Officer.

The tasks of the School Vocational Education Leader of Learning will be to:

· Attend local, cross sectoral, HVYE, Regional and CSO meetings as required

· Monitor RTO compliance for staff, resources (ICFIP list) and education

· Organise VET meetings and maintain minute records

· Promote VET framework and non-framework courses to students and parents by assisting with subject  selection and parent information sessions 

· Help identify students most likely to benefit from undertaking Vocational Education and to match them to appropriate courses

· Organise TAFE, Trade Training Centre, Private Provider and other VET courses conducted outside the College, e.g. TVET/OTEN Courses
· Liaise and meet with the local HVYE Coordinator regarding student work placement and development of school – industry links

· Negotiate suitable work placement dates and relay this information to the HVYE
· Work with class teachers for the allocation of work placement and completion of paperwork

· Ensure that the students have been prepared for work placement and assist with the supervision of   students on work placement

· Maintain database for work placement

· Implement and institutionalise regular methods of communication to staff, students and parents about Vocational Education courses and related matters such as the Jobs Pathway Program, Group Training Companies, New Apprenticeships, Part time student traineeships, teacher training, funding and resourcing, other government or independent school system initiatives (TTC) in the provision of VET (Vocational Education and Training).

· Establish and maintain records either computer based or hard copy for matters relating to VET

· Ensure that BOS VET records are complete and accurate

· Determine school teacher training needs in Vocational Education and make recommendations to the Principal

· Plan the provision of Vocational Education curriculum in consultation with the curriculum coordinator to maximize outcomes for all students who choose to include VET courses in their pattern of Yr 10 and senior study

· Monitor programs and assessment schedules and assist teachers where possible

· Prepare and distribute VET handbook.

· Ensure that all appropriate RTO documentation is photocopied and distributed to VET personnel

· Devise and implement ways to do longitudinal studies and keeping records of student’s post-school destinations

· Work with the CSO Vocational Education Officer towards the achievement of the above tasks and the positive support of VET within the school

· Maintain school membership in relevant professional associations and read current journals put forward by these groups

Role Description – Vocational Education Subject Teacher

A teacher of a VET course should:

· Develop programs in accordance with the Board of Studies syllabus and industry framework

· Maintain a detailed register of programs and teaching procedures

· Devise appropriate strategies for assessment of competencies

· Record student attainment of competencies and maintain student log books

· Maintain electronic records with the assistance of the VET Contact Person 

· Prepare students for work placement

· Assist with the collection of work placement documents, allocation of places and collecting a filing of data

· Supervise students at work placement

· Reassure students doing VET courses and create a positive work environment

· Ensure that all safety aspects relating to working in specialist rooms, are adhered to. All teachers must be familiar with the safety guidelines applied to the equipment being used and ensure that students follow the correct safety procedures

· Report any accidents, no matter how minor, in an accident report book

· Monitor and care for the resources in the department. Ultimately, the responsibility is with the teacher to ensure that procedures are followed and checked, not with the student

· Organise excursions in consultation with the KLA Coordinator. Ensure that the school policy relating to excursions is followed.

· Regular involvement in professional development is essential. Teachers are to maintain a professional development log detailing dates and time for these activities. A copy of the log is to be given to the VET Leader of Learning at the end of the school year.

· Liaise with the Vet Leader of Learning regarding any issues in the VET subject area and work placement

Vocational Education Program and Registers

· Each teacher should have her/his own copy of the relevant programs and register. These should be referred to frequently

· Student Evaluations of each unit of competency should inform assessment procedures and methods and programs should be adapted and modified to suit the needs of the candidature.  Therefore, there is a practice of assessment for learning and assessment of learning

· Registers should be completed at the end of every unit of work

Evaluation

· VET STUDENT EVALUATION PROFORMA AND VET TEACHER EVALUATION PROFORMA ARE TO BE USED
· Evaluation is an on-going process. Programs and policies are evaluated through such methods as: registers, formal faculty meetings, informal discussions with the VET staff, discussion with students, parents and other staff members

· Teachers of VET courses are encouraged to become more effective teachers by being self-evaluative and willing to be evaluated by others

Professional Development

VET Teachers can become more effective by:

· Showing personal and professional initiative and maintaining professional development
· Completing Professional Log annually

·       Continually striving to improve their teaching methods by attending in-service 
             courses, reading widely and evaluating  the effectiveness of their lessons

· Remembering that a subject department functions as a team. This is enhanced by following school and department policy, keeping to deadlines, attending faculty meetings, offering help and seeking assistance when it is needed, sharing ideas, team teaching and observing others teaching.

·      Showing loyalty and respect for their colleagues especially in time of debate and 
           disagreement

Classroom Management

It is desirable to commence and maintain good classroom habits from day one.  The nature of Vocational Education is such that students are often involved in group or practical work.  So that students do not lose focus, it is essential that all activities be controlled and directed effectively.

You can make your job, and that of your students, easier and more enjoyable if you:

· Induct VET students at the commencement of their VET course by reading and explaining the Vet Student Handbook to classes

· Thoroughly prepare work placement documentation well in advance of your class scheduled work placement date.

· Encourage students to apply for RPL where they have relevant past experiences
· show that you have a deep conviction about the worth and interest of Vocational Education

·  get to know your students, and learn their names quickly

· be very firm but fair, from the start

· know and make clear to your students, exactly what you expect from them

· prepare your lessons carefully, even if you are an experienced teacher

· know what you aim to achieve each lesson

· be certain of your facts – students need to feel confidence in you

· make sure that you have sufficient work for the lesson, and a little in reserve

· provide a good balance between students working and students listening

· be a true facilitator when students are working on independent projects

· be constantly aware of the safety issues in your environment

Vocational Education Excursion Policy

Excursions are seen as an integral component of the total learning experience of all students.  The purpose of Vocational Education excursions is to provide students with the opportunity to apply and develop work related skills.

The procedure to be followed regarding excursions is as is written in the Staff Handbook.  All excursions should be evaluated by both the staff involved and the students.

Teachers must organize excursions well in advance and the assessment and excursion calendar must be thoroughly checked.  
Collection of Money

Teachers are not to collect money personally.  St Paul’s students are to be billed via school fees and the Finance Officer to proceed with the Billing process in sufficient time for students to be billed.  Where possible, excursions are to be organized and placed on the School calendar in the preceding year.
Purchasing of Resources

Any Vocational Education teacher wishing to purchase resources, including books, should do so in consultation with her/his coordinator. All orders must be processed according to school policy. 
Vocational Education Resources

It is the responsibility of each teacher to report any broken or missing resources to the appropriate person.

Each of the specialty rooms contains storage facilities where the resources are stored.  Any teacher borrowing these resources must inform the appropriate Coordinator.

Students borrowing resources must do so with the permission of the teacher.  This teacher is then responsible for this resource.

Many difficulties have arisen from the inability of teachers to find certain resources so all Vocational Education staffs are asked to be diligent in the handling and returning of resources.

It is important to stress this policy with students from the beginning of their Vocational Education lessons.

Also emphasise the need for students to take care of the resources as they are costly and cannot be regularly replaced.

The collection of suitable resources is an ongoing practice.  Resources required to meet course requirements that the school does not have, over time may be purchased and/or borrowed.

Catering to the Needs of the Students

Within this School we identify and cater to the needs of students in all aspects of educational endeavour as part of our mission to enable students to discover their personal gifts and strengths and to encourage them to use these to the full.

We recognize that all students have a distinct learning style and that they must be given the opportunity to develop their knowledge, skills and attitudes according to their individual approach to learning.  We believe that Vocational Education offers a unique forum for stylized learning activities given the dynamic nature of the courses. 

Programs within the Vocational Education area are designed to particularly acknowledge the following specific needs of the student work in conjunction with other teachers on staff.

Language Difficulties

A large number of our students come from non-English speaking backgrounds.  It is important that we recognize this in all areas of our teaching, particularly in the communication of information.  Students need to be provided with written and verbal instructions.  Visuals are to be used where appropriate.

Students with particular difficulties should be identified and referred to the ESL Support person. 

In particular, students should be encouraged to learn and correctly apply relevant technical and key HSC terms in their Vet courses to broaden and develop their writing skills.
Vet teachers should provide a wide range of literacy building activities in their classroom practice

Special Education

This term refers to students who have been identified as having special educational needs because they have a learning difficulty or disability.  This may also include a medical condition such as diabetes or epilepsy which may impact on a student in the workplace. Such students are eligible for assistance under this program.

In line with the School ethos, the program allows students the inherent right of respect for their human worth and dignity.  It allows students to realize their individual capacity for spirituality, physical, emotional and intellectual development.  To this end an integrated approach is used in Vocational Education .

Since Vocational Education is not a streamed subject area and does not contain pre-requisites for entry into courses, the Special Education Teacher is only available for intermittent assistance with recognized students.  It is the responsibility of the classroom teacher to approach the Special Education teacher/s for assistance with strategies to aid these students in the Vocational Education classroom.  Some of these will include:

· Pacing of work to be slower to enable consolidation of concepts and skills

· Presentation of concepts to be visual with the use of concrete aids where possible

· Modifying the use of language

· Interpreting questions and assisting with reading relevant sections of handouts or texts

Support can also be provided in the modifying of programs and supplying resource material to cater for the individual needs of the student.  This support may also be given in the form of one to one assistance with the student in the classroom, however, this must be especially arranged and on a limited, special need basis.

Special Needs Students and Work Placement

The VET teacher is to inform the LCP (Careerlinks) of any special needs student requiring a suitable work placement.

In accordance with CSO guidelines and the Board of Studies Industry Curriculum Frameworks Support Document for Special Education Needs a PREVOCATIONAL ASSESSMENT INFORMATION FORM MUST BE COMPLETED PRIOR WORK PLACEMENT FOR ALL STUDENTS OF SPECIAL NEEDS.  

This is the responsibility of the VET teacher.  THE COLLEGE PREVOCATIONAL ASSESSMENT INFORMATION PROFORMA MUST BE USED AND THIS DOCUMENTATION MUST BE FILED IN THE STUDENT VET FILES IN CARRERS ROOM
The Vet teacher should consult with the Learning Support Coordinator and complete the prevocational assessment with their assistance.  

IN LINE WITH PRIVACY LEGISLATION, PERMISSION FROM PARENTS OF STUDENTS WITH SPECIAL NEEDS MUST BE OBTAINED BEFORE ANY INFORMATION IS RELEASED TO EMPLOYERS BEFORE WORK PLACEMENT.  THE SCHOOL AUTHORITY TO RELEASE INFORMATION FOR WORK PLACEMENTS PROFORMA MUST BE USED.  (NB Part A and Part B permissions forms are still used but there is an addition of this proforma for students of special needs) 
Should a parent refuse to sign this authority the Vet teacher needs to inform the RTO, to maintain dialogue between the school and the parents.  In the worst case scenario, if a parent still refuses to sign this authority the School Executive will decide if the student will still undertake work placement.
Once the prevocational assessment has been completed and authority to release information to the employer has been signed by parent, the Vet teacher is to send the Vet INFORMATION FOR EMPLOYERS TO ASSIST STUDENTS WITH SPECIAL NEEDS IN WORK PLACEMENT BOOKLET to the host employer for work placement.
Gifted and Talented

Catering to the needs of gifted and talented students is the responsibilities of the classroom VET teacher.  We therefore acknowledge that our gifted and talented students should be both recognised and catered for appropriately.  The College guidelines are set out in the Gifted and Talented Policy. Gifted and Talented students should be encouraged to participate in World Skills and other competitions or awards programs
Literacy and Numeracy Policy

The Vocational Education Department accepts the challenge to continually build the literacy and numeracy skills of the students at the School. Glossaries, journal writing, text types and summarizing exercises, calculations, interpretation of graphs, tables and workplace documents, measurement, volume and the use of numbers in the workplace are included in the programs. 

We have the opportunity to use technology to allow students to more freely develop their writing skills by enabling them to use computers to easily change, correct and manipulate text for the best result.

Aboriginal Perspectives in Vocational Education

Aboriginal students are encouraged, in this department, to actively promote and extend their own and other students, understanding of the rich diversity of aboriginal spiritual and cultural heritage. Student’s attention to Aboriginal perspectives can be addressed when teaching and learning about anti discrimination legislation in Vet courses.

Vocational Education Multicultural Policy

It is the School policy that all cultures be recognised as valuable and that the classroom environment and learning activities should be one free of racial tension and that learning activities do not reflect any cultural bias.

Where possible, cultural perspectives are built into the structure of the VET programs.  These include the study of Equal Employment Opportunities, Anti-Discrimination Policies, historical recognition of various cultures and their contribution to the work environment.

Parental/Community Involvement in Vocational Education

It is our policy to provide parents/members of the community with the opportunity to be involved in the learning environment at the School.  At any appropriate point during the delivery of Vocational Education subjects, teachers are encouraged to ask for outside input to further enhance students’ grasp of a topic or simply as a form of interaction, or as a provider of work placement contacts.

Open Days and parent teacher evenings as well as presentations to the Parents and Friends Associations provide opportunities for community involvement.

Guest speakers and field trips are incorporated into course where appropriate.

Students are encouraged, through involvement in their part-time work, to contribute their experiences and resources in classes where applicable.

VET Safety Policy

It is the responsibility of all Vocational Education teachers to be aware of the safety issues related to each specialty room they will work in and to ensure that students follow the procedures outlined to them in class.  We aim to promote positive attitudes towards safety and the environment and support a safe work environment through the elimination or control of factors that may cause an accident.

NB: It is a mandatory requirement for all VET courses that WH&S be taught prior to workplacement.

Safety Issues Related to Students with Medical Conditions

Vocational Education teachers must make themselves aware of students in their classes who have illnesses by checking with their Year Coordinator.  All teachers are also responsible for familiarizing themselves with the handling of students particularly if they become ill within Vocational Education classes.

Vocational Education Copyright Policy

Due to the nature of this learning area, there are many aspects of copyright that must be considered by the staff teaching the various subjects.  The Catholic Education Commission of N.S.W. is currently party to 4 Copyright Licences agreements that teachers must be aware of and apply to their lesson planning in the Vocational Education area.  These are:

1. Copyright Agency Limited – For print copying – This allows teachers more scope when copying material for classroom use, but its specific about the quantity permitted from any one source.  

2. Audio Visual Copyright Society – For video and audio tape copying – This agreement, as of September, 1994, is still pending and therefore it is still possible to make audio visual copies as long as they are solely for educational purposes, are not to be sold in any way for profit, are labeled with the name of the school, the words required by the Act 1968, the date of broadcast and the date of copying.  Copies cannot be made of tapes obtained prior to 1 July 1990.  For further information consult the Staff handbook.

3. Australian Mechanical Copyright Owners Society – For sheet music and lyrics – This is unlikely to impact on the Vocational Education area greatly.

4. Australian Performing Right Association – For minor performances and Broadcast – APRA represents song writers and publishers and must be approached before any music is to be performed by students.

The C.E.C. has also issued information regarding computer software under the 1986 Act stating that:

· The school must have express permission to copy or adapt any computer software, thus schools cannot use a single user program on more than one machine at any one time

· Software may be sold in single user, lab packs, network versions or under site license and the terms of the agreed purchase must be adhered to at all times

· The school is permitted to make back-up copies of software but it must be owned by the school and not borrowed from another owner.

The installing of software onto any of the school computers must go through (see school policy) ICT coordinator
Technology Across the Curriculum
· It is the policy of this department to further integrate technology into the Vocational Education curriculum as funding and resources allow.
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