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COLLEGE INFORMATION
COLLEGE COMMUNICATION
The weekly newsletter is emailed Wednesday and contains link to TCC TV News and important 
information for Student Wellbeing, Curriculum, Community of Faith and Cultural activities. The 
College APP sends notifications and reminders.  

DAILY NOTICES
Each morning a bulletin, which includes all important College notices, is read to the students in 
each Pastoral Care Group.

ASSEMBLY
College, House, Senior & Middle School Assemblies are as scheduled on the College Calendar.  
Members of the College staff address the students on important College issues. Occasionally, 
members of the wider community use the College Assembly to address the students and the staff.

CALENDAR
Each family receives a copy of the College Calendar at the beginning of the year so that all are 
familiar with important College dates.

OTHER METHODS OF COMMUNICATION
If parents/care givers have any enquiries, they can use any of the following methods of 
communication:
1. email member of staff
2. a brief note in the Student Planner for the Subject or Pastoral Care Group teacher
3. a longer note to any staff member
4. a message requesting a staff member to return your call  
5. arrange for an interview - If parents/care givers wish to have an interview with a staff member, 

it is best to send a message to the staff member indicating the available times.

ONLINE
College Website: www.tccr.com.au 
College Email: tccr@tccr.com.au   

DAILY SCHEDULE 
At 8.25am students are to collect their books in preparation for the first lesson at 8.35am.

Period/PC/
Assembly

NORMAL DAY HOUSE/
COLLEGE 
ASSEMBLY

SENIOR 
SCHOOL
ASSEMBLY

MIDDLE 
SCHOOL
ASSEMBLY

Period 1 8.35am-9.50am 8.35am-9.40am 8.35am-9.40am 8.35am-9.40am

PC/Assembly 9.55am-10.10am 10.55am-11.40am 
(No PC)

9.45am-10.30am
(No PC)

10.55am-11.40am
(No PC)

Period 2 10.15am-11.25am 9.45am-10.45am 10.40am-11.40am 9.45am-10.45am

Period 3 12.10pm-1.25pm 12.25pm-1.30pm 12.25pm-1.30pm 12.25pm-1.30pm

Period 4 1.50pm-3.00pm 1.55pm-3.00pm 1.55pm-3.00pm 1.55pm-3.00pm





















ACADEMIC POLICIES & PROCEDURES
RESPONSIBILITIES OF STUDENTS 
Students are responsible for: 
• obtaining a copy of the assessment schedule on the College website  
• completing all assessment tasks honestly and to the best of their ability
• meeting all assessment deadlines
• communicating difficulties with assessment to the class teacher or Academic Dean in a timely 

manner
• catching up on missed classwork due to absence from class 

HOMEWORK
The table below outlines time allocations that are recommended, as a minimum, to be allocated to 
homework.  There is an expectation that students will need to increase the amount of time spent 
on homework when they are required to complete assessment tasks. 

Year Level Recommended Time 
Allocation (per week) 

Year Level Recommended Time 
Allocation (per week) 

Year 7 3 Year 10 10
Year 8 5 Year 11 12
Year 9 7 Year 12 15

ASSESSMENT POLICY
Assessment is defined as any technique used to gather evidence towards results.  It includes, but 
is not restricted to: examinations, assignments, practical projects, oral presentations, multi-modal 
presentations.

ASSIGNMENT POLICY
In the interests of equity, reliability and validity, all assignment work should be completed and 
submitted on time on the due date.  Students are advised to treat due dates as absolute deadlines 
and to aim at an earlier submission to avoid unforeseen circumstances that prevent submission.

Due dates and method of submission will be clearly stated on the assessment task sheet. 

ATTENDANCE AND ASSESSMENT
It is not acceptable for students to absent themselves from a school day or part thereof to study for 
an examination or to complete assignment work.  This practice constitutes an unfair advantage.

















EXAMPLES
 

REFERENCE 
TYPE

IN-TEXT EXAMPLES REFERENCE LIST EXAMPLE SOURCE TYPE

One author Sophisticated searching 
techniques are important in 
finding information (Berkman, 
1994) 

OR 

Berkman (1994) claimed that … 

Berkman, R. I. (1994). Find 
it fast: How to uncover 
expert information. Harper 
Perrenial.

Book

Two authors Accurate referencing is key to  
academic integrity (McQueen & 
Knussen, 2006).

OR

McQueen and Knussen (2006) 
argue that…

McQueen, R. A., & Knussen, 
C. (2006). An introduction 
to research methods and 
statistics in psychology. 
Harlow: Pearson Prentice 
Hall.

Book

Three to 20 
authors  

(O’Keefe et al., 2009) O’Keefe, J. H., Bell, D. S. H., & 
Wyne, K.L. (2009). Diabetes 
essentials. Sudbury, MA: Jones 
and Bartlett Publishers.

Book

Web page - 
with author

(Atherton, 2005) Atherton, J. (2005). Behaviour 
modification. http:// www.
learningandteaching.info/ 
learning/ behaviour_mod.
htm

Web Page

Web page  - 
no author

(Behaviour modification, 2007)

Use title instead of author name

Behaviour modification. 
(2007, April 15).
http://www.educational-
psychologist.org.uk/ 
behaviour.html
*If no month or date these 
can be left out.

Web Page

Webpage  – 
no date

(Society of Clinical Psychology, 
n.d.)

Society of Clinical 
Psychology. (n.d.). About 
clinical psychology. http://
www.apa.org/about/ 
division/div12.aspx

Web Page

Students can find further examples of end text referencing and in-text citations on the Referencing 
APA tab of the TCC Online Search Portal (click on the gold TCC Library Search star on the student 
computer desktop.  There is also a hard copy example for students to use within the Library.
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