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Overview

The Queensland Certificate of Individual Achievement (QCIA) recognises and reports the learning
achievements of students whose learning is part of an individual learning program during senior
secondary schooling.

The Student Management application (app) is used to manage student data and record
achievements. This guide outlines procedures for schools to record QCIA data in the Student
Management app.

Schools should refer to Section 3 of the QCE and QCIA policy and procedures handbook v6.0 for
information about the QCIA.
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1. Managing roles

The Student Management app is accessed through the QCAA Portal. School staff responsible for
QCIA quality assurance must be assigned access to the app.

Assigning access

The Access Management Organisation Administrator assigns roles to appropriate staff at their
school. Refer to the QCE and QCIA policy and procedures handbook v6.0, section 13.1 The
QCAA Portal.

QCIA roles

Two roles are assigned to enable staff to record QCIA data: QCIA coordinator and QCIA leader.
Table 1 summarises the QCIA user roles in the Student Management app.

The principal’s delegate should always be assigned the QCIA leader role. A second QCIA leader
should also be appointed, so that a curriculum plan can always be approved by someone other
than the person who created it.

Table 1. QCIA user roles in the Student Management app

QCIA process | QCIA leader QCIA coordinator

Curriculum e create new curriculum plans ¢ create new curriculum plans
plans e edit In progress curriculum plans

edit In progress curriculum plans

¢ submit completed curriculum plans for | e submit completed curriculum plans for
approval by a QCIA leader approval by a QCIA leader

e approve Submitted curriculum plans ¢ view curriculum plans with any status

e revert Approved curriculum plans to In | e access QCIA curriculum plan reports.
progress for editing or deletion

¢ delete In progress curriculum plans
¢ view curriculum plans with any status
e access QCIA curriculum plan reports.

Draft e create new draft certificates o create new draft certificates
certificates o edit In progress draft certificates e edit In progress draft certificates
¢ submit completed draft certificates for | e submit completed draft certificates for
approval by a QCIA leader approval by a QCIA leader
e approve Submitted draft certificates o view draft certificates with any status

o revert Approved draft certificates to In | e access QCIA draft certificate reports.
progress for editing or deletion

¢ view draft certificates with any status
¢ access QCIA draft certificate reports.
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2. Accessing the Student Management app

Step Screen

Access the QCAA Portal.

Go to:
www.qcaa.qgld.edu.au/portal in
your internet browser.

Click Continue to login.

Help

Queensland Queensland Curriculum
%Gavemment ‘ QCAA & Assessment Authority QCAA Portal

A secure point of access to QCAA's applications and Log in

data for staff at Queensland schools, learning

providers and other education organisations. -
I you are 3 QCAA Portal account holder

Students please continue.
cnntmue to login

Qe Portal account holders include staff st Queensiand
schools o learning providers, QUAA markers and
invigilators.

Visit the myQCE website for Student Portal
access,

Supported browsers
Chrome 42+, Microsoft Edge (Chromium-based),

Firefox 37+ and Safari 8+. New to QCAA Portal?
[ @ @ ° Register for a QCAA Portal account.
QCAA staff Changing schools?

Transfer your QCAA Portal account.

Need help?

Visit the Portal login help page.

& Internal staff access.

Enter your Email address.

Enter your Password.

Click Continue.

Queensland Government | QC A A Queensland Curriculum

& Assessment Authority

QCAA Portal login

Email address

Email address

Password

Password

Cancel Continue

Do you need to:

e register for an account
e resetyour password

If you already have an account, and are having trouble logging in, please email the Client Services at
ClientServices@qcaa.qld.edu.au or phone (07) 3864 0299.

The QCAA Portal screen will
display, showing a tile for each
application you have been
granted access to. You may
see a different number of tiles
on your screen than shown in
this example.

Select the Student
Management app tile.

HoR Quesnstand Government | QCA A esmscurisun. Qean portal

General applications

Bl =

-
Assessor Jobs My Details Noticeboard

Travel Bookings and
Claims

My applications

Student Management

For more information, refer to the quick steps guides in QCAA Portal help.
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3. QCIA curriculum plans

Before using the Student Management app, each student’s curriculum plan should be prepared
by selecting learning focuses and learning goals from the Guideline for individual learning (GIL) in
consultation with the student and parents/carers. Refer to QCE and QCIA policy and procedures
handbook v6.0, section 3.2.2 Curriculum plans.

Curriculum plan status

To support internal quality assurance processes, the status of a curriculum plan changes as it is
processed in the Student Management app:

Draft

In progress

Submitted Approved

A plan may also have the status of Declined, if a QCIA leader does not approve it.

Creating a new curriculum plan

To create a new curriculum plan, the QCIA leader or QCIA coordinator user roles must be

assigned.

Screen

Log in to the
QCAA Portal
and select the
Student
Management
app tile.

Click Students.

Select Single
student from
the dropdown
menu.

Click the radio
button beside
My current
students.

Click Search.

Narrow the
search by
adding the
student’s LUl or
name to the
filters.

Click View.

QCAA Student Management

Queensland Curriculum
& Assessment Authority

mmmmm

Home = Students -  Registrat

Student search

Single student
Student search
o My current students

My previous students

Show additional filters

Student search
o My current students

My previous students

Show additional filters

View

20 per page v

Ll = Given ~

names
| Tesﬂ ‘

Test

QCIA data in the Student Management application
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Total results: 36

ion -

Family
name

QClA

Enrolments & results ~

Certification -  Reports - Admin ~

My current & previous students

All students
My current & previous students
All students
Filtered results: 1 Export
- Preferred . Dateof Sex + Exityear = Actions
name - birth N
:
2025 View
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Select QCIA

Summary. Test QCIA
C|ICk Add Student details
curriculum Registrations
plan' Subject

enrolments

VET enrclments

The curriculum
plan status is
Draft until data

OCs enrolments

QCIA Summary

is saved. .
QCE eligibility
Senior
Education
Profile

Expand the _

. Curriculum plan

curriculum

organiser.

Click Add

learning goal. Collapse all

Student search » Learning account

= QCIA eligibility
Student projected to be
Course of study name = QCE - Maximum _  Projected
category credit T credit

No data found

Curriculum plan Draft certificate

credit

Curriculum plan status: Draft

Draft certificate

Add curriculum plan

Curriculum plan status: Draft

= Communication and Technologies

Begin typing the
Learning focus
to select it from

the dropdown
||St Language use

Lad

Add the
Subcategory
and Learning
goal.

Curriculum plan

Click Add.

Collapse all

Once all
learning goals
have been
added, click

Save. Learning focus

Language comprehension

QCIA data in the Student Management application
A guide for schools

Language comprehension

Subcategory Learning goal

Draft certificate

Cance!

Add learning goal

Actions

Curriculum plan status: Draft

= Communication and Technologies

Subcategory  Learning goal

Interpreting summarise and organise information and ideas

cance E

Add learning goal

Actions

Completed
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Add a short note
to the text box.

Click Save.

Test QCIA

Curriculum plan 2025

20/500 used

Cancel Save

The curriculum
plan status will
change to In
progress.

Click History to
view the history
of the

curriculum plan.

Click Edit to
make changes.
Ensure changes
are saved.

Curriculum plan Draft certificate

Expand all

= Communication and Technologies

Learning focus Subcategory

Language comprehension Interpreting

Learning goal

Summarise and organise information and ideas

Curriculum plan status: In

progress Edit History

Actions

Submitting a curriculum plan for approval

Step Screen

After checking the
curriculum plan,
click Submit.

Curriculum plan Draft certificate

Expand all

= Communication and Technologies

Learning focus Subcategory

Language comprehension Interpreting

Curriculum plan status: In

progress Edit History

Learning goal Actions

Summarise and organise information and ideas
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A pop-up will
appear.

You are about to submit this curriculum plan for approval. Once submitted.
you can no longer edit. Do you wish to continue?

Click Yes to i
submit or No if
further changes are
required.

Add a short note to
the text box and
click Save.

Test QCIA

Complete 2029

The curriculum
plan status will
progress to
Submitted.

13/500 used

Cancel Save

An automated
email is sent to the
QCIA leaders at
your school to
inform them the
plan has been
submitted and is
ready for approval.

Approving a curriculum plan

To approve a curriculum plan, the QCIA leader role must be assigned. The curriculum plan
should be approved by someone other than the person who created it.

Step ‘ Screen

To view a” QCAA Student Management Help  ContactQCAA  Close
students !n a Queensiand | Queensland Curriculum
Cohort, CIICk ‘Government & Assessment Authority
certification Home Students -  Registration -  Enrolments & results -~ Certification -  Reports - Admin -
and select et e gy
QCIA . . . imate eligiilit
i QCIA eligibilit QcE efgoiity
e|lglbl|lty g y QCIA eligibility
from the o This screen displays the projected QCIA eligibility based on student enrolments in QCE Core category courses of study. Eligibility is
drodeWn treated as projected until the student completes senior learning.
menu. Refer to Section 3 of the QCE and QCIA policy and procedures handbook for QCIA eligibility requirements.
Contact QCAA on gcia@qcaa.qld.edu.au for further information.
Select the ‘
Exit year to Bt ysar 2 v
display a list
of students in
the cohort.
QCIA data in the Student Management application Queensland Curriculum & Assessment Authority
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Click View to
open a
student’s
learning
account.

Click the
QCIA
Summary
tab to view
the
curriculum
plan.

Refer to
Creating a
new
curriculum

plan (pp. 4).

Click Review
curriculum
plan.

Click More
Actions.

Select
Approve or
Decline from
the dropdown
menu.

If the plan is
declined, the
QCIA
coordinator
may edit the
plan to action
required
changes.

QCIA data in the Student Management application

A guide for schools

Queensland Certificate of Individual Achievement eligibility summary

View Total results: 14 Filterad results: 1
20 per page ¥
LUl Given names

Family name Core courses Eligible for CPLAN Cert Action

enrolled QCA Status Status

Test Y

Test QCIA 0 Yes Approved Draft View

Curriculum plan Draft certificate

Curriculum plan status: Submitted

Review curriculum plan History

Expand all

= Communication and Technologies

Learning focus Subcategory  Learning goal Actions

Language comprehension Interpreting Summarise and organise information and ideas

Curriculum plan Draft certificate

Curriculum plan status: Submitted

‘ More actions ~ | Histaory
Approve
Expand all PP
Decline
= Communication and Technologies
Learning focus Subcategory  Learning goal Actions

Language comprehension Interpreting Summarise and organise information and ideas
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Add a short
note to the
text box and

Test QCIA

click Save. Approved|

8/500 used

Cancel Save

The status of
the
curriculum
plan will
progress to
Approved.

Curriculum plan

Expand all

All curriculum
plans should
be approved
by the date
published in
the SEP
calendar.

Learning focus

Language comprehension

Draft certificate

= Communication and Technologies

Subcategory

Interpreting

Curriculum plan status: Approved

Edit Histary

Learning goal Actions

Summarise and organise information and ideas

Editing an approved curriculum plan

Step Screen

An Approved
curriculum plan
may be updated.

Curriculum plan

Click Edit

Collapse all
The curriculum
plan status will -

revert to In
progress.

Learning focus
Once the Language
required comprehension

changes have
been actioned,
follow the steps
to submit and
approve the
curriculum plan

(pp. 6-9).

Language use

Draft certificate

Communication and Technologies

Subcategory

Interpreting

Interacting and

composing

Curriculum plan status: In

Edit History

progress

Learning goal Actions

Summarise and organise information and ideas

Compose and edit texts to represent events and
ideas
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Click History to
view a list of
users and
comments.

Saved at Status
09/04/2025 09:36  APPROVED
09/04/2025 09:36  SUBMITTED
09/04/2025 09:35  IN_PROGRESS
09/04/2025 09:17  APPROVED
09/04/2025 09:03  SUBMITTED

09/04/2025 08:55 IN_PROGRESS

Comment
Approved 2

Curriculum plan updated

Updated
Approved
Complete 2025

Curriculum plan 2025

QCIA data in the Student Management application
A guide for schools
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4. QCIA draft certificates

Schools record QCIA achievements in the Student Management app. Refer to QCE and QCIA
policy and procedures handbook v6.0, section 3.3.4 Recording Statements of Achievement and

Statements of Participation.

Draft certificate status

To support internal quality assurance processes, the status of a draft certificate changes as it is

processed in the Student Management app:

Draft In progress

Submitted

Approved

A certificate may also have the status of Declined, if the QCIA leader does not approve it.

Creating a draft certificate

To create a draft certificate, the QCIA leader or QCIA coordinator user roles must be assigned.

Step Screen

Select QCIA
Summary. éﬁl PEEAA:
Home Students ~ Registration ~
glelf';(chraatf; tab QCIA Eligibility » Learning account
. ' Test QCIA

Note: This tab will
only be accessible in
a student’s exit year
— refer to the SEP
calendar for key
dates.

Student details
Registrations

Subject
enrolments

VET enrolments

QOCS enrolments
No data found

Click Add draft
certificate.

QCIA Summary
QCE eligibility
Senior

Education
Profile

Curriculum plan

QCIA data in the Student Management application
A guide for schools

Enrolments & results -

Course of study name ~

Student Management

Certification ~

—  QUIA eligibility

Reports ~

Help  Contact QCAA  Close

Admin -

Student projected to be

QCE -
category

Draft certificate

Page 11 of 21

Maximum
credit .

Projected

Completed
credit o

credit

Draft certificate status: Draft

Add draft certificate
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Expand the
achievement

Curriculum plan Draft certificate

category.
Draft certificate status: Draft
Cance!
Click Add.
Expand all
The draft certificate — Communication and Technologies
status is Draft until
data is saved. add
Achievement Action
Ne data found
To add a pre-

Curriculum plan Draft certificate

populated Statement
of Achievement,

begin typing the Draft certificate status: Draft
statement. Cance
Expand all
Select the statement
from the list. = Communication and Technologies
SJm|"'1# Add Add written statement
Click Add.

Summarises and organises information and ideas
Summarises and organises information Action

Summarises and organises ideas

NOte: Pre-popUIated Summarises infermation and ideas
statements are Summarises information
available on the

QCAA website,

QCIA Statements of

Achievement and

Participation.

TO add a free'form Curriculum plan Draft certificate

Statement of

Achievement, click 3

Add written Draft certificate status: Draft

statement. Cance E

Expand all

= Communication and Technologies
Type the statement
and C||Ck Add. Add Add written statement

Free-form Statements of Add
Achisvemnent must adhere to writing
conventionsg

Note: Free-form

statements must IR <

adhere to the Writing

conventions of Achievement Action
Statements of

R summarises and organises information and ideas Remove
Achievement.
QCIA data in the Student Management application Queensland Curriculum & Assessment Authority
A guide for schools May 2025
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To add Statements of | . unpn oo

Participation, expand

the accordion below Draft certificate status: In progress
each of the
achievement Expand all

categories.

+ Communication and Technologies

Click Add. .

Community, Citizenship and the Environment
+ Leisure and recreation

+ Personal and living dimensions

+ Vocational and transition activities

— Statements of participation

Participation details Action

No data found

Begin typlng the = Statements of participation
statement.

cof

Coffee shop program

Select the statement

from the list.
= Statements of participation
Click Add.
Coffee shop program Remove
Once statements Curriculum plan Draft certificate
have been added,
click Save. B
Draft certificate status: Draft
Cancet m
Expand all
= Communication and Technologies
Add | Add written statement
Achievement Action
summarises and organises information and ideas Remove
Free-form Statements of Achievement must adhere to writing conventions Remove
QCIA data in the Student Management application Queensland Curriculum & Assessment Authority
A guide for schools May 2025
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Add a short note to

the text box. Test QCIA

Click Save.

Draft certificate 1|

19/500 used

Cancel Save

The draft certificate
status will progress
to In progress.

Click History to view
the history of the Expand all
draft certificate.

Click Edit to add et
statements or make
changes to the draft

Curriculum plan

Draft certificate

= Communication and Technologies

summarises and organises information and ideas

Draft certificate status: In progress

Edit History

certificate |f required i Free-form Statements of Achievement must adhere to writing conventions

Submitting a draft certificate for approval

Step Screen

Click Submit.

Curriculum plan

Expand all

Achievement

Draft certificate

= Communication and Technologies

Summarises and organises information and ideas

Draft certificate status: In progress

sy

Free-form Statements of Achievement must adhere to writing conventions

QCIA data in the Student Management application
A guide for schools
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A pop-up will appear.

You are about to submit this draft certificate for approval. Once submitted,
you can no longer edit its statements. Do you wish to continue?

Click Yes to submit S
or No if changes are it
required.

Add a short note to
the text box and click Test QCIA
Save.

Draft certificate complete

The draft certificate
status will progress to
Submitted.

26/500 used

An automated email is
sent to the QCIA
leaders at your school
to inform them the
certificate has been
submitted and is
ready for approval.

Approving a draft certificate

The QCIA leader role must be assigned before a draft certificate can be approved. The draft
certificate should be approved by someone other than the person who created it.

Draft certificates should have an Approved status before they are submitted to the QCAA for peer
review at verification. Refer to the QCE and QCIA policy and procedures handbook v6.0, section
3.4 QCIA quality assurance processes.

Step Screen

Access the learning

account. Curriculum plan Draft certificate
Draft certificate status: Submitted
Select QCIA
Summaer Review draft certficats | History
Expand all

Click the Draft

i = Communication and Technologies
certificate tab.

Achievement
Click Review draft Summarises and organises information and ideas
certificate. Free-form Statements of Achievement must adhere to writing conventions
QCIA data in the Student Management application Queensland Curriculum & Assessment Authority
A guide for schools May 2025
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Click More
actions.

Select Approve or
Decline from the
dropdown menu.

If the certificate is
declined, the QCIA
coordinator may
edit the certificate
to action the
required changes.

Curriculum plan Draft certificate

Draft certificate status: Submitted

Approve N
Decline

Expand all

= Communication and Technologies

Achievement
Summarises and organises information and ideas

Free-form Statements of Achievement must adhere to writing conventions

Add a short note to

the text box and Test QCIA
click Save.
Draft certificate approved
26/500 used
Cancel Save
The draf_t certificate Curriculum plan Draft certificate
status will progress
to Approved.

Draft certificate status: Approved

Edit History

Expand all

= Communication and Technologies

Achievement
summarises and organises information and ideas

Free-form Statements of Achievement must adhere to writing conventions

QCIA data in the Student Management application
A guide for schools
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Editing an approved draft certificate

Step ‘ Screen

A certificate with
Approved status may
be edited.

Click Edit.

Curriculum plan Draft certificate

Draft certificate status: Approved

Expand all

= Communication and Technologies

Achievement
summarises and organises information and ideas

Free-form Statements of Achievement must adhere to writing conventions

Edit History

Click Add to add new
Statements of
Achievement or Edit
to make changes to
free-form statements.

Curriculum plan Draft certificate

Draft certificate status: Approved

Expand all

= Communication and Technologies

Achievement

summarises and organises information and ideas

Free-form Statements of Achievement must adhere to writing conventions

Cancel | |

Add
Action
Remave

Edit

Click Save.

In this example, a
third Statement of
Achievement has
been added to the
Communication and
Technologies
achievement
category.

Curriculum plan Draft certificate

Draft certificate status: Approved

Expand all

= Communication and Technologies

Add Add written statement

Achievement

summarises and organises information and ideas
Free-form Statements of Achievement must adhere to writing conventions

Communicates free-form statements using verbs in the present tense

Canee

Action
Remove
Remove

Remove

QCIA data in the Student Management application

A guide for schools

Page 17 of 21

Queensland Curriculum & Assessment Authority

May 2025



Add a short note to
the text box. Test QCIA

Updated tp include third Statement of Achievement in CT (ategory.|

Click Save.

65/500 used

Cancel Save

If a statement is

A Curriculum plan Draft certificate
edited or added, the
draft certificate status
will revert to In Draft certificate status: In progress
Progress. Edit Histary
Expand all
Once the required
changes have been = Communication and Technologies
actioned, follow the
steps to Submit and Achievement
Appljove the draft Summarises and organises information and ideas
certificate (pp. 14—
1 6) Free-form Statements of Achievement must adhere to writing conventions
Communicates free-form statements using verbs in the present tense
Draft certificates Curriculum plan | Draft certificate
should have

Approved status to

Draft certificate status: Approved
show they have P

Edit History
progressed through
internal quality Expand all
assurance processes.
= Communication and Technologies
Achievement
summarises and organises information and ideas
Free-form Statements of Achievement must adhere to writing conventions
Communicates free-form statements using verbs in the present tense
QCIA data in the Student Management application Queensland Curriculum & Assessment Authority
A guide for schools May 2025
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5. QCIA reports

Schools use the Student Management app to produce reports throughout the year and at exit.
Before exit, schools use the reports to carefully check that all enrolments and results for students
exiting in a year are accurate and complete by the due dates in the SEP calendar.

Curriculum plan reports

Screen

Log in to the QCAA
Portal and select the
Student

¥ QCAA

Queansland Queensland Curriculum
Govermmens | & Assessment Authority

Student Management

Help

Contact QCAA Close

Management app t||e Home | Students -  Registration -  Enrolments &results -~ Certification - | Reports -  Admin -
Student reports
Registration reports

H C | A I’e p O rtS Enrolment reports
Click Reports. Q
p Resuits reports Show help text
VET reports
Expand all QQiAreports
Select QCIA reports Certification reports

from the dropdown
menu.

Expand Curriculum
plan reports.

Click the radio button
beside Single
student*.

Enter Exit year.

Enter the Student's
LUl or name to select
student from
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Draft certificate reports
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Click Reports.
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reports from the
dropdown menu.

Expand Draft
QCIA certificates.

Queensland Queensland Curriculum
Government | & Assessment Authority
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Show help text

Click the radio
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Exit year.
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PDF file will be
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*Alternatively, click
the radio button
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Exit year

Click Request
new report and

Click Ok in the
pop-up window to
request an email
notification. This
will be sent when
the report is
available.
Download the
report from this
screen.
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Expand all
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Request new repart

Show help text

Show help text

Queensland Curriculum & Assessment Authority
May 2025

QCIA data in the Student Management application
A guide for schools
Page 20 of 21



More information

For information about:
e the Student Management app, email certification@qcaa.qld.edu.au

e all other queries, email qcia@qcaa.qgld.edu.au or contact (07) 3864 0375.
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