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ACCIDENT & INCIDENT
REPORTING
POLICY

Rationale:
To ensure the school meet DEECD guidelines for Accident and Incident Reporting.

Aims:
•

To document all reportable accidents and incidents that occurs on premises accurately.

Implementation:
•
•

All accidents and incidents involving injury are to be entered online in the injury management system on
CASES21 Incident Notification form.
Incidents to staff may also be notifiable under work Safe. All incidents involving staff must be reported to
administration.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle or with legislative changes.

POLICY LAST REVIEWED: March 2017
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ANAPHYLAXIS
POLICY

Rationale:
•

Anaphylaxis is an acute allergic reaction to certain food items and insect stings. The condition
develops in approximately 1-2% of the population. The most common allergens are nuts, eggs,
cow’s milk and bee or other insect stings, and some medications. It can be life threatening and
research indicates it is becoming more prevalent.

Aims:
•

To provide a safe and healthy school environment that takes into consideration the needs of all
students, including those who may suffer from anaphylaxis.

Implementation:
•
•
•
•

•

Anaphylaxis is a severe and potentially life-threatening reaction to various foods or insect stings.
Signs and symptoms of anaphylaxis include hives/rash, tingling in or around the mouth,
abdominal pain, vomiting or diarrhoea, facial swelling, cough or wheeze, difficulty breathing or
swallowing, loss of consciousness or collapse, or cessation of breathing.
Anaphylaxis is best prevented by knowing and avoiding the allergens.
Our school will manage anaphylaxis by:• providing training at least every 3 years for all staff on anaphylaxis management
organised through St John’s Ambulance, and briefings twice yearly on anaphylaxis
including the administering of an adrenaline auto-injector such as an EpiPen or an
Anapen.
• informing the community about anaphylaxis via the newsletter
• informing students about allergies, including anaphylaxis causes and first aid, as
part of the prep-6 curriculum.
• not allowing food sharing, and restricting food to that approved by parents
• keeping the lawns well mown, ensuring children always wear shoes, and not
allowing drink cans at school.
• identifying susceptible students and knowing their allergens
• requiring parents to provide an ASCIA emergency management plan developed by a
health professional and an auto-injector if necessary, both of which will be
maintained in the first aid room for reference as required. First aid staff will contact
parents if the Use-By date of the injector is close to expiration.
• All ASCIA Anaphylaxis Action Response Posters will be displayed in the first aid
room as appropriate.
• We will maintain open communication with parents.
The school won’t ban certain types of foods (eg: nuts) as it is not practicable to do so, and is not
a strategy recommended by the Department of Education or the Royal Children’s Hospital.
However, the school will request that parents do not send those items to school if at all possible;
that the canteen eliminate or reduce the likelihood of such allergens, and the school will reinforce
the rules about not sharing food, and not eating foods that parents have not provided or
consented to.

Evaluation:

This policy will be reviewed as part of the school’s review cycle.
POLICY LAST REVIEWED:
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ASTHMA
POLICY

Rationale:
•

Asthma affects up to one in four primary aged children, one in seven teenagers and one in ten adults. It
is important therefore for all staff members to be aware of asthma, its symptoms and triggers, and the
management of asthma in a school environment.

Aims:
•

To manage asthma and asthma sufferers as effectively and efficiently as possible at school.

Implementation:
•
•
•
•
•
•
•
•
•
•
•
•
•

Asthma attacks involve the narrowing of airways making it difficult to breathe. Symptoms commonly
include difficulty breathing, wheezy breathing, dry and irritating cough, tightness in the chest and difficulty
speaking.
Children and adults with mild asthma rarely require medication; however severe asthma sufferers may
require daily or additional medication (particularly after exercise).
Professional development will be provided for all staff on the nature, prevention and treatment of asthma
attacks. Such information will also be displayed on the staffroom wall.
All students with asthma must have an up to date (annual) written asthma management plan consistent
with Asthma Victoria’s requirements completed by their doctor or paediatrician. Appropriate asthma plan
proformas are available at www.asthma.org.au
Asthma plans will be attached to the student’s records for reference.
Parents/guardians are responsible for ensuring their children have an adequate supply of appropriate
asthma medication (including a spacer) with them at school at all times.
The school will provide, and have staff trained in the administering of, reliever puffers (blue canister)
such as Ventolin, Airomir, Asmol or Bricanyl and spacer devices in all first-aid kits, including kits on
excursions and camps.
The delegated first aid staff member will be responsible for checking reliever puffer expiry dates.
A nebuliser pump will not be used by the school staff unless a student’s asthma management plan
recommends the use of such a device, and only then if the plan includes and complies with the Vic
Government School’s Reference Guide – Asthma Medication Delivery Devices.
All devices used for the delivery of asthma medication will be cleaned appropriately after each use.
Care must be provided immediately for any student who develops signs of an asthma attack.
Children suffering asthma attacks should be treated in accordance with their asthma plan.
If no plan is available children are to be sat down, reassured, administered 4 puffs of a shaken reliever
puffer (blue canister) delivered via a spacer if necessary – inhaling 4 deep breaths per puff, wait 4
minutes, if necessary administer 4 more puffs and repeat the cycle. An ambulance must be called if
there is no improvement after the second 4-minute wait period, or if it is the child’s first known attack.
Parents must be contacted whenever their child suffers an asthma attack.

Evaluation:

This policy will be reviewed as part of the school’s review cycle.
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BUS FARES SUBSIDY
POLICY

Rationale:
This policy refers to the Department of Education and Training, School Bus Program Policy (and
subsequent neighbourhood area allocation) and should be read in conjunction with this document.
A proportion of Woolsthorpe Primary School community comes from outside the neighbourhood area
allocation.
•

To maintain viability and longevity, Woolsthorpe Primary school is committed to sustaining and
promoting student enrolments.

•

Woolsthorpe Primary School will be proactive in reducing barriers that deter pupils outside
allocated neighbourhood areas to access our school, as a result of the School Bus Program
policy

•

Woolsthorpe Primary School aims to empower and promote parent/ guardian “choice” and
equality of opportunity for our education facility, by removing the financial burden of bus fares.

Aims:

Implementation
•

This policy is targeted at families eligible to enrol but ineligible for free bus fares as a result of not living
within Woolsthorpe Primary Schools’ allocated neighbourhood location.

•

An ineligible student is determined by:
• Residing less than 4.8 km from school, or
• By not attending their closest school/campus.

•

Woolsthorpe Primary School will offer a full bus fare subsidy for families that are found ineligible to access
the school bus at no cost.

•
•
•
•
•
•
•
•

Voluntary bus fare contributions are welcome but not deemed essential.
School Council will approve the bus fare subsidy at its budget planning meeting each year.
The principal will be responsible for liaising with affected families.
The principal will approve ad hoc use of bus travel on a case by case basis, regardless of eligibility.

Evaluation:
•

This policy will be reviewed as part of the school’s three-year review cycle or as deemed necessary.

Bus Fare Policy developed May 2016

POLICY LAST REVIEWED: March 2017
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BULLYING & HARASSMENT
POLICY

What is Bullying?
Bullying is repeated verbal, physical, social or psychological aggressive behaviour by a person or group directed
towards a less powerful person or group that is intended to cause harm, distress or fear.

Types of bullying behaviour
There are some specific types of bullying behaviour:
• verbal or written abuse - such as targeted name-calling or jokes, or displaying offensive posters
• violence - including threats of violence
• sexual harassment - unwelcome or unreciprocated conduct of a sexual nature, which could reasonably
be expected to cause offence, humiliation or intimidation
• homophobia and other hostile behaviour towards students relating to gender and sexuality
• discrimination including racial discrimination - treating people differently because of their identity
• cyberbullying - either online or via mobile phone.

What is not bullying?
There are also some behaviours, which, although they might be unpleasant or distressing, are not bullying:
• mutual conflict - which involves a disagreement, but not an imbalance of power. Unresolved mutual
conflict can develop into bullying if one of the parties targets the other repeatedly in retaliation.
• single-episode acts of nastiness or physical aggression, or aggression directed towards many different
people, is not bullying
• social rejection or dislike is not bullying unless it involves deliberate and repeated attempts to cause
distress, exclude or create dislike by others.

Rationale:
•

The school will provide a positive culture where bullying is not accepted, and in so doing, all will have
the right of respect from others, the right to learn or to teach, and a right to feel safe and secure in their
school environment at all times.

Aims:
•
•
•
•

To reinforce within the school community what bullying is, and the fact that it is unacceptable.
To alert everyone within the school community of the signs and evidence of bullying and to ensure
bullying is reported to staff whether a person is an observer or a victim.
To ensure that all reported incidents of bullying are followed up appropriately.
To seek parental and peer-group support and co-operation at all times.

Implementation:
•
•

Our school has adopted a zero tolerance position on bullying.
Our school will combat bullying by providing a safe, secure and stimulating learning environment based
on our Trademark values and behaviours of Respect, Excellence, Care and Teamwork.
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A. Primary Prevention:
•
•
•
•
•
•
•

Our school Trademark of Respect, Excellence, Care and Teamwork drives our culture of learning is
a safe and happy school.
Staff, Parent and Students are expected to use our Trademark to drive a culture of high expectations,
behaviours and learning in our school and community.
Professional development for staff relating to bullying, harassment will be provided on a needs basis.
Each classroom teacher will clarify with students the types of bullying, as well as the consequences
and impact of bullying.
Community awareness and input relating to bullying, its characteristics and the school’s policy are
clear.
The provision of programs that promote inclusiveness, resilience, life and social skills, assertiveness,
conflict resolution and problem solving will form an integral part of our curriculum.
Teachers will be aware of and use cybersafety resources when necessary to support all learning
programs. Cybersafety awareness programs and information will be provided for parents where
needed.

B. Isolated, Infrequent or Less Serious Incidents:
•
•
•

•
•
•

All instances of suspected bullying or inappropriate behaviour must be responded to by staff.
Parents are encouraged to contact the school if they suspect a bullying or behaviour problem.
The school will reinforce with children the importance of appropriately reporting incidents of
inappropriate behaviour involving themselves or others, and the imperative that staff respond
appropriately and proportionally to each allegation consistent with the school’s Student Code of
Conduct.
Parents are to be contacted if their child is alleged to have been bullied or experienced inappropriate
behaviour, or if their child appears to have behaved inappropriately or bullied someone else.
Appropriate and proportional consequences may include a verbal apology, writing a letter of regret, loss
of privileges etc.
Public recognition and reward for positive behaviour and resolution of problems will occur as
appropriate.

C. Repetitive or Serious Incidents:
•
•
•

•
•
•
•
•
•
•

Serious incidents and/or repetitive incidents of bullying or unacceptable behaviour must be reported,
responded to by staff and documented.
Serious incidents are those that include physical assault, sexual assault, criminal activity involving theft
or serious damage of property, serious threats or homophobic bullying etc.
All such incidents or allegations will be properly investigated and documented. Depending upon the
nature of each incident, they may be also be reported to and investigated by police, reported to the
Student Critical Incident Advisory Unit, and/or reported to the Department’s Emergency and Security
Management Unit.
The school may contact support professionals such as Welfare officers, Welfare coordinators or
Councillors and/or Student Support Officers for assistance and support.
Students and staff and parents identified by others as bullies will be informed of allegations.
Both bullies and victims will be offered counselling and support.
All repetitive or serious incidents must be brought to the attention of the principal of the school.
The most appropriate staff member will contact parents of the targeted child.
Regional office will provide support as appropriate, and the principal will monitor the investigation and
review the situation until matters are appropriately resolved.
Consequences of repetitive or serious incidents may include criminal charges, suspension, expulsion,
loss of privileges, counselling, conciliation or any other consequences consistent with the school’s
Student Code of Conduct.

A management strategy for all parties will be developed in consultation with the students and parents involved.
Parents or community members who bully or harass or abuse staff will be provided with official warnings, and if
necessary referred to the police, and/or have Trespass restrictions placed upon them by the principal consistent
with the Summary Offences Act.
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D. Post Incident:
It is important that appropriate strategies are put in place after the incident has been resolved for all students
involved. Appropriate strategies may include:conciliation meetings between all parties.
•
ongoing monitoring.
•
identification of an agreed key contact staff member.
•
follow-up meetings regarding each child’s management strategy.
•
ongoing communication with parents.
•
counselling from appropriate agencies of support for both parties.
•
reinforcement of positive behaviours and appropriate behaviour strategies.
•
Evaluation:
This policy will be reviewed as part of the school’s review cycle.

Page 9

CAMP
POLICY

Rationale:

• The school’s camping program enables students to further their learning and social skills
development in a non-school setting. Camps may have a cultural, environmental or outdoor
emphasis and are an important aspect of the educational programs offered at our school.

Aims:

• To provide all children with the opportunity to participate in a camping program.
• To reinforce and extend classroom learnings.
• To provide a program that delivers skills and knowledge that may lead to a lifelong involvement in
worthwhile leisure pursuits.
• To provide a program that promotes self-esteem, resourcefulness, independence, leadership,
judgement, cooperation and tolerance.

Implementation:

• A school camp/excursion will not take place on a code red day in an area identify at risk or in a code
red area. If on camp/excursion at the time a code red day is declared, the camp/excursion will be
cancelled and students and staff will return to school.
• A camp is defined as any activity involving at least one night’s accommodation, including sleep
overs at school.
• School Council will ensure that all school camps are maintained at a reasonable and affordable
cost, and comply with all Department of Education requirements.
• Students will not be excluded from camps simply for financial reasons. Parents experiencing
financial difficulty, who wish for their children to attend camp, will be required to discuss their
individual situation with the Principal. Decisions relating to alternative payment arrangements will
be made by the Principal on a case-by-case basis.
• All families will be given sufficient time to make payments for individual camps. Children whose
parents have not paid deposits by the due date, who do not make full payment by the due date, or
who have not made alternative arrangements with the Principal will not be eligible to attend.
• Any family who has not met the required alternative payment for a previous camp will be unable to
participate in the camping program until the outstanding payment is finalised.
• School camps are an outdoor education activity and as such, are subject to specific planning and
approval guidelines.
• School Council is responsible for approval of all overnight excursions; camps; interstate and
overseas visits; excursions requiring sea or air travel; excursions involving weekends or vacations;
and adventure activities.
• Prior to the commencement of any detailed planning relating to a proposed school camp, the
Teacher in Charge must familiarise themselves with the Department’s Safety Guidelines for
Education Outdoors website. They must meet formally with the principal to discuss the proposed
camp, and to seek ‘in principle’ support for the event.
• If the principal’s approval is granted, detailed planning should commence.
• The school only uses residential campsites accredited by the ‘Australian Camps Association’ or the
‘National Accommodation, Recreation & Tourism Accreditation Program (NARTA)’ for overnight
camps.
• Prior to seeking School Council approval for the camp, organising staff are required to meet again
with the principal and present him/her with all documentation, including the completed School
Council approval proforma and all attachments, ensuring that time permits for the matter to be
placed on a School Council agenda and, if approved, that the online Notification of School
Activity form then be submitted three weeks prior to the activity.
• When presenting information to School Council, consider the following:¬ What is the purpose of the camp and its connection to student learning?
¬ Do staff members attending have the competence to provide the necessary supervision of
students throughout the camp?
¬ Is an appropriately trained member of staff able to provide first aid ?
¬ Have staff members who are not registered teachers completed a Working with Children
Check?

Page 10

¬
¬
¬
¬

Is the location of staff and students throughout the camp including during travel known?
Is a record of telephone contacts for supervising staff accompanying the camp available?
Is a record of the names and family contacts for all students and staff available?
Are copies of the parental consent and confidential medical advice forms for those students on
the camp available at the school?
¬ Will the online Notification of School Activity form be submitted prior to the excursion?
Adventure activities are those that involve greater than normal risk such as base camping, bush
walking, canoeing, snow activities, orienteering, cycling, horse riding, rock climbing and
abseiling, challenge ropes courses, swimming (other than school swimming programs), surf
activities, sailboarding, and similar activities. School Councillors may not have detailed
knowledge of adventure activities. In such instances organising staff should consult the
adventure activities website, or seek advice from peak bodies or skilled and experienced staff
with recent experience instructing the activity to satisfy Council’s requirements. Emergency
management plans are to be referenced when adventure activities are being undertaken.
• Classroom teachers will be given the first option to attend camps.
• Parents may be invited to assist in the supervision of school camps if needed. When deciding
which parents will attend, the Teacher in Charge will take into account –
¬ Any valuable skills the parents have to offer. e.g. bus licence, first aid etc
¬ The preference to include both male and female parents.
¬ The special needs of particular students.
•
• Parents selected to assist with the camps program will be required to undertake a Working with
Children Check. The school will pay for any associated costs.
• Parent volunteers may be required to pay the accommodation and meals cost of the camp.
• While school camps are a team activity requiring the cooperation and common-sense of all
participants, it is the Teacher in Charge who oversees the operations of the camp, takes
charge of events, makes key decisions and accepts ultimate responsibility for the camp.
• Only children who have displayed sensible, reliable behaviour at school will be invited to
participate in the camping program. Parents will be notified if a child is in danger of losing
their invitation to participate in a camping experience due to poor behaviour at school. If the
unsatisfactory behaviour continues, the child will then be excluded from camp. The decision
to exclude a student will be made by the Principal, in consultation with the Teacher in Charge.
• Parents will be requested to collect their child from camp if their child exhibits behaviour that is
considered unacceptable or they become unwell. The Teacher in Charge will make this
decision. Costs incurred will be the responsibility of the parent.
• The primary references that must be consulted when considering all camps is the Safety
Guidelines for Outdoor Education Activities website, as well as the Vic Govt Schools
Reference Guide 4.4.2.2 – Student Safety & Risk Management.
•

Evaluation:

This policy will be reviewed as part of the school’s review cycle.
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CASH HANDLING
POLICY

Rationale
Cash transactions are one of the most vulnerable areas of the school. To safeguard these assets, protect the
staff involved in receipting and collection, and minimise the risks associated with cash handling, the school will
implement the measures outlined below, in accordance with DET guidelines and best practice.

Aims
•

To provide a well-managed system for the handling of cash within the school

•

To minimise risk when handling cash

•

To ensure all cash payments made are receipted in a timely manner and in accordance with DET
guidelines

Implementation
•
•
•
•
•
•

•
•
•
•

All monies collected in the classrooms will be forwarded to the Office immediately. No cash is to be kept
in the classrooms
All cash is to be kept in the safe in the administration office
Prior to banking, all cash and cheques will be reconciled with CASES21 batches
EFTPOS settlement will be undertaken at least once per week – more often if needed. Money will not be
left at the school during school vacation periods
Any discrepancies that cannot be accounted for must be reported to the Principal
PFA and fundraising groups will count money in the presence of two people and record on a Banking
Tally Sheet. The cash will then be secured in a locked cash tin and delivered to school asap. The
Business Manager will reconcile the amount and bank accordingly
Banking routines will differ to reduce risk
The school will not cash personal cheques
The school applies a zero tolerance to fraud
All cases of suspected or actual theft of money, fraud, misappropriation or corruptios are to be reported
to Executive Director, Audit and Risk Division, DET fraud.control@edumail.vic.gov.au

Evaluation
This document is to be reviewed annually as part of Woolsthorpe Primary School’s policy review cycle.

POLICY LAST REVIEWED: March 2017
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CHILD SAFE
COMMITMENT STATEMENT
Woolsthorpe Primary School is committed to child safety.
Our Commitment to Child Safety
•

WPS is committed to promoting a safe, supportive and happy environment where we empower and
respect all children.

•

WPS is committed to providing children and young people with positive and nurturing experiences.

•

WPS is committed to teaching children and young people the necessary skills and knowledge to
understand and maintain their personal safety and wellbeing.

•

WPS has zero tolerance of child abuse and neglect.

•

WPS is committed to maintaining staff training to prevent child abuse by identifying risk factors.

•

WPS is committed to address all allegations and safety concerns consistent with our Child Protection
Reporting Obligations and Child Safe Policy, in a prompt manner.

•

WPS is committed to ensuring principal, all staff, volunteers and school council adhere to their relevant
Child Safety Code of Conduct.

•

WPS is committed to ensuring the safety of our most vulnerable children, including Aboriginal and Torres
Strait Islander children, children from culturally and/or linguistically diverse backgrounds, and children
with disability.

•

WPS is committed to inducting all relevant personnel on the current policy and procedures
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1. Introduction
Woolsthorpe Primary School, with an enrolment of 97 pupils, has a strong community culture of
learning. The school has an equivalent fulltime staff of 9: 1 principal, 6 teachers and 2 Educational
Support Staff. Our school encourages and receives active parental participation in all program areas.
The school is classed as rural and services a wide area north of the City of Warrnambool, with about
65% of our students being bussed from outlying districts. Our school strives to provide a dynamic
learning environment that engages students who work to achieve their personal best in an atmosphere
of mutual respect and cooperation.
It is our intention to promote the values of Respect, Excellence, Care and Teamwork. Small class
sizes and quality programs with emphasis on Literacy and Numeracy and integration of ICT continues
to provide an exciting and flexible learning program designed to meet students' individual needs. Our
school is recognised by the local community for its caring and safe learning environment.

2. Purpose of the Commitment Statement
The purpose of this commitment statement is to demonstrate the strong commitment of Woolsthorpe
Primary School to the care, safety and wellbeing of all students at our school. It provides an outline of
the policies, procedures and strategies developed to keep students safe from harm, including all forms
of abuse in our school environment, online and in other locations provided by the school. This
commitment takes into account relevant legislative requirements within the state of Victoria, including
the specific requirements of the Victorian Child Safe Standards as set out in Ministerial Order No. 870.
This commitment statement applies to school staff, including school employees, volunteers, and
contractors.

3. Principles
State government schools have a moral and legal responsibility to create nurturing school
environments where children and young people are respected, their voices are heard and they are
safe and feel safe.
The following principles underpin our commitment to child safety at Woolsthorpe Primary
School:
¥

All students deserve, as a fundamental right, safety and protection from all forms of abuse and
neglect.

¥

Our school works in partnership with families and the community to ensure that they are engaged
in decision-making processes, particularly those that have an impact on child safety and protection.

¥

All students have the right to a thorough and systematic education in all aspects of personal safety,
in partnership with their parents/guardians/caregivers.

¥

All adults in our school, including teaching and non-teaching staff, volunteers and contractors as
well as the broader school community have a responsibility to care for children and young people,
to positively promote their wellbeing and to protect them from any kind of harm or abuse.

¥

The policies, guidelines and codes of conduct for the care, wellbeing and protection of students are
based on honest, respectful and trusting relationships between adults and children and young
people.

¥

Policies and practices demonstrate compliance with legislative requirements and cooperation with
governments, the police and human services agencies.
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¥

All persons involved in situations where harm is suspected or disclosed must be treated with
sensitivity, dignity and respect.

¥

Staff, volunteers, contractors, parents/guardians and students should feel free to raise concerns
about child safety, knowing these will be taken seriously by the school principal and teaching staff.

¥

Appropriate confidentiality will be maintained, with information being provided to those who have a
right or a need to be informed.

1. Definitions used in this Policy
Child: A child or a young person enrolled as a student at the school.
Child abuse includes:
(a) any act committed against a child involving:
(i)
a sexual offence
(ii) an offence under section 49B(2) of the Crimes Act 1958 (grooming)
(b) the infliction, on a child, of:
(i) physical violence
(ii) serious emotional or psychological harm
(c) serious neglect of a child. (Ministerial Order No. 870)
Child safety encompasses matters related to protecting all children from child abuse, managing the
risk of child abuse, providing support to a child at risk of child abuse, and responding to incidents or
allegations of child abuse. (Ministerial Order No. 870)
Child neglect: The failure by a parent or caregiver to provide a child (where they are in a position to
do so) with the conditions that are culturally accepted as being essential for their physical and
emotional development and wellbeing.
Child physical abuse: Generally, child physical abuse refers to the non-accidental use of physical
force against a child that results in harm to the child. Physically abusive behaviours include shoving,
hitting, slapping, shaking, throwing, punching, kicking, biting, burning, strangling and poisoning. The
fabrication or induction of an illness by a parent or carer (previously known as Munchausen syndrome
by proxy) is also considered physically abusive behaviour.
Child protection: Statutory services designed to protect children who are at risk of serious harm.
Child sexual abuse: Any sexual activity between a child under the age of consent (16) and an adult or
older person (i.e. a person five or more years older than the victim) is child sexual abuse.
Child sexual abuse can also be:
" any sexual behaviour between a child and an adult in a position of power or authority over them
(e.g. a teacher); the age of consent laws do not apply in such instances due to the strong
imbalance of power that exists between young people and authority figures, as well as the
breaching of both personal and public trust that occurs when professional boundaries are violated
" any sexual behaviour between a child and an adult family member, regardless of issues of
consent, equality or coercion
" sexual activity between peers that is non-consensual or involves the use of power or coercion
" non-consensual sexual activity between minors (e.g. a 14-year-old and an 11-year-old), or any
sexual behaviour between a child and another child or adolescent who, due to their age or stage of
development, is in a position of power, trust or responsibility over the victim. Sexual activity
between adolescents at a similar developmental level is not considered abuse.
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Mandatory Reporting: The legal requirement to report suspected cases of child abuse and neglect is
known as mandatory reporting. Mandated persons include teachers, nurses, police, psychologists,
psychiatrists and medical practitioners.
Reasonable Belief: When staff are concerned about the safety and wellbeing of a child or young
person, they must assess that concern to determine if a report should be made to the relevant agency.
This process of considering all relevant information and observations is known as forming a
‘reasonable belief’. A ‘reasonable belief’ or a ‘belief on reasonable grounds’ is not the same as having
proof but is more than mere rumour or speculation. A ‘reasonable belief’ is formed if a reasonable
person in the same position would have formed the belief on the same grounds.
School environment means any physical or virtual place made available or authorised by the school
governing authority for use by a child during or outside school hours, including:
(a) campus of the school
(b) online school environments (including email and intranet systems)
(c) other locations provided by the school for a child’s use (including, without limitation, locations
used for school camps, sporting events, excursions, competitions, and other events).
(Ministerial Order No. 870)
School staff means an individual working in a school environment who is:
(a)
(b)

directly engaged or employed by a school governing authority
a volunteer or a contracted service provider (whether or not a body corporate or any other
person is an intermediary) (Ministerial Order No. 870)

1. Statement Commitments
All students enrolled at Woolsthorpe Primary School have the right to feel safe and be safe. The
wellbeing of
children in our care will always be our first priority and we do not and will not tolerate child abuse.
We aim to create a child-safe and child-friendly environment where children are free to enjoy life to the
full without any concern for their safety. There is particular attention paid to the most vulnerable
children, including Aboriginal and Torres Strait Islander children, children from culturally and/or
linguistically diverse backgrounds, and children with a disability.

Our commitment to our students:
(a) We commit to the safety and wellbeing of all children and young people enrolled in our
school.
(b) We commit to providing children and young people with positive and nurturing experiences.
(c) We commit to listening to children and young people and empowering them by taking their
views seriously, and addressing any concerns that they raise with us.
(d) We commit to taking action to ensure that children and young people are protected from
abuse or harm.
(e) We commit to teaching children and young people the necessary skills and knowledge to
understand and maintain their personal safety and wellbeing.
(f) We commit to seeking input and feedback from students regarding the creation of a safe
school environment.
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Our commitment to parents and guardians:
(a) We commit to communicating honestly and openly with parents and carers about the
wellbeing and safety of their children.
(b) We commit to engaging with, and listening to, the views of parents and carers about our
child-safety practice, policies and procedures.
(c) We commit to transparency in our decision-making with parents and carers where it will not
compromise the safety of children or young people.
(d) We commit to acknowledging the cultural diversity of students and families, and being
sensitive to how this may impact on student safety issues.
(e) We commit to continuously reviewing and improving our systems to protect children from
abuse.

Our commitment to our school staff (school employees,
volunteers and contractors.)
(a) We commit to providing all Woolsthorpe Primary School staff with the necessary support to
enable them to fulfil their roles. This will include regular and appropriate learning
opportunities.
(b) We commit to providing regular opportunities to clarify and confirm policy and procedures in
relation to child safety and young people’s protection and wellbeing. This will include annual
training in the principles and intent of the Child Safety Policy and Child Safety Code of
Conduct, and staff responsibilities to report concerns.
(c) We commit to listening to all concerns voiced by Woolsthorpe Primary School staff,
volunteers, and contractors about keeping children and young people safe from harm.
(d) We commit to providing opportunities for Woolsthorpe Primary School employees, volunteers
and contractors to receive formal debriefing and counselling arising from incidents of the
abuse of a child or young person.

1. Responsibilities and Organisational Arrangements
Everyone employed or volunteering at Woolsthorpe Primary School has a responsibility to understand
the important and specific role he/she plays individually and collectively to ensure that the wellbeing
and safety of all students is at the forefront of all they do and every decision they make.
The school has allocated roles and responsibilities for child safety as follows:

6.1 Guide to Responsibilities of School Leadership
The principal, the school governing authority and school leaders at Woolsthorpe Primary School
recognise their particular responsibility to ensure the development of preventative and proactive
strategies that promote a culture of openness, awareness of and shared responsibility for child safety.
Responsibilities include:
"
"
"
"
"
"

creating an environment for children and young people to be safe and to feel safe
upholding high principles and standards for all staff, volunteers, and contractors
promoting models of behaviour between adults and children and young people based on
mutual respect and consideration
ensuring thorough and rigorous practices are applied in the recruitment, screening and ongoing
professional learning of staff
ensuring that school personnel have regular and appropriate learning to develop their
knowledge of, openness to and ability to address child safety matters
providing regular opportunities to clarify and confirm legislative obligations, policy and
procedures in relation to child and young people’s protection and wellbeing
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6.2 Guide to Responsibilities of School Staff
Responsibilities of school staff (school employees, volunteers and contractors) include:
"
"
"
"
"
"

treating children and young people with dignity and respect, acting with propriety, providing a
duty of care, and protecting children and young people in their care
following the legislative and internal school processes in the course of their work, if they form a
reasonable belief that a child or young person has been or is being abused or neglected
providing a physically and psychologically safe environment where the wellbeing of children
and young people is nurtured
undertaking regular training and education in order to understand their individual
responsibilities in relation to child safety and the wellbeing of children and young people
assisting children and young people to develop positive, responsible and caring attitudes and
behaviours which recognise the rights of all people to be safe and free from abuse
following the school’s Child Safety Code of Conduct.

6.3 Organisational Arrangements
DET Organisation Structure
Effective April 2017

Gill Callister
Secretary

Simon Kent
Deputy Secretary
Policy Reform Group

Jenny Atta
Deputy Secret ary
Infrastructure & Finance Services Group

Christopher Keating
Chief Executive Officer
Victorian School Building Authority

Lee Watts
A/Deputy Secret ary
Higher Education & Skills Group

Andrew Nipe
Executive Director
Strategic Policy

Xavier Csar
A/Assistant Deputy Secretary
VET Reform

Peter Graham
Executive Director
Reform

Sue Mann
Executive Director
Information Technology

Pippa Procter
A/Director
Education State Policy &
Design

Greg Norton
Executive Director
Training Market Quality

Tom Kirkland
Executive Director
Delivery

Lynda Rogers
Executive Director
Resources Strategy

Bronwen Fitzgerald
Director
Early Childhood
Development Strategy

Heather Whitaker
A/Executive Director
TAFE & Participation

Matt Cugley
Director
Communications

Tarkan Koman
Executive Director
Procurement

Joe Burke
Executive Director
Industry Engagement & VET
Systems

Cynthia Lahiff
Chief Finance Officer
Financial Services

Katy Haire
Deputy Secretary
Early Childhood & School Education Group

Katherine Whetton
Deputy Secret ary
Strategy & Performance Group

Bruce Armstrong
Deputy Secret ary
Regional Services Group

Kate Rattigan
Deputy Secret ary
People and Executive Services Group

Phil D Adamo
Executive Director
Tech Schools

Scott Widmer
Executive Director
Portfolio Strategy &
Planning

Carmel Flynn
Executive Director
Emergency Management

Kathryn Johnson
Executive Director
Legal

Karen Weston

Wendy Timms
Executive Director
Performance & Evaluation

Gene Reardon
Executive Director
Professional Practice
Leadership

Ella McPherson
Executive Director
Executive Services

Michael de Lautour Kelly
Executive Director
Enterprise Program
Management Office

Mark Brear
A/Executive Director
Implementation

Tony Bugden
Executive Director
People

A/Executive Director
Strategy & Integration

Tammy Walsh
A/Executive Director
Koorie Outcomes

Rebecca Jarvis
Executive Director
Operating Model

Kim Little
Assistant Deputy Secretary
Early Childhood Portfolio

Loris Strappazzon
Executive Director
Tertiary Education Policy &
Strategy

Lynn Glover

John Firth

Chief Executive Officer
Victorian Registration & Qualifications Authority
(VRQA)

Chief Executive Officer
Victorian Curriculum & Assessment Authority
(VCAA)

Chris Ingham
A/Deputy CEO
VRQA

Mary Oski
Executive Director
Curriculum

Justin Seabury
Taylor Ashton
Assistant Directors
Assessment Centre

Denver Blake
A/Executive Manager
Apprenticeships &
Traineeships

Lea Saddington
Executive Director
Planning, Strategy &
Corporate Support

Joe Pellegrino
Executive Director
Assessment & Reporting

Susan McDonald
Executive Director
Early Years & Primary
Reform

Madeleine Smith
Executive Director
Quality Assessment &
Regulation

David Howes

Assistant Deputy Secretary
Schools

Joel Backwell
Executive Director
International Education

Angela Singh
A/Executive Director
Secondary Reform, Transitions
and Priority Cohorts Division

Lucy Toovey
Executive Director
Wellbeing, Health &
Engagement

Jenny Proimos
Principal Medical Advisor
Health Advice and Policy

Mark Brear
Executive Director
Performance

Sharyn Donald
Regional Director
South Western Victoria

Sarah Dolan
Executive Director
Communications

Jonathan Kaplan
Executive Director
Integrity & Assurance

Jeanette Nagorcka
Regional Director
North Western Victoria

Judy Rose
Regional Director
North-Eastern Victoria

Peter Hibbins

Senior Chairperson
Merit Protection Board

Stephen Gniel
Regional Director
South-Eastern Victoria

Last edited 5/04/2017
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1. Expectation of our School Staff
– Child Safety Code of Conduct
At Woolsthorpe Primary School, we expect school employees, volunteers and contractors to
proactively ensure the safety of students at all times and to take appropriate action if there are
concerns about the safety of any child at the school. All school staff must remain familiar with the
relevant laws, the code of conduct, and policies and commitment procedures in relation to child
protection and to comply with all requirements. We have developed a Child Safety Code of Conduct,
which recognises the critical role that school staff play in protecting the students in our care and
establishes clear expectations of school employees, volunteers and contractors for appropriate
behaviour with children in order to safeguard them against abuse and or neglect.
Our Code also protects school staff through clarification of acceptable and unacceptable behaviour.

1. Student Safety and Participation
At Woolsthorpe Primary School, we actively encourage all students to openly express their views and
feel comfortable about giving voice to the things that are important to them. We teach students about
what they can do if they feel unsafe and enable them to understand, identify, discuss and report on
child safety.
We listen to and act on any concerns students, or their parents or carers, raise with us.
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1. Reporting and Responding
Our school records any child safety complaints, disclosures or breaches of the Child Safety Code of
Conduct, and stores the records in accordance with security and privacy requirements. Our school
complies with legal obligations that relate to managing the risk of child abuse under the Children, Youth
and Families Act 2005 (Vic.), the Crimes Act 1958 (Vic.) and the recommendations of the Betrayal of
Trust report. Child protection reporting obligations fall under separate pieces of legislation with differing
reporting requirements. Our school’s Child Protection – Reporting Obligations, updated on July 19,
2016, sets out the actions required under the relevant legislation when there is a reasonable belief that
a child at our school is in need of protection or a criminal offence has been committed, and provides
guidance and procedures on how to make a report.
Our Child Protection – Reporting Obligations assists staff, volunteers and families to:
¥
¥
¥
¥

identify the indicators of a child or young person who may be in need of protection
understand how a ‘reasonable belief’ is formed
make a report of a child or young person who may be in need of protection
comply with mandatory reporting obligations under child protection law and their legal
obligations relating to criminal child abuse and grooming under criminal law.

Our school has also established internal processes to ensure that appropriate action is taken to
respond to concerns about the wellbeing and/or safety of a student. Our complaints and disclosure
processes are outlined and detailed in the following policy and procedures:
• Grievance and Complaints Procedures Policy

2. Screening and Recruitment of School Staff
Woolsthorpe Primary School will apply thorough and rigorous screening processes in the recruitment
of employees and volunteers involved in child-connected work. Our commitment to child safety and our
screening requirements are included in all advertisements for such employee, contractor and volunteer
positions, and all applicants are provided with copies of the school’s Child Safety Code of Conduct and
the Child Safety Commitment Statement.
When recruiting and selecting employees, contractors and volunteers involved in child-connected
work, we make all reasonable efforts to:
● confirm the applicant’s Working with Children Check and National Police Check status and/or
professional registration (as relevant)
● obtain proof of personal identity and any professional or other qualifications
● verify the applicant’s history of work involving children
● obtain references that address the applicant’s suitability for the job and working with children.
We have processes for monitoring and assessing the continuing suitability of school staff to work with
children, including regular reviews of the status of Working with Children Checks and staff professional
registration requirements such as Victorian Institute of Teaching (VIT) registration.

3. Child Safety – Education and Training for School Staff
Woolsthorpe Primary School provides employees and volunteers with regular and appropriate
opportunities to develop their knowledge of, openness to and ability to address child safety matters.
This includes induction, ongoing training and professional learning to ensure that everyone
understands their professional and legal obligations and responsibilities, and the procedures for
reporting suspicion of child abuse and neglect.
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1. Risk Management
At Woolsthorpe Primary School we are committed to proactively and systematically identifying and
assessing
risks to student safety across our whole school environment, and
reducing or eliminating (where possible) all potential sources of harm. We document, implement,
monitor and periodically review our risk management strategies for child safety and ensure that the
strategies change as needed and as new risks arise.

2. Relevant Legislation
¥
¥
¥
¥
¥
¥

Children, Youth and Families Act 2005 (Vic.)
Working with Children Act 2005 (Vic.)
Education and Training Reform Act 2006 (Vic.)
Equal Opportunity Act 2010 (Vic.)
Privacy Act 1988 (Cth)
Crimes Act 1958 (Vic.) – Three new criminal offences have been introduced under this Act:

a) Failure to disclose offence: Any adult who forms a reasonable belief that a sexual
offence has been committed by an adult against a child under 16 has an obligation to
report that information to police. Failure to disclose the information to police is a
criminal offence.
b) Failure to protect offence: The offence will apply where there is a substantial risk that
a child under the age of 16 under the care, supervision or authority of a relevant
organisation will become a victim of a sexual offence committed by an adult associated
with that organisation. A person in a position of authority in the organisation will commit
the offence if they know of the risk of abuse and have the power or responsibility to
reduce or remove the risk, but negligently fail to do so.
i)

Grooming offence: This offence targets predatory conduct designed to facilitate later
sexual activity with a child. Grooming can be conducted in person or online, for
example via interaction through social media, web forums and emails.

3. Related Policies
Department of Education Policies
•
•
•
•
•

DET Policy - Guidelines Relating to the Employment of Staff
DET Policy - Child Protection and Reporting Obligations
DET Policy – School Guidelines: Police and DHHS Interview Protocols
Ministerial Order 199
Mandatory Reporting

School Policies
Woolsthorpe Primary School Policies:
• Child Protection – Reporting Obligations (Mandatory Reporting)
• ICT Policy
• Responsible Use of Social Media Policy
• Grievance and Complaints Procedures
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1.

Breach of Policy

Where an employee is suspected of breaching any obligation, duty or responsibility within this Policy,
Woolsthorpe Primary School may start the process under Complaints, Misconduct and Unsatisfactory
Performance guidelines for managing employment concerns. This may result in disciplinary
consequences.
Where the principal is suspected of breaching any obligation, duty or responsibility within this policy,
the concerned party is advised to contact the Regional Director. Relevant notification should also be
made to the Department of Education and Training.
Where any other member of the school community is suspected of breaching any obligation, duty
or responsibility within this policy, the school is to take appropriate action, including in accordance with
our: Child Protection – Reporting Obligations, Complaints Resolution Policy and/or contact Department
of Education (Conduct and Ethics Branch and Legal Branch) and Department of Health and Human
Services (DHHS).

2.

Review of this Child Safety Commitment Statement

At Woolsthorpe Primary School we are committed to continuous improvement of our child safety
systems and practices. We intend this policy to be a dynamic document that will be regularly reviewed
to ensure it is working in practice and updated to accommodate changes in legislation or circumstance.
We will maintain a history of updates to the policy.
History of Updates to Policy

1. References
Responding to allegations of student sexual assault:
www.education.vic.gov.au/school/principals/spag/safety/Pages/sexualassault.aspx#1
Government Schools Website:
www.education.vic.gov.au/childhood/providers/regulation/Pages/childsafestandards
Safe Schools Hub 2014, National Safe Schools Framework Glossary, Australian Government
Department of Education and Training.
State of Victoria 2016, Child Safe Standards – Managing the Risk of Child Abuse in Schools:
Ministerial Order No. 870, Education & Training Reform Act 2006, Victorian Government Gazette No.
S2.
Victorian Government Department of Justice 2016, Betrayal of Trust Implementation.
Victorian Institute of Teaching For Victorian Teaching Profession Codes of Conduct and Ethics and
information about employee responsibilities to report action against registered teachers in response to
allegations and concerns about registered teachers.
Website: www.vit.edu.au
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CHILD SAFE
CODE OF CONDUCT
VOLUNTEERS, VISITORS & SCHOOL COUNCILLORS
Purpose
This Code of Conduct has a specific focus on safe guarding children and young people at Woolsthorpe Primary
School against sexual, physical, psychological and emotional abuse, neglect or exploitation. It is intended to
compliment other professional and/ or occupational codes.
This Child Safety Code of Conduct should be read in conjunction with Commitment Statement, Child Safe Policy
and Visitors policy.

Acceptable Behaviour
•

Adhering to the schools Child Safe Policy and upholding the schools Statement of Commitment.

•

Follows school’s core values of Respect, Excellence, Care and Teamwork - actively contributing to a
school culture that respects the dignity of its members.

•

Proactive listening, responding and promptly reporting to school personnel of any child’s concerns.

•

Promoting the safety, participation and empowerment of every child.

•

Ensuring that an adult is not alone with a child.

•

Never discriminate against any child.

Unacceptable Behaviour
•

Ignore, disregard and fail to report any suspected or disclosed children at risk.

•

Develop any ‘special’ relationships with children that could be interpreted as favouritism.

•

Exhibit or initiate behaviours with children that may be construed as unnecessary or inappropriate
physical contact.

•

Engage in open discussion of a mature or adult nature, including inappropriate language in the presence
of children.

•

Express personal views on cultures, race, sexuality or diverse backgrounds in the presence of children.

•

Have any online contact with children.

•

Photograph or video a child without the consent of the parent or guardians.

•

Work with children under the influence of alcohol and illegal drugs.

•

Consume alcohol or drugs at school or school events in the presence of children.

I, __________________________ have received a copy of the Child Safety Code of Conduct-Volunteers,
visitors and school councillors, Commitment Statement, Child Safe Policy and Visitors Policy. I confirm that I
have read, understood and comply to the Code of Conduct.
Signed:

Date:
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PRINCIPAL AND STAFF
Purpose
This Code of Conduct has a specific focus on safe guarding children and young people at Woolsthorpe Primary
School against sexual, physical, psychological and emotional abuse, neglect or exploitation. It is intended to
compliment other professional and/ or occupational codes.
This Child Safety Code of Conduct should be read in conjunction with Child Safety Commitment Statement, Child
Safe Policy, Child Protection Reporting Obligations and Visitors policy.

Acceptable Behaviour
•

Adhering to the schools Child Safe Policy and upholding the schools Statement of Commitment.

•

Follows school’s core values of Respect, Excellence, Care and Teamwork - actively contributing to a
school culture that respects the dignity of its members.

•

Proactive listening, responding and promptly reporting to school personnel of any child’s concerns.

•

Adhering to the Woolsthorpe Primary School’s Child Protection Reporting Obligations in a prompt
manner. Understanding and complying with all reporting obligations as they relate to mandatory
reporting and reporting under the Crimes Act 1958.

•

Promoting the safety, participation and empowerment of every child.

•

Ensuring the safety of our most vulnerable children, including Aboriginal and Torres Strait Islander
children, children from culturally and/or linguistically diverse backgrounds, and children with disability.

•

Ensuring that an adult is not alone with a child.

•

Never discriminating against any child.

•

Reporting to the Victorian Institute of Teaching, any charges, committals for trial or convictions in relation
to a sexual offence by a registered teacher, or certain allegations or concerns about a registered teacher.

Unacceptable Behaviour
•

Ignore, disregard and fail to report any suspected or disclosed children at risk.

•

Develop any ‘special’ relationships with children that could be interpreted as favouritism.

•

Exhibit or initiate behaviours with children that may be construed as unnecessary or inappropriate
physical contact.

•

Engage in open discussion of a mature or adult nature, including inappropriate language in the presence
of children.

•

Express personal views on cultures, race, sexuality or diverse backgrounds in the presence of children.

•

Photograph or video a child without the consent of the parent or guardians.

•

Work with children under the influence of alcohol and illegal drugs.

•

Consume alcohol or drugs at school or school events in the presence of children.

I, __________________________ have received a copy of the Child Safety Code of Conduct-Principal
and staff, Commitment Statement, Child Safe Policy, Child Protection Reporting Obligations and
Visitors Policy. I confirm that I have read, understood and comply with the Code of Conduct and my
duty of care.
Signed:

Date:
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CRIMINAL RECORD CHECK
POLICY
Rationale:

This school will provide a safe, open and friendly learning environment by performing criminal record checks of
employees and unsupervised volunteers.
.

Aims:

To provide a safe and secure environment for our students, staff and resources.
To effectively monitor and manage visitors, whilst not compromising the open and inviting nature of our school.

Implementation:
•

All staff must have working with children and criminal record check as per Education Department
guidelines.

•

New employees must adhere to the criminal record check process and are liable for cost.

•

Principal is responsible for ensuring a valid documentation of criminal record checks for all staff
is maintained and kept confidential.

•

A register is to be maintained by the principal ensuring validity and currency of criminal record
checks of all staff.

•

The applicant and the school will each retain criminal record checks and confidentiality will be
maintained.

•

School Council requires individuals assisting programs that have higher levels of student contact
than normal (for examples camps, swimming programs and coaching) to undergo a criminal
record check.

•

The school will pay the fees associated with criminal record checks for volunteers.

•

The principal will decide which other groups of volunteers require police records checks.

•

The school community will be informed that volunteers and staff are checked according to
department guidelines. This information will be a compulsory component of appropriate
permission slips as determined by the principal.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle, and at times when our
emergency management procedures are under review.

POLICY LAST REVIEWED: March 2017
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CRITICAL INCIDENT
POLICY
RESPONDING TO A TRAUMATIC OR CRITICAL INCIDENT
•
•
•
•
•
•
•
•
•
•

Schools may become directly or indirectly involved in a tragic or traumatic event.
The incident may involve loss of life, serious injury or emotional disturbance.
The incident may occur in the school environment or outside.
It may involve staff, students or those close to them.
The network of those involved in a traumatic event can be wide, especially if it directly involves the
school.
Feelings of grief and loss can continue over long periods of time.
Counselling should be provided for all those who need it. This may include many who do not seem to
be closely connected to the event or the individuals involved.
The school may be in a position to help grieving families at difficult times. e.g. through the school’s
participation in the funeral service.
While school should operate as normally as possible, some degree of flexibility should exist.
It is essential that people be given clear, accurate information at all times.

Action To Be Taken
Incidents vary in complexity. These guidelines provide a framework for action and would not necessarily
be followed in all cases. However the following 4 principles must be followed: *
Provision of clear accurate information.
*
Description of action to be followed.
*
Provision of help for all affected.
*
Maintenance of normal school program.
1.

Check for dangers and make the area safe.

2.

Apply First Aid, and call 000 if necessary.

3.

Isolate the area, and remove students.

4.

Obtain accurate information. Deal only with substantiated facts.

5.

Contact the Department of Education if necessary. All emergency or criminal activity in which the
safety or well-being of staff or students is at risk, or where there is a threat to property, must be
reported immediately to the Department’s 24 hour Emergency and Security Management Branch on
ph: (03) 9589 6266 and WorkSafe on ph: 13 26 60 as appropriate.

6.

As soon as possible inform staff, especially those most directly involved. Inform close friends and
family individually. Allow questions and discussion as they arise. Dispel rumours.

7.

Appoint a skilled Support Team to assist in the management of the incident. The team may include
staff members, counsellors, external Department of Education personnel, support agencies etc.
The size and composition of the team will be related to the nature of the incident. Distribute names
of Support Team members, and inform others of the role of the team.

8.

As soon as possible provide information to the community as to what has happened, and what is
being done.

9.

The principal and/or School Council president will deal with all media requirements. Advice to be
received from Department of Education’s Media Unit ph: (03) 9637 2871. A written press release
may be useful. If necessary, protect others from contact with the media.

10.

Establish an open line of contact with the family or families directly involved.
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11.

Provide out of school hours contact if necessary. This could be as simple as circulating the
Principal’s telephone number. In more complex situations it may mean maintaining telephone contact
at the school.

12.

Continue contact with the family to identify their expectations of the school, e.g. student participation
in funeral or memorial service.

13.

Try to identify those most likely to need help, e.g. classmates, teacher, special friends.

14.

Ensure that counselling and help is available.

15.

Continue to keep staff, students and parents informed especially about what has happened and what
the school is doing about it.

16.

As soon as practicable call students together and provide information about what has happened and
what the school is doing about it. Reassure the student body.

17.

Provide counselling for all. Ensure that there are suitable places in which this can take place. Be
prepared to modify the timetable and other arrangements so that people are free to make use of
available help.

18.

The class teacher may be the person to whom students first turn for help.

19.

Children wishing to attend funerals should be a parent decision and should do so in the company of
their parents. Provide meaningful participation for those not actually attending the service.

20.

Conduct an Incident Investigation – implement controls.

21.

Continue normal routines at school but acknowledge the effect of incident on the school community.
Be flexible with those in need of help. Be aware that many people may be deeply affected, e.g. an
event may cause a person to recall some traumatic event involving them in the past. The
anniversary may also be a difficult time.

22.

Maintain links with the family. The school and family may wish to develop a memorial garden, erect a
memorial plaque, or display a photo in a prominent position in the school.

23.

Monitor, be sensitive to, and respond to staff and student’s needs over a period of time.

24.

Look after yourself………take a break!

25.

Review this process after any significant incident.
Evaluation:
This policy will be reviewed as part of the school’s review cycle, or after any significant incident.
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DISTRIBUTION OF
MEDICATION
POLICY
Rationale:
Teachers and schools are often asked by parents to administer medication for their children while at
school. It is important that that such requests are managed in a manner that is appropriate, ensures
the safety of students, and fulfils the duty of care of staff.
Aims:
To ensure the medications are administered appropriately to students in our care.
Implementation:
•
•
•

•

•
•

•

•

•

Children who are unwell should not attend school.
Non-prescribed oral medications (eg: head-ache tablets) will not be administered by school staff.
All parent requests for a Teacher/Principal to administer prescribed medications to their child must be in
writing on the form provided and must be supported by specific written instruction from the medical
practitioner or pharmacist’s including the name of the student, dosage and time to be administered
(original medications bottle or container should provide this information).
All student medications must be in the original containers, must be labelled, must have the quantity of
tablets confirmed and documented, and must be stored in either the locked office first aid cabinet or
office refrigerator, whichever is most appropriate.
Consistent with our Asthma policy, students who provide the Principal with written parent permission
supported by approval of the principal may carry an asthma inhaler with them.
Classroom teachers will be informed by the Assistant Principal of prescribed medications for students in
their charge, and classroom teachers will release students at prescribed times so that they may visit the
school office and receive their medications from the Assistant Principal.
All completed Medication Request Forms and details relating to students, their prescribed medication,
dosage quantities and times of administering will be kept and recorded in a confidential official looseleaf medications register located in the school office by the Assistant Principal in the presence of, and
confirmed by, a second staff member.
Students involved in school camps or excursions will be discreetly administered prescribed medications
by the ‘Teacher in Charge’ in a manner consistent with the above procedures, with all details recorded
on loose-leaf pages from the official medications register. Completed pages will be returned to the
official medications register on return of the excursion to school.
Parents/carers of students that may require injections are required to meet with the principal to discuss
the matter.
Evaluation:
This policy will be reviewed as part of the school’s review cycle.
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DUTY OF CARE
POLICY
Rationale:
In addition to their professional obligations, principals and teachers have a legal duty to take reasonable steps to
protect students in their care from risks of injury that are reasonably foreseeable.

Aims/Purpose:
•

To ensure that all staff have an understanding of their duty of care to students, and behave in a manner
that does not compromise these legal obligations.

Guidelines:
•

Although the general duty is to take reasonable steps to protect students from reasonably foreseeable
risks of injury, specific (but not exhaustive) requirements of the duty involve providing adequate
supervision in the school or on school activities, providing safe and suitable buildings, grounds and
equipment, providing effective anti-bully strategies, and ensuring appropriate and timely medical
assistance is provided to injured or sick students.

•

A teacher’s duty of care is not confined to the geographic area of the school, or to school activities, or to
activities occurring outside the school where a student is acting on a teacher’s instructions. The duty
also applies to situations both before and after school where a teacher can be deemed to have
‘assumed’ the teacher pupil relationship.

•

The teacher’s duty of care is greater than that of the ordinary citizen in that a teacher
is obliged to
protect a student from reasonably foreseeable harm or to assist an injured student, while the ordinary
citizen does not have a legal obligation to respond.

•

Whilst each case regarding a teacher’s legal duty of care will be judged on the circumstances that
occurred at the time, the following common examples may be times when a teacher has failed to meet
their legal duty of care responsibilities to their students:
¬
¬
¬
¬
¬
¬
¬
¬

arriving late to scheduled timetabled yard duty responsibilities
failing to act appropriately to protect a student who claims to be bullied
believing that a child is being abused but failing to report the matter appropriately
being late to class after the bell has sounded
leaving students unattended in the classroom or ignoring dangerous play
failing to instruct a student who is not wearing a hat to play in the shade
leaving the school during ‘non-face to face teaching time’ without approval
inadequate supervision on a school excursion

•

Staff members are also cautioned against giving advice on matters that they are not professionally
competent to give (negligent advice). Advice is to be limited to areas within a teacher’s own professional
competence and given in situations arising from a role (such as careers teacher, year level coordinator or
subject teacher) specified for them by the principal.

•

Teachers must ensure that the advice they give is correct and well documented and, where appropriate,
in line with the most recent available statements from institutions or employers. Teachers should not give
advice in areas where they may lack expertise.
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Implementation:
Classroom Supervision
• Staff must not leave the classroom unattended at any time during a lesson.
• It is not appropriate to leave students in the care of ancillary staff, parents or trainee teachers (At law, the
Duty of care cannot be delegated)
• It is not appropriate to leave students in the care of external education providers for example incursions
(At law, the duty of care cannot be delegated)
• In an emergency situation use the phone for the Principal or contact the teacher in the next room. (if
appropriate – send another student for assistance)
• No student should be left unsupervised outside the classroom as a withdrawal consequence for
misbehaviour. An exit is to be conducted by sending a student to a colleague’s classroom, or to the
Principal. This should be accompanied by documentation and appropriate follow up. The teacher,
Principal is to be contacted first to alert them that the student is on their way were possible.
Movement of Students
• Care needs to be taken in allowing students to leave the room to work in other areas of the school.
• Discretion is to be used when allowing students to visit the toilet or other parts of the school during class
time.
Yard supervision
• Yard supervision is an essential element in teachers' duty of care. It is now clearly established that in
supervising students, teacher's duty of care is one of positive action.
• Be aware that students are usually less constrained and more prone to accident and injury than in a
more closely supervised classroom.
• Be aware that yard duty supervision within the school requires the teacher to fully comply with DET
guidelines and brings with it an increased duty of care. It is a teacher’s responsibility to be aware of
these guidelines and duty of care responsibilities. Teachers are also expected to follow the school’s
policy whilst on yard duty.
• Teachers rostered for duty are to attend the designated area at the time indicated on the roster.
• Teachers on duty are to remain in the designated area until the end of the break period or until replaced
by the relieving teacher, whichever is applicable.
• The handing over of duty from one teacher to another must be quite definite and must occur in the area
of designated duty. Where a relieving teacher does not arrive for duty, the teacher currently on duty
should send a message to the office, but not leave the area until replaced.
• No changes to the yard duty roster are to be made without the approval of the Yard Duty Coordinator, or
Principal.
• Be alert and vigilant -intervene immediately if potentially dangerous behaviour is observed in the yard enforce behaviour standards and logical consequences for breaches of safety rules.
• You should always be on the move and highly visible.
Excursions, Incursions and Camps
• Be aware that students are usually less constrained and more prone to accident and injury than in a
more closely supervised classroom.
• Be aware that an incursion with an external provider does not absolve supervision duties of the teacher,
including first aid duties. A teacher must be present at all times and remain the person designated with
duty of care responsibilities.
• Be aware that camps and excursions outside the school require the teacher to fully comply with DET
guidelines and bring with it an increased duty of care. It is a teacher’s responsibility to be aware of these
guidelines and remain the person designated with duty of care.
• Be aware that excursion and camp activities require the teacher to ensure that the venue and transport
adhere to DET guidelines.
• Be aware that school policy is for students to be counted on and off transport and at other times on a
regular basis whilst on excursion or camp activities.
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•
•
•
•
•
•

The teacher in charge will have copies of all confidential medical forms and permission notes with
contact details. A copy of this material will also be kept at school.
Arrangements will be made for students not attending to continue their normal program at school under
supervision of another classroom teacher, where possible.
The teacher in charge or designated teacher of an excursion or camp will carry a mobile phone and a
first aid kit.
If the return time from an excursion or camp is delayed, the teacher in charge will contact the school to
inform the Principal of the new arrival time so that parents can be contacted and a senior staff member
will remain at school until they arrive.
If crossing roads students are to use designated crossing points Staff are to walk to the middle of the
crossing to ensure visibility and orderly crossing. Other staff control the flow of students across the road.
All staff must follow the DET guidelines when organising an excursion, incursion or camp. All procedural
steps contained in the School camping, excursions and incursions Policy and Procedure outlines must
also be followed.

Informing Staff of the legislative liability of Duty of Care
All staff will be informed of their legal requirement via:
•
•
•
•

A copy of this document will be provided to each member of staff at the first staff meeting at the
commencement of the school year, and will be placed on the intranet.
New staff will be informed of their Duty of Care as part of the school’s Induction Program.
Duty of Care will be part of discussions at staff meetings and staff will be directed to familiarise
themselves with section Student Safety of the Victorian Government Schools Policy Advisory Guide.
Staff will complete a risk assessment including duty of care when completing planning for camps,
excursions and incursions.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle.

POLICY LAST REVIEWED: March 2017
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EMERGENCY
MANAGEMENT
POLICY
Rationale:
Woolsthorpe Primary School prioritises the safety of students, staff and school visitors through its Emergency
Management Plan to reduce the effects of emergency incidents’.
An incident is defined for this purpose as an event that poses a risk or potential risk to persons or property within
the schools duty of care.

Aims:
To provide a safe environment for all, irrespective of a variety of emergencies and to minimise damage of school
property.

Implementation:
• The school maintains a current emergency management plan, which clearly describes how the school will
respond during an emergency to ensure ongoing safety of staff, students and visitors.
• The emergency management plan will be consistent with advice provided by the Department of Education’s
emergency advice booklet.
• The emergency management plan will be prominently displayed, developed in consultation with local
emergency services and all staff.
• Safety of staff, students and visitors will always be the prime focus of the emergency management plan.
• The principal is responsible one emergency evacuation per term. The drill will involve local emergency
services (if available) each year. This will be recorded.
• The school will ensure parents are informed of these drills via the newsletter.
• All incidents/ potential risk and/ or criminal activities in which the safety of staff or students is at risk including
camps, excursions and travel to and from school, must be reported immediately to the Department of
Education 24hour Emergency and Security Management Branch on phone number (03) 95896266
• Incidents that involve the media must also be reported.

Evaluation:
This policy will be reviewed as part of the school’s yearly review cycle. The Emergency Management Plan will
be reviewed annually, after each unannounced emergency evacuation drill, or after an actual emergency
situation occurs.

POLICY LAST REVIEWED: March 2017
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ENROLMENT
POLICY
Rationale:
All children enrolling at our school deserve a smooth transition that enables them to become
part of our school with a minimum of disruption and maximum support.
Aims:
To provide an efficient process of enrolment that satisfies the needs of both students and the
school.
Implementation:
•
All children who are eligible to attend a Victorian Government school are welcome to attend
our school.
•
Students enrolling at our school as part of a prep intake will be required to provide proof of
age (indicating that they have turned 5 years of age by the 30th April of that year) and an
immunisation certificate.
•
A child who is less than the minimum age of entry for Victorian schools but has transferred
from an interstate school is eligible for enrolment. Evidence of age and full-time enrolment
at the interstate school must be provided.
•
Other parents seeking early age entry for their children must make a written application to
the Regional Director.
•
Information regarding the enrolment of overseas students can be obtained from the
International Studies Unit (03) 9637 2202.
•
Students with Disabilities and Impairments will be enrolled along with all other eligible
children. Concerns relating to resourcing levels are in themselves insufficient grounds for
delayed admission. Delayed admissions can only be authorised by the Regional Director.
•
All enrolments will require the completion of the DE&T ‘Confidential Student Information
Enrolment Form’, with details entered immediately on CASES.
•
Students wishing to enrol at our school from a neighbouring school will be able to do so on
the condition that it is the commencement of the school year or the commencement of term
3, or if the principal of the previous school is in agreement with the transfer, or if there has
been a change of address that places the student closer to our school than the previous
school, or if the student seeking enrolment is from a non-government school.
•
Our Assistant Principal will contact principals of previous schools of all students seeking
transfers to discuss the circumstances of the transfer, to seek a transfer note or an
immunisation certificate (if enrolling), and to discuss any academic or behavioural matters.
The principal has the authority to defer admission for one school day in order that enquiries
of the previous school are carried out in the interests of the student.
•
Students will be allocated to classes according to a combination of class size and student
need.
Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle.

This policy was last ratified by School Council in....
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June 2006

EXCURSION
POLICY

PHILOSOPHICAL BASIS
Excursions are activities organised by a school whereby students leave the school grounds for the
purpose of engaging in educational experiences including cultural, social, sporting and adventure
activities. The excursion program at Warrnambool SDS will extend and enrich all student learning
through the provision of first hand opportunities closely associated with the curriculum. All children are
expected to participate.

GUIDELINES
1.0

The Principal is responsible for the conduct of all single day excursions. Planning details must
be approved by him/her in advance by the Section co-ordinators.

2.0

Teachers are responsible for the following considerations prior to the excursion:
2.1
2.2
2.3
2.4
2.5
2.6

The purpose of the activity within the Curriculum
Appropriateness of the venue
The safety and welfare provisions for students and staff
The experience and competence of staff relevant to activities being undertaken
The legal requirement of student supervision and duty of care
Total cost of excursions.

3.0

All excursions must comply with safety requirements as outlined in the Victorian Schools
Reference Guide.

4.0

Children should not attend an excursion without written authority from parents or guardians.
However where this is not possible due to unforeseen circumstances the school may choose
to contact the parents by telephone to obtain verbal consent, including medical authorisation,
in the presence of two staff. This would only occur in extreme and rare circumstances.

5.0

Permission and medical authority forms are to be signed by parents / guardians and taken
with the class teacher on the excursion.

6.0

A First Aid Kit and a mobile phone must be taken by designated staff on all excursions.

7.0

Staff attending excursions must include a person with current Level 2 First Aid qualifications.

8.0

Where parents / guardians are involved in transportation of students to local excursions the
permission form must indicate the names of the driver, their registration details and
comprehensive insurance details. At no time will a student travel alone with an adult other
than his / her parent.

9.0

Excursion costs are to be covered by the parents but financial assistance may be given at the
discretion of the Principal.
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FIRST AID
POLICY

Rationale:
•
•

Woolsthorpe Primary School has a responsibility to protect the health and safety of each individual at all
times both at school and during excursions.
In the event of an incident, the highest possible care will be administered in accordance with Department
of Education Occupational Health and Safety (OHS) guidelines.

Aims:
•

To support educators to:¬ Ensure that ill or injured are stabilised and comforted until medical help intervenes.
¬ Preserve life.

Implementation:
•
•
•
•
•
•
•
•
•

Woolsthorpe Primary School will maintain Level 2 first aid training for all staff as the minimum level
required.
Woolsthorpe Primary School will have a first aid kit with content that meets the Department of
Education’s OHS guidelines.
Before the commencement of each term, the first aid kit will have an inventory check by the nominated
person responsible and a register will be maintained. This will include checking expiry dates and
replacing accordingly.
The first aid kit contents will be checked and restocked after every incident.
Woolsthorpe Primary School will ensure that injuries (excluding minor cuts and abrasions) will be
reported on the Accident Register and a second opinion by a staff member must be sought when there is
any uncertainty.
All head injuries no matter how minor will be reported to parents as soon as safely possible.
Excluding minor cuts and abrasions the parent will be contacted.
All children removed from class due to injury/ illness will be placed in sick bay and under constant
supervision, within line of site of the supervisor.
In the event that the school feel that it is unsafe for a child to remain on premises, parents or secondary
contact will be required to pick up the child.

Evaluation:
•

This policy will be reviewed as part of the school’s three-year review cycle, and at times when our
emergency management procedures are under review.

POLICY LAST REVIEWED: March 2017
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GRIEVANCE & COMPLAINT
POLICY

Rationale
Woolsthorpe Primary School has a grievance and complaints policy to ensure effective
management of concerns arising by complainant.

Aims
Woolsthorpe Primary School aims to professionally manage complaints in a timely,
confidential and appropriate manner to encourage open and transparent conversation with families. Thus,
allowing for continuous evaluation and improvement whilst providing a safe working environment for all staff.

Implementation
•

This policy should be read in conjunction APPENDIX A, DET Raising Concerns and Complaints Procedure
and Child Safe Policy

•

Complaints pathways including formal, will be determined at principal discretion and in conjunction/
accordance DET Local Complaints Resolution Procedures Handbook.

•

Woolsthorpe Primary School encourage complainants to contact the school at their earliest convenience
and will provide the necessary support and guidance to resolve the concern.

•

A complainant has the right to be accompanied by an advocate, where they feel unable to express their
concern clearly. An advocate can be a friend or someone who is available through an appropriate support
organisation who does not receive a fee for service.

•

Woolsthorpe Primary School will ensure all complaints remain confidential.

•

Woolsthorpe Primary School will advise complainants of the resolution process and the action plan
implemented.

•

A complainant can seek a formal process at any time or choose to take their complaint directly to an
external agency such as the Victorian Institute of Teachers, Merit Protection Boards, Australian Education
Union, Victorian Equal Opportunity Commission, The Human Rights and Equal Opportunity Commission or
the Obudsman.

•

Woolsthorpe Primary School will be proactive in monitoring, identifying common and recurring issues and
evaluating the process of dealing with all concerns and outcomes to collectively, adjust future directives.

•

Woolsthorpe Primary School will provide staff with (or provide access to) training and support appropriate
to their responsibilities under the DET Local Complaints Resolution Procedures Handbook.

POLICY LAST REVIEWED: March 2017
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Appendix A
Raising Concerns & Complaints Procedures
Introduction

It is the Principal’s responsibility to provide a healthy and positive school environment that is free
from discrimination and harassment. In doing so, the Principal will ensure that all staff, students and
community members are aware of their rights and responsibilities.
Concerns & Complaints that are covered in these procedures
• General issues of student behaviour that is contrary to our school’s code of conduct.
• Incidents of bullying, cyberbullying or harassment in the classroom or our school yard.
• Learning programs, assessment and reporting of student learning.
• Communication with parents.
• School fees and payments.
• General administrative issues.
• Any other school-related matters except as detailed below.
Concerns & Complaint that are not covered in these procedures
The following matters are not covered for which there are existing rights of review or appeal, as
detailed in the Victorian Government Schools Reference Guide.
• Student discipline matters involving expulsions.
• Complaints about employee conduct or performance and complaint that should be dealt with by
performance management, grievance resolution or disciplinary action.
• Complaints by the Department’s employees related to their employment.
• Student critical incident matters.
• Other criminal matters.

Expectations

Of Parent/Carer
Our school expects a person raising a concern or complaint to:
• Do so promptly, as soon as possible after the issue occurs.
• Provide complete and factual information about the concern or complaint.
• Maintain and respect the privacy and confidentiality of all parties.
• Acknowledge that a common goal is to achieve an outcome acceptable to all parties.
• Act in good faith and in a calm and courteous manner.
• Show respect and understanding of each other’s point of view and value difference, rather than
judge and blame.
• Recognise that all parties have rights and responsibilities which must be balanced.
Of the school
Our school will address any concerns and complaints received from parents:
• Courteously, efficiently and fairly.
• Promptly, or within the timeline agreed with the person with the concern or complaint.
• In accordance with due process, principles of natural justice and the Department’s Regulatory
Framework.

Making The Concern Or Complaint

1) In the first instance the concern or complaint should be made to the school by telephone, visit or

writing to:
• The student’s teacher about learning issues and incidents that happened in their class or
group.
• The Principal about issues relating to staff members or complex student issues.
• The Principal about issues relating to school policy or school management.
• For contact details for any staff member, call the office on (03) 55692241
• If not sure who to contact regarding a concern or complaint, then call the Principal on (03) 55692241
2) Complainants can seek the services of an advocate when they feel they are unable to express
their concern clearly. An advocate can be a friend or someone who is available through an
appropriate support organisation who does not receive a fee for service.
All parties involved in addressing a complaint may seek the services of a mediator when
there is difficulty coming to an agreement.
Our school will ensure that the complainant is aware of these supports. A complainant who
wishes to use these support services should ensure the person addressing the concern or
complaint is aware of their intention and is in agreement.
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3) Our school will record the following details of all complaints received, even if the complaint
appears to be minor:
• Name and contact details (with permission) of the person with a concern or complaint.
• The date the concern was expressed or complaint made.
• The form in which the concern or complaint was received (such as face-to-face, by telephone,
in writing, by email).
• A brief description of the concern or complaint.
• Details of the person responding to the concern or complaint.
• Action taken on the concern or complaint.
• The outcome of action taken on the concern or complaint.
• Any recommendations for future improvement in our school’s policy or procedures.
However, in the first instance, when the complaint is easily resolved in a telephone call, a brief note
in our principal’s/teacher’s diary recording the issue and the resolution may be all that is required.

Addressing Concerns & Complaints

• Our school will make every effort to resolve concerns and complaints before involving other levels
of the Department.
• Our school will give a complainant a copy of its Concerns & Complaints procedures.
• Our school will determine whether a concern or complaint should be managed through our
school’s concerns and complaints process or through other complaints processes of the
Department.
• All complaints will be noted and acted on promptly by the staff member who receives the
complaint.
• Our school will acknowledge all complaints made in writing. It will provide the complainant with a
timeline for investigating the complaint.
• The Principal will investigate all complaints and will provide a response to the complainant.
• Concerns and complaints about general school matters (such as the timing of events, school
policies and facilities) will be addressed by the principal or a relevant staff member.
• Our school will make every attempt to resolve a concern or complaint as quickly as possible. If
your complaint involves many students and a range of issues, our school will need more time to
investigate and resolve it.
Should the complaint involve complex issues, our school might need to take advice from the
Department’s Regional Office which may take more time. Our school will inform the
complainant of the new timeline for addressing the complaint and the reasons for any delays.
In all cases, our school will try to resolve a concern or complaint within 20 school days.

Resolution

If a concern or complaint is substantiated in whole or part, our school will offer an appropriate
resolution.
For example, at its discretion and depending on the circumstances, our school might offer:
• An explanation or further information about the issue.
• Mediation, counselling or other support.
• An apology, expression of regret or admission of fault. .
• To change its policies, procedures or practices.
• To cancel a debt (such as for school payments).
• A fee refund.

If Complaint Not Resolved

If a person with a concern or complaint is not satisfied with the outcome determined by our school,
they should contact the Department’s appropriate Regional Office.
The officer from the Region will ask the complainant for a complete and factual account in writing of
the concern or complaint and the complainant’s opinion about why our school did not resolve it to
their satisfaction.
If the complaint cannot be resolved by the complainant, school and regional office working together,
the regional office may refer it to the Department’s Group Coordination Division.
The Division will ask the complainant for a complete and factual account in writing of the concern or
complaint and the complainant’s opinion about why our school and regional office did not resolve it
to their satisfaction and will ask the complainant to outline their view on the course of action
required to resolve the complaint.
Where the complainant is unable to provide a written account the officer from Group Coordination
Division should act on the information provided.
Our school will implement the resolution as soon as practicable.
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HEAD LICE
POLICY

Rationale:

Woolsthorpe Primary School aims to control head lice (pediculosis) which may lead to infection and swollen
lymph glands and encourages a proactive culture of head lice awareness and treatment.

Aims:
To ensure effective processes for treating head lice are well known and consistently followed.
To reduce the negative stigma in hope of improving responsiveness.

Implementation:
•
•
•
•
•
•

•

•
•

•

•

To ensure that parents and guardians are well informed about head lice and treatment.
It is the parents’ responsibility for the detection and treatment of head lice on their children.
It is encouraged that all parents report any positive detection and subsequent treatments.
The School will respond to reports of head lice quickly and effectively.
The school will instigate a screening process, determined by clinical signs (eg. head scratching) observed
by the teacher and reported to the principal.
The school will ensure that an appropriately trained person is provided with professional development
regarding head lice, who will then be authorised to carry out visual checks of student’s heads for head lice
(observations without touching of the students head or hair).
The school will ask parents to sign a permission form allowing their children to be inspected by our
appropriately trained person for the presence of head lice. Only children whose parents have returned the
permission form (which forms part of the enrolment form) will be inspected.
All children checked or inspected will be provided with a confidential notification indicating to parents the
results of the inspection as well as advice on the latest information regarding head lice.
Consistent with Health (Infectious Diseases) Regulations, the principal will ensure that the parents of any
child found to have live lice are informed that their child is to be excluded from school until appropriate
treatment has commenced.
Upon their return to school, parents of excluded children are to present the signed declaration on Form2
and/ or verbal notification, indicating that appropriate treatment has commenced. All excluded children to
undergo another inspection from our trained head lice volunteers upon recommencement of school.
Woolsthorpe Primary School encourages all students to keep hair tied back and avoid sharing hats.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle.

POLICY LAST REVIEWED: February 2015
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HIRE OF FACILITIES
POLICY

Rationale:
Woolsthorpe Primary School has facilities that are available for hire in line with Section 15AA of the Education
Act 1958.

Aims:
To allow the community maximum access to school facilities whilst ensuring the protection of the facilities
themselves.

Implementation:
•
•
•
•
•

•

•

The principal has the authority to hire the facilities and will be the key liaison officer with the assistance of
the business manager.
School Council reserves the right not to hire facilities to groups it does not wish associated with the school.
Each application will be considered by the principal on its merits.
All groups wishing to use the school’s facilities are required to make a detailed written initial application to
the principal.
Successful applicants will be advised in writing and will be required to enter into either a ‘One-Off Hire
Agreement’ with the school council or enter into a ‘License Agreement’ regular use of the grounds or a
specific facility. These agreements are required irrespective of whether or not a hire fee is charged. The
Department of Education hire facilities is to be used.
The Principal will respond to any concerns made by the hirer of unsafe or dangerous equipment, buildings
or facilities, this must be brought to the school council’s attention at the next meeting or the school council
president if deemed urgent.
The School will not charge a fee for the use of facilities by groups associated with the school (eg: Parents
and Friends Association).

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle.

POLICY LAST REVIEWED: February 2015
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INTERNET BANKING
POLICY
Woolsthorpe Primary School is committed to securing the funds of the School using secure and efficient
accounting systems. DEECD provide the accounting package, CASES21 finance. The Commonwealth Bank
provides an internet banking package, Commbiz.

Rationale
Internet Banking provides the school with the opportunity to undertake various banking functions on-line which
realise savings in banking fees and administration costs as well as providing improved service to staff and
suppliers and efficiency for operators.

Purpose
To utilise the benefits of Internet Banking whilst ensuring the schools procedures and internal controls meet the
Department of Early Childhood Development’s (DEECD) requirements in accordance with Education, Training
and Reform Act 2007.
2.1.

The aims of the Woolsthorpe PS Council in monitoring the Internet Banking Policy is to:
2.1.1. Provide enhanced risk control and security over transactions.
2.1.2. Provide clear documentation of processes
2.1.3. Provide enhanced services to debtors and creditors.

Implementation
.

3.1

The aims of Woolsthorpe Primary School’s Internet Policy will be achieved through the
implementation of a range of the following strategies:
3.1.1 Payments through Internet banking software must be authorised by a Principal and a
member of the School Council nominated to authorise payments. The Authorising
Officers are responsible for ensuring Internal Control Procedures are followed in
accordance with department guidelines.
3.1.2 The school Business Manager(s) cannot be nominated as an authoriser.
3.1.3 Authorisation and approval of both the initial setting up of the account details and any
subsequent transactions against all accounts is required.
3.1.4 The appropriate segregation of duties to ensure and maintain the accuracy and
legitimacy of accounts and transactions is required.
3.1.5 Internet Banking may be used for payment of invoices and local payroll including ‘direct
debit’ and ‘pay anyone’ transactions.
3.1.6 Security and confidentiality of data must be kept at all times.
3.1.7 Documentation must be kept by the school confirming all transactions related to the
account(s) such as purchase orders, payment vouchers, payroll listings, relevant
CASES 21 reports. The original invoice/payment advice and the internet voucher must
be attached payment vouchers.

Resources
4.1
4.2
4.3

Provision of current, secure banking software
Maintenance and upgrading of hardware and software as may be required
Password protection in line with Cheque Signatory authority.

Evaluation
5.1

This document is to be reviewed annually as part of Woolsthorpe Primary School’s policy review
cycle.

POLICY LAST REVIEWED: February 2017

Review Date: February 2018
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INTERNET USAGE
POLICY

Rationale:
The school will provide internet access for student learning opportunities, whilst maintaining online safety.

Aims:
To improve student learning outcomes by increasing access to information.
To educate students to develop skills, enabling them to discriminate and appropriately use the internet.

Implementation:
• This policy should be read in conjunction with the ‘Acceptable Use Policy for Mobile Devices’ and the ‘Child
Safety Commitment Statement’.
• Signed parent and student consent is required to be completed in order to gain access to the internet, or to
publish work, photos or videos on the internet.
• The principal will be responsible for technological function of systems.
• Privacy, censorship, filters and passwords will be key features of the program.
• The school will take all appropriate action to manage any risk of cyber bullying.
• The school undertakes to ensure that information published on the Internet by students or the school is of a
high standard, and meets legal requirements and standards of general practice within the community in relation
to copyright, safety and decency.
• Students email access will be through DEECD under teacher supervision.
• Guidelines on access rights will be defined for different user levels.
• All students are encouraged to notify their teacher of any inappropriate material so that access can be blocked.
• All staff shall be responsible for notifying the Principal of any inappropriate material so that access can be
blocked.
• Consequences of publishing, accessing or failing to notify the Principal of inappropriate material will result in
the removal of access rights.

Evaluation:
This policy will be reviewed as part of the school’s three-year review

POLICY LAST REVIEWED: March 2017
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INVESTMENT
POLICY

Rationale:
•

The School Council will take responsibility for investing surplus funds with the purpose of generating
revenue for the school.

Aims:
•

To improve the opportunities for the school.

Implementation:
•
•
•
•
•
.

•

The School Council must approve and monitor the investment of funds and the Principal must
authorise the investment.
Only low risk, government guaranteed, professionally managed investments are to be undertaken.
The surplus to be invested is to be determined by the school council through the recommendation of
the business manager.
All investment accounts will be included in the CASES 21 Financial System and the procedures for
properly maintaining the accounts will be completed in accordance with the Department of Education
and Early Childhood (DEECD) Policy.
Finance committee will approve any direct deposits or direct payments into or from investment
accounts
A register of investments will be maintained by the business manager.

Evaluation
School Council should monitor investments for compliance with this policy, and review annually as part of
Woolsthorpe Primary School’s policy review cycle.
This policy will be reviewed as part of the school’s three-year review cycle.

Policy last reviewed: February 2017
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MANDATORY REPORTING
POLICY

Rationale:
‘Child Protection – Reporting Obligations’
Protection for children and young people is based upon the belief that the inherent dignity of all should be
recognised and fostered.
Government schools are entrusted with the holistic education of the child in partnership with parents, guardians
and caregivers, who are the primary educators of their children. Government school staff therefore has a duty of
care to students by taking reasonable care to avoid acts or omissions which they can reasonably foresee would
be likely to result in harm or injury to the student and to work for the positive wellbeing of the child.
Under the Ministerial Order 870, protecting children is everyone’s responsibility – parents, communities,
governments and business all have a role to play. In Victoria, a joint protocol, , involving the Department of
Health and Human Services (DHHS) Child Protection, the Department of Education and Training (DET), the
Catholic Education Commission of Victoria and licensed children’s services, exists to protect the safety and
wellbeing of children and young people.
All school staff, as defined by Ministerial Order 870, within Victoria must understand and abide by the
professional, moral and legal obligations to implement child protection and child safety policies, protocols and
practices.
Schools must comply with the legal obligations that relate to managing the risk of child abuse under
the Children, Youth and Families Act 2005 (Vic.), the Crimes Act 1958 (Vic.) and the recommendations of
the Betrayal of Trust Report.
This document is designed to assist staff to:
●
●
●
●

identify the indicators of a child or young person who may be in need of protection
understand how a ‘reasonable belief’ is formed
make a report of a child or young person who may be in need of protection
comply with mandatory reporting obligations under child protection law and their legal obligations relating to
criminal child abuse and grooming under criminal law.

Child Protection reporting obligations fall under separate pieces of legislation with differing reporting
requirements. This document sets out the actions required under the relevant legislation when there is a
reasonable belief that a child is in need of protection or a criminal offence has been committed and provides
guidance and procedures on how to make a report.

Aims:
•
•
•

To enable mandatory reporting to adequately respond to children at risk whilst maintaining confidentiality.
To ensure that children’s’ rights to be safe are maintained and each child is protected against physical
and sexual abuse, and neglect.
This policy is to be read in conjunction with current DET policy and guidelines, child safe standards in
schools and child protection and reporting obligations.

Guidelines
•

All school staff who believe on reasonable grounds that a child or young person is in need of:
- protection from physical harm or sexual abuse – must report their concerns to DHHS Child
Protection
- protection from harm that is not believed to involve physical harm or sexual abuse – are encouraged
to report their concerns to DHHS Child Protection
- therapeutic treatment – are encouraged to report their concerns to DHHS Child Protection or Child
FIRST.
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•
•

Staff will be reminded of mandatory responsibilities regularly and staff registered with the Victorian
Institute of Teaching are required to complete the eLearning module each year.
Members of the Department of Human Services, or associated support or intervention services that visit
the school following a notification, will interview staff and children only in the presence of the Principal
class or his/her nominee.

Reporting child protection concerns
Child Protection is the Victorian Government Agency, provided by the DHHS that protects children at risk of
significant harm. Child Protection has statutory powers and can use these to protect children.
Child FIRST is the Family Information Referral Support Team run by a registered community service in a local
area that can receive confidential referrals about a child of concern. It does not have any statutory powers to
protect a child but can refer matters to family services.
Mandatory reporters must report their concern to DHHS Child Protection if there is a reasonable belief that a
child or young person is in need of protection from physical injury or sexual abuse.
It is essential to document the concerns and observations which contributed to the suspicion that a child is in
need of protection. This information may be gathered over a period of time and should be treated confidentially
and held securely.
It is recommended – not, however, a requirement – that concerns and observations regarding suspected physical
injury or sexual abuse of a child are discussed with the principal or a senior school staff member and to ensure
support is provided to all involved in matters of this nature. The confidentiality of these discussions must be
maintained.
If more than one mandated reporter has formed a belief about the same child on the same occasion, it is
sufficient for one professional to make a report. The other is obliged to ensure the report has been made and that
all grounds for their own belief were included in the report made by the other staff member (Section 184 (2)).
If one mandated reporter directs another mandated reporter not to make a report, and the one professional
continues to hold the belief that a child is in need of protection, then that professional is legally obliged to make a
report to Child Protection.
The mandatory reporter may continue to suspect that a child is at risk and in need of protection. Any further
observations should continue to be recorded and a report made on each separate occasion where a belief has
been formed, on reasonable grounds, that a child is likely to be at risk and in need of protection. If there is any
suspicion that this relates to a sexual offence involving an adult and a child under 16 then it must be reported to
the police.

Implementation:
Staff will follow the Mandatory Reporting Policy and Procedures as specified by the DET.
•

All concerns must be reported immediately to the Principal, or in his/her absence, the Acting Principal.
The Principal will keep a record of all discussions about a student with whom there is a concern. All
reports, information sheets and subsequent discussions and information are to be recorded and remain
strictly confidential.

•

The teacher and/or the Principal will contact DHHS Child Protection by telephone as soon as possible to
make an official notification on: 1800 075 599 or after school hours crisis line 131278.
All incidents to be monitored, and any subsequent signs or indications of abuse are also to be reported.

•
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1.7 Flowchart – Responding to a possible mandatory reporting concern

Making a report
In case of emergency or if a child is in life-threatening danger contact Triple Zero (000).
Additionally, to report concerns about the immediate safety of a child within their family unit to DHHS Child
Protection, call the local Child Protection Intake Provider (1800 075 599). If after hours call the Child
Protection Crisis Line on 13 12 78.
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The table below describes the information to include when making a mandatory report about child abuse or child
protection concerns.
Step

Description

1.

Keep comprehensive notes that are dated and include the following information:
•
a description of the concerns (e.g. physical injuries, student behaviour)
•
the source of those concerns (e.g. observation, report from child or another person)
•
the actions taken as a result of the concerns (e.g. consultation with the principal, report to DHHS
Child Protection etc.).

2.

Discuss your concerns about the safety and wellbeing of students with the principal, a member of the
school leadership team or member of the wellbeing team.
The individual staff member should then make their own assessment about whether they should make a
report about the child or young person and to whom the report should be made.

3.

Gather the relevant information necessary to make the report. This should include the following
information:
•
full name, date of birth and residential address of the child or young person
•
the details of the concerns and the reasons for those concerns
•
the individual staff member’s involvement with the child or young person
•
details of any other agencies which may be involved with the child or young person.

4.

Make a report to the relevant agency:
•
To report concerns which are life-threatening phone 000
•
To find the nearest Victoria Police Sexual Offences and Child Abuse Investigation Team contact
your local police station. Visit the for local contact numbers.
•
To report concerns about the immediate safety of a child within their family unit to DHHS Child
Protection:
•
Call your local Child Protection (Barwon) Intake provider immediately on 1800 075 599
•
For After Hours Child Protection Emergency Services, call 13 12 78.
•
**Non-mandated staff members who believe on reasonable grounds that a child is in need of
protection are able to report their concerns to Child Protection.

5.

Make a written record of the report including the following information:
•
the date and time of the report and a summary of what was reported
•
the name and position of the person who made the report and the person who received the
report.

6.

Notify relevant school staff of a report to DHHS Child Protection or Child FIRST.
•
School staff should advise the principal or a member of the leadership team or wellbeing team if
they have made a report.
•
School leadership or wellbeing staff can seek further assistance by contacting the school
contact Student Support Services Officer

7.

In the case of international students, the principal must notify the International Education Division of the
Department of Education and Training on (03) 9637 2990 to ensure that appropriate support is arranged
for the student.
In the case of Koorie students, the principal must notify the Regional Office (as appropriate) to ensure
the regional Koorie support officer can arrange appropriate support for the student.
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Resources
Victorian Registration and Qualifications Authority
www.vrqa.vic.gov.au
Department of Education and Training
Responding to Allegations of Sexual Abuse
www.education.vic.gov.au/childhood/providers/regulation/Pages/childsafestandards
Related legislation
Children, Youth and Families Act 2005 (Vic.)
Crimes Act 1958 (Vic.)
Education and Training Reform Act 2006 (Vic.)
Victorian Institute of Teaching Act 2001 (Vic.).
Department of Health and Human Services
http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/
child-safe-standards
Victoria Police
Brimbank, 497 Ballarat Rd Sunshine 9313 3460

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle or with legislative changes.

Policy last reviewed: March 2017
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ONSITE SUPERVISION
POLICY

Rationale:
Adequate supervision of students in the school yard is a requirement of the school’s duty of care. The principal is
responsible for making and administering such arrangements for supervision according to the circumstances of
the school, and the teachers are responsible for carrying out their assigned supervisory duties in such a way that
students are, as far as can be reasonably expected, protected from injury.

Purpose:
•
•

To provide adequate supervision of students in the school yard outside normal timetabled class time, as
a requirement of the school’s duty of care.
To inform parents/carers as to when supervision of students is available before and after school and that
outside of these times is the responsibility of parents/carers.

Aims:
•
•
•
•

To ensure the values of school are upheld during non-class time and that students are, as far as can be
reasonably expected, protected from injury.
Supervision of students is the responsibility of all staff.
A roster system will be used to timetable staff members for yard supervision.
Yard supervision will include recess and lunch breaks, and after school.

Implementation:
•
•
•
•

•

•
•
•
•
•
•
•
•

The principal’s responsibility is to develop a supervising roster for all school breaks, recess and lunch
breaks, and after school.
The supervisors’ sole responsibility is to intermittently check all areas of the school.
If toilets need to be checked, supervisor may seek assistance from appropriate gendered supervisor to
attend to incident.
Parents will also be informed via the parent booklet of the schools times, breaks and supervision
arrangements. Parents are discouraged from sending their children to school before 8.45am each day.
Before school (until the morning bell at 8.55am) supervision is provided in classrooms as staff prepare
for the day.
Parents must collect students at 3.25pm each day. The school must be contacted by parents if this is
likely to change. Parents are required to make sure that their children have been collected or have left
the school grounds by this time. Students still in or about the school yard after that time will be brought to
the school office by the supervising teacher and parents contacted.
Bus duty and car park duty each afternoon will be performed by rostered staff.
The yard supervision roster will require staff members to undertake yard duty, for recess and lunchtime
on specific days.
Casual Relief Teachers will be responsible for the yard duty responsibilities of staff members they are
replacing.
Staff members who are aware that they cannot fulfil their yard duty obligations due to appointments or
excursions etc are required to either make a swap with another staff member, or discuss the matter with
the principal.
Staff are required to wear hats during terms one and four.
Staff on yard supervision must approach intruders or unknown people in the yard, or alternatively contact
office to seek assistance.
Staff members must be prompt and on time for all duties.
Students must be signed out of the school if departing prior to dismissal time. This is to be recorded prior
to departure in the designated book in the office by the person collecting the student.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle.

Policy last reviewed: March 2017
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PARENTS CONTRIBUTION
POLICY

Rationale:
•

To enable students to further their learning by complementing classroom lessons with experts and
resources from outside the immediate school community.

Aims:
•
•
•

Locally raised funds contribute significantly to the overall income of the school and are required to
ensure the best possible learning environment is attained for all students.
To reinforce, complement and extend learning opportunities beyond the classroom.
To develop an understanding that learning is not limited to school and teachers and that value and
powerful learning is often achieved with other people and experiences.

Implementation:
•
•
•
•
•
•
•
•

School Council will set a contribution rate at its budget planning meeting each year.
The contribution rate will include a set amount for selected programs and tools.
The contribution does not include major excursions and/or camps.
The school portion of the Education Maintenance Allowance may be used to contribute towards this levy.
School Council will encourage parents to pay their levies as early in the year as possible. Where
necessary support will be provided to families experiencing financial difficulties. The principal, on a caseby-case basis, will make decisions relating to alternative payment arrangements.
Parent and Friends Association (PFA) funds may be used to supplement school programs from time to
time as agreed to by Council.
New family enrolments throughout the year will be asked to pay a contribution on a pro rata basis.
The school will provide information to parents on contribution inclusions.

Evaluation:
•
•

School Council will ensure financial responsibility of the contributions.
This policy will be reviewed as part of the school’s three-year review cycle.

Policy last reviewed: March 2017
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SAFETY & WELFARE OF STUDENT
WITH EXTERNAL PROVIDERS
POLICY

Rationale:
Woolsthorpe Primary School recognises a duty of care to ensure a safe environment for our students,
thus creating an environment for optimal learning opportunities.

Aims:
•

To provide a diverse range of learning opportunities for all students whilst maintaining their safety and
welfare.

Implementation:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

An incursion is defined as an activity that involves school visitors providing a service for the students that
extends learning opportunities beyond the students’ classroom.
External providers are defined as experts and resources from outside the immediate school community.
A fully qualified teacher (holding a current VIT registration) must be in attendance for the duration of any
incursions taking place.
Teachers will ensure all incursions considered are looking out for the best interests of the students, for
optimal safety and welfare.
Consideration will be given to incursions occurring out of school hours so the other family members can be
involved.
All external providers will be required to report to the administration office prior to undertaking any activity
within the school, where they will be required to sign a “Visitors” book. Similarly, external providers will be
required to report to the administration office at the end of their visit.
External providers may require a Working with Children Check – see WWC Check policy.
External providers will be provided with directions, an induction if necessary, and will be made aware of
any construction works etc. that may impact upon their safety or comfort.
External providers within the school who have failed to follow this process will be redirected to the school
office by a staff member, where the issue will be resolved.
Under the Summary Offences Act and subsequent amendments, the principal reserves the right, and has
the authority to prohibit any potential visitor from entering or remaining within the school.
The school’s emergency management procedures will ensure that external providers within the school at
the time of any emergency or practice drill will be recognised and be appropriately catered for.

Evaluation:
This policy will be reviewed as part of the school’s three-year review cycle or with legislative changes.

Policy last reviewed: March 2017
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STUDENT ENGAGEMENT &
INCLUSION
POLICY

This policy reflects the DET Student Engagement and Inclusion Guidance
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1.

School profile

Woolsthorpe Primary School, with an enrolment of 98 pupils, has a strong community culture of
learning. The school has an equivalent fulltime staff of 10: 1 principal, 6 teachers and 2 Educational
Support Staff. Our school encourages and receives active parental participation in all program areas.
The school is classed as rural and services a wide area north of the City of Warrnambool, with about
65% of our students being bussed from outlying districts. Our school strives “to provide a dynamic
learning environment that engages students who work to achieve their personal best in an atmosphere
of mutual respect and cooperation.” It is our intention to promote the values of Respect, Excellence,
Care and Teamwork. Small class sizes and quality programs with emphasis on Literacy and
Numeracy, integration of ICT further continues to provide an exciting and flexible learning program
designed to meet students' individual needs. Our school is recognised by the local community for its
caring and safe learning environment.

2.

School values, philosophy and vision

Learning Focused
Our school is proud that we are achieving at or above standards in Literacy and Numeracy. National
testing from year to year fluctuates, but on an average has our students achievement at the national
standards in Literacy and Numeracy. We continue to strategically address student learning in Literacy
and Numeracy and strengthen whole school planning and professional learning. Importantly we focus
on improvement in Literacy and Numeracy for all students by providing targeted and engaging learning
programs that use 21st Century technologies to make learning creative and powerful.
Our House System, Creative Arts, Discovery Learning, Kitchen and Gardening program provides
students in all grades opportunities to learn through a hands on approaches to Literacy and Numeracy.
Technology is embedded in all areas of the curriculum and is a key focus for supporting learning
Students at Woolsthorpe Primary School feel safe at school and are engaged in their learning as
indicated in our Attitudes to School surveys. We are achieving well above average results for all areas
of Engagement and Wellbeing.
Student Engagement and Wellbeing will be further supported by:
Maintaining and strengthening student involvement and participation in decision making in
regards to their learning and environment.
Maintaining existing high levels of student safety and wellbeing across the whole school.
Implementing Our Learning Process model.
Listening to students feedback about their learning goals and areas of interest
Woolsthorpe Primary School, with an enrolment of 98 pupils, has a strong community culture of
learning. The school has an equivalent fulltime staff of 10: 1 principal, 6 teachers and 2 Educational
Support Staff. Our school encourages and receives active parental participation in all program areas.
The school is classed as rural and services a wide area north of the City of Warrnambool, with about
65% of our students being bussed from outlying districts. Our school strives “to provide a dynamic
learning environment that engages students who work to achieve their personal best in an atmosphere
of mutual respect and cooperation.” It is our intention to promote the values of Respect, Excellence,
Care and Teamwork. Small class sizes and quality programs with emphasis on Literacy and
Numeracy, integration of ICT further continues to provide an exciting and flexible learning program
designed to meet students' individual needs. Our school is recognised by the local community for its
caring and safe learning environment.
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4.

School values, philosophy and vision

Learning Focused
Our school is proud that we are achieving at or above standards in Literacy and Numeracy. National
testing from year to year fluctuates, but on an average has our students achievement at the national
standards in Literacy and Numeracy. We continue to strategically address student learning in Literacy
and Numeracy and strengthen whole school planning and professional learning. Importantly we focus
on improvement in Literacy and Numeracy for all students by providing targeted and engaging learning
programs that use 21st Century technologies to make learning creative and powerful.
Our House System, Creative Arts, Discovery Learning, Kitchen and Gardening program provides
students in all grades opportunities to learn through a hands on approaches to Literacy and Numeracy.
Technology is embedded in all areas of the curriculum and is a key focus for supporting learning
Students at Woolsthorpe Primary School feel safe at school and are engaged in their learning as
indicated in our Attitudes to School surveys. We are achieving well above average results for all areas
of Engagement and Wellbeing.
Student Engagement and Wellbeing will be further supported by:
Maintaining and strengthening student involvement and participation in decision making in
regards to their learning and environment.
Maintaining existing high levels of student safety and wellbeing across the whole school.
Implementing Our Learning Process model.
Listening to students feedback about their learning goals and areas of interest
educational support to flourish at school, and so we will put in place strategies to identify these
students and provide them with the support they need.
The School works collaboratively with students and parents/ carers to establish fair and respectful
behaviour policies and practices, based on the school’s values, expected social competencies and
positive peer relationships. There are also intervention strategies in place to address inappropriate
behaviours which can negatively impact on the learning environment of the self and others.
The universal (whole-school), targeted (group-specific) and individual engagement strategies used in
our school are outlined in Appendix 2.

5.

Identifying students in need of extra support

Our school will utilise the following information and tools identify students in need of extra support
using the following strategies:
Personal information gathered upon enrolment
Attendance rates
Academic performance, particularly in literacy and numeracy assessments
Behaviour observed by classroom teachers and other staff
Conversation with families and students
Parent Teacher Conferences

Page 55

6.

Behavioural expectations

Shared behaviour expectations for students, parents/carers and school staff are detailed at
Appendix 3.

7.

School actions

Responding to challenging behaviour
Where a student acts in breach of the behaviour standards of our school community, we will institute a
staged response, as outlined in the Department of Education and Training Student Engagement and
Inclusion Guidance (see Appendix 4).
Discipline
Disciplinary measures may be used as part of a staged response to challenging behaviour in
combination with other engagement and support strategies to address the range of factors that may
have contributed to the student's behaviour.
Disciplinary measures that may be applied include:
Restorative approach (eg repairing damage caused)
Withdrawal of privileges
Withdrawal from class activities, playground for a specified period. Where appropriate,
parents/carers will be informed of such withdrawals
Suspension (in-school and out of school)
Expulsion
Discipline will be applied in a way that is proportionate to the behaviour and upholds procedural
fairness.
Corporal Punishment is prohibited in all Victorian schools. Corporal punishment must NOT be
used at the School under any circumstances.
Suspension and expulsion are measures of last resort and may only be applied when the grounds for
suspension and expulsion set out in the Engagement and Inclusion Guidance have been met.
Suspension and expulsion can only be approved by the principal and our school will follow the
processes for applying these disciplinary measures set out in the Student Engagement and Inclusion
Guidance.
Information on grounds and processes for suspension and expulsion that our school will follow are
available here: http://www.education.vic.gov.au/school/principals/participation/Pages/discipline.aspx
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SUNSMART
POLICY

Rationale:
•

Woolsthorpe Primary School is a Sunsmart school providing protection from sun exposure during school
activities.

Aims:
•

To alleviate health risks associated with sun damage.

Implementation:
•

This policy is to be read as part of our Uniform Policy.

•

Children will be required to wear Anti-Cancer Council approved close-weave broad brimmed hats (at
least 6 cm rigid brim) from the beginning of Term 1 and 4 whenever they are outside.

•

Staff will act as role models by also wearing broad brimmed hats when outside.

•

Children without broad brimmed hats will be restricted play in designated shaded areas.

•

Children will be actively encouraged to wear a broad-spectrum water resistant sunscreen (SPF50+).
Sunscreen will be provided in each classroom, and on excursions. Sunscreen will be applied by
students according to the manufacturer’s directions, under the supervision of teachers and given
assistance where required.

•

Whenever possible, outside activities on extreme hot days should be scheduled before 11:00 am.

•

The school council will provide adequate shade structures for students as practicable; particularly over
high density play areas such as sand pits.

•

The school will ensure that school uniform broad brimmed hats are available for purchase from the
uniform store.

•

The school newsletter and school assemblies will be used to highlight and reinforce the Sunsmart policy.

•

Sunsmart activities and sun protection will form part of the Health and Physical Education curriculum at
all year levels.

Evaluation:
•

This policy will be reviewed annually.

Policy last reviewed: March 2017
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UNIFORM
POLICY

Rationale:
•
•
•
•

To promote a sense of pride in belonging to Woolsthorpe Primary School.
To maintain and enhance the positive image of the school in the community.
To assist with the perception of impartiality that uniform provides, assisting all children to feel
comfortable.
To introduce the concept and disciplines associated with personal presentation.

Aim:
•

To have all children in nominated school uniform, at an affordable rate.

Implementation:
•
•

All students are to wear school uniform whilst participating in school activities.
Our school uniform consists of -

Summer - Girls
Polar fleece jumper
Polo shirt

Winter - Girls
Polar fleece jumper
Polo shirt

Summer - Boys
Polar fleece jumper
Polo shirt

Winter - Boys
Polar fleece jumper
Polo shirt

Blue check dress
Navy shorts

Navy winter dress
Navy tights
Navy track pants

Navy shorts/track pants

Navy shorts/track pants

Navy socks/white socks
Black shoes
Sneakers for sport
School hat

Navy socks/white socks
Black shoes
Sneakers for sport
School hat

Navy socks/white socks
Black shoes
Sneakers for sport
School hat
•
•
•
•
•
•

Navy socks/white socks
Black shoes
Sneakers for sport
School hat

A copy of the dress code will be given to all new and prospective families and will publish from time to
time in the local newsletter.
Our school’s Sunsmart policy requires a hat to be worn by all students during Terms 1 & 4.
Summer uniform is Term 1 & 4 in line with Sunsmart policy.
The school will publish in the newsletter the uniform date change reminder.
Parents are asked to provide a communication to the school if their child is not able to wear proper
school uniform.
Parents discussing the issue with the Principal may obtain exemptions from the school dress code.
Grounds for exemption might include health, hardship, disability, religious beliefs etc

Evaluation:
School Council will review this policy annually taking into account feedback from Principal and parents.

Policy last reviewed: March 2017
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VISITORS TO SCHOOL
POLICY

Rationale:
•
•

We seek to provide an open and friendly learning environment, which values and actively encourages
visitors to our school. At the same time we recognise our duty of care to ensure a safe environment for
our students and staff.
Woolsthorpe Primary School visitor’s policy is in place to encourage visitors from the school and wider
community to embrace learning opportunities in a safe environment.

Aims:
•
•

To provide a safe and secure environment for our students, staff and resources.
To establish protocols and procedures that effectively monitors and manages visitors, whilst not
compromising the open and inviting nature of our school.

Implementation:
•

This policy should be read in conjunction with the ‘Child Safe Policy’ and the ‘Child Safety Code of
Conduct’.

•

Whilst we actively encourage an inviting and open school, the safety of our students, staff and resources
remain our highest priorities.

•

Visitors are defined as all people who seek to enter our school other than staff members, students, and
parents/guardians involved in the task of delivering or collecting children at the start or end of the school
day.

•

All visitors will be required to report to the administration office prior to undertaking any activity within the
school, where they will be required to sign a “Visitors” book. Similarly, visitors will be required to report to
the administration office at the end of their visit.

•

Visitors may require a Working with Children Check – see WWC Check policy.

•

Visitors will be provided with directions, an induction if necessary, and will be made aware of any
construction works etc that may impact upon their safety or comfort.

•

Visitors within the school who have failed to follow this process will be redirected to the school office by a
staff member, where the issue will be resolved.

•

Under the Summary Offences Act and subsequent amendments, the principal reserves the right, and has
the authority to prohibit any potential visitor from entering or remaining within the school, and also has
the authority to invite or exclude people from using or being within the school boundaries outside school
operating hours.

•

The school’s emergency management procedures will ensure that visitors within the school at the time of
any emergency or practice drill will be recognised and be appropriately catered for.

Evaluation:
•

This policy will be reviewed as part of the school’s three-year review cycle, and at times when our
emergency management procedures are under review.

Policy last reviewed: March 2017
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WORKING WITH CHILDREN
CHECK
POLICY

Rationale:
As of the 1 January 2008, all schools are required to comply with the Working with Children Act 2005, and
ensure that any person unsuitable to be involved in ‘child related work’ does not do so.

Aims:
•
•
•
•

To ensure children under our care are protected from being exposed to inappropriate people.
To ensure all people engaged in ‘child related work’ with our students and who are required to
have Working with Children Checks, do so
To ensure that our school complies with the relevant Acts and laws.
To provide an environment that is safe.

Implementation:
•
•

•
•
•
•
•
•
•

All workers or volunteers related in ‘child related work’ must undergo Working with Children
checks prior to commencing work.
You are considered to be performing ‘child related work’ if you work or volunteer at a school or
school related activities, and you volunteer or do this work on a regular basis, and you have
direct contact with children under 18yrs of age which is unsupervised, and you do not qualify for
an exemption.
All teaching staff members are registered with the Victorian Institute of Teaching, and undergo
ongoing monitoring that satisfies Working with Children check requirements, and are therefore
exempt. Police officers are also exempt.
Parents who volunteer in relation to an activity in which his or her child ordinarily participates (eg:
classroom reading, helper, kitchen garden) is also exempt. If the same parent volunteers in a
class or activity that his or her child does not ordinarily participate in, then a check is required.
School Council does not pay for Working with Children checks. WWC Checks last for 5 years.
All people required to have Working with Children checks are issued a WWC Check Card which
School Council expects them to display on their person at all practicable times when working or
volunteering at the school or during school related activities.
School Council will maintain a record of volunteers with up to date WWC Checks.
School Council requires that all volunteers directly involved in school camps, excursions, sleepovers, teaching of swimming lessons, transport of students without staff members present, extracurricular activities such as school sporting teams etc all have Working with Children Checks.
School Council will consider other activities such as incursions on a case-by-case basis.

Evaluation:
This policy will be reviewed as part of the school’s review cycle or as required due to changes in
relevant Acts, Laws or should situations arise that require earlier consideration.
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