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COMMUNICATION OF HOLES & PROCEDURB&IRY
RATIONALE:

The policies of the school guide and describe the main processes, functions and operations of the school. The
development andeview of policies is part of an agreed process to ensure that key stakeholders are part of the
consultation and review process.

AIMS

¢2 SyadaNB GKIFIG Fff LREtAOASE FNIYS yR I OO0dzaNFr GSt e NBT®
and goals and meet all legislative, compliance and duty of care requirements.

To ensure that the school communicates these policies and procedures on the care, safety and welfare of students
to the school community.

IMPLEMENTATION

i The policies describe ¢éhrationale, aims and implementations of the operations and directiorGlafistone
Park Secondary Collegs a whole.

i The process of considering school policies will be managed by the principal and will be a continuous cycle,
and will use a transparerand consultative process.

i New policies will be added and modified to reflect the growth and evolution of the new school and new
programs as needed.

i All policies will use the school policy layout, meet legislative and compliance requirements, and have a
dedgnated review period

1 When developing a new policy, the principal will consult with appropriate personnel in order to draft the
initial policy statement. The draft policy may be circulated for comment to the appropriate committee/s, to
staff members, to peaents, to students before ratification by School Council.

i Policies will be developed taking into account DET policies, memos and circulars relating to a particular
policy area.
i A database of policies and a review schedule to provide a timeline for reeidves annually or on a three

year basis is to be maintained.

1 When reviewing an existing school policy as per the tyear review cycle, the principal will consult with
staff and the appropriate Committee/s, and to School Council for ratification.

1 Changs as a result of policy developments and / or reviews will be widely advised to students, staff and
parents.

i Staff will be given opportunity to provide input into the policy development or review process.

i The focus of all school policies must remain tleeds of students and school operations.

i Any concerns relating to the structure of the school should be directed to the principal or School Council

President.
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1 Relevant policies will also be available through the staff network and school website for caiynmuni
observation and comment.

1 Policy statements should be concise documents consisting of a rationale and guidelines for implementation.
Additionally, they should both reflect and provide support for current practice.

i Where possible, if there is a broad leaisEducation Department policy that does not require a local policy
to be developed, the school should adopt the Departmental policy as applicable to Gladstone Park
Secondary College. Similarly, in the absence of a GPSC policy on any subject the Dép@rémer,J2 £ A O& 2 |
ruling will apply. Cross referencing with Departmental writings should form an integral part of each GPSC

policy.

EVALUATION:

CKAA LRftAOE oAff 0SS NBEODHeBrageSi®&. & LI NI 2F GKS a0OKz22f Qa

Communication Procedures and Schedule foe School Community

Staff Students Parents General Community | Policy Review
Date
Policy
Student Welfare
Documents
. . -Brief in 1st -All policies mentioned | -Available on
-Excursions, Incursions, . . .
. Professional Learning in the newsletter and request
Externaland Camping q ilabl ;
Policiest Procedures ays available on reques
-Staff handbook

-Policy manual
-Staff network drive

t [ ¢Qa
| On site Supenvision Policy -Brief in.1st . '-AII policies mentioned
Professional Learning in the newsletter and
Adverse Weather days available on request
Conditions -Staff handbook -School website
-Policy manual
-Duty of Care Policy -Staff network drive
Student Engagement & -Brief in.1st . -Student . '-AII policies mentioned
Professional Learning| Representative in the newsleter and
Wellbeing Policy days Council available on request
-Staff handbook -Information Guide (in
Attendance Policy -Policy manual enrolment pack)
-Staff network drive -Parent Information
-Student Welfare Policy -Student engagement Night
workshops; staff
-Student Management meetings

Policy
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-Mandatory Reporting
Policy & procedures

. -Brief in 1st -Enrolmentpack -All policies mentioned | -Available on
- Internet Policy & . . . .
Professional Learning | -Assemblies in the newsletter and request
Procedures .
days -Student planner | available on request
-Staff handbook -In class -Enrolment Pack
-Policy manual
-Staff network drive
-Staff PD sessions
. . -Staff handbook -Individual -All policies mentioned | -Available on
Anaphylaxis Policy& ) . . .
-Policy manual meetings with in the newsletter and request

Procedures

Asthma Policy &
Procedures

-Staffnetwork drive
-Meeting at start of
each year to review
policy and
anaphylactic
/asthmatic children
-Four Yearly mandateq
training program

students and
parents of
anaphylactic
children
-Classroom
discussion re food
handling issues

available on request
-Enrolment Information
-Individual parent
meetings with
anaphylactic children.

Care Arrangements for Il
students

-Distribution of Medication
Policy& procedures

-First Aid Policy procedures

-Staff handbook
-Policy manual
-Staff network drive
-Meeting at start of
year to review each
policy & provide
medical details of
students.

-Update first aid
qualifications, CPR
qualifications &
asthma procedures
-OH&S and Ecuation
Planning cycle.

-All policies mentioned
in the newsletter and
available on request
-Information Guide (in
enrolment pack)
-Parent Information
Night

-Parents sent medical
information & asthma
plans to update at start
of each year

-Anti-Bullying &

CyberBullying Policy

-Staff handbook
-Policy manual

-Staff network drive
-Wellbeing Team
(Student Services and
subschools) review of
dealing with issues of
bullying

-Student Diary
-Assemblies

-All policies mentioned
in the newsletter ad
available on request
-Parent Information
Night

-Emergency Management
Plan & Policy Critical
Incident Management
Plan, Policy & procedures

-Staff handbook
-Policy manual

-Staff network drive
-Review of policy and
procedures in 33
days of school
-Evacuation Drill/Lock
in

Lockdown drills

-Evacuation drills

Sunsmart Policy

Staff handbook
-Policy manual

-Staff network drive
-Review of policy and
procedures in 33
days of school

-Student Diary
-Enrolment pack

-Enrolment Pack
-Schoohewsletter
-School website
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Complaints & Grievances
Policy & Procedures

-Staff handbook
-Policy manual
-Staff network drive

-Enrolment Pack
-School newsletter
-School website

-School website
-School Newsletter

The addition of Education Departmerross referencing adopted at College Council 19/11/2002. Extensive

revisions to these Guidelines were adopted by Council on 20 March 2012.

Revisions and renaming (previously named Policy Development and

Evaluation Guidelinesadopted at School Council 0d5/11/2016

(Return to front page
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ANAPHYLAXMANAGEMENT POLICY
1. BACKGROUND

Anaphylaxis is a severe, rapidly progressive allergic reaction that is potentially life threatening. The most
common allergens in school aged childtetNB LIS ydzias S33asx GNBS ydzia o
and shellfish, wheat, soy, sesame, latex, certain insect stings and medication.

The key to prevention of anaphylaxis in schools is knowledge of those students who have been
diagnosed at risk,vaareness of triggers (allergens), and prevention of exposure to these triggers.
Partnerships between schools and parents are important in ensuring that certain foods or items are kept
away from the student while at school.

Adrenalinegiven through an adraline autoinjector to the muscle of the outer mibigh is the most
effective first aid treatment for anaphylaxis.

2. PURPOSE

To provide, as far as practicable, a safe and supportive environment in which students at risk of
anaphylaxis can patrticipate eglly in all aspects of schooling.

¢2 NI A&S 6 NByS&aa o2dzi |yl LKeatlIEA&E yR (KS &OK
community

To engage with parents/carers of students at risk of anaphylaxis in assessing risks, developing risk
minimisationstrategies and management strategies for the student.

¢2 SyadaNBE GKFG SFOK adlFFF YSYOSNI KFa | RSldzrdS 1y
policy and procedures in responding to an anaphylactic reaction.

The college will fully comply witdinisterial Order 706 and the associated Guidelines related to
anaphylaxis management in schools as published and amended by the Department from time to time.

3. INDIVIDUAL ANAPHYLAXIS MANGEMENT PLANS

The Principal will ensure that an Individual Anaphgld&anagement Plan is developed, in consultation
gAOUK (GKS aiGdzRSydQa LI NBylhaszs F2N Fye aGdzRRSyld oKz
at risk of anaphylaxis.

The Individual Anaphylaxis Management Plan will be in place as soon as pracitatihe student
enrols, and where possible before their first day of school.

The Individual Anaphylaxis Management Plan will set out the following:

TAYF2NNIGA2Y | 02dzi GKS &aiddzRSyiQa YSRAOFE O2yRA
for anaghylactic reaction, including the type of allergy/allergies the student has (based on a
written diagnosis from a Medical Practitioner);
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w strategies to minimise the risk of exposure to known and notified allergens while the student is
under the care or supeision of School Staff, for-school and oubf-school settings including in

the school yard, at camps and excursions, or at special events conducted, organised or attended

by the School;

w the name of the person/s responsible for implementing the stgigs;

WAYTF2NXYIGA2Yy 2y 6KSNB (KS aGdzRSyiQa YSRAOFGAZY

wiKS addRSyiQa SYSNESyOeé O2ydl Ot RSGIAETAT FyR

w an Australian Society of Clinical Immunology and Allergy (ASCIA) Action Plan.

¢tKS d0dzRSyiQa LYRA@GARdzZ t Ry ydASarBiydil i X 2 predsi & K
carers in all of the following circumstances:

w annually;

w if the student's medical condition, insofar as it relates to allergy and the potential for
anaphylactic reaction, changes ;

w as soon as practicable afta student has an anaphylactic reaction at school; and

w when a student is to participate in efite activities such as camps and excursions or special
events conducted, organised or attended by the school.

It is the responsibility of the parent to:
w provide the ASCIA Action Plan;

w AYTF2NY (GKS d0K22f AF (GKSANI OKAf RQA YSRAOI €
potential for anaphylactic reaction, changes and if relevant provide an updated ASCIA Action
Plan;

w provide an upo-date photofor the ASCIA Action Plan when the plan is provided to the school
and when it is reviewed; and

w provide the School with an adrenaline autoinjector that is current and not expired for their child.
4, PREVENTION STRATEGIES

The School will put in place tliellowing prevention strategies for all relevantschool and oubf-
school settings:

1 Up-to-date photo lists of students at risk of anaphylaxis will be placed in the staff room, food
technology rooms, canteen and first aid room;

9 food technology classes Whave separate and identified equipment for students at risk of
anaphylaxis;

DK

oF
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1 school canteen staff will be educated on food handling procedures and risk of cross
O2y Gl YAYyLGAR2Y 2F FT22Ra alAR (2 0SS walfTSQT
1 breakfast club and special events including in@uns;j sports, cultural days, excursions and
camps will consider students with food allergies.

5. MANAGEMENT AND EMERGENCY RESPONSE

Procedures for emergency response to anaphylactic reactions are in the context of first aid responses as
outlinedinthe Schobb Q&4 CANARUG ! AR t 2f A0e®

A complete and up to date list of students identified as having a medical condition that relates to allergy
and the potential for anaphylactic reaction will be displayed in the staff room and in the first aid room.
Individual Anaphyl EA & al yIF 3SYSyd ttlya FyR ! {/L! ' QGA2Yy t
adrenaline autoinjectors will be kept in the first aid room.

Staff taking students at risk of anaphylaxis on out of school activities must familiarise themselves with
the ASCIAction Plan and take an Adrenaline Autoinjector with them.

The school will ensure that at least oAdrenaline Autoinjectois kept in a variety of First Aid Kits
around the school. These will be bagbs in addition to those supplied by the individualdgnts
identified at risk.

6. COMMUNICATION PLAN
Staff will be briefed twice each calendar year about how to respond to an anaphylactic reaction by a
student in various environments including:

1 during normal school activities including in the classroonthénschool yard, in all school
buildings and sites including gymnasiums and halls; and

1 during oftsite or out of school activities, including on excursions, school camps and at special
events conducted or organised by the School.

Students at risk ohnaphylaxis will be identified to staff through class lists and the staff notice board.
The Daily Organiser will inform volunteers and casual relief staff of students at risk of anaphylaxis and
their role in responding to an anaphylactic reaction.

Parentswill be notified immediately of any anaphylactic reaction.

7. STAFF TRAINING
The following School Staff will be appropriately trained:

1 School Staff who conduct classes that students with a medical condition that relates to allergy
and the potential for aaphylactic reaction; and

1 any further School Staff that are determined by the Principal.

The identified School Staff will undertake the following training:
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1 an Anaphylaxis Management Training Course in the three years prior; and

9 participate in a briefing,a occur twice per calendar year (with the first briefing to be held at the
beginning of the school year) on:

o GKS {OK22tQ&a !yl LKetlIEAA al yl38SySyid t2tA0
0 the causes, symptoms and treatment of anaphylaxis;

0 the identities of the students with a medical cotidn that relates to an allergy and the
potential for anaphylactic reaction, and where their medication is located;

o how to use an adrenaline autoinjector, including hands on practise with a trainer
adrenaline autoinjector device;

o 0KS { OK2 2 fst and &nérgavdy fespdnseNarocedures; and
o the location of, and access to, adrenaline autoinjector that have been provided by
Parents or purchased by the School for general use.

The briefing must be conducted by a member of School Staff who has successfully completed an
Anaphylaxis Management Training Course in the last 12 months.

In the event that the relevant training and briefing has not occurred, the Principal will develop an

interim Individual Anaphylaxis Management Plan in consultation with the Parents of any affected

student with a medical condition that relates to allergy and the potential for anaphylactic reaction.

Training will be provided to relevant School Staff assa® practicable after the student enrols, and
LINSFSNI 6feé 06SF2NB GKS aiddzRSyiQa TFTANRG RFe& |4 { OK

CdzZNIKSNI AYF2NXIGA2Y OFy 6S F2dzyR Ay (GUKS 5SLJ NIYS
Schools

http://www.education.vic.gov.au/Documents/sobl/teachers/health/anaphylaxisguidelines14.docx.doc
X

This policy should be read in conjunctiwith the First Aid Policgnd Ministerial Order 706.
http://www.education.vic.gov.au/Documents/school/teachers/health/ministerialorderword.docx
Other resources:

http://www.education.vic.gov.au/school/principals/health/Pages/anaphylaxisschools.aspx

http://lwww.education.vic.gov.au/Documents/school/teachers/health/RiskChecklistTemplate.docx
Adopted at School Council on 19 August 2008.

' YSYRSR G {OK22t [/ 2dzyOAf 2y wmp al NOK Hamm (G2 Ay
insert references to Aapen®, twice yearly training and Ministerial Order 90.


http://www.education.vic.gov.au/school/principals/health/Pages/anaphylaxisschools.aspx
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Amended at Council on 21 May 2013 to reflect updated Departmental Guidelines. (83018)
Amended at Council on 19 August 2014 to meet Ministerial Order 706.

(Return to frontpage)
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ASSESSMENT AND RERQR POLICY
RATIONALE

Assessment and reporting at Gladstone Park is an ongoing process of gathering, analysing and reflecting
on evidence to make informed and consistent judgments to improve future student learning. Reports
are made to students and parents (student reports) and to the local community (annual reports).

The College designs curriculum, and assesses and reports on student progress according to the Victorian
Curriculum and Assessment Authority (VCAA) guidelimede® achievement and progress is

measured according to VCAA guidelines and is communicated to students and parents through written
reports and parerteacher interviews. The College and its students also participate in the National
Assessment Programliteracy and Numeracy (NAPLAN), the results of which are reported to parents,
students and the community.

GUIDELINES

As part of the educational process, teachers are constantly monitoring the progress of the students in
their care. In general, the purposebassessing and reporting are:

I To monitor the development of students.
1 To determine the nature and extent of the knowledge and skills students have developed.
1 To provide students with a range of opportunities to demonstrate their progress and achiet®@me

1 To provide students with regular and constructive feedback in order to provide recognition, and to assist
students in setting goals and accepting responsibility for their own work.

T ¢2 LINPOPARS LI NByilda 6A0GK NB>dz I NJ FSSRol Ol 2y GKSAN
I To assist teachers in planning the subsequent phases of student learning.

I To assist the subchools, careers eordinators and student services in monitoring and supporting the
welfare and progress of students.

IMPLEMENTATION

The assessment am@porting of student progress at Gladstone Park will take various forms and follow
the following processes:

1 The college administration has responsibility for assessment and reporting procedures and will be guided
by the Curriculum Committee and other sexts of the school community as appropriate.

1 At the beginning of any semester, students, parents and staff will have access to the coulige.out

1 Teachers can use a variety of assessment methods and situations to gather information about the progress
of students. All assessments will be purposeful and constructive, and items assessed may include
knowledge, understanding, evaluation and other skills. The means of assessment may include both
formative and summative methods.
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1 To provide various forms of assesent that best fit the area of learning. Formal examinations will be
introduced in some subjects in Year 9 and in all subjects in Yedr3.10

1 Formal reporting to parents will usually occur every 5 weeks. The progress of individual students will be
avaibble to parents through the Parent Portal of the School Management System.

EVALUATION

tKAa LRtAOE gAff 06S NBOASGHGSR a LINLG 2F GKS { OK?

For further information see:

http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/assessment.aspx

http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/reporting.aspx

Policy adopted by School Council on 21 November 1986.
Amended at Council 8 April 2003.

Amended at Council 16 November 2010 (reviewed and updated)
Amended (reviewed andipdated) at Councill5 September 2015

(Return to front pagg
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ASTHMAMANAGEMENT POLICY
1 BACKGROUND

Asthma is a disease of the airways, the small tubes which carry air in and out of the lungs. When
you have asthma symptoms timeuscles in the airways tighten and the lining of the airways swells
and produces sticky mucus. These changes cause the airways to become narrow, so that there is
less space for the air to flow into and out of the lungs. (National Asthma Council 2011)

Thesymptoms of asthma may include shortness of breath, wheezing, tightness in the chest and a
dry, irritating, persistent cough. Symptoms may vary from person to person.

The key to asthma management in schools is to identify the students at risk, be aviaee of

potential asthma triggers and by having an asthma emergency management kit available with staff
trained in the management of an asthma attack and in particular the use of asthma reliever
medication.

2 PURPOSE

To provide, as far as possible, a safe amgpsrtive environment in which students at risk of an
asthma attack can participate equally in all aspects of the students learning.

To raise awareness about asthma generally as well as this Asthma Management Policy in the
{ OK22f Qa O2YYdzyAaildeod

To engage wit parents/guardians of students diagnosed with asthma in assessing risks and
RSOSt2LIAY3I FaldKYl OGA2y LXFya Fa LINI 2F GKS

To ensure that all staff with a duty of care for students are trained to assess ampsan asthma
emergency and that they complete an asthma education session at least every three years.

3 IMPLEMENTATION
There are several strategies for meeting the abovementioned purposes. They include:
Asthma Management Plans

The Asthma Foundation VBEINA | Q& { OK22f | QGA2y tfly &aK2dzZ R 0
medical/health professional in consultation with the parents/guardian. The Plan should be provided
to the parents by the medical professional and then provided to the School by the parentfifgua

The Plan must include:
* the prescribed medication taken:
- on a regular basis

- as premedication to exercise
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- if the student is experiencing symptoms
* emergency contact details
F O0dzaAySaa |yR I FiSN K2 dmeHicalpeigssion@li RSO Af a 2°

* an asthma first aid section which should specify the use of at least 4 separate puffs of a blue
reliever medication with 4 breaths taken per puff every 4 minutes, using a spacer if possible.

Staff Training

All staff with a dutyof care responsibility for the wellbeing of students should be trained in being
able to manage an asthma emergency appropriately. Training should be conducted at least every
three years.

Also, ensure that staff with a direct student wellbenegponsibility such as nurses, PE/sport
teachers, first aid and camp organisers have completed the Emergency Asthma Management (EAM)
course at least every three years.

The strategic placement of Asthma First Aid posters around the school.
Asthma First AiKits
Gladstone Park will provide and maintain at least 5 asthma emergency management Kits.
The asthma emergency first aid kit is to contain:
* a blue/grey reliever medication such as Airomir, Asmol or Ventolin
* at least two spacer devices to assistiwdiffective inhalation of the reliever medication

* clear written instructions on how to use these medications and devices and the steps to be
taken in treating severe asthma attack

* a record sheet/log for recording the details of a first aid incideath as the number of puffs
administered.

Note: Asthma spacers are single use only. To avoid infection transmission via mucus, spacers and
masks must only be used by the one person. The reliever puffers may be used by more than one
person as long as tlgehave been used with a spacer.

Communication with parents/guardians

LG A& AYLISNIGAGS (KFG addzRSyGaQ KSIFEGK &dzLJi2 NI
NBE3Jdzt F NJ O2YYdzyAOF A2y GAGK GKS &ddzRSyidima LI NBy
changes and any health and education concerns is essential. In particular, the frequency and severity
2T (KS addzRSydQa ladKYl &aeyvyLlizvya FyR dzasS 2F YS
exchange, parents should ensure the School has upt®idéormation on outside school incidents,

medical treatment or changes to medications.
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4 EVALUATION

This policy will be reviewed in three years unless circumstances require an earlier revision.

Further information can be found at;

http://www.education.vic.gov.au/school/principals/spag/health/Pages/conditionasthma.aspx

http://www.education.vic.gov.au/school/principals/spag/health/Pages/asthma.aspx

http://www.education.vic.gov.au/school/pnicipals/spag/health/Pages/asthmaattack.aspx

http://www.education.vic.gov.au/school/principals/spag/health/Pages/healthcareneeds.aspx

http://www.education.vic.gov.au/childhood/providers/health/Pages/anaphylaxis.aspx

This new policy was adopted at School Council on 19 March 2013.

(Return to front page
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AWARDS, SCHOLARSHIROLOURS REWARING SUCCE®®LICY
RATIONALE:
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forms of success.

GUIDELINES:
Awards:

1. Students in Years I1 should be presented with Principal Awards at the end of the first semester in separate
lunchtime assemblies for each year level. Parents should be invited to join in the celebrations.

2. These migyear awads should recognise both academic success and demonstrable improvement.

3. At the end of the year, there should be two night time assemblies (Year 7/8 and Year 9/11) to recognise form
duxes, subject winners, overall Year Level Duxes and other speaial winners.

4. Students at Year 12 should be presented with either a school certificate or a commemorative medallion
recognising satisfactory completion of their secondary education at a valedictory function.

5. At the Valedictory function, students$ Wear 12 should also be presented with awards for subject excellence and
overall achievement. This function is to include awards for both the Victorian Certificate of Education (VCE) and
the Victorian Certificate of Applied Learning (VCAL).

6. Wherever pssible, all awards should be based on objective data such as academic achievement but this needs
to be moderated by teacher judgement.

7. Boys and girls should receive awards.

Scholarships:

1. The Dux at each Year Level should receive a substantisdusttipland other scholarships provided for specific
purposes such as the Ben Marie award or Defence Forces Scholarship should respect the sentiments of the donors.

2. One of the four uniform free days of the year may be used by the SRC/School Capfaitses aopool of money
to support a series of scholarships to reward current Gladstone Park students who need financial sponsorship to
support elite participation in sport or other exti@urricular activities.

3. The exact guidelines and processes for awgrthiese scholarships will be proposed by the College Captains and

G§SI OKSNI NBalLlRyaAaotsS F2NJ 6KS {w/ IyR a4dzooaYAGGSR (2 { OK?
Casual Clothes Day Policy.

Colours:

{GdzRSyla &K2dzZ R 0 SzNES [ONFRIFS &4 /I if £ NP 1/SZf L At SN 2N D2 f |
variety of areas, including: Academic, Sporting, Arts, Civics and Leadership. The Bronze and Silver awards should

be presented at Year Level Assemblies. The Gold Awards shouleskeated at the End of Year Awards Nights
and Year Level assemblies.

REVIEW:
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This policy will be reviewed in two ye&ligne or earlier if needed.
Adopted at School Council on"181ay 2010 and it replaces the current policy titled Awards/Achievement.

(Return to front page
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BULLYING POLICY
RATIONALE

Ly 1SSLIAY3 gAGK GKS a0K22f Qad LIKAf2a2LIKez 4SS aiNA
develop academically, socially, spiritually and emotionallyorder for this to happen, students, staff

members and parents need to feel safe. It is the right of every student to work and learn without fear of
bullying or harassment of any kind, including sexual or racial discrimination.

DEFINITION OF BULLYING

Bullying is when someone, or a group of people, deliberately upset or hurt another person or damage
their property, reputation or social acceptance on more than one occasion. There is an imbalance of
power in incidents of bullying with the bully or bullies hayimore power at the time due to age, size,

status or other reason. Bullying is repeated and unjustifiable behaviour intended to cause fear, distress
and/or harm. It also includes the continued dominance of a more powerful person or group over the less
powerful.

DIRECT PHYSICAL BULLYING: includes hitting, kicking, obscene gestures, extortion, pushing, shoving,
taking, hiding or damaging belongings, inappropriate touching. any form of physical behaviour
which hurts others or their property.

DIRECVYERBAL BULLYING: includes name calling, insulting, repeated teasing, discriminatory remarks
(about religion, sexuality, subject choices, abilities, appearance), threatening language and gestures,
sexual harassment and any other form of verbal behaviouigdesl to hurt another person.

INDIRECT PSYCHOLOGICAL BULLYING: includes spreading or instigating nasty rumours, excluding
someone from the group, and isolating someone by preventing others from befriending them.

CYBER BULLYING is another form of bullgohgvhich includes, but is not limited to, teasing, spreading
rumours, sending unwanted messages, or defaming others through the use of email, chat rooms, instant
messages or SMS.

Many of these behaviours occur frequently, and do not always constitutgibgll In order to ascertain
the presence of bullying, the following elements must be present:

9 An initial desire to hurt

1 The desire is carried out

9 The action is harmful

1 There is an imbalance of power

1 There is no justification for the action

9 The action is @rsistent
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1 The bully derives gratification from hurting the other person.
ADDRESSING BULLYING BEHAVIOUR

Gladstone Park Secondary College is committed to the elimination of all forms of bullying and
harassment. The college seeks to work closely with stgdandl families in pursuing the objective of a

safe learning environment. The college has developed and continues to refine a whole school approach,
which is seen to be the most effective way of dealing with the issue. The key elements of this approach
are:

1 A shared understanding of bullying as a problem;

9 A shared understanding of the different forms of bullying;

1 A shared resolve within the whole school community to eliminate bullying;
9 Identification of bullying problems in the school and community;

1 The development of a whole school arbullying strategy;

T ¢KS ONBIGAZ2Y 2F | aGSttAy3aé SYy@ANRYYSyid |yR
incidents as they occur;

1 Recognition by teachers of their role in creating an-aotlying ethos, including theown
interactions with students, staff, parents and caregivers and community;

1 Encouraging people to value and respect one another;

1 A classroom ardbullying curriculum programme;

9 The creation of classrooms that are safe and supportive;

1 An ongoing commitmet to obtain specialist help and training as necessary.

A whole school policy at GPSC aims to eliminate inconsistencies in the management of bullying
behaviours. This policy should be read in conjunction with the Student Engagement Policy.

For furtherinformation see:

http://www.education.vic.gov.au/school/principals/spag/safety/pages/bullying.aspx

Adopted at College Council meeting of 19 November 2002.
Amended at Council 8 April 2003.

Amended at Council 20.November 2007 to include Cyber Bullying definition.


http://www.education.vic.gov.au/school/principals/spag/safety/pages/bullying.aspx
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Amended by Council approval on 17 August 2010 to include the cross reference to the Student
Engagement Policy.

Ammended and Remaned (Previously ABullying and AntiHarassment Policy) at Council on
15/03/2016

(Return to front page
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CAMPSSPORTAND EXCURSIONS RO
RATIONALE

Camps, sports and excursions are an integral part of the college program, providiggaf experiences
that maximise learning outcomes for all students. They also foster and encourage positive social
interaction between students and between staff and students.

GUIDELINES

1. All camps, sporting activities and excursions mustberunagéd@di 2 G KS 5SLI NI YSyid 27
policies and guidelines.
2. All students should be encouraged to attend camps, sporting activities and excursions available to them.
The school should use its regular means of communication with students and parentshis.do
3. All staff should be encouraged to participate in and attend camps, sporting activities and excursions;
however the staffing of them should not unduly disrupt college programs.
4. All activities require the approval of the Principal or their delegatéivifies that also require School
Council approval include:
9 all overnight excursions, sporting trips and camps

1 interstate and overseas visits

9 excursions requiring sea or air travel

1 excursions involving weekends or vacations
1 adventure activities

5. Camps andexcursions should be organised and timed taking into consideration the college's academic
program. The dates of sporting activities are normally set for the school by the relevant governing sporting
body.

6. As a general principle, all camps and excursionstrba fully selfunding, including the cost of teacher
replacements, travel, accommodation, fuel, entry fees, etc. With sporting activities, travel costs should be
covered.

7. Camps and excursions should be organised as either:

1 Year level providing accesw all students in the level. Cost should be a consideration in
considering access; or

1 Curriculumbased- open to students taking the particular semester unit associated with the
camp or excursion at the time it is run.

8. Sporting activities are open to aludents of the relevant year levels through a-tmyt process.

IMPLEMENTATION

1. The documentation for all proposed activities should be submitted for approval in a timely manner.

2. Parent/guardian permission is required for all attendees.

3. The teacheifin-charee is the Principal's representative for the duration of the camp, sporting activity or
excursion.

4. Within the organisational procedure of camps, special needs of students (e.g. disabilities, dietary needs,
medical conditions, etc) must be considered.

5. Forcamps, at least one attending staff member must have current First Aid accreditation and access to
appropriate medical facilities.

6. All students are to be given the opportunity to pay for camps and excursions in instalments if the cost of
the camp/excursiorexceeds $100.00. In cases of hardship, students may negotiate with the Assistant
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Business Manager for alternative arrangements. Eligible families can also apply for financial assistance to
GKS +AO0G2NALY D2@SNYYSyi{Qa |/ étivrediabsafaillapldli & Yy R 9 E Odz
7. If a proposed camp or excursion does not receive sufficient support from students eligible to attend it will
not proceed.
8. A student may only be eligible for a refund if the camp, sporting activity or excursion does not proceed or
if a medical certificate is supplied for their nattendance. Where an outside agency is contracted for a
camp or an interstate or overseas trip, then their terms and conditions will apply. These details will be
communicated in the initial stages of orgaaiion of the activity.
9. When continuation of the normal school program is not viable due to the involvement of large student
numbers, an alternative program should be implemented for students not attending.

4. EVALUATION

This policy will be reviewed in the years unless circumstances require an earlier revision.

For further information see:
http://www.education.vic.gov.au/school/principals/spag/safety/pages/excursions.aspx

http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx

http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx

This Policy was developed by the School Council EducatiorGhrhmittee in consultation with AAC,
Year Level Gordinators and Staff.

Passed at Staff Meeting 17/11/99. Presented to School Council August and October 1999
Reviewed Semester 2, 1999. Presented to School Council and endorsed December 1999
Amended at Council 8 April 2003

Amended by Council on 19 Februa2g08.

Renamed (previously Camps and Excursions), revised and adopted by Council on 16 June 2015

(Return to front page
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CAMPS, SPORTS ANILERSIONS FUND POLICY
RATIONALE

TheEducation and Training Reform Act 2@06vides for the provision of free instruction in the
standard curriculum program. It also empowers school councils to charge for goods and services used in
the course of instruction and to raise funds.

Free instruction includes learning and teachingtrnctional supports, materials and resources,

administration and facilities associated with the provision of the standard curriculum. The standard
curriculum program includes the core learning activities associated with the Australian Curriculum, the
Vidorian Essential Learning Standards (VELS) and senior secondary certificates (VCE and VCAL, including
VET programs).

GUIDELINES

The Department provides funding to schools through the Student Resource Package (SRP) and various
programs. This includes fundg for the standard curriculum program and associated education items,
equipment and operational costs.

This policy sets out the different categories of financial contributions that parents/guardians make and
the local administration of parent payments thassist in the effective and efficient running of the
Gladstone Park Secondary College.

IMPLEMENTATION

There are three categories of parent payments:

1. Essential education itemthat parents/guardians pay the school to provide or may provide
themselvesif appropriate. These items are essential to support instruction in the standard curriculum
program and includefe.g. stationery, text books, school uniforms where required, consumable items
such as those use in Food Technology and Photography, itadenss take possession of, and activities
such as excursions which all students are expected to attend.

2. Optional itemsthat are provided in addition to the standard curriculum program, and are
offered to all students. They are provided on a ugays lasis and if parents/guardians choose to access
them for students, they will be required to pay for thefa.g. student computer printing, school
magazines, instrumental music, musical instrument hire, extra curricular programs or activities)

3. Voluntary financial contributionsthat parents/guardians, or anyone else, may be invited to
make a donation to the school for the following purpos@sg. buildings and grounds beautification,
additional computersgeneral voluntary financial contributions or doris)

Communication with parents and the administrative processes of payment will follow departmental
policies and guidelines. In term 3 each year the Resources committee will consider the level of fees and
charges and make a recommendation to the Septenmbeeting of School Council for Council to

determine the amounts for the following year. The purpose and amount charged for school levies will
be communicated to parents via the booklist and by mail during term 4.



Page| 25

Detailed information of all charges assateid with the three categories will be mailed out in term 4
each yea for the following year. Reminders will be sent termly thereafter. All payments and non
payments will be strictly confidential.

Financial Supports for Parents

There is a range of supg options available for parents experiencing difficulty in paying for essential
items including:

w the Camps, Sports and Excursions Fumgich is available for eligibfamilies, to cover the costs
of school trips, camps, sporting activities and excursions
w access to State Schools Relief support via the Principal to assist with clothing/uniforms

Also see:

http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx

https://www.ssr.net.au

http://www.education.vic.gov.au/school/parents/financial/Pages/default.aspx

EVALUATION
CKA& LRtAOE gAff 06S NBOASHGSR & LINLG 2F GKS { OK?
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http://www.education.vic.gov.au/school/principals/spag/management/pages/parentpayments.aspx
Education and Training Reform Act 2¢Séctions 2.2.4.(1), 2.3(6)(c), 2.2.

This policy was adopted at School Council on 18 November 2008.

Amended at Council on 18 December 2012 (to reflect the 2012 State Budget changes to EMA)

Renamed (previously Education Maintenance Allowance Policy) and amended at Council on 15
September 2015

(Return to front page



http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx
http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx
https://www.ssr.net.au/
http://www.education.vic.gov.au/school/parents/financial/Pages/default.aspx
http://www.education.vic.gov.au/school/principals/spag/management/pages/parentpayments.aspx

Page]| 26

CAREER DEVELOPMERNTIRY
1. RATIONALE

Career development is regarded as an integral and essential part of all students' education at
Gladstone Park Secondary College. Its primary aimasdist in the successful transition of all
students from Gladstone Park to their subsequent pathway.

2. GUIDELINES

2.1  All students should have appropriate career development during their secondary schooling.
This may be incorporated as units in existingjects or as additional programs.

2.2 All students should participate in a Work Experience Program in Year 10 in accordance
with Education Department guidelines.

2.3 ltis the responsibility of the Careers Development Practitioner to ensureatiyaiopriate
career development programs are developed and implemented at the relevant year
levels, and that an integrated Work Experience program operates at Year 10.

2.4 Links and pathways between VCE courses, VETIS programs, VCAL, TAFE Colleges anc
Indudry Training Providers are to be fostered and maintained.

2.5 Links with local businesses and organisations will be fostered, and the Careers
Development Practitioner has the responsibility of liaising with the relevansstbol
and Key Learning Area leadémsmaximise industry contacts and the utilisation of
industry links in school programs and activities.

2.6 Data as to the destination of exited students is collected and used to inform careers
programs. This data is presented to the Education Policy Comnoitt@® annual basis.

This policy should be read in conjunction with the Sclad@lisiness/Community Partnerships Policy.

For further information see:

http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/workplace.aspx

http://www.education.vic.gov.au/school/principals/spag/curriculum/pasieareers.aspx

Amended at Council 19 June 2007
Amended at Council 18 March 2014 (Reviewed, renamed and updated)

(Return to front page
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CASUAL CLOTHES DAYIRY

School Council is keen to support the fund raising activities ocBBE because it acknowledges that
students benefit from helping others in greater need. One of the most effective, easy fundraisers is the
G/ adzZt /f2GKSa 51 @¢ gKSNB adddzRSyida FINB |fft26SR

This fund résing activity of the SRC (Student Representative Council) is approved by the School Council,
on the recommendation of the principal.

In keeping with the tradition of many years now, the following conditions will apply to casual clothes
days:

1. The SR&hould continue its tradition of organising one casual clothes day per school term i.e. a
maximum of four per annum.

2. The SRC should plan these days well in advance. Where possible, the SRC of one year should
develop a tentative plan for the four days et next year. This can then be validated by the
new SRC when it is elected. Often the SRC may commit to a longer term project which may
require Casual Clothes Day each year for two or three years.

3. The purpose of the fundraising e.g. Jeans for Gendsatity or other reason should be
determined and publicised at the time of planning.

4. The college would ask the SRC to consider a range of various worthwhile causes such as medical
issues, overseas aid, local underprivileged communities etc.

5. Funds from fundrising should also be considered towards éxéracurricular bursary to
support students involved in elite nesthool activities. Applications by the students would be
made to the 4 college captains and SR@@mator as representatives of the SRC.

It should be noted that all fundraising activities are at the discretion of the School Council on the advice
of the principal and this policy will be reviewed frequently to assess how the Casual Clothes Days
operate.

The SRC and School Community should a&sonare that School Council may, at some point, wish to
sanction other fundraising activities or Casual Clothes Days to support activities not initiated by the SRC.

Adopted at School Council on 19 August 2008.
Amended to include Clause 5 abke by Council on 15 February 2010.
Amendment to Clause 5 adopted by Council on 15 May 2012.

(Return to front page
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CHILD SAFETY POLICY
STATEMENT OF COMMITMENT TO CHILD SAFETY

Gladstone Park Secondary College is committed to safety and wellbeing of all children and young
people. This will be the primary focus of our care and decigiaking.

Gladstone Park Secondary College has zero tolerance for child abuse.

Gladstone Park $endary College is committed to providing a child safe environment where children
and young people are safe and feel safe, and their voices are heard about decisions that affect their
lives. Particular attention will be paid to the cultural safety of Adlioal children and children from

culturally and/or linguistically diverse backgrounds, as well as the safety of children with a disability.

Every person involved in Gladstone Park Secondary College has a responsibility to understand the
important and speific role he/she plays individually and collectively to ensure that the wellbeing and
safety of all children and young people is at the forefront of all they do and every decision they make.

In its planning, decisiomaking and operations Gladstone Paiik:w
1. Take a preventative, proactive and participatory approach to child safety;
2. Value and empower children to participate in decisions which affect their lives;

3. Foster a culture of openness that supports all persons to safely disclosef teksn to
children;

4. Respect diversity in cultures and child rearing practices while keeping child safety paramount;
5. Provide written guidance on appropriate conduct and behaviour towards children;

6. Engage only the most suitable people to kvaith children and have high quality staff and
volunteer supervision and professional development;

7. Ensure children know who to talk with if they are worried or are feeling unsafe, and that they
are comfortable and encouraged to raise such issues;

8. Report suspected abuse, neglect or mistreatment promptly to the appropriate authorities;

9. Share information appropriately and lawfully with other organisations where the safety and
wellbeing of children is at risk; and

10. Value the input of ancdbsmmunicate regularly with families and carers.
CHILD SAFETY CODE OF CONDUCT

Gladstone Park Secondary College is committed to the safety and wellbeing of children and young
people. Our school community recognises the importance of, and a responsibiligngoring our
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school is a safe, supportive and enriching environment which respects and fosters the dignity and self
esteem of children and young people, and enables them to thrive in their learning and development.

This Code of Conduct aims to protectldfen and reduce any opportunities for child abuse or

harm to occur. It also assists in understanding how to avoid or better manage risky behaviours and
situations. It is intended to complement child protection legislation, Department policy, school
policies and procedures and professional standards, codes or ethics as these apply to staff and
other personnel.

The Principal and school leaders of Gladstone Park Secondary College will support implementation and
monitoring of the Code of Conduct, and will plamplement and monitor arrangements to provide
inclusive, safe and orderly schools and other learning environments. The Principal and school

leaders of Gladstone Park Secondary College will also provide information and support to enable the
Code of Condudo operate effectively.

All staff, contractors, volunteers and any other member of the school community involved in child
related work are required to comply with the Code of Conduct by observing expectations for
appropriate behaviour below. The Code@dnduct applies in all school situations, including school

camps and in the use of digital technology and social media.
Acceptable Behaviours

As staff, volunteers, contractors, and any other member of the school community involved i child
related work indvidually, we are responsible for supporting and promoting the safety of children

by:

z
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child safe policy at all times and

wtreating students and families in thelool community with respect both within the school
environment and outside the school environment as part of normal social and community
activities.

wlistening and responding to the views and concerns of students, particularly if they are
telling youthat they or another child has been abused or that they are worried about their
safety/the safety of another child

wpromoting the cultural safety, participation and empowerment of Aboriginal and Torres



Page]| 30

Strait Islander students
wpromoting the culturakafety, participation and empowerment of students with culturally
and/or linguistically diverse backgrounds

wpromoting the safety, participation and empowerment of students with a disability

QX
O

wreporting any allegations of child abuse or other child safetO2 y OSNYy & (2 GKS
leadership or child safety officer
wunderstanding and complying with all reporting or disclosure obligations (including
mandatory reporting) as they relate to protecting children from harm or abuse.
wif child abuse is suspemd, ensuring as quickly as possible that the student(s) are safe and
protected from harm.
Unacceptable Behaviours

As staff, volunteers, contractors, and any other member of the school community involved i child
related work we must not:

wignore or disrgard any concerns, suspicions or disclosures of child abuse develop a relationship
GAGK ye &addzRSyld GKIG O2dA R 06S asSSy Fa Tl @2 dz
example, offering gifts)

wexhibit behaviours or engage in activities with studemtdich may be interpreted as
abusive and not justified by the educational, therapeutic, or service delivery context

wignore behaviours by other adults towards students when they appear to be overly familiar
or inappropriate

wdiscuss content of an intiate nature or use sexual innuendo with students, except where it
occurs relevantly in the context of parental guidance, delivering the education curriculum or
a therapeutic setting

wtreat a child unfavourably because of their disability, age, gendee, i@ulture, vulnerability,
sexuality or ethnicity.

wcommunicate directly with a student through personal or private contact channels (including

by social media, email, instant messaging, texting etc) except where that communication is
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reasonable irall the circumstances, related to school work or exdtaricular activities or
where there is a safety concern or other urgent matter

wphotograph or video a child in a school environment except in accordance with school
policy or where required for dytof care purposes

win the school environment or at other school events where students are present, consume
alcohol contrary to school policy or take illicit drugs under any circumstances.
Rationale:

All children have a right to feel safe and to béesd-or the purposes of this policy, the

definition of a child includes any person under the age of 17 years, or in the case of where a
protection order is in force, under the agef 18 years.All professionals working with children
and/or families shar¢he responsibility of protecting children.

Staff members at Gladstone Park Secondary College have a legal and moral responsibility to
respond to incidents involving the abuse of children with whom they have contact. They are to
use professional judgemenf available information and musgport to Child Protection all
allegations or disclosures of physical abuse, sexual abuse, emotional abuse and neglect. They
must also report to Child Protection when a belief is formed that a child has been harmed or is
at risk of being harmed.

Purpose:

To ensure that the safety and wellbeing of children are maintained by putting the needs of
children first and that each child is protected against significant harm from abuse. Schools have
a key responsibility in the prention and reporting of child abuse and neglect. This policy seeks
to reflect the need to make mandatory reporting reports and referrals under the Child, Youth
and Families Act (2005).

Guidelines:

All Teachers registered to teach or who have permisso teach pursuant to th&ducation and
Training Reform A@006 (Vic), Principals and Nurges mandated by law to report their belief

on reasonable grounds of physical and/or sexual abuse to Department of Human Services Child
Protection.

1 Clear processs and protocols around responding to child abuse will be shared amongst
all staff.

1 ¢K2aS LISNE2Yya y20 YFIYyRFGSR Y& NBLER2NI | ye
safety to the Principal, the appropriate Sabhool Principal or Student Welfare
Coordinaor.
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Staff to whom the disclosure is made is encouraged to make the report with support
from the Principal, a Subchool Principal or Student Welfare Coordinator. The College
will provide time for this process to be followed.

New staff, including studenieachers, will be informed of mandatory reporting
responsibilities and procedures as part of their induction procedure.

Teaching Staff will be trained on mandatory responsibilities annually.

All concerns should be reported immediately to the Principain dris/her absence a
Subschool Principal or Student Welfare CoordinatBtaff are also able to consult
further with Regional staff on 9488188.

The Sukschool will keep a record of all discussions about a student with whom there is
a concern.

If a belef has been formed by a staff member that sexual or physical abuse has taken
place, the member of staff and/or the principal class officer or Student Welfare
Coordinator will contact the Department of Human Services Child Protection by
telephone as soon gmssible to make an official notification on 1300664977 or after
hours to the Child Protection Emergency Services on 131278. (Once a mandatory report
has been made, the Education Department, Emergency Management Unit should be
notified immediately on 9588266).

Members of the Department of Human Services, or associated support or intervention
services that visit the College following a notification, will interview staff and children
only in the presence of the Principal or his/her nominee.

All reports,information gathered is to be recorded and remain strictly confidential and
disposed according to regulations.

All incidents will continue to be monitored and any subsequent signs and indications of
abuse are also to be reported.

Full cooperation will benpvided to the Department of Human Services, Child Protection
and Police. This will be facilitated by the Principal.

Staff members and students who are involved in the notification report will be
ddzLILR2 NISR 0@ (GKS 9RdzOF GA2 5SLI NIYSYyGQa

Where appropriate, the College will provide support to families.

While only mandated by law to report incidents of physical and sexual abuse, teachers
are also encouraged to report incidents of emotional and psychological harm or neglect.

The schootonsiders the moral obligation for reporting the belief on reasonable
grounds of physical and/or sexual abuse to extend also to children over the age of 17. In
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such cases where Child Protection does not take reports, reports will be made directly

to Victona Police. The closest Sexual Offences and Child Abuse Investigation Team
(SOCIT) is Fawkner, 9355 6100. The school will offer supports in terms of counselling and
referrals to all students regardless of age

4, Evaluation:

This policy and its included Goadf Conduct will be reviewed no later than December 2018 and in the
interim if legislative or other changes require.

5. References:

¢KS 9RdzOlI GA2y S5SLINIYSyiQa {OK22f t2fA0& |yR ! R¢
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx

Protecting the safety and wellbeing of children and young people; A joint protocol of the Department of
Human Services Child Protection, Department of Education and Early Childhood Development, Licensed

[ KAt RNBEYQa { SNWBAOSAE | kykhe BepddimehthhBdytatign@rid E& 1§ Ghidhoodizo f A
Development and Department of Human Services, 2010

http://www.education.vic.gov.au/about/prograniealth/protect/Pages/childsafestandards.aspx

Ministerial Order 870

http://www.vrga.vic.gov.au/childste/Pages/default.html

This policy was adopted at School Council on 19.12.2006
Amended at Council 20.3.2007 to include protocols for young persons 17 years or older.

Amended at Council 18.2.2014. Reviewed and updated. And reference to young persoreads’or
older incorporated into policy and separate protocols removed.

This policy, amended and renamed (previously Mandatory Reporting of Child Abuse Policy) and its
included Child Safety Code of Conduct was endorsed at School Council on 13 September 201

Amended to make separate and distinct Mandatory Reporting Policy at School Council on
15/11/2016.

(Return to front page



http://www.education.vic.gov.au/school/principals/spag/safety/Pages/childprotection.aspx
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol27_5_10.pdf
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol27_5_10.pdf
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol27_5_10.pdf
https://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/protecting_children_protocol27_5_10.pdf
http://www.education.vic.gov.au/about/programs/health/protect/Pages/childsafestandards.aspx
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
http://www.gazette.vic.gov.au/gazette/Gazettes2016/GG2016S002.pdf
http://www.vrqa.vic.gov.au/childsafe/Pages/default.html
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COMPUTER SOFTWARPEYRIGHT PROTECTI@NLIEY

1.

2.

10.

Unauthorised copying of software is illegal under th@@ight Act 1968, as amended.
Use of illegal copies of software is illegal under the Copyright Act 1968, as amended.

Responsibility for ensuring compliance with (1) and (2) rests with all users of software and the
principal.

Only legitimatelyacquired software may be used on the College premises and only in
accordance with all applicable licence conditions.

Disciplinary action may be taken by the College Council anBdbheation Departmerdagainst

any person or persons engaging in the urneutsed duplication and use of illegal software.
Persons found guilty of unauthorised copying of software may also be liable to penalties under
the Copyright Act 1968, as amended.

Only software which has been purchased by the College or provided tBdtneation

Departmentis to be operated on College equipment. This is to ensure that only legally
purchased software is used for official purposes and that virus infected software is not imported
into the College.

The principal shall establish and maim a software register (to include software name, serial
number of product, date of purchase, location of software) to enable verification of software
compliance.

Approval for the staff use of privately owned computers, tablets and smart phones f&roxo

private purposes on College premises must be applied for and given in advance of the use of the
device. Approval can only be granted by the principal and is conditional on acceptance in
writing of the conditions laid down in this policy.

The prircipal is to ensure that periodic random checks are made on the validity of software
installed on official College computers. Student drives are to be wiped clean on an annual basis
and all computers are cleaned when they are reimaged. This usually occansannual basis.

The principal is to ensure that details of this policy are given the widest possible promulgation,
and brought to the attention of the College community at least twice per year..

Further information can be found at:

http://www.education.vic.gov.au/management/governance/copyrightnd,

http:// www.education.vic.gov.au/management/governance/copyright/resources/resourceschool.htm

Policy amended at College Council 8 April 2003.


http://www.education.vic.gov.au/management/governance/copyright/
http://www.education.vic.gov.au/management/governance/copyright/resources/resourceschool.htm

Page]| 35

Policy amended at College Council on 18 September 2012.

(Return to front page




Page]| 36

CONFLICT ANTEREST POLICY
RATIONALE:

Employees of the Victorian Public Sector are required byPtiidic Administration Act 20@&¢hd the Code

of Conduct for Victorian Public Sector Employees to declare and avoid any real or perceived conflicts of
interest to help maintain community trust and confidence in the Public Sector. Employees of the Teaching
service, employed under thiedication and Training Reform Act 208& also employees of the Victorian
Public Sector.

This policy applies to all staff employed by Gladstone Park Secondary College, including ongoing, fixed
term, part time and casual staff. This policy also appliesltma@mbers of the School Council and the
Resources subommittee of Council.

The policy outlines the principles applying to the declaration and management of actual, potential or
perceived conflicts of interest.

AIMS:
To protect the School interest impartial and objective decision making.

To protect the reputation of the School by maintaining ethical standards of good judgment, fairness and
integrity in all dealings.

To ensure that employees always observe the highest standard of business ethics.

Tol @2AR lye& OGAGAGE 2NJAYyGSNBad GKIG YAIKG NBTFL
good name, or upon the integrity and good name of the School.

An employee or Council member must avoid any conflict of interest, financial or othethédanight
FFFSOG 2N YIFe@ 0S aSSy G2 FTFFSOGZ GKS LISNF2NXIF yOS

IMPLEMENTATION:

All staff members, in the performance of their duties are required to act in good faith towards the School
and the Education Department.

Staff members must ensure there is no conflict of interest between their personal interests and their
duties, obligations and responsibilities to the School. Where such a conflict occurs, the interests of the
School will be balanced against the interests of tiadf snember. Unless exceptional circumstances exist,
the balance of interests will be resolved in favour of the School and in accordance with Education
Department guidelines.

A conflict of interest can be financial or personal and involves the interésisstaff or School Council
member, or members of their families or friends. A conflict may arise where an employee or Councilor
could reasonably be perceived to be influenced by the private interest of facilitating employment for
family members. A perogd conflict of interest exists where a reasonable person with knowledge of the
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performance of their duties, now or in the future.

Of their own volition &ff and Council members must disclose actual or potential conflicts of interest to
the Principal and stand down in any decision making process where they may be compromised. If the
Principal discloses actual or potential conflict of interest he/she madsise School Council and stand
down in any decision making process where they may be compromised. If a Council member or sub
committee Council member discloses actual or potential conflict of interest he/she must advise School
Council and the Principahd must not be present during the discussion unless invited to do so by the
person presiding at the meeting and they must not be present when a vote is taken on the matter though
they may be included in the quorum for that meeting.

Failure of a staff mendy, Principal, Council member or submmittee member to disclose a potential or
actual conflict of interest constitutes a breach of this policy and Education Department guidelines in
relation to conflict of interest and may result in disciplinary actibepending on the nature and impact

of the conflict of interest situation, other action may be instigated, including legal action.

Where any actual, potential or perceived conflict of interest is identified and cannot be avoided,
reasonable steps should beken to manage it. If an employee is unsure about a possible conflict of
interest or how to handle a possible conflict of interest they should seek advice from their
Principal/Manager.

It is not appropriate for peers or subordinates of an employee whomspromised to be involved in the
management of the conflict of interest. Such staff are not considered to be outside the sphere of influence
of the staff member concerned.

Confidentiality is to be maintained at all times by all persons involved andctimoBwill seek to ensure

that confidential disclosures are protected from misuse. Nothing precludes either the staff member who
has disclosed the conflict of interest or the Principal/Manager to whom the disclosure was made from
seeking advice fromthe MU y wS a2 dzNOSa FFNBI 2F GKS 9RdzOFGA2Y
liability branch, on any matters relating to this policy.

EVALUATION:
CKA& LRtAOE gAff 06S NBOASGHGSR & LINL 2F (GKS { OK?Z
Further information is available fronktS 9 RdzOF G A2y 5SLI NIYSydQa | dzyt y

http://www.education.vic.gov.au/hrweb/workm/perform/confliebf-interest.htm

This policy was adopted by Council on 20 March 2012.

(Return to front page



http://www.education.vic.gov.au/hrweb/workm/perform/conflict-of-interest.htm

Page]| 38

CONTROVERSIAL ANDISHIVE MATERIALCNASSES POLICY
RATIONALE:

In general, topics for Senior Classes chosen by students whlenaintroversial or likely to offend others.
However, to avoid students doing unnecessary work which is later not allowed, all students should have their
conceptual work preapproved by their teacher.

AIMS:

1. To establish guidelines that allow for studsmo be informed as to what is considered appropriate work
for presentation.

2. To avoid unnecessary work being done by students.
3. To ensure all students are treated equally.
GUIDELINES:

When considering subjects that may be considered controversiaithee or confronting, teachers should consult
with their Subject Coordinator who may need to consult the Principal. The Principal will have ultimate authority to
allow or disallow part of or all of the work.

Teachers, the Subject Coordinator and Priatcipeed to consider the following:

The likelihood of the issue being submitted and depicted offending or psychologically damaging either the student
artist, other students in the class or other students who may see the work. This is equally true efifintstk or
work in construction.

The graphic effect of the material

The age, maturity and circumstances of the student.

The artistic merit and relevance of the topic.

Particular caution must be exercised with matters involving:

Suicide

Selfharm

Drug @ alcohol abuse

Racial hatred

Overtly sexual or sexually demeaning depictions
Violence

=A =4 =4 4 -4 4

In certain cases, the school may allow work to be produced for a legitimate curriculum reason but limit the scope
of publication.

EVALUATION:
This policy will be revieveein three year&ime or earlier if needed.

Adopted at School Council on T8ay 2010
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CURRICULUM PROGRAWAEUATION POLICY

Rationale:

Curriculum and teaching and learning programs are subject to reaglevaluation for the purposes of
improving student outcomes and teaching practices. The College Strategic Plan will guide identification of
curriculum areas for evidendeased evaluation based on the educational priorities of the school

Broad Guidelines:
Any review of curriculumand teaching and learningrograms should be underpinned by the following principles:
1 The learning environment is supportive and productive
1 The learning environment promotes independence, interdependence anansgivation
f Studeni 8aQ ySSRazX ol O]l INRBdzyRaX LISNRLISOGAGDGSE | yR )
9 Students are challenged and supported to develop deep levels of thinking and application
1 Assessment practices are an integral part of teaching and learning
9 Learning conects strongly with communities and practice beyond the classroom
9 A viable curriculum allows opportunity and time to learn
9 Lifelong learning is required for active and informed citizenship
Evaluations should:
1 address the educational needs of Gladstétsk students
1 relate to the College Strategic Plan
1 measure effectiveness of programs in achieving their goals
9 inform practice and guide reform of processes and organisational structures
9 assist with finetuning existing programs and identifying emergivegeds/opportunities.
What should be evaluated?
9 Student Achievement (with both a subject & Y4=arel focus).
1 New and existing subjects and programs (includingwwicular programs)
9 Pilot programs and other initiatives
Sources of data:

Student Learning ¢hievement:
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1 School based assessments and VCE, VET, VCAL, Victorian Curriculum Achievement Standards
results

T NAPLAN results
1 Ondemand testing results

Personnel:

Staff involved in evaluating curriculum programs will be drawn from the following groups:
1 Leadeship teamcincludes the Principal, Stdzhool Principals and Leading Teachers

9 Curriculum Teamcincludes the Teaching and Learning-ddinator, Performance and
Development Cardinator, Sukschool Program Managers and Learning Areaoi@mators

1 Teachingstaff
9 Administration staff

Frequency:

The frequency of evaluations will vary with each program. It should be stated as part of the initial planning
of any new curriculum or teaching and learning program..

Evaluation:

This policy will be reviewed as partiofk S { OK22f Qa Ll2f A0& NB@ASg 0OeOfS

For further information see:

http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/curriculumxasp

First adopted by College Council on 21 June 2005
Amended at Council on 21 June 2011
Amended at Council o6 August 2016

(Return to front page
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DRIVING SAFELY TAHOOL POLICY

Rationale:

Many students in Year 12 and some in YERobtain their driving licence throughout the year. As

student safety is a primary concern in relation to students travelling to and from school in vehicles it is
important that the conditions stipulated by the School be clearly understood and followed.

Aim:

This policy seeks to set down the conditions under which a student may be given approval to drive a
BSKAOES G2 YR FNBY a0OKz22f o 'YRSNJ 6KS alOK22f Qa
that only students issued with @ladstone Parksecondary College Licewad be permitted to drive a

vehicle to school.

Implementation:

daly

LT I aA0dzRSyid KlFa 20GFAYSR GKSANI RNAGSNRa fA0SyoO
his or hertGPSC Licenbefore they commence driving tockool. The application form for ttePSC

Licencas available from the Senior School office. An interview with the Senior School Principal is a
ySOSaal NE LINILG 2F GKS FLIINRGIE LINRPOSaa |yR gAff

Stucknts who drive to school must observe the following conditions orGRSC Liceneell be revoked:

9 Park as close as possible to the western boundary of the school in Taylor Drive

9 Students must not return to their vehicle any time during the school day

1 They must drive slowly and courteously when parking as well as when driving to and from the
school premises as there are many students of all ages plus other vehicles in the area

1 The only passengers that are permitted are siblings of the driver, no othéersts are
permitted

1 The vehicle details and the names of any siblings who will travel with them must be registered at
the Senior School office

Where a driver does not follow these rules they will be suspended and forfeit the right to drive to school
for the year.

Review:
This policy will be reviewed in three ye@ime or earlier if need arises.
Adopted at Council oiXXX(New Policy)

(Return to front page
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DRUG EDUCATION POLIC

Rationale

Gladstone Park Secondary Collegeoismmitted to providing a learning environment where staff and
students are able to work in an atmosphere of trust and respect. The school accepts that it has a
responsibility to help students acquire appropriate knowledge and skills to enable them to make
informed decisions about drug related issues. The College is committed to a whole school approach to
drug education and recognizes that a range of approaches is required in both the curriculum and welfare
areas. These approaches are based on the ptexigf harm minimisation which aim to promote the
physical, social and emotional well being of students. GPSC will provide programs aimed to prevent and
reduce drug related harm, together with intervention and specialist support for those with drug delate
problems.

Guidelines

Guidelines for the curriculum and welfare areas are consistent with the Student Services framework and
the School Drug Education Work Plan.

Policy /Program Development

1.1 A core team consisting of staff, parents and students rgaponsible for the development,
implementation and review of the School Drug Education Work Plan. See Appendix 1 to this

policy.

1.2 All members of the school community will be regularly informed and consulted throughout the
process of implementing the dg education program. This will be accomplished by the
following-

1 New parent and student induction programs.

1 Newsletters and publication of policy.

1 Meetings and information sessions for staff and parents.

9 Classroom activities and student consultation.
Curriculum

2.1 All aspects of drug education should be carefully planned and coordinated so as to ensure that a
broad, integrated and sequential curricular approach is achieved.

2.2 The integrated drug education curriculum will aim to increase stuéantvledge of relevant
and accurate facts about drugs and will be based on current Department of Education research
and that conducted by the Australian Drug Foundation.

2.3 The content of the curriculum will aim to increase student understanding of thedtgf drug
use both on the individual and society.
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2.4 The curriculum will endeavour to develop personal and cognitive skills to allow students to make
informed choices and decisions regarding drug use.

Welfare

3.1 Gladstone Park SC recognizes thatiliigt and inappropriate use of drugs is often a symptom
of other welfare related problems and should be approached as a health issue.

3.2 The College is committed to providing a range of support structures/preventative programs and
intervention strategis to meet the needs of students. To this purpose the school should
LINE GARS | O0Saa (G2 | &addzRSyid ¢St FINB O2dzyasStf,
confidentiality.

3.3 The college will endeavour to establish links with broader commuagjgncies to provide a
collaborative approach to supporting students' welfare needs.

Discipline

4.1 A systematic critical incident approach should be followed in all cases of identified drug abuse
by students within the college.

4.2 The College has deleped and will periodically review protocols designed to manage drug
related incidents. See Appendix 2 to this policy. These protocols are in line wiEddleation
5 S LJ- NJi SeBogl Pd@dey and Advisofuideand the Emergency and Security Management
Unitwritings & ¢St t | & DrégSandBizodblegal IssiefAGuide for
t NAYOALN f &¢é

4.3 Disciplinary action needs to take into account the broader welfare related issues often
associated with inappropriate drug usage.

ProfessionaDevelopment

5.1 Staff will be encouraged and supported to undertake professional development to ensure a
consistent response in the delivery of the drug education curriculum and in their response to
students at risk. (Staff will be encouraged to take a junlymental view of students at risk.)

5.2 Staff will be encouraged to develop specialist skills in the delivery of information about drugs in
a relevant and constructive manner.

5.3 All staff will be inserviced regularly on
91 Drug education's current teaching strategies.
1 The Drug Education Policy.

9 Ciritical Incident Procedures and Protocols.
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Evaluation

6.1 This policy will be reviewed every three years or earlier if needed,

6.2 This policy should be read in conjunction withh® K2 2f Q& 2 St FIF NB I yR { (dzR
policies.

For further information see:

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/drugpention.aspx

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/drugprevention.aspx

College Council endorsed this Policy 19/10/2000
Amended at Council 14 December 2010 (Updated and crefsrenced)

(Return to front page

DRUG EDUCATION WORK Pi=Adpendix 1

School/College Name lcocation

School Number/Catholi&d. Number

Principal
Core Team Members Position in School
Michael Keenan Assistant Principal (Curriculum)
Lynne Gutterson Assistant Principal (Welfare)
Fiona Woods Program Coordinator, Health and Physical
Education
AngelaDiamatopoulos Curriculum Coordinator
Chrissy Ballas Student Welfare Coordinator



http://www.education.vic.gov.au/school/principals/spag/safety/Pages/drugprevention.aspx
http://www.education.vic.gov.au/school/principals/spag/safety/Pages/drugprevention.aspx
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Maureen Weir

School Nurse

This School Drug Education Work Plan is designed to support the goals and key improvement
strategies outlined in the School Strategic Plan and Annual Implementation Plan.

In developing this plan, Gladstone Park considered a range of data and supploxtingents to
ensure strategies are evidentased and appropriate to its school community.

The plan utilises the national Principles for School Drug Education to assist schools plan their
activities for continued improvement in drug education.

Goal: Taontinuously improve the quality of drug education in Victorian Schools to contribute to the

reduction in the demand for and harms associated with drug use.

drug education as
well as programs
which enhance
resilience.

support for
students at risk
including liaising
with external

Comprehensive | Positive school Targeted to .
. . Effective
Theme Area and evidence climate and needs and
_ _ Pedagogy
based relationships context
The Year-B Staff involved in Year 7 Pastoral
curriculum There is a strong | the delivery of
focus on . Care drug
program across drug education . .
Strengths - education unit
Pastoral Care, | developing programs have |
Health and student the opportunity teractive
Physical connectedness. | tg undertake elements based
. . e s base
Education, and | The Student appropriate on decision
Science, is Services Team | professional makin
comprehensive, | Provides development. g-
providing specific | Significant
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Students involved
in extracurricular
programs such as

agencies where
necessary.

[ SGQa LI
CASA (Centre | Refer to Attitudes
Against Sexual | 14 5chool Survey
Assault) Data 2008 at end
programs. of this Plan.
Staff positions
within junior,
middle and senior
school to enhance
student
leadership.
Policies and
procedures are
well documented
and have proven
to be effective
when an incident
has occurred.
Curriculum Whilst some Targeted
programs at year Increaseq . material is Professional
Recommendations | 10 and 11 are communication available for Development
for future largely dependent) Petween parents parents in Teachers of y.ear
improvement on student and the school. community 7 pastoral care,
20082012 elective choices. languages, more| in particularly

There is scope to
include programs
aimed at senior
students eg. Fit to
drive (All year 11
students)

material could be
madeavailable.

New Staff need
to be briefed on

those who have
not taught drug
education
before, to be
offered relevant
drug education
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Keys Please (All
year 10)

protocols for
responding to
drug related
incidents as part
of their induction
program to
ensure that they
are aware of
procedures.

Protocol to
respond to drug
related incidents
should be made
available on the
staff drive of the
school computer
network so that
all staff can easily
access it.

professional
development.

Review teacher
support
materials.




2009

Theme area

Comprehensive
and evidence
based practice

Positive school
climate and
relationships

Year 1

Recommended Actions

What needs to be improved

Gladstone Park Secondary Colleg®rug Education Work Plan

How

the activities, budget, equipment, IT,
learning time, learning space

Current drug education course, School should stay uip-date on current
are based on State Governmel trends in drug education. Pastoral care

drug education resources.
Maintain this situation.

Greater contact and
communication with parents
regarding welfare issues

Need to increae drugrelated
resource material designed to
cater for linguistically diverse
groups.

drug education resources should be
audited and where possible, placed on
the school network.

Routine inclusion of health & well being
section in monthly College newsletter.

Investigate and introduce ways to
increase resource material catering for
languages other than English.

Who

the individuals or teams
responsible for
implementation

Health and P.E. prograr
coordinator.

School Nurse/Student
Welfare Coordinator

School Nurse/Student
Welfare Coordinator

When

the date, week,
month, term, year
for completion

Last week of term 2

Monthly throughout
the school year

Last week of term 2
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Achievement milestones
the practicemeasures or
lead indicators that
describe success

By the end of term 2,
teachers of Pastoral Care¢
drug education unit will
be able to access
resources on the school
network.

Review of school
newsletters will show
inclusion of health and
wellbeing articles.

Resource material will be
available in community
languages.



Improve school connectednes:
of students

Increase parent involvement in
school related activities

Review of policies (First Aid,
Mandatory Reporting, Drug
Policy)to remain ongoing.

Refer to school strategic plan. All staff

Ensure that parents are fully informed of | Assistant Principal,
relevant activities such as parent teache (Curriculum)
evenings.

Through the existing policy review

process Education Policy

committee to make
recommendations to
school council
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ongoing Improvement in school
connectedness data

Data on parent/teacher
interviews will show an
increased &endance of
parents.

Term 2 and 3
annually.

All school policies will
remain relevant

4 year cycle or in
response to
Department of
Education directives
or advice.



Targeted to needs Increase staff confidence in
and context teaching core curriculum.

Ensure that staff are aware of
the range of curriculum
supportmaterials available.

TargetedProfessional Development.
Teachers of year 7 pastoral care, in

particularly those who have not taught it

before, to be offered relevant drug

education professional development.

Review teacher support materials

Brief pastoral care teachers on

Government Gidelines for teaching drug

education prior to delivery of drug
education unit.

Faculty based (Science/Health and

Physical Education) meetings to keep st
up-to-date on available support materials

Investigate programs that are accessible
to all year 10and 11 students regardless

of elective choices.

Health and Physita
Education Coordinator/ | available
PD Coordinator/Science

program coordinator

Ongoing
Health and Physical
Education Coordinator.

annually
Health and Physical
Education
Coordinator/Science
Coordinator

ongoing

Relevant Assistant
Principals, Year Level
Coordinators, Student
Leadership andctivity
coordinators

Prior to term 3 as

Page]| 5l

All year 7 Pastoral Care
teachers to will have
received relevant
training.

Faculty meeting minutes
will include references to
current resource
materials

Studerts in years 10 and
11 will have undertaken
a drug related education



Drug education programs in
senior school

Ensure that current curriculum
remains relevant and that staff
have access to material on
school network.

Program to complement
existing curricular activities at
year 9

Consult with student welfare team and
school nurse to ensure that curriculum
continues to meet the needs of students
of the college.

4

Ly@SadA3alrasS LI2aaro
51 &¢

(4

Health and Physical
Education
coordinator/Student
Welfare Team/School
Nurse

Middle School Team
Coordinators,

School Nurse,

Welfare Coordinator

Investigate during
semester 1, with a
view to running
programs in
semester 2

Ongoing

End of Term 2
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program eg Fit to Drive,
Keys Please.

All drug education
programs will be
available on the school
network .

t NBLIZ2al

5l8¢ G2 o8
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Effective Ensure that Drug education Review of Year 7 Drug Education materi Health and Physical End of term 2 Reviev and trial process
pedagogy units include higher order Development and trial of lessons. Education Coordinator, completed.
thinking and interactive Pastoral Care Teachers

activities.



2010 Year 2 Gladstone Park Secondary Colleg®rug Education Work Plan

How Who When

Recommended Actions the activities, budget, equipment, IT,

Theme area o i the individuals or teams the date, week,
What needs to be improved learning time, learning space responsible for month, term, year
implementation for completion
Comprehensive Current drug education course| School to stay upo-date on current Health and P.E. prograr Start immediately.
and evidence are based on State Governme| trends in drug education. Pastoral care | coordinator. Completed by the
based practice drug education resources. drug education resources should be end of term 1.
Maintain this situation. audited and where possible)ared on
the school network.
Positive school Role of studenteadership and | Liaison between relevant Assistant Relevant Assistant By end of tem 3.
climate and activities coordinator at junior, | principles, student leadership and Principal, Student
relationships middle, and senior school to b¢ activities coordinator leadership and activities
further developed. coordinator.
Involve VCAL students in VCAL coordinator/ VCA
organisation of year 9 Health students/Health day

day organizing team

Liaison between VCAL coordinator/
£/ 1 [ addzRSyda Iy R
organisers to determine student roles.

Prior to term 3
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Achievement milestones
the practice measures ol
lead indicators that
describe success

All drug education
resources to be available
on the school network.

Job description will
reflect development of
role.

VCAL students will have
participated in the



Targeted to needs Ensure that all staff are aware

and context

of signs of drug use and the
protocols for responding and
reporting drug related matters
(in light of anticipated annual
staff turnover)

Ensure that all staff
undertaking drug education
have appropriate training.

Include in new stafinduction program.

Targeted Professional Development.
Teachers of year 7 pastoral care, Health
and Science, in particular those who hay
not taught drug education before, to be
offered relevant drug education
professional development.

Review teachesupport materials.

Student Welfare
Coordinator

Health and Physical
Education Program
Coordinator. Year 7
Pastoral Care teachers

Annually

Ongoing
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organization of year 9
GKSItfGK RI &

All Staff new to the
school will be briefed.

Staff new to teaching
Drug Education will have
undertaken appropriate
professional
development.
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Staff to be aware of signs of drug use.

508 FYyR @SydzS GAYS
R . | 5le¢ G2 200dzNJ
CSENI 0 &l SEEGK

implemented.
Term 3
Effective Ensure that Drug education Introduce lessons trialed in 2009 for yea Health and Physical Canmencement of Trialed material is
pedagogy units include higher order 7 Drug Education Units. Training for ne\ Education coordinator, | term 3 included in year 7 drug
thinking and interactive staff. pastoral care teachers education unit.

activities.



2011

Theme area

Year 3

Recommended Actions

What needs to be improved

Gladstone Park Secondary Colleg®rug Education Work Plan

Who When
How

the individuals or teams the date, week,
responsible for month, term, year
implementation for completion

the activities budget, equipment, IT,
learning time, learning space
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Achievement milestones
the practice measures ol
lead indicators that
describe success



Comprehensive
and evidence
based practice

Positive school
climate and
relationships

Current drug education course
continue to be based on State
Government drug education
resources. Continue to monita
and maintain drug education
courses in line with any
recommended changes

Student leaders to continue to| Selected students will run assemblies.

play an active role in the schoc
community and develop
leadership skills.

VCAL students to assist in the
G, SFNJ o | SFfGK

Monitor and Evaluat drug education

program against strengths and

recommendations from review process.

School Nurse to assist Health and P.E.
coordinator in sourcing additional
resources to deliver drug education

programs.

Health and P.E. prograr
coordinator.

Health andP.E. program
coordinator/School
Nurse

Relevant student
leadership and activities
coordinators/Student
leaders

VCAL
coordinator/Middle
School Program Leader

End of Term 3

Ongoing

At regular intervals
throughout the year

Term 2
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Any additional resources
will be added to those
currently available on K
drive.

Students will present

assemblies at all year
levels throughout the

year.

VCAL students will ka
assisted with year 9
Health Day.
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Middle School Program Leader and VC/
coordinator to liaise with students
regarding specific requirements.

Sessions trialed by student Student services Buddies/Peer leaders wil
G0dzRRAS&E FyR team/selected year 8 have presented 6
be incorporated in to pastoral and 9 students/Health | First3weeks derm | qeqqions during pastoral
care program. and P.E. coordinator 1 (training) then care lessons throughout
Student services staff to select and train sessions throughout | 1,4 year.
buddies/peer leaders annually. the year.

Selected at risk students

At risk individuals to be offered Student Services Team will have completed

programs developed to

improve self esteem and By end of term 3 !Orograms dQVGIOPed .
P_ improve social skills, self

resilience. esteem and/orresilience

Student Services team to identify at risk
students who would benefit from

Peer mediators have
selected programs.

been trained and utilised

Peer mediators trained in _
when required.

conflict resolution.
Student Services Team

Start of term 2
(training) then peer



Targeted to needs New staff to be made aware Include protocols in new staff

and context

of school protocols for
responding and reporting
drug related matters

Ensure that staff delivering
drug education are db to
access appropriate
professional development

Student services to identify and train
students to be trained as peer mediators

induction program.

Drug Education professional

development to be made available tc

staff where needed.

Student Teacher
Coordinator

Professional
Development
Coordinator/Health
and Physical
Education
Coordinator

mediation
throughout the year
as required.

Week 1, term 1

As appropriate
external
Professional
Development
becomes available.
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All new staff will have
completed an
induction program

and received a copy of
the school drug
education protocols in
their induction pack.

Staff delivering drug
education have
completed appropriate
professional
development and can
access relevant
material on the school
network.



Extra curricular programs
are incorporated at senior
levels so that all students
have access to programs
regardless of elective
choices.

Current trends in drug issues be
monitored and programs delivered tc
address these.

Senior and Middle
School Program
managers.

Page]| 6l

Internal
professional
development by
the end of term 3.

Appropriate
information to be
placed on K drive

throughout the
year.
Year 11 students
participate in the Fit to
Term 3 Drive program.



Effective
pedagogy

Ensure that drug education
units continue to include
higher order thinking and
interactive activities.

Year 7 Drug Education Material to be
reviewed to ensure that interactive
and higher order thinking continue tc
be included.

Health and Physical
Educatbn
coordinator, pastoral
care teachers.

Term 4
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Pastoral Care
handbooks will be
updated and any new
material will be
included.



2012 Year 4

RecommendedActions
Theme area
What needs to be improved

Comprehensive | To be Completed
and evidence

based practice prior to 2012

Gladstone Park Secondary Colleg®rug Education Work Plan

How

the activities, budget, equipment, IT,
learning time, learning space

Who

the individuals or teams
responsible for
implementation

When

the date, week,
month, term, year
for completion
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Achievement milestones
the practice measures or
lead indicators that
describe success
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Positive school
climate and
relationships

Targeted to needs
and context

Effective
pedagogy




2008 Attitudes to School Survey

Page| 65

Whole school [Year 7 to 12) 2008

School: Gladstone Park Secondary College (T858)
MNumber of students:** 1275 students, 8892 males, 585 females

School means plotted against distribution of all schools with Year 7-12 students
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Anomm o See last pages for notes and "Guide to Interpretation”.
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weakness. They should not be used as an accountability mechanism or to track lengitudinag! changes (only mean scores
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GLADSTONE PARK SECONDARY COLLEGE (Appendix 2)

WELFARE AND DISCIPLINE PROTOCOLS REGARDING DRUG RELATED BEHAVIOUR

The following strategies and protocols will be implemented in cases where students are involveaviayamigh illicit and harmful

substances.

Whilst not being prescriptive, the following policy has been approved by the Level Coordinators and will provide guidelntemnfin
dealing with drug related behaviour. Obviously drug related problems déatiaefinitively into a health issue or a discipline issue,
however this framework aims to provide a consistent and effective approach. Furthermore, the management of each caseintdl ta
consideration individual circumstances. Escalating sanctidhapply in the event of a student offending repeatedly.

Regarded basically as a HEALTH Issue

Lower Level HigherLevel
Exhibiting effects of Individual use of
BEHAVIOUR drugs or harmful

Substances (suspectec substance

(knowledge of use
either at home or
at school)

Inappropriate Promotion of use
of substances
discussion/talk

Family/friends use of  Student discloses

substances to a teacher that
someone in their
family uses an
illicit drug

Wearing or exhibiting
drug related attire or
paraphernalia

Regarded basically as a DISCIPLINE Issue

(Health Issues must also be appropriately addressed)

Lower Level Medium Level Higher Level

Exhibiting effect of Possession of illegal Providing/offering

substance substances illegal drugs to other
students

(obvious/serious)

Assisting others but  Accepting illegal Selling lllicidrugs

not using substances substances at school (o
on the way to or from
school)

Covering up Deliberate
organization of drug
use/sales

Promotion of usef
substances
(dependent on type
of substance)
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Providing/offering
legal drugs

Not adhering to
school policies on
drugs/use of

medicines
ACTION Parent notification Teacher must refer Parentnotification Parent notification Parent notification

information to the
Principal

t NAYOALI £ Qit NAYOALI f t NAYy OA LI £ ¢ Counselling Referral
Detention

Counselling Counselling Lengthy Suspension Expulsion
Counselling

Referral Suspension Police Liaison Officer Police
Suspension (if
used at school) Referral Council Inquiry
Referral

Police Contact

' QOGA2y &aK2dzZ R 0SS ( Boh®Wpolidy and AdvsbFE8ideli SR Ay GKS &

CAZNIKSNJ F ROAOS F2NJ t NAYOA LI ta Aa | ¢5SANHzDE S AR/ {(KKS2 29fRa0
LaadzsSay ! 3JdzARS F2NJ t NAYOALJN f ae

Ly FtfyYy OFraSa FLILNBLNAIFIGS YSRAOFE aaradlyOSs KSIFfGK
Reporthg should be implemented.
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Notification to Emergency Management when required.
College Council endorsed this Policy 19/10/2000

Amended at Council on 14 December 2010

(Return to front page
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DUTY OF CARE POLICY
(Child Safe Standag)

BACKGROUND:

All government school staff will be made aware of their legal responsibilities. As part of the
government school principal contract, government school principals are required to plan, implement
and monitor arrangements to ensure the safety, security andbeeng of students. Creating safe
places for children to fully and actively participate in the life of the community benefits everyone.
Gladstone Park Secondary College ensures that the children in its care are protected to the best of
its ability and irine with their duty of care and the compulsory Child Safe standards. These Child
Safe Standardare compulsory for all organisations providing services to children, and aim to drive
cultural change in organisations so that protecting all children fronsatisiembedded in the

everyday thinking and practice of leaders, staff and volunteers. This will assist organisations to:

1 prevent child abuse
1 encourage reporting of any abuse that does occur
1 improve responses to any allegations of child abuse

The Child Sa Standards also strongly promote the safety of Aboriginal children; children from
culturally and/or linguistically diverse backgrounds and the safety of children with a disability.

DEFINITION:

Whenever a studemteacher relationship exists, the teachesiha special duty of care. This is

RSFTAYSR Ftay a! GSIFOKSNIAa G2 dGF1S adzOK YSI adz2NBa
d0dzRSYy G dzy RSNJ GKS GSIFOKSNNa OKFNHS FTNRY NRala 27
T 2 NB 4 Bd®afdd ¥ tedof Victoria(1969) VR 136 at p. 141) As part of that duty, teachers are

required to supervise students adequately. This requires not only protection from known hazards,

but also protection from those that could arise (that is, those that the teacheulslreasonably

have foreseen) and against which preventive measures could be taken.

ax

School authorities in breach of the duty of care may be liable for injuries inflicted by one student on
another, as well as for injuries sustained by a student.

Schoolshormally satisfy the duty of care by allocating responsibilities to different staff. For example,
the principal is responsible for making and administering such arrangements for supervision as are
necessary according to the circumstances in each schableachers 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. This duty extends to intervention in sisgleareas if need be by a
teacher of theother gender.

RATIONALE:
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In addition to their professional obligations, principals and teachers have a legal duty to take
reasonable steps to protect students in their charge from risks of injury that are reasonably
foreseeable.

AIMS:

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

IMPLEMENTATION:

Although the general duty is to take reasonable steps to protect students from reasonably
foreseeable risksfanjury, specific (but not exhaustive) requirements of the duty involve providing
adequate supervision in the school or on school activities as well as providing safe and suitable
buildings, grounds and equipment.

I GSI OKSNIDa Rdzieé tozh€ geGorapliR ardaof the Bchool(o2 ty Schoyl Schvities,

2NJ G2 FOGAGAGASE 200dzZNNAyYy 3 2dziaARS (GKS a0OK22f 64K
The duty also applies to situations both before and after school where a teacher canrbedite

KFI2S Wl aadzYSRQ GKS GSIFOKSNJ LJzLIAf NBf A2y aKALD

Quite apart from mandatory reporting requirements, a teacher has a concurrent duty of care to
protect a student from harm that is reasonably foreseeable. A breach of this duty of care may lead
to legalaction being taken against the individual teacher or teachers concerned. A breach of this
duty of care will be established if a teacher or principal failed to take immediate and positive steps
after having acquired actual knowledge or formed a belief thate is a risk that a child is being
abused or neglected, including sexual abuse.

¢KS G4SIFIOKSNNa Rdziéd 2F OFNB A& 3INBFIGSNI GKFy GKIF G
protect a student from reasonably foreseeable harm or to assist jareid student, while the
ordinary citizen does not have a legal obligation to respond.

2 KAfad SFOK OFasS NBIFNRAYy3I + GSIFOKSNna fS3Ft Rdz
occurred at the time, the following common examples may be times vehiracher has failed to
meet their legal duty of care responsibilities to their students:

arriving late to class or leaving a class early

arriving late to scheduled timetabled yard duty responsibilities

failing to act appropriately to protect a student wietaims to be bullied

believing that a child is being abused but failing to report the matter appropriately
being late to supervise the lingp of students after the bell has sounded

leaving students unattended in the classroom

failing to instruct sstudent who is not wearing a hat to play in the shade

ignoring dangerous play

=A =4 =4 =4 -4 4 - 4
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1 leaving the school during time release without approval
1 inadequate supervision on a school excursion

Staff members are also cautioned against giving advice on matters that theypaprofessionally

O02YLISGSyd G2 3IAGS oyS3IAtAIASYyld | ROAOSO® ! ROAOS

professional competence and given in situations arising from a role (such as careers teacher, year
level coordinator or subject teachespecified for them by the principal.

Teachers must ensure that the advice they give is correct and, where appropriate, in line with the
most recent available statements from institutions or employers. Teachers should not give advice in
areas outside thoseelated to their role where they may lack expertise.

RISKS TO STUDENTS OUTSIDE THE SCHOOL ENVIRONMENT

[ S3Art OFrasSa SaitrofAriak dKIFdG I GSIFOKSNR&a Rdzié 2F C

day. The approach generally taken is that a teatkied Rdzi & F LI AS& ANNBALISOGA

occurs in or outside the school environment. However, the important issue in all cases will be
whether the school tookeasonable stepgo protect the student from the risk

Risks outside the school envirment may sometimes call for immediate and positive steps by a

school depending on the age of students, urgency and threat of injury. Consider for example, if a live
power line came down outside the school, no emergency workers had arrived, and prirmdrgrechi

are about to be dismissed to walk home. No school would allow the children to walk out to that
danger unsupervised.

There will be a number of other situations where the school will be under a duty to take reasonable
steps. In some instances,the 8&cB f Q& O2y iINRf 2@SNJ 0KS T OGAGAGe
measures to satisfy the requirement that it take reasonable steps. For example, a known bully on a
school bus may require the school to suspend or refuse to transport the bully. In ott@ndes, the
school may not control the activity, and the reasonable measures available to it will be limited. For
example, fights at a local train or bus stop between students from rival schools may involve
informing the police, contacting the other scHdo implement preventative measures, and notices

to parents and students.

Staff are responsible for their students at all times.

The following instructions and noticepply to all staff.

CLASSROOM SUPERVISION

Teachers mustot leave the classroom unattended at any time during a lesson.

It isnot appropriate to leave students in the care of ancillary staff, voluntary staff, parents or trainee
teachers (At law, the Duty of care cannot be delegated)

Y|
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It isnot appropriate to leavestudents in the care of external education providers for example
incursions (At law, the Duty of care cannot be delegated)

Inan emergency situatiomise the phone for the Principal or Assistant Principal or contact the
teacher in the next room (if approjate ¢ send another student for assistance)

No studentshould be left unsuperviseautside the classroonas a withdrawal consequence for
YAAO0SKI@A2dz2N» 2 AGKRNI gl f A& G2 0SS O2yRdzOGSR o8&
the Assistant Princidl £ 2 NJ t NAYOALI f 2NJ o6& F2tft2gAy3 (K

Any action taken should be accompanied by documentation and appropriate follow up.

MOVEMENT OF STUDENTS
Care needs to be taken in allowing students to leave the room to imaskher areas of the school.

Use of students as monitors outside the room during class time must only occur with the approval of
the Principal or Assistant Principal

Discretion is to be used when allowing students to visit the toilet 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 manee 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

JdZA RSt AYSa yR OoONARyYy3Ia ¢gA0GK Al I yibilkyfohal&EmMara & R R dzi &
these guidelines and duty of care responsibilities. Teachers are also expected to follow school policy
whilst on yard duty.

Teachers rostered for duty are to attend the designated area at the time indicated on the roster.

Teachers owluty 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 definitenaumgt occur in the
area of degjnated duty. Where a relieving teacher does not arrive for duty, the teacher currently on
duty should send a message to the offibat not leave the area until replaced

No changes to the yard duty roster are to be made without the approval of the &sisitincipal.

Be alert and vigilantinterveneimmediately if potentially dangerous behaviour is observed in the
yard- enforce behaviour standards and logical consequences for breaches of safety rules.



Pagel| 73

You should always be on the move and highly visible.
EXCURSIONS, INCURSIONS AND Qald® gfer to comprehensive policy for each)

Be aware that students are usually less constrained and more prone to accident and injury than in a
more closely supervisezlassroom.

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.

Beaware that camps and excursions outside the school require the teacher to fully comply with

Department of Education and Training (DET) guidelines and bring with it an increased duty of care. It

Aa  GSI OKSNIDa NB&aLRyaA o arfdiemain the personlesignatedNdith 2 ¥ (1 K S
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 offgiahand at other times on
a regular basis whilst on excursion or camp activities.

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.

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 staffmustfollow the DET guidelines whemganising 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 beinformed of their legal requirement via:
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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 intra

New staff will be informed of their Dutyof Cdred  LJ- NI 2F GKS aO0OK22f Qa LyRd

Duty of Care will be an agenda item 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 completea risk assessment including duty of care when completing planning for camps,
excursions and incursions.

Staff will be directed to the student wellbeing policy annually

References:
http://www.education.vic.gov.au/school/principals/spag/safety/pages/dutgafe.asp

Evaluation:
CKA& LRtAOE gAff 06S NBOASHGSR & LINLG 2F GKS { OK?

Adopted at School Council on 15/11/2016.

I —
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EDUCATION SUPPORNHAINLIEU & RECALL POYIC

Rationale:

An Education Support (ES) staff member magdieed to undertake work in addition to their

ordinary hours of employment. In such circumstances, the staff member shall be granted time off in
lieu equivalent to the additional time worked provided that prior approval has been granted for the
additionaltime to be worked.

Guidelines:

1 Time off in lieu shall be taken at the discretion of the Principal having regard to the
operational needs of the school and the wishes of the employee.

1 Time off in lieu can be taken on student free days at the discretidneolPrincipal.

1 The requirement to work hours in excess of ordinary hours should only be where such work
is unavoidable and reasonable notice is provided. Time in lieu will not be approved
retrospectively.

Allwork required in excessofan ESsYa Y6 SNDa 2NRAY I NB K2dzNB 27F ¢
documented by the Principal.

1 An ES staff member who is directed to work in excess of his or her ordinary hours of work
may request not to do so where this would unreasonably affect personal or family
commitments. Theérincipal shall not unreasonably refuse such a request.

1 Time off in lieu may be granted on any day other than a day of approved leave.

1 As an alternative to time off in lieu, the Principal and the ES staff member may agree to
payment for time in lieu owedt the employee's normal rate of pay.

1 Unless otherwise agreed between the Principal and the ES staff member, where time in lieu
remains outstanding from the previous school year, at 30 June of the following school year
the employee may elect to:

o0 take timeoff equivalent to the time owed, commencing immediately; or

0 request payment at his or her normal rate of pay plus 50% for the additional time
worked.

Duties covered by Time in Lieu when performed out of normal working hours include:
1. Parent/Teachemeetings

2. Staff meetings but strictly only if required to attend
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3. School Council and School Councilsoimmittee meetings but strictly only if

required to attend and if not a formally elected member
4 Professional Development attendance on asarking days

5 Peak work output times e.g. exam photocopying/collation
6 Other school meetings and duties as requested by the Principal class or Business
Manager
Records:

1 A personal record of time in lieu is to be kept by each ES staff member andalieree.g.
late starts and early finishes offset against time owed.

i Time in lieu for ES at ES1, Range 4 or higher will bmaaliged under the supervision of
the Principal and in line with this policy.

Recall:

The recall provision in the Victorian Govermmh Schools Agreement 2013 may be exercised for
Education Support staff members at Gladstone Park as follows:

1 AnES staff membezan be required to attend for duty and/or professional development up
to a maximum of 6 days of the additional leave specifiedause 26(1)(b) of the Victorian
Government Schools Agreement 2013.

9 Attendance can only be required during one or two school vacation periods in a year at the
commencement or conclusion of a school vacation period and the employee must be
provided withreasonable notice, being not later than four weeks into the preceding term.

1 AnES staff membezan only be required to perform duties consistent with his or her role(s)
when required to attend during school vacation periods unless the Principal and the
employee otherwise agree.

1 During a school vacation period &S staff membeat classification level 1 salary, ranges 1
and 2 cannot be required to work in isolated circumstances or to attend without the
presence of a responsible manager.

1 AnES staff membeattending for duty and/or professional development will be paid the
leave purchase allowance specified in the Victorian Government Schools Agreement 2013.

1 ES staff at the ES1, range 1 or ES1, range 2 levels employed in the administration area/s may
berecl SR RdzZNAYy 3 WIydzZ NB o6dzi 62y Qi 0SS NBI dzi NBR
professional development activities.
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1 Integration Aides will not generally be recalled for duty purposes but may be recalled to
attend professional development activities.

1 ESstaff working in the kitchens may be recalled during one or two school vacation periods in
a year for duty purposes and/or to attend professional development activities.

This document should be read in conjunction with the Victorian Government Schagieement
2013.

Adopted at School Council on 19 November 2013 (New Policy)

(Return to front page
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ENROLMENPOLICY

1.BACKGROUND

Due to the high demand for places, it is not possible to enrol all students who apply for glaces
Gladstone Park.

2.PURPOSE:
The College:

9 is a zoned school and will accept all applicants who live at a permanent address within this
zone

1 endeavours to accommodate the siblings of current students*

91 will enrol all students who are successful in gairdrmgdace in either the Select Entry
Accelerated Learning (SEAL) class or the Language Immersion Class

1 Will fill remaining positions based on Curriculum Grounds.

3.GUIDELINES:

Permanent address is defined as one where:

1 the home is owned by the parent guardian

1 the home is under purchase

1 the home is leased from a registered estate agent for a minimum of 12 months

T bod. ® {dF@Ay3 gAGK | NBfFGADBS 2N FNASYR R2Sa

4 IMPLEMENTATION:
Grade 6¢ Year 7 Enrolment Process

Enrolment ofstudents from Grade 6 is jointly managed with local primary schools and follows state

wide procedures. Enrolment Application Forms are provided by the Primary Schools and returned to

them. Proof of Residence and Curriculum Grounds forms are sent byt@lad®ark and returned to

us at the CollegeYear & 12 enrolment information can be obtained by contacting the General

hFFAOS G DEFR&ad2yS tIN]JZ 6aSS W ff hiKSNI 9y NRT Y

Grade 6¢ 7 Enrolment Information Pack

The following information is disbuted to Primary Schools and available from the College at our

Open Night. They can also be found on the school website at:

www.gladstoneparksc.vic.edu.auf A O1 2y GKS RNEPE L) RefdlgwthéSy dz & h dzNJ {
GOYNREYSylGégd fAYy]®

Enrolment at Gladstone Pafdf 286 Kb)



http://www.gladstoneparksc.vic.edu.au/
http://gladstoneparksc.vic.edu.au/wp-content/uploads/2011/04/2015-Enrolment-at-Gladstone-Park-in-Year-7.pdf
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Open Day & Information Evening Flypdf 475 Kb)
College Tour Information Flydpdf 150 Kb)

Select Entry Accelerated Learning Flyedf 314 Kb)
Language Immersion Program Flyedf 891 Kb)

All Other Enrolments
Prospective enrolments are required to follow this process:

1. Interested families are required to completeCansideration for Enrolment Foramnd return it
fully completed to the College along with the required documentation.

2. When the required documentation has been submitted to theeg|, the appropriate Sub
school Principal will contact you regarding your enrolment application.

Proof of Residence at a Permanent Address:

In exceptional circumstances, where it is not possible to provide Gladstone Park with the required
rates notice/renal agreement and/or amenities bill, the applicant may choose to make a Statutory
Declaration as proof of permanent residend@lease note that a Statutory Declaration must be a
true and correct declaration, made with the understanding that a person whokea a false
declaration is liable to the penalties of perjuryThe Principal reserves the right to seek to verify
claims made within the Statutory Declaration and may make a judgment, based on all the
information, as to whether there are grounds to enrol.

*Please note, sibling rights only apply to students enrolling from grade 6 to year 7

5.EVALUATION

CKA& LRtAOE gAff 06S NBOASHGSR Ay GKNBS &SIENEQ GAY
For further information see:

http://www.education.vic.gov.au/school/principals/spag/participation/Pages/placement.aspx

http://www.education.vic.gov.au/school/principals/spag/patrticipation/Pages/enrolment.aspx

Adopted at Council on 17 March 2015 (New Policy)

(Return to front page



http://gladstoneparksc.vic.edu.au/wp-content/uploads/2011/04/Open-Night-Flyer-20151.pdf
http://gladstoneparksc.vic.edu.au/wp-content/uploads/2011/04/School-Tours-Flyer-2015.pdf
http://gladstoneparksc.vic.edu.au/wp-content/uploads/2011/04/GPSC-SEAL-Flyer2.pdf
http://gladstoneparksc.vic.edu.au/wp-content/uploads/2012/03/brochure-immersion-2013-2.pdf
http://gladstoneparksc.vic.edu.au/wp-content/uploads/2011/04/2014-Enrolment-Inquiry-Form.pdf
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/placement.aspx
http://www.education.vic.gov.au/school/principals/spag/participation/Pages/enrolment.aspx
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EQUAL OPPORTUNITYLRY

Introduction

Gladstone Park Secondary College (GPSC) aims to provide a welcoming, supportive, and emotionally
and physically secure learning and working environment for every member of the school
community.

Gladstone Park Secondary College recognises and values the diversity of culture, beliefs, practices,
customs, physical and intellectual abilities and life experience of the whole school community.

Our commitment

Gladstone Park Secondary College aimseateran inclusive school culture that fosters acceptance
and respect for diversity. In doing so, we seek to deepen understanding and knowledge, promote
student and staff wellbeing and help everyone achieve their full potential. This school is enriched by
and celebrates the diversity of our whole school community.

That is why discrimination, harassment, vilification, bullying and victimisation will not be tolerated at
GPSC under any circumstances.

GPSC is committed to ensuring that the working environmeinéésfrom discrimination,
harassment, bullying, vilification and victimisation.

This school acknowledges that in society some people are treated unfairly or unfavourably because
of irrelevant personal characteristics such as their sex or race. This scippalrts the Equal

Opportunity Act 1995 (Vic), which says that it is against the law to discriminate against anyone,
including students and school staff, because of their actual or assumed:

age
breastfeeding

carer status
disability/impairment
gender identity

industrial activity

lawful sexual activity
marital status

parental status

physical features
political belief or activity
pregnancy

race

religious belief or activity
sex
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http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/age/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/pregnancy%20and%20breastfeeding/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/carer%20and%20parental%20status/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/disability/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/gender%20identity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/industrial%20activity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/sexual%20orientation/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/marital%20status/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/carer%20and%20parental%20status/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/physical%20features/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/political%20belief%20or%20activity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/pregnancy%20and%20breastfeeding/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/race/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/religious%20belief%20or%20activity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/sex/default.asp
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1 sexual orientation
1 personal association with someone who has, or is assumed to have, one of
these personal characteristics.

No member of the school community will kreated less favourably because they possess any of
these personal characteristics nor will such characteristics affect access to benefits and services
GPSC provides.

On behalf of the whole school community, the principal, the school council presidemathat
association and the student representative council support this policy and the principles and practice
of equal opportunity, inclusion and respect for diversity that it articulates.

Discrimination is unacceptable @ladstone Park Secondary Colleecrimination may be direct
or indirect¢ both are against the law.

Direct discriminationmeans treating someone unfairly or less favourably because of one of the
personal characteristics listed above or because of their association with someone identified with
one of those characteristics.

Indirect discrimination happens when a rule, polioy requirement unnecessarily or unreasonably
disadvantages a person or group of people because of a protected perlscharacteristic they
share.

Harassment is unacceptable &ladstone Park Secondary College

Harassmenis behaviour (through words or actis) based on the personal characteristics listed
above that is unwanted, unasked for, unreturned and likely to make school an unfriendly or
uncomfortable place by:

humiliating (putting someone down)

seriously embarrassing

2FFSYRAY 3 0 Kddmdspoy 3 a2vYS2ySQa ¥SS
intimidating (threatening someone so they behave in a certain way).

= =4 4 =4

Sexual harassmeris an unwelcome sexual advance, request for sex or any other sexual behaviour
that a reasonable person would know or expect would offend, humiliate, serioodhamass or
humiliate another.

Racial and religious vilification is unacceptable@ltadstone Park Secondary College

Vilification is behaviour (through words or actions) that incites hatred, serious contempt or ridicule
of another person or group of peapbecause of their race or religious belief.

Bullying is unacceptable abladstone Park Secondary College
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Bullyingis unreasonable behaviour that is intimidating, threatening or humiliating and repeated
over time or occurring as part of a pattern of belaw. Bullying can be physical, verbal or indirect,
and creates an unfriendly, threatening or offensive environment

Victimising someone who makes an EO complaint is unacceptabf@latistone Park Secondary
College

Victimisationmeans treating someone unfairly or otherwise disadvantaging them because they
have made an EO complaint or might do so in the future.

Gladstone Park Secondary College will take action to prevent discrimination, harassment,
vilification, bullying and victmisation and to promote a safe and inclusive school.

GPSC will take immediate and appropriate action to address and resolve EO issues and complaints.

Who and what this policy covers

This policy covers the whole school community, including staff, studeatents, school council
members, contractors and volunteers.

This policy applies to:

9 education (teaching and learning, enrolment, student management, student services,
curriculum development and delivery)

9 the provision of goods and services (extracurricaletivities, camps, paregteacher
interviews, access to facilities)

1 school sport

1 employment at the school (recruitment, allocation of duties, employment conditions, access to
benefits such as training, promotion and leave).

Policy framework and relevaninformation

Gladstone Park Secondary College Equal Opportunity policy is one component of the Victorian
5SLI NIYSYyd 2F 9RdzOF A2y Q& ONRBIFRSNI LRfAOE FNIYSH?
schools.

Other relevant documentation may include:

DET Manaigg Diversity and Inclusive Workplaces Policy
DET Equal opportunity, Discrimination and Harassment Policy
DET Complaint Resolution Procedures Policy
DET Health, Safety and WorkSafe Policy
DET Building Respectful and Safe Schools Policy
Charter of Human Rigs and Responsibilities Act 2006 including any relevant Department
policies
1 GPSC Staff Code of Conduct

=A =4 =4 A -4 A
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GPSC specific policies©n

Bullying

Sexual Harassment

Prevention of Workplace Bullying and Harassment

O O O =

Rights and Responsibilities

Under this policyevery member of the Gladstone Park Secondary College has the right to learn and
work in a safe and inclusive environment free of discrimination, harassment, bullying, vilification and
victimisation. Along with this right comes the responsibility to respleetrights of others by

behaving according to this policy.

The principal of GPSC is accountable for implementation of this policy.

The principal of GPSC may appoint an EO and Diversity coordinator to support implementation of
this policy.

This policy wilbe reviewed regularly by the Education Policy Committee in conjunction with the
Equal Opportunity Coordinator and ratified by the school council.

Complaints Procedures

Gladstone Park Secondary College encourages all members of the school communégnia &t
resolve complaints and concerns through the school.

All complaints will be treated confidentially, fairly and consistently, and resolved as speedily as
possible.

Any member of the school community who raises an issue of discrimination, harassmlbying or
vilification in good faith will not be victimised or otherwise unfairly treated or disadvantaged. All
complaints of victimisation will be taken seriously, investigated and acted upon as quickly as
possible.

Every student and staff member @PSC should feel welcome, supported and emotionally and
physically secure at school. The wellbeing of all students and staff is a priority for GPSC. We
understand that you cannot achieve your potential if someone is treating you unfairly, discriminating
against you, vilifying, harassing or victimising you.

Complaints procedures exist to provide an avenue to address unacceptable behaviour. Complaints
procedures are designed to explain what to do if you believe you have been discriminated against,
harassedsexually harassed, bullied, vilified or victimised as explained earlier in this policy and your
complaint is about your education or employment at GPSC, or goodgeseor sport provided by
GPSC.
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If you are a member of staff:

Please refertoth® SLJ NI YSYy 1 Qa DdzA RSt Ay Sa F2NJ alyl3Iay3a /[ 2Y
and Misconduct

¢tKSaS FIdARSEAYSa FNBE f20FGSR 2y GKS 5SLI NIYSYyidQs
If you are a parent or guardian:

Pea S NBTSNI (2 (KS 5S8LlgNdeMeBy (i Qa LI NByd O2YLIX FAyda
If you are a student:

You have the right to be part of a safe and inclusive school that is free of discrimination, harassment,
sexual harassment, bullying, vilification and victimisation. This includes treating you unfairly,
excluding you or makingpu feel bad because of your:

1 sex

1 race

1 sexual orientation

1 physical features

1 religious belief or activity

1 carer status

1 disability/impairment

1 gender identity

1 lawful sexual activity

1 political belief or activity

1 pregnancy

1 personal associatiowith someone who has, or is assumed to have, one of these
personal characteristics.

If you believe someone is discriminating, harassing, bullying, vilifying or victimising you and it is safe
for you to do so, tell the other person to stop their behaviouet them know that their behaviour
offends you. They may not realise this.

LT GKS O0SKIF@A2dzNJ R2Say Qi &ad2L) 2NJ @2dz FNB y20 adz
teacher, the year level coordinator, the principal or the Student Welfaredaator. Remember,

you are not alone. If you have a problem or complaint, talking to someone, especially your parents

can help. If you do not want to talk to anyone about it, you can find more information at the Kids

Help Line, telephone 1800 55 1800.

If the unfair treatment or harassment persists, you can call the Victorian Equal Opportunity and
Human Rights Commission (VEOHRC) for free and confidential advice. Advice can be given over the
phone or in person. If your issue is covered by Equal Opportlamitythe Complaints Officer will


http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/sex/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/race/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/sexual%20orientation/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/physical%20features/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/religious%20belief%20or%20activity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/carer%20and%20parental%20status/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/disability/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/gender%20identity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/sexual%20orientation/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/political%20belief%20or%20activity/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/pregnancy%20and%20breastfeeding/default.asp
http://www.equalopportunitycommission.vic.gov.au/types%20of%20discrimination/personal%20association/default.asp
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discuss it with you. They will then explain how the Commission can help you and the information
you would need to include in a complaint should you decide to make one.

Gladstone Park Secondary College will treat all repifrisisconduct fairly, confidentially and

quickly. Only people directly involved in the issue or complaint will be told about it. Each complaint
will be investigated to work out whether it is more likely the behaviour happened than not and, if so,
how serous it is. Appropriate action to resolve the problem will be taken.

The principa{or hisdelegate has responsibility for investigating complaints of discrimination,
harassment, bullying, vilification and victimisation.

Consequencedf proven, theconsequences of such behaviour may include counselling, the removal
of privileges, a parental interview, suspension or expulsion. GPSC will arrange counselling and
support, where appropriate or where requested, for any student who has experienced bultying
harassment. Counselling may also be provided for a person who has bullied or harassed another.

The school may also need to discuss the incident with parents.

GPSC will monitor how the complaint was resolved and the wellbeing of those involved. Further
action will be taken if the problem behaviour continues.

GPSC encourages all members of the school community to attempt to resolve complaints and

concerns through the school if possible. It is also your right to seek help from outside the school. For
exampS8X &2dz Oy O2y il OG GKS 5SLINIYSyiQa NBIA2YL §
Opportunity and Human Rights Commission for information or advice, or to make a complaint.

Right to appeal/review

If you are unhappy with the decision about your cdaipt, you may seek a review of the decision in
accordance with departmental procedures.

Where to obtain help and advice:
1 North West Victoria Regianffice 9488 9488

1 Student Wellbeing Hulhttps://ww w.studentwellbeinghub.edu.au/

9 Victorian Equal Opportunity & Human Rights Commission
https://www.humanrightscommission.vic.gov.au/

1 Kids Help Line 1800 55 1800, Lifeline 13 11 14

For further nformation, see:


https://www.studentwellbeinghub.edu.au/
https://www.humanrightscommission.vic.gov.au/
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DET Parent complaint guidelines:
http://www.education.vic.gov.au/school/principals/spag/community/Pages/parentcomplaints.aspx

DET Guidelines for Managing Complaints, Unsatisfactory Performance and Misconduct:
http://www.education.vic.gov.au/hrweb/workm/Pages/conduct.aspx

DET Inclusive Schools:
http://www.education.vic.gov.au/about/programs/learningdev/Pages/inclusiveschooling.aspx

DET Equal opportunity, Discrimination and Harassment Policy:
http://www.education.vic.gov.au/hrweb/Documents/Equ@lpportunity-Discriminatiorand

Harassment.pdf

DET Health, Safety and WorkSafe Policy:
http://www.education.vic.gov.au/school/teachers/management/Pages/healthworksafe.aspx

See also:
GPSC Bullying Policy
GPSC Sexual Harassment Policy

GPSC Prevenn of Workplace Bullying and Harassment Policy

Adopted at School Council on 19 May 2009.
Amended andendorsed by School Council June 2017

(Return to front page



http://www.education.vic.gov.au/school/principals/spag/community/Pages/parentcomplaints.aspx
http://www.education.vic.gov.au/hrweb/workm/Pages/conduct.aspx
http://www.education.vic.gov.au/about/programs/learningdev/Pages/inclusiveschooling.aspx
http://www.education.vic.gov.au/hrweb/Documents/Equal-Opportunity-Discrimination-and-Harassment.pdf
http://www.education.vic.gov.au/hrweb/Documents/Equal-Opportunity-Discrimination-and-Harassment.pdf
http://www.education.vic.gov.au/school/teachers/management/Pages/healthworksafe.aspx
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EXTERNAL STUDENT WAREANDSUPPORT WORKERSIRWL

Rationale:

Gladstone Park Secondary College is committed to the principles of quality service provision in the
management of student support. The school is also committed to the concept of providing school
based and school linked services in support of young pesypleheir families.

Definition:

External Welfare and Support Workers include, but are not confined to, health, youth and family
workers. They are from external agencies such as Anglicare, Family First, Child First, Headspace,
Department of Human ServiséDHS), and North West Mental Health. They do not include
Education Department employed staff or the Student Welfare staff employed by Gladstone Park.

Objectives:

Gladstone Park Secondary College recognises its role as a central agency and ainidet@ pnoNt
disciplinary approach to student welfare and recognises the need to establish partnerships and
integrate services between families, community agencies and schools to provide a holistic approach
to service delivery. Student welfare and supmetvices are provided collaboratively via family,

social, economic and community networks.

Accordingly, the PrincipabubschoolPrincipals, Year Level Coordinators or the student support team
may refer students to external support services with theacl@greement of the young person and
their family if under the age of 16.

Implementation:

The protocols for referring students to External Welfare and Support workers are set out
hereunder. These include issues of process, confidentiality, rekeeping, forms usage and
grievance procedures.

{ G dzR 8gfitiicacenfidentiality will be respected at all times. However, confidentiality cannot be

Jdz2r Ny yGSSR AF GKS addzRSyidQa al FSde 2N GKIaG 27 2
workers are required to not willingly disclose any information obtained in confidence, subject to the

same sekharm and/or risk to others considerations.

External Welfare and Support workers need to be made aware of the Mandatory Reporting Guide
and theDepartment of Education Duty of Care Policy pertaining to the risk elfiaath and/or risk
of harm to others.

Evaluation:
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The adequacy of this policy and the attendant protocols will be reviewed every 5 years or earlier if
experience dictates a need fogview.

CdZNIKSNJ AYF2NXIGA2Y OFy 0S F2dzyR Ay (GKS 5SLI NIYS

http://www.education.vic.gov.au/management/governance/spag/safetgfault.htm

This policy was adopted at College Council on 16 September 2003. (It replaces the previous policy
titled: Youth Workersg Protocols for working at GPSC)

This policy was reviewed during 2011 and the revisions adopted by Council on 19 Sept 2011.

(Return to front page

PROTOCOLS FOR EXPMERNTUDENT WELFAREWRPORT WORKERS WO AT GLADSTONE
PARK SECONDARY CGELE

External Welfare and Support Workers include, but are not confined to, health, youth and family
workers. They are from external agencies such as Anglicare, Family First, Child First, Headspace,
Department of Human Services (DHS), and North West MentédthHéghey do not include

Education Department employed staff or the Student Welfare staff employed by Gladstone Park.

1. The Principal, Subchool Principals, Year Level Coordinators or the student support team
may refer students to external support semswith the clear agreement of the young
person and their family if under the age of 16. All referrals will be made via the student
support team and or family where appropriate.

2. All referrals to external support services will be in writing or completedgency referral
forms.

3. Students can and will be encouraged to self refer when seeking informfationexternal
support services.

4. External Welfare and Support Workers can act as a referral/access point. However, they
should be mindfuof their responsibilities when disseminating information regarding youth issues.

5.  When parents or guardians request External Service support, permission must be obtained
from the parents/guardians in writing before a worker can be assigned to any particul
student, unless there is a significant risk involy&ke the proforma at the end of these
protocols)

Parents are welcome to make contact with the external welfare support worker while at school or
at their normal place of employment.


http://www.education.vic.gov.au/management/governance/spag/safety/default.htm
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7. External Welfarend Support Workers will be assignedoom or working space to see
students.

8. Students right to confidentiality will be respected at all times. However, confidentiality
Olyy2G 08 3dz NI yiSSR AT (KS aiGdRSyiQa al 568

9. External WlIfare and Support Workers need to be made familiar with the Mandatory
Reporting Guide and Department of Education Duty of Care Policy pertaining to the risk of
selfharm and/or risk of harm to others. External Welfare and Support Workers will be
requiredto adhere to these protocols as stated and following assessment will refer
appropriately.

10. External Welfare and Support Workers need to use out of class passes to record the times of
counselling or consultation sessions. These must be filled out to ensatréstachers and
staff can verify exit details regarding times and location.

11. External Welfare and Support Workers will assist the Student Services Team and Year Level
Coordinators in meeting and liaising with families and guardians of students.

CONFIDENTIALITY

1. External Welfare and Support workers shall respect the confidential nature of information
concerning students and may give the information only to authorised personnel or agencies
RANBOGfe O2yOSNYSR gAGK GKS addzRSyidQa ¢St Tl NS

2. Confidentialiy is the obligation not to disclose willingly any information obtained in
confidence. Information disclosed in response to a search warrant, a subpoena or a legal
requirement for mandatory reporting is not a breach of confidentiality.

3 Inthe instance Were a student may threaten to harm him/herself or another person the
worker is required to take appropriate action to protect the student and/or the other person.
When confronted with the above circumstances the worker should act as if there existed an
imminent risk of setharm. The threat or declaration should be reported to the Sabool
Principal in charge of welfare, or the relevant Sahool Principal, the student(s) be located,
YR GKS LI NByida 0SS y2iGA7TASRdSuicide AwageiessLt S aS NB
strategy at:
http://www.education.vic.gov.au/management/governance/spag/safety/protection/suicidea
wareness.htm

Further inbrmation is also available at the Victorian Department of Health website:

http://www.health.vic.gov.au/

RECORD KEEPING


http://www.education.vic.gov.au/management/governance/spag/safety/protection/suicideawareness.htm
http://www.education.vic.gov.au/management/governance/spag/safety/protection/suicideawareness.htm
http://www.health.vic.gov.au/
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1. External Welfare and Support workers will be required to maintain a brief record of all
student related contact detailing, type of contact, when contact occurred, interventions and
support strategies. This record will be kept on the school premises.

2. External Welfare and Support workers will maintain records which detail the confidential
aspectf their intervention and support of students and their families. These will be stored
Fd GKS g2N]ISNEQ F3SyoOe LINBYAaASao

GRIEVANCE PROCEDURES

1. Inthe case of an External Welfare and Support worker having a grievance concerning a staff
member or student thatannot be resolved, the worker shall submit their concerns in
writing to the School Welfare Counsellor and raise the matter with their Direct Line
Management. The Sedrhool Principal in charge of welfare will aim to resolve the conflict.
If the mattershould still be unresolved, the Sgbhool Principal will refer the matter to the
Principal and the Direct Line Manager of the External Welfare and Support worker.

2. Inthe case of a student or staff member having a grievance concerning the ExternakWelfa
and Support worker, the concern may be initially discussed with the worker and shall be
submitted in writing to the Sulschool Principal in charge of Welfare. The-Schmool
Principal will endeavour to resolve the conflict and will inform the Prineipdlthe Direct
Line Manager of the grievance. If the matter is not resolved, thessbbol Principal will
refer the matter to the Principal and the Direct Line Manager of the External Support
Worker.

(Return to front page

PARENPERMISSION FORM HREFERRAL TO EXTHRWELFARE SUPPOREMGY/WORKER

DATE:

{0dzZRSYy G Qa bl YSYYPUYUYYYYYUYuyeupeyowyeyewyyyeyyyyyy

Date of Birth:

Name ofParent/Guardian:

Address:

Postcode:

Home telephone number:

Work/Daytime Contact number:
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Name of Agency:

Name of Worker (If established):

Reason for refrral:

Parent/Guardian: After discussion with relevant school personnel | give permission for my child to be
referred to an external welfare support agency. | am aware that there may be a waiting period.

Parent/Guardian Signature of Consent:

Date:

(Return to front page
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FIRST AID POLICY

Rationale:
It is a priority of the College that a Duty of Care for all students and staHiigained.

To this end, the College has a responsibility to train and maintain a number of staff members who
have appropriate First Aid qualifications, Level 2 or equivalent.

The College also has a responsibility to maintain an accurate and currerd ical students with
identified medical conditions. Regular updates of medical conditions will be sought from parents
and students to ensure the accuracy of the information.

Purpose:

To assure parents that their child will be treated by a qualifiest Riider and to satisfy staff
members that they will have access to trained First Aid staff should the need arise.

To establish and maintain a number of trained First Aid staff in the College.
Implementation:

1) Students and staff who are ill or injuratke to report to the General Office.
2) The student will be attended to by one of the trained First Aid staff.

3) Injuries to students and staff will be recorded. Student injuries will be recorded on the Injury
Management System on CASES. Staff injuiiébe entered on to eduSafe.

4) Should the injury or iliness be minor, the person will be treated and sent back to class.

5) Should the injury or illness require the student to be sent home, the Office Staff will contact the
parent/caregiver or emergenayontact person as listed in CASES. (Students have been instructed
via the Student Planner that they are not to contact parents themselves).

6) Should the injury or illness require the student or staff member to be transported to a medical
practitioner, the parent/caregiver or emergency contact person will be phoned by the office staff
and requested to collect the injured person. In the case of injured staff, another staff member may
be nominated by the injured person to transport them to a medical ptiacigr.

7) Should the injury or illness necessitate the transportation of the injured person by ambulance, the
Office Staff will call the ambulance and then contact the parent/caregiver or emergency contact
person as listed in CASES.

8) The usual protocdbr signing out of the College applies to students who are taken home owing to
illness or injury. (Note: Inthe case where a parent is unable to collect the student, parents may give
verbal permission for the child to make their own way homtigis apples to students who live within
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walking distance onlyOn arrival home, the student must contact the general office. The office will
record this in the First Aid register.)

9) Appropriate ES time and responsibility is in place to ensure First Aid equijgmeaintained and
that medical records are continually updated.

Additional Guidelines:
DI Et adlr¥F akKz2dAZ R F2ff2¢6 (0KS n&Rifddtigns. TS +AOG2NAI Q3

2) Students who have life threatening medical conditions must provide thaoselith an Action

Plan that has been developed with input from the students, their local doctor and parents. Action
tfrya FNB (2 0SS {SLIWG Ay (KS adddzRSydQa YIFIAYy FAES
students with medical alerts is to be ged in the staff room. Further copies are to be sent to

relevant areas of the school including First Aid room, Physical Education and Food Technology areas.

3) Students with severe medical conditions are to be identified on First Class class rolls &hd on S
Tools for staff to access.

4) Procedural treatment sheets for the management of specific injuries or medical conditions are to
be prominently displayed in the First Aid room.

p0 wSTFSNIIFfaz2z (G2 GKS {OK22ftQa !yl LKe&flIEAA FyR | 2
Training of Staff:

Staff willing to train or update their First Aid qualifications may do so as part of their Profession
Development plan.

A list of trained First Aid staff will be maintained and kept in the General Office and in Staffrooms
around the Collge.

Evaluation:  This policy will be evaluated and reviewed in 5 years or as required.
For further information see;

http://www.education.vic.gov.au/school/principals/spag/health/pages/firstaid.aspx

http://www.education.vic.gov.au/school/principals/spag/health/pages#iaidneeds.aspx

http://www.education.vic.gov.au/school/principals/governance/Pages/firstaid.aspx

http://www.worksafe.vic.gov.au/formsand-publications/misc/?a=8706

Policy Adopted by School Council on 17.12.2002.

Amended at Council or-8 April 2003.


http://www.education.vic.gov.au/school/principals/spag/health/pages/firstaid.aspx
http://www.education.vic.gov.au/school/principals/spag/health/pages/firstaidneeds.aspx
http://www.education.vic.gov.au/school/principals/governance/Pages/firstaid.aspx
http://www.worksafe.vic.gov.au/forms-and-publications/misc/?a=8706
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Amended at Council og 19 June 2007
Amended at Council og 17 March 2009
Amended at Council or- 17 September 2013 (Reviewed and updated)

(Return to front page
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FUNDRAISING POXIENDSRC
RATIONALE:

School Council recognises the need for different groups within the school community to raise
funds.

PURPOSE:

The purpose of fundraising may be to:

1.

2.

support various school and extrarricular programs.

provide social services to clearly identified charities.

Some of the extraurricular programs include:

1 Breakfast Club, Italian Exchange, Lon@famis Vidzl t | NIia ¢ NALE DQRI & ! {
I NIld o6adzaAllf tNRRddzOGA2Yy>X Dfl RRéQa D2id ¢ f S
Representative Council activities including Student Leadership programs, and the Year
12 End of Year Program.

Social Services incled

1 ¢K24S ARSYGAFTFASR o8 GKS /! [ LINRINITY |a LI
curriculum.

1 Those charities as identified by the SRC.

GUIDELINES:

1.

5.

The School Council is responsible for the determination and approval of College fundraising
activities. Itdoes this through delegation of the power for approval to the Administration
Committee which meets weekly.

All fundraising activities must be directed towards a specific program/s or purpose. This
must be clearly stated in the application for fundraising

Proper financial procedures for the collection and recording of monies raised must be
F2tft26SR i Fftf GAYSas AdSd Y2yASa Ydzaid oS Sy

Activities which compromise or put at risk the school facilities, persons or reputatibnot
be approved.

Appropriate legal requirements must be adhered to at all times.

IMPLEMENTATION:
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1. All requests to raise money must be presented to the Administration Committee.
2. Submissions to the Administration Committee must include details of:

1 the purpose of the fundraising

1 date/s of the fundraising activity

1 the type of activity

1 how the fundraising is to be conducted

1 the publicity related to the fundraising

1 how the publicity will be removed after the fundraising has ceased

3. The selling of chocates and /or lollies to students during the school day for the purpose of
fundraising isot permitted.

4. SRC distribution of raised funds:

The SRC Internal Activities and Programs Fund is designed to support internal activities or
programs of the school thaither:

() Contribute to the development of students at Gladstone Park Secondary College
w Activities that represent and promote the school

The SRC aims to provide these programs/activities with financial support by providing funds
for legitimate expenditre incurred.

Applications:

Any faculty or staff member who wishes to seek SRC funding are required to obtain an
application form. Upon receiving the application, it will be reviewed by the whole SRC.
Applicants will be notified once it has been confirnged! signed off by a relevant assistant
principal, the overseeing SRC coordinator, and the SRC president (upon approval from the
SRC).

EVALUATION:
CKAA LRtAOE gAfft 0S NBPROASHSR Ay GKNBS @SINBRQ
For further information see:

http://www.education.vic.gov.au/school/principals/spag/finance/Pages/generatedfunding.aspx

Adopted at Council on 18 August 2009


http://www.education.vic.gov.au/school/principals/spag/finance/Pages/generatedfunding.aspx
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Amended at Council on8 November 2014
Amended to include SRC distribution of funds at Councill@ September, 2016
(Return to front pagé
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HANDS OFF POLICY
(Child Safe Standard 6)

RATIONALE:

As a state school, we have a responsibility to pront@emony and safety within our school

community. All members of Gladstone Park Secondary College community realise the importance of
respecting the rights of others. This policy is to promote an atmosphere and general conduct which
discourages/limits the gportunities for Bullying and Harassment and promotes student/staff safety
and security.

IMPLEMENTATION:
No student is to touch another student in a manner judged inappropriate by staff.

No student is to use any form of physical violence against othergtidd = S @Sy Ay & Fdzyé
GLINI OGAOLKE 221S8¢ 0

Play fighting is not acceptable behaviour in the school environment.

Selfdefence is defined as the minimum required force to put oneself in a position of safety.
Retaliation or revenge will not be tolerated.

Bulying or any other kind of stardver tactics will not be tolerated.

These principles and/or guidelines will be espoused by the Principal and other school leaders and
staff at school assemblies, in the classroom and around the school.

School leaders ancerior students are to model these guidelines at all times.

Year Level Coordinators and teachers should be involved in reinforcing this policy in their dealings
with students at school before during and after school.

Students who are observed inapproprigtébuching another student will be instructed to stop. If he
or she does not, he or she is to be referred to the Coordinator who will take action to modify the
inappropriate behaviour. This may include issuing administration detentions and suspensions.

BASS OF DISCRETION:
The Principal may use their discretionary powers in dealing with students who offend this policy.
EVALUATION:

This policy will be reviewed every three years and following significant incidents if they occur.
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For further information, see:

http://www.education.vic.gov.au/about/programs/health/protect/Pages/childsafestandards.aspx

Adopted at School Council on 15/11/2016


http://www.education.vic.gov.au/about/programs/health/protect/Pages/childsafestandards.aspx
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HEAD LICBOLICY
1. RATIONALE

Gladstone Park Secondary College acknowledgesvitidle parents/guardians have primary
responsibility for the detection and treatment of head liceschools also have a role in the
management of head lice infections and in providsagport for parents/guardians and students.

2.  GUIDELINES
Objectives:

The College actions will aim to minimise anxiety by acknowledging that most schools will have some
students with head lice at any given time.

2. IMPLEMENTATION
¢ KS / 2f t S3S @laninddrpgrates Sy Bligwing:

T¢KS /2tftS3SQa wSIAA2YyIlf bdz2NES 9RdzOF i2NJ gAftt | O
parents/guardians can contact at the school.

1 A requirement that parents/guardians refrain from sending their children to schobl wvitreated

head lice. (It should be noted that students may be treated one evening and return to school the next
day and that the presence of eggs in the hair is not cause for exclusion. Parents/guardians need to be
aware that one treatment is not suffamt to manage the problem. If a studentattends school with

live head lice the school may again exclude the student until the live insects have been removed).

1 Acommitment to provide parents/guardians with comprehensive advice about the use of safe
treall YSy G LINI OGAOS&a ¢oKAOK R2 y2i LIIFOS aitdRSyiaqQ

1 Protocols for inspectionswhere a child is suspected of having head lice, inspection will be
conducted in a discrete manner by first aid trained staff, experienced in the detection of head lice
Parents/guardiansvill be notified of any inspections.

1 A commitment to help reduce stigma and maintain confidentiality. Following head lice inspections
or notification, parents/guardians of all students (not just those found to have head lice) will be
notified with a pro forma letteHead Lice Alert Notic&)ith information on checking for and treating
head lice.

9 A pro forma letter of notification (Head Lice Action Taken) will be giveatents/guardians of
those students found to have head lice, whiacorporates a detachable slip at the bottom, asking
parents/guardians to indicate the treatment used and when it commenced.

9 Provision of classroom instruction to give students an understanding of the habits angdiéeof
head lice in order toninimise the incidence of stigmatisation of particular students and families.



Pagel| 101

1 Training of appropriate school personnel in detection and management of head lice at the school
level.

Evaluation:

tKAa LRtAOE gAff 0SS NBOABEedSR Ay p &SFENBRQ GAYS

For further information see:

http://www.education.vic.gov.au/school/principals/health/Pages/headlice.aspx

http://www.health.vic.gov.au/headlice/

Approved at Council on 18 July 2006.
Ammended at Council 17 March 2015.

(Return to front page



http://www.education.vic.gov.au/school/principals/spag/health/pages/headlice.aspx
http://www.health.vic.gov.au/headlice/
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HOMEWORK POLICY
1. RATIONALE

Homework isan integral part of the school program at all levels. Regular homework provides
reinforcement and extension of class work. It also fosters student initiative, independence and
responsibility.

2. GUIDELINES

2.1 Students are required to use the official sshhomework planner from YearsI2. The planner

is used for the recording of homework tasks and should be available to both parents and subject
teachers for checking. The planner should only include homework details, messages to and from
school and appoitments.

2.2 Parents are encouraged to check that their child is completing the tasks written in the planner.

2.3 Regular ®veekly progress reports will indicate whether each student is completing set work
including homework. In addition, the subject teacher may comment about homework completion on
the end of semester reports (terms 2 and 4).

2.4 As a general re)) homework will be set in all subjects, although the frequency will vary from
subject to subject, according to course requirements. This will berdimated by Key Learning Area
Leaders for consistency across classes in the same subject and year level.

2.5 The time spent on homework should increase as the student progresses through the school.
Suggested averages are:

1 Years 7 and 81 hour per night
1 Year91% hours per night
1 Year 10 2 hours per night

VCE minimum of 3 hours per weekight inYear 11, moving to-8 hours per weekight (with an
increase on the weekend) as the student progresses through the V.C.E.

2.6 Homework may be set for school term holidays from Yeal8.MHoliday homework will always
be set for VCE students.

2.7 The rage of tasks undertaken in homework time includes work set for completion for the next
lesson, assignment work, research or revision. In situations where students have completed all set
work inside the recommended homework time, the following tasks argesigd:

I revision of work
1 reading of books in connection with wider reading programs
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2.8 Parents should contact the year levelardinator in situations where they consider that their
child is doing too little or too much homework.

2.9 A number of progims will operate to support the homework program:

After school tutorial and catchp program

Years 1612 study skills program

Extended community library hours

Informal lunchtime, afteischool and holiday classes in subjects as offered by the relevant
teacher

=A =4 =4 =

3. EVALUATION

CKAA LRfAOE gAff 0S NBOASHSR Ay GKNBS &SIENEQ

z

CAZNIKSNJ AYF2NNIGAZ2Y A& F@FAtlrofS G GKS 9RdzOF

http://www.education.vic.gov.au/school/principals/spag/curriculum/pages/homework.aspx

This Policy was developed by the School Council Policy & Curriculu@oButhittee in consultation
with Curriculum Committee, Year Level Coordinators and.Staf

Passed at Staff Meeting 115/91

Presented to School Council 30/5/91

Reviewed Semester 2 1998

Presented to School Council and endorsed 24/6/99. Amended at Council 8 April 2003.
Amended at Council on 15 May 2012. (Fully revised and updated)

(Return to front page
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INFORMATION AND COMMICATION TECHNOLOAGROSS THE CURRIIMIIPOLICY
1. RATIONALE

The effective use of Information and Communication Technology (ICT) is integral to improved learning
outcomes that enablgoung people to engage with and work in a complex world that relies orAICT.
well accepted model for the integration of digital technologies in the curriculum is the S.A.M.R. model,
developed by Dr Ruben Puentedura. It describes four levels:

1 Substitutiong technology is used as a direct substitute for what you might do already, with
no functional change.
1 Augmentationg technology is a direct substitute, but there is functional improvement over
what you did without the technology.
1 Modification¢ technologyallows you to significantly redesign the task.
1 Redefinitiong technology allows you to do what was previously not possible.
Ly GKAa fSIENYyAy3I O2yiSEG YR 6AGK GKS 02ttt S385Q4
of computer classrooms andlodr digital resources, it is important to ensure that students and staff
continue to develop their expertise in using digital technologies in a wide range of curriculum areas.
It is also important that digital technologies are used in a safe and respemsiiner.

2. GUIDELINES

2.1 Digital technologies should be viewed as a teaching and learning tool and students
should acquire ICT skills as part of a systematic and sequential program and through
a variety of subject areas.

2.2 Subjectbased access to cqmter classrooms should be determined on an annual
basis and take into consideration Key Learning Area needs, new curriculum initiatives
and the relative requirements of particular year levels.

2.3 Staff should continue to participate in and deliver scHoased and external
professional development to further improve the integration of digital technologies
into the curriculum and ICT skills development for their students.

2.4 As an integral component of teaching and learning programs, digital technologies
should be utilised safely and responsibly. Students must sign an Acceptable Use
Agreement annually before they will be given permission to access school computers
and school hosted software. This Acceptable Use Agreement makes clear reference
to the colled S AnE-Bullying & AntiHarassment policy.

2.5 Only legitimately acquired software should be used or brought in to the school, and
only in accordance with all applicable licence conditions.

2.6 The security of both hardware and software should be absrsid at all times when
new equipment/software is purchased, installed and used.
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3. IMPLEMENTATION

3.1 ¢tKS dzaS 2F RAIAGIE GSOKy2ft23ASa akKz2dzZ R
experience across all Key Learning Areas. With the substantial numbemgpiter
classrooms, access to these classrooms should be a significant consideration-n room
timetabling and be reviewed at least on an annual basis.

3.2 Coordination of the use of ICT within curriculum programs is the responsibility of the
Subschool Pincipal responsible for Teaching and Learning in conjunction with the
Curriculum Cenrdinator and IT Manager. The continuing development of a cohesive
and sequential digital learning program is overseen by the Curriculum Team having
regard to relevant Keimprovement Strategies in the current Strategic Plan.

3.3 The development of staff expertise in integrating digital technologies across the
curriculum is the responsibility of the Sgbhool Principal responsible for Teaching
and Learning in conjunction thi the Professional Development ©codinator.
t NEFSaaAraz2ylt RS@St2LIVSyYyid Ay GKAA FNBIF gAf
and Development Plan and Annual Review process.

34 Maintaining and updating the network of classroom computers and ottigital
technologies that support classroom learning is the responsibility of thes&hudwol
Principal responsible for Organisation in conjunction with -Selmool Principal
responsible for Teaching and Learning and the IT Manager.

4. EVALUATION
Thispolicg At f 68 NBOASSHESR & LINL 2F (KS {OK22f Q& LI

This policy should be read in conjunction withti-Bullying & AntiHarassment policyp. xxx) and
the Personal Technology poligp. xxx).

http://www.education.vic.gov.au/Documents/school/teachers/health/ministerialorderword.docx

CAZNIKSNJ AYF2NXIGAZ2Y A& F@FAfTIFo0fS FNBY GKS 9RdzO!l

http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/techsupport.aspx

Policy adopted by School Council 16 September, 1993.
Policy update approved by School Council 23 February, 1995.

Amended at Council 8 April 2003.


http://www.education.vic.gov.au/school/principals/spag/curriculum/Pages/techsupport.aspx
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Revised and rditled in 2011 ... formerly Computers Across the Curriculum. Adopted by Council
19 September 2011.

Amended by School Couihon 17 November 2015

(Return to front page
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INTEGRATION POLICY
1. AIMS AND RATIONALE

Gladstone Park SC is committed to improving the learning outcomes of all students, by
acknowledging and catering for their diverse learning needs. A key element of this
commitment is an emphasis on improving the learning outcomes for students with disabili

The integration of students with disabilities in schooling is beneficial to:
I the students involved
1 the general student body
1 the school community

We believe that students with disabilities benefit greatly from being able to partake in the
regularschooling available and accessible to other students.

The successful integration of students with disabilities in schooling also gives other students a
realistic, humane and broad view of the world they live in.

We also believe that the integration of stewits with disabilities encourages people to recognise
that as a community we have a responsibility towards all people in our community.

2. GUIDELINES

The Department of Education and Early Childhood Development (DEECD) provides guidelines
for the Programdr Students with Disabilities and the school fully implements these.

The Program for Students with Disabilities aims to maximise student potential growth in
education and learning, and ensure that students with disabilities are valued and participate in
all aspects of school life, consistent with optimal and relevant goals and aspirations. There are
three specific objectives:

1. Student learning, Student potential for growth and development in academic,
personal and interpersonal learning, and independeincearning is maximised and is
consistent with their goals and aspirations.

2. Student engagement and wellbeiggtudents are motivated and are able to
participate fully in their education and wider school life, consistent with optimal and
relevant goals ad aspirations.

3. Student pathways and transitiomsStudents successfully transition to, throughout
and from school, and the pathways selected maximise their potential for growth and
development while they attend school and after they leave school.

3. IMPLEMENTATION



3.1

3.2.

3.3

4.1
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The Integration Cardinator, reporting to the Assistant Principaleaching and Learning,
oversees and administrates Integration in the school. They will be responsible for:

1 Submitting funding applications and requests for resouresessary for effective
integration of students

1 Identifying additional requirements if necessary including:

integration aides

physical access to and around school

transport requirements

interpreters or note takers;

other support services e.g. visiting téers

speech therapy

physiotherapy and occupational therapy
0 equipment and physical aides

Managing the overall program and day-day needs of Integration students.

Liaising with the school community on issues of integration

Increasing awareness bftegration in the school community

Reviewing the Integration program each year

o

O O O o o o

= =4 -4

Each child funded under the Program for Students with Disabilities is additionally

supported by a Student Support GroupStudent Support Group is a cooperative

partnership between the parent/guardian/carer(s), school representatives and
LINEPFSaaArAz2ylfa G2 Syada2NB O22NRAYIFGSR &dzlilk2 NI
achieved through the development of specific educational goals and a tailored educational
program.

To enable the fullest possible integration of students with disabilities it is possible that
curriculum and assessment methods will need to be modified. Each student under the
a0K22fQa LyGSaNIXGA2y LINPINFY oA fdbassesstent 3aSaa
methods designed in such a way that they provide the child with access to success.

This shall be worked out collaboratively between the Integratiorof@inator, parent,

classroom teachers and Integration aide (if appropriate). The CurricGondinator will
be informed of any significant changes in these areas.

EVALUATION:
Review of Integration of particular students.

4.1.1 Reviews of the progress and participation achieved by each student will occur each

term. This may include farmal meeting of the Student Support Group.

4.1.2 Afile for each student, recording relevant comments and decisions made in reviews

and meetings will be established and maintained.
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4.1.3 This file will be kept by the Integration ©odinator who will beresponsible for
passing on relevant information to class teachers and other people involved in the
student's welfare.

4.2 Review of Integration in the school

4.2.1 A review of the school's integration program will be carried out by the Assistant
Principal Teaching and Learning and the Integrationdedinator at the end of each

year.
4.2.2 Such a review will include:

91 areview of each child under the integration scheme

9 any reports from specialised staff/aides/visiting experts regarding their
involvement h the program.

1 areview of the total integration in the school i.e., organisation, numbers of
students, resources etc.

Further information can be found at:
http://www.education.vic.gov.au/healthwellbeing/wellbeing/disability/default.htm

Amended at College Council 8 April 2003.
The current policy was rewritten in August 2012 aadopted by Council on 18 Sept 2012

(Return to front page
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INTERNET BANKIN®LICY
Definition:

GLYGSNYSG olFylAy3é NBFSNER (G2 o6FylAy3a LINRPRdAzOG&E |y
through access devices, including personal computers and other intelligent devices.

Rationale:

Internet banking providethe college with the opportunity to undertake various banking functions
on-line. We realise savings in administration costs as well as providing improved service to staff,
suppliers and parents/guardians.

Aims:

To utilise the benefits of Internet bankinghikst limiting systemic and other risks that could threaten

our payment system by ensuring the schools procedures and internal controls are in accordance

GAGK GKS WORdAzOIF GAZ2Y ¢ NI A ¢indPEECD FcRoolsvEettdmidFundsS 3 dzt I (i A
Managemem Guidelines. See respectively:

http://www.eduweb.vic.gov.au/edulibrary/public/voced/Accreditation/vrga/regulations20070627.p
df and

http://www.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/Finance/Schools Electron
ic Funds Management Guidelin&&l 0.pdf

Privacy:

The use of electronic payments and receipts requires the acquisition and retention of customer
information. This is done in accordance witbhedule df the Victorian Information Privacy Act
2000 See:

http://www.austlii.edu.au/au/leqgis/vic/consol act/ipa2000231/schl.html

Authorisation:

All internet payment transactions will be checked and authorised by the Principa secbnd
authorised signatory using an intelligent software authorisation device.

The school Business Manager cannot be nominated as an authoriser even if he/she is a member of
School council.

Application:

Internet Banking may be used for payment of lhvO S & R [20Ff tlIe&NRft AyOf
VA

Ly
W5ANBOG 5SLI2aAiQ 2N Wtlhe !ye2ySQr wocCcet h{Q y


http://www.eduweb.vic.gov.au/edulibrary/public/voced/Accreditation/vrqa/regulations20070627.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/voced/Accreditation/vrqa/regulations20070627.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/Finance/Schools_Electronic_Funds_Management_Guidelines_V1_0.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/schadmin/Management/Finance/Schools_Electronic_Funds_Management_Guidelines_V1_0.pdf
http://www.austlii.edu.au/au/legis/vic/consol_act/ipa2000231/sch1.html
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and statements and to enable transfer of funds between the High Yield Investment and Official
accounts.

Recod Keeping:

School financial documents including records pertaining to internet banking are managed in
accordance with the Public Records Act 1973. See:

http://www.austlii.edu.auau/legis/vic/consol act/pral973153/

Review:

This policy will be reviewed at the beginning of each school year.
Adopted at Council on 15 March 2011.

Confirmed by Council on 21 February 2012.

Reconfirmed by Council on 18 February 2014.

(Return to front page
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INVESTMENT POLICY

Rationale

To ensure the schools funds are protected, monitored and managed in line with the budget and
policies set out by the Department of Education and Training.

Implementation

To ensurghat school funds are protected, monitored and managed appropriately, the Business
Manager and Principal shall adhere to the following rules:

T

Money will be adequately protected by investing only with institutions listed with the
Australian Prudential Regubry Authorities Authorised Deposditking institutions.

The Business Manager will maintain an Investment Register and at the first meeting of the
Resources Committee each year, provide the committee with the Investment Register for
the previous year.

Suplus funds will be reinvested in Cash Management accounts or Term Deposits for terms
as determined by the Business Manager after taking into consideration future cash flow
requirements and interest rates. All proposed and actual investments will be exptot

each Resources Committee meeting for adoption.

Where the investment balance in aggregate exceeds $2,000,000, excluding cash on hand in a

transactional bank account, investment and financial management will be undertaken by the
Treasury Corporation dfictoria (TCV) unless otherwise approved in writing by the Treasurer
in consultation with the Minister for Education.

Evaluation

CKAE LRfAOe gAff 0S NBOIASHGSR Ia LI NG 2F GKS

For further information see:

http://www.education.vic.gov.au/school/principals/finance/Pages/quidelines.aspx

Approved by College Council d&" August, 2016

(Return b front page



http://www.education.vic.gov.au/school/principals/finance/Pages/guidelines.aspx

Pagel| 113

LITERACY & ENGLISSI ASECOND LANGUAGE ROL

Rationale

Gladstone Park Secondary College acknowledges the diversity of student needs in the development
of Literacy and English as a Second Language (ESL) programs. The Coftegédted to:

1 Developing and extending the literacy skills of all students
 {dzLIR2 NI AYy3I adGddzRSyita ARSYGATFTASR Fa ald NRATE
9 Catering to the needs of all students.

Definition
For funding purposes, the Education Department defines a student as ESL if they:

1 come from a language background other than English
1 do not speak English as the main language at home
1 have been enrolled in an Australian school for less than five years.

Objectives
Gladstone Park Secondary College aims to:

1 Encourage a whotsechool approach to Literacy as the responsibility of all teachers

1 Encourage planning, teaching and assessment practices that support ESL learners in all
learning areas

1 Support students atisk with targeted programs that include corrective reading, English
enhancement and small group tutoring across a range of learning areas

1 Improve student achievement in English in yeattO7assessed against NAPLAN and VELS.

Implementation

Gladstone Parkecondary College seeks to achieve the above objectives by use of the following
measures:

 The Curricuum GB NRAY I 12NE GKNRBdzZZK GKSANI g2N] 6A0GK Y|
literacy throughout the school
ESL, English enhancement and correctaaling programs allocated to the appropriate
Coordinator
Use of NAPLAN data to assess high litere®ds students on entry to the College
{GdRSyGa ARSYGAFTASR & Gl NAALlE (2 65 AYRAD
Timetabling to support student access to corrective iagdand English enhancement
programs
i Transition data for new ESL arrivals to the College made available to relevesdimd) and
teaching staff

= =4 =4 4 A
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=

Staff funded to provide afteschool small group tutoring classes for ESL students

The employment of MulticuttzNJ f 9 RdzOl G A2y ! ARSa 6a9! Qav HAff
significant group of students with a particular language culture is identified.

Longitudinal tracking of students through NAPLAN, VELS and teacher judgement data

Reporting on progress of ESL studergaiast the ESL Standards

Meeting the literacy and ESL professional learning needs of staff

Where appropriate, the Strategic Plan and the Annual Implementation Plan will include

literacy and/or ESL goals and targets.

=

= =4 =4 =4

Review
This policy will be reviewed lilge Education Policy committee annually.
Further information can be found at the DEECD website:

http://www.education.vic.gov.au/studentlearning/lithum/default.htm

http://www.education.vic.gov.au/studentlearning/programs/esl/

Adopted at School Council on 19 November 2002
Amended at School Council on 17 August 2010. (This Literacy etc policy ameadeciude ESL.)

(Return to front page
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LONG SERVICE LEAMEAVE WITHOUT PANDPERSONALEAVE POLICY

1.0 PREAMBLE
1 Under the Education and Training Reform Act 2006, the Secretary of the Department of
Education and Early ChildhoBevelopment has delegated to the Principal the power to
grant leave with certain limitations. Further delegation is NOT permitted under the Act.
Refer also to the relevant sections of Ministerial Order 199, as amended.

1 The purpose of this policy is toquide guidelines to the Principal who inevitably is the arbiter
of the granting of leave.

9 This document recognises the difference between Long Service Leave and Leave Without Pay.
Long Service Leave is an entitlement accrued through years of serviceLedwe Without
Pay is entirely at the discretion of the Principal.

9 This document will be circulated to all staff in the school.

1 Any staff member who feels aggrieved by a decision of the Principal is invited to discuss the
matter with the Principal in thdrst instance, and if the applicant still feels aggrieved, a further
discussion may take place where the applicant may choose to have a representative. If this
fails the applicant may appeal to the Merit Protection Board. It should be noted that the
Secretk NB Ol'y 2@SNNARS (GKS t NAYyOALNI f Qa RSOAAAZ2YC

2.0 LONG SERVICE LEAVE (LSL)

Long Service Leave is an entitlement but the school has a degree of discretion in regard to when it is
approved. The aim is to assist the employee while considering the needsaitireeschool. This is
Fy SEOSNLIi FTNRY GKS NBftSOFyild aSOiazy 2F G(KS 5SLu

Making an application for long service leave

When applying for long service leave, applicants should indicate whether leave is required on full pay,
half pay or a combination of the two. Applications for long service leave should be lodged with the
principal before the intended commencement of leave. Unless otherwise approved by the employer,
applications for long service leave must be lodged no lagm two terms before the intended
commencement of leave. Whilst long service leave is an entitlement, the timing of the leave is
discretionary. However, it is important that where long service leave is not granted, arrangements
should be made with the stafnember to enable leave to be taken at an alternative date in the

future.

Whilst no minimum period of long service leave applies, leave should not normally be granted for
periods of less than one calendar week.

(Seehttp://www.education.vic.gov.au/hrweb/employcond/Pages/Isl.a¥px



http://www.education.vic.gov.au/hrweb/employcond/Pages/lsl.aspx
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At Gladstone Park applications for LSL should be submittexh requested in Terrd of the year
before the leavas requested to commence. Late applications are discouraged but will be considered.
You would need to establish why you could not apply at the designated time. All applications will be
given proper consideration. In reaching a decision, the Principalakél into account a number of
factors:

1 How the absence will affect the delivery of services and programs at the school. For instance,
it would prove difficult to grant assistant principals or timetablers leave at certain critical
times. Similarly, the $mol does not want the Year 12 VCE program or students adversely
affected. Hence, an early application for LSL means that allotments canaoenged to
facilitate leave in the ensuing year.

1 Whether the staff member can be replaced or duties can begawoised to ensure the
absence will be covered.

T ¢KS | LILX AOlIyidiQa tSI@S KAadlG2NEO®
1 The period and timing of the leave. In general, it is easier to replace teachers for a whole year,

a whole semester or a whole term. Alternatively, it is easier to cover leage VCE classes
have left and other teachers become available.

1 The number of staff members who have also submitted applications for this time, particularly
those in the same faculty.

3.0 LEAVE WITHOUT PAY (LWOP)

Applications for LWOP should be submittedenrequested in Terr8 of the year before the leave is
requested to commence. Late applications are discouraged but will be considered. You would need to
establish why you could not apply at the designated time. All applications will be given proper
consideraion. In reaching a decision, the Principal will take into account a number of factors:

1 How the absence will affect the delivery of services and programs at the school.

1 Whether the staff member can be replaced or duties can be reorganised to ensure the
absence will be covered.

1 The reason(s) for the application for leave, for example compassionate reasons as set out
below.

T ¢KS | LILX AOLIyidiQa SIS KAad2NE: Sd3ad gKSGIKSNI
1 The period and timing of the leave. daneral, it is easier to replace teachers for a whole year,

a whole semester or a whole term. Alternatively, it is easier to cover leave once VCE classes
have left and other teachers become available.

1 The number of staff members who have also submittegligptions for this time, particularly
those in the same faculty.
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While it is school policy to discourage applications for short periods because of the increased
RAANMHzZLIGA2Y G2 2dz2NJ adzRSyGaQ SRdzOF GA2Yy dpgwill 6 KS | R
consider applications in the following circumstances:

1 Compelling compassionate

Where there is a compelling, compassionate reason for the granting of such leave beyond the
control of the staff member.

9 Other compassionate
Where there are compassiate circumstances and all of the following are met:
0 An appropriate teaching replacement is available
o 'ff GKS adlFF YSYOSNNa RdziaSa OFy o6S NBI a
0 There is minimal disruption to the student program.
o There is no financial disadvantage to the school

As Ghdstone Park Secondary College values the maintenance of a regular staff/student relationship,

G§SI OKSNAE OFly 2yfeée SELSOG 2yS a20KSNJ O2YLI aarz2yl
In rare circumstances, the administration may grant a secon@ef LWOP adjacent to the first

period granted. Under no circumstances will the school grant more than two years LWOP.

4.0 PERSONAL LEAVE
{A01 [SI9S IyR /I NBNDRa [ SI @8

Personal leave is available to an employee when he or she is absent due to illness or injury; or to care
F2NJ Iy AYYSRALFGS TFlLYAt& 2N K2dzaSK2f R YSYOSN gK2
support or who requires care due to an unexpected emergenc

Immediate family includes:

1 The spouse or domestic partner (including a former spouse or former domestic partner) of
the employee. A domestic partner means a person to whom the employee is not married
but with whom the staff member is living as a cauph a genuine domestic basis
(irrespective of gender) and

9 Achild or an adult child (including an adopted child, a stepchild or an ex nuptial child), parent,
grandparent, grandchild or sibling of the employee or spouse of the employee.

Personal leave 3ot available to an employee:

9 During a period of leave without pay. However personal leave can be accessed immediately
following the expiration of the approved period of leave without pay;
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1 On account only of being pregnant or giving birth. However pabkteave can be accessed
for iliness resulting from pregnancy or childbirth.

An employee eligible to be absent on personal leave may elect in writing to the Principal, to use
some or all of his/her personal leave credits on half pay provided this reinst retrospective.

(E.g. If you know you will need 6 weeks off after an operation, you can apply for half pay if you have
insufficient personal leave credits at full pay)

Entitlement;

All full time staff are credited with 15 personal leave days (pta for parttime staff) per
year. Required documents are necessary when:

a. More than 5 days are taken in a calendar year

b. More than 3 consecutive days are taken

c. Leave is taken immediately before or after a public holiday or school vacation period

d. Leave isaken on a day of Stop Work

e. For any particular purpose

f.  Where the Principal doubts the authenticity of an illness or injury or the reason for absence
Certificates of Attendance Ordye not accepted as medical certificates for full day absences.
A required @@cument is a medical certificate or properly completed statutory declaration.
Recording:

Staff are required to enter their leave and submit documentation in the form of medical certificates
or Statutory Declarations the week they return from leave.

If the leave is not recorded and/or the documentation not submitted by the week following that,
Sick Leave Without a Certificatdl be recorded by the administratoiThis may result in a
deduction from the salary in the next pay period if the staff membexr éxhausted all credits or has
already taken more than 5 days (pro rata for ptime staff) in the calendar year.

Religious Observance

An employee may be granted leave without pay for observance of recognised religious festivals or
feast days. Leave ot normally granted for participation in pilgrimages or religious conventions.

It is advisable for each employee to make one application for their total leave requirements for a
calendar year.
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Further information can be found at:

http://www.education.vic.gov.au/hrweb/employcond/Pages/Isl.aspx

http://www.education.vic.gov.au/web/employcond/Pages/lwop.aspx

http://www.education.vic.gov.au/hrweb/employcond/Pages/sive.aspx

Adopted at School Council on 19 August 2008.

Amended by School Council on August 2010 to include Personal Leave.

Amended at Council on 19 June 2012 to clarify the differences between LSL and LWOP.
Amended at Council on 18 September 2012 to clarify some aspects of Personal Leave.

Amended by Council on 17 September 2013 wherégiralia, the Religious Observance paragraph
was added.

(Return to front page



http://www.education.vic.gov.au/hrweb/employcond/Pages/lsl.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/lwop.aspx
http://www.education.vic.gov.au/hrweb/employcond/Pages/slve.aspx
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MANDATORY REPORTIR@LICY
(Child Safe Standard 5)

RATIONALE:

All children have a right to feel safe and to be safe. In schools, we have a legairahdesponsibility
to respond to serious incidences involving abuse and neglect of the children with whom we have
contact, and to report instances that we believe involve physical abuse, sexual abuse or neglect.

School staff have a duty of care to pratéiee safety, health and wellbeing of children in their care. If
a staff member has concerns about the safety, health and wellbeing of children in their care they
should take immediate action.

AIM:

¢2 SyadiNB GKFG OKAf RNBnédxad eldh hkdiisiprotécied ag&nsta | TS | NB
physical and sexual abuse, and neglect.

IMPLEMENTATION:

1 All members of the Teaching Service are mandated by law to report signs or risks of harm,
disclosures of abuse or neglect, or a reasonable belief a studsabjscted to sexual abuse
or physical harm.

1 Mandatory reporters, who believe on reasonable grounds that a child or young person is in
need of protection from physical injury or sexual abuse, must report their concerns to
Department of Health and Human S&res (DHHS) Child Protection.

1 All other staff members who form a belief o@asonable grounds that a child or young
person:

0 isin need of protectiorshouldreport their concerns to DHHS Child Protection or
Victoria Police.

o is displaying sexually abusiwehaviours and is in need of therapeutic treatmshbuld
report their concerns to DHHS Child Protection.

1 If staff have significant concerns for the wellbeing of a child or young pé¢negrshould
report their concerns to DHHS Child Protection or ChREFI (See attachment for process)

1 In cases where staff have concerns about a child or young person, they should also discuss
their concerns with the principal or a member of the school leadership team.

1 New staff will be informed of mandatory reporting respsibilities and procedures as part of
their induction procedure.
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1 Staff will be reminded of mandatory responsibilities annually.

9 All concerns must be reported immediately to the Principal, or in his/her absence, the
Assistant Principal.

1 The Principal wikeep a record of all discussions about a student with whom there is a
concern.

1 If a belief has been formed by a staff member that a mandatory report must be made, a
Gal YyRFG2NE wWSLENIAY3 LYyF2N¥YIFOGA2Y {KSSdé¢ | @I A
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1 The teacher and/or the Principal class officer will contact the Department of Health &
Human Services (DHHS) by telephone as soon as possible to make an official notification on:

0 (03) 9479 6222 or after school hours crifiree 131278
o0 North-Western Region on 9488 9488

1 Inthe case of international students, the principal must notify the International Education
Division of the Department qi®3) 9637 299@0 ensure that appropriate support is
arranged for the student.

T Members of Department of Health & Human Services (DHHS), or associated support or
intervention services that visit the school following a notification, will interview staff and
children only in the presence of a Principal class member or his/her nominee.

A A

T At dal yRFG2NE wSLRNIAY3I LyT2NNIGA2Y {KSSiGa¢

1 Allreports, information sheets and subsequent discussions and information are to be
recorded and remain strictly confidential.

1 Allincidents to be monitored, and any sulysent signs or indications of abuse are also to
be reported.

1 While only mandated by law to report incidents of physical and sexual abuse, and neglect;
teachers are also encouraged to report incidents of emotional abuse or neglect.

1 Students, who disclose &taff a desire to harm themselves or others, must be reported by
staff to the principal.

1 Legal Obligations see Appendix A

FAILURE TO DISCLOSE:
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Any staff member who forms a reasonable belief that a sexual offence has been committed by an
adult against &hild under 16 has an obligation to report that information to police. Failure to
disclose the information to police is a criminal offence, except in limited circumstances such as
where the information has already been reported to DHHS Child Protection.

This offence applies to all adults (not just professionals who work with children) who form a
reasonable belief that that another adult may have committed a sexual offence against a child under
16 years of age and fail to report this information to Victét@ice.

Failing to disclose a sexual offence based on concerns for the interests of the perpetrator or
organisation (e.g. concerns about reputation, legal liability or financial status) will not be regarded as
a reasonable excuse.

FAILURE TO PROTECT:

This offence applies to person in a position of authority within an organisation who:

1 knows of a substantial risk that a child under the age of 16, under the fgpervision or
authority of the organisation will become a victim of a sexual offence comminyesh adult
associated with the organisation (e.g. employee, contractors, volunteer, visitor); and

1 negligently fails to remove or reduce the risk of harm

Within a school setting, a position of authority includes Principals and Assistant Principsiafaind
institutional management positions (for example in government schools this includes Regional
Directors and other senior managers).

See Appendix B for additional information

EVALUATION:

This policy will be reviewed every three years and followiggificant incidents if they occur.
This policy was adopted at School Council on 19.12.2006

Amended at Council 20.3.2007 to include protocols for young persons 17 years or older.

Amended at Council 18.2.2014. Reviewed and updated. And reference to yoarspps 17 years
or older incorporated into policy and separate protocols removed.

Incorporated into the Child Safety Policy at Council @8/2016

Reinstated as a separate policy and amendsdSchool Council 0or15/11/2016
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MANUAL HANDLING POLICY

Manual Handlings defined under the Occupational Health and Safety (Manual Handling)
Regulations 1999 as any activity requiring the use of force exerted by a person to lift, push, pull,
carryor otherwisemove or restrain any object"Objectis defined a8 animate or inanimate object,
plant and any substance or material contained by an object.

Hazardous manual handlingieans:

(@) manual handling having any of the following characteristics

0] repetitive or sustained application of force;
(i) repetitive or sustained awkward posture;
(iii) repetitive or sustained movement;

(iv) application of high force;

() exposure to sustained vibration;

(b) manual handling of live persons or animals;

(c) manual handling of unstable or unbalanced loads, or loadsatetifficult to grasp
or hold.

This Policy applies to all school staff, students, visitors, contractors, and volunteers especially on
working bees. It also applies to all activities both on and off school property, including school camps,
excursions, and any other programmed activityside the school grounds.

The Sukschool Principal responsible for Occupational Health & Safety wailtdinate the plan for
managing manual handling in the school, and will ensure that resources are provided to meet OHS
commitments.

Our aim is to prorate and maintain the health and well being of staff, students and visitors,
contractors, and volunteers and to minimise the risks of manual handling injuries by implementing a
systematic approach as outlined below.

1)  Where possible, manual handling risks will be considereddas@ynedout prior to any
building upgrade, new activities and/or the purchase of all goods to be used at the
school.

2)  Arisk assessmenwill be undertaken on tasks identified as having a marendling
component, and tasks will be ordered in priority for assessment. Records of the risk
assessment will be retained by the school.
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3) The Health and Safety Representative should:desultedabout the identification, risk
assessment or control thesks.

4)  Once the risk assessments have been conducted, they will be ordered to establish
priorities for control.

5)  The risk control hierarchy will be as follows:
a) redesignto eliminate or reduce the risk as a first step;
b) change the workplacesystems of work and/or the object;
c) provide mechanical aid# reduce the risk anttaining in their use;
d) training and educatiomppropriate to the task.
6)  Once the control measures are in place, they mustbuatedto make sure they
9 Are beingused correctly
1 Are notincreasing the risk of injury, and
91 Do help to reduce the manual handling risk.
TO . & NBFSNByOS G2 GdKS Dt{/ hl{ 1lIyRo221Z
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http://www.eduweb.vic.gov.au/edulibrary/public/ohs/DEE EAW1-
1 Manual Handling Procedure.pdf

For some manual handling tasks a combination of the risk control methods for rediséintpy be
appropriate, however information, training or instruction should not be the sole or primary means of
controlling the risk.

Manual handling risk identification

Tasks likely to cause manual handling injuries may be identified from CASES (for students) and
EDUSAFE (for staff) and the first aid register/register of injuries, by consultation with staff and by
direct observation- especially of work practices.

In the Education Department, manual handling injuries are common and costly. These injuries range
from sprains and strains due to sudden over exertion or forceful movements, to long term wear and
tear related injuries including Occupational Overuse Syndromeaigusly RSI). Other related

injuries such as slips, trips and falls may occur after someone has been undertaking manual handling
tasks because for example, they are tired.


http://www.eduweb.vic.gov.au/edulibrary/public/ohs/DEE_EHU-07-1-1_Manual_Handling_Procedure.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/ohs/DEE_EHU-07-1-1_Manual_Handling_Procedure.pdf
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In school, manual handling risks include:
1 Moving furniture
1 Carryingcomputers/televisions
1 Pushing a trolley
9 Lifting a ladder
1 Use of a Notebook/Laptop in an awkward position.
9 Stretching to reach a high shelf
1 Separating fighting students
9 Lifting high jump mats and other PE equipment
1 Standing on a table/or chair to pin gudents' work
1 Carrying awkward or heavy materials

9 Lifting 25 litre containers of cleaning chemicals with one hand

=

Bending over for extended periods to be at the same height as students
References:

The Occupational Health and Safety (Manual HandRegulatians 1999 Refer:
http://www.leqgislation.vic.gov.au/domino/Web Notes/LDMS/PubLawToday.nsf/7e27929611f1d5c2
ca256dac00186f32/03fd96bb1791e08aca256e5b0003a79c!OpenDocument

The Victorian Code of Practice for Manual Handling 2000. Refer:
http://www.workplacehealthandsafety.com.au/serviet/Web?s=1309068&p=Leqgislation VIC Codes

The Occupational Health & Safety Act 2004 Refer:
http://www.austlii.edu.au/au/leqgis/vic/consol act/ohasa2004273/

The Occupational Health & Safety Regulations 2007. Refer:
http://www.austlii.edu.au/au/legis/vic/consol_reg/ohasr2007382/

¢KS 9RdzOlI GA2y S5SLINIYSYyGQa sSoaadasS ay
http://www.education.vic.gov.au/hr/ohs/hazards/manualhandling.htm

This policy should also be read in conjunction with the Occupational Health & Safety Policy.

Adopted by Colleg€ouncil on 18 June 2002.


http://www.legislation.vic.gov.au/domino/Web_Notes/LDMS/PubLawToday.nsf/7e27929611f1d5c2ca256dac00186f32/03fd96bb1791e08aca256e5b0003a79c!OpenDocument
http://www.legislation.vic.gov.au/domino/Web_Notes/LDMS/PubLawToday.nsf/7e27929611f1d5c2ca256dac00186f32/03fd96bb1791e08aca256e5b0003a79c!OpenDocument
http://www.workplacehealthandsafety.com.au/servlet/Web?s=1309068&p=Legislation_VIC_Codes
http://www.austlii.edu.au/au/legis/vic/consol_act/ohasa2004273/
http://www.education.vic.gov.au/hr/ohs/hazards/manualhandling.htm
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Amended at Council 8 April 2003.
Amended at Council on 15 February 2011and 15 March 2011.

(Return to front page
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NUMERACY POLICY
1. Rationale:
Gladstone Park Secondary College recognises that numerateessential skill for students in

becoming successful learners at school and life beyond school, and in preparing them for their future
roles as family, community and workforce members.

Much of the explicit teaching of numeracy skills occurs in Mathersakiowever, being numerate
involves more than the application of routine procedures within the mathematics classroom.
Students need to recognise that mathematics is constantly used outside the mathematics classroom
and that numerate people apply mathemeai skills in a wide range of familiar and unfamiliar
situations.

2. Objectives:

Gladstone Park Secondary College aims to ensure that:

T ¢KS GSIFOKAYy3 2F YIUGKSYIGAO0a LINP@PARSa GKS Saa
9 All teachers understand the numaenademands and opportunities in their teaching.

1 In other Key Learning Areas (KLAs), teachers will be able to reinforce what students have learned
by getting them to apply their mathematical skills and understanding in a variety of contexts and
situations,and thus help them become more numerate.

3. Implementation:

3.1 The Maths curriculum and its teaching should aim to develop conceptual understanding and
build the capacity and confidence of students to use mathematics.

3.2 Other KLA coordinators will be informed by the Maths Coordinator of the maths skills taught at
each year level and will be encouraged and supported to reinforce these maths skills.

3.3 The school will continue to provide an extensive aftehool Mathematis tutoring program
that:

9 Supports all students seeking extra assistance
9 Provides targeted support for those students whose progress is at risk
1 Challenges high achievers to further improve their skills

3.4 The school will continue the implementation of a ramgf ICT initiatives that support student
learning in Mathematics and in numeracy across the curriculum.
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3.5 The school will continue to encourage the use of teaching and learning mentors to provide
individual and faculty support to Mathematics teachers andtrengthen links with feeder
primary schools by providing Mathematics teaching support to local primary school teachers.

3.6 The Curriculum Committee and Mathematics KLA will utilise a variety of data, including teacher
judgement, NAPLAN numeracy resultsl MCE results to evaluate Mathematics curriculum
programs and teaching and learning strategies.

37¢KS a0OKz22f gAff LINPOARS LI NByila gAGK NBIdzZ | NI d
Mathematics through the progress and semester reporting program.

4 Evaluation:
tKAa LRftAOE gAff 0SS NBOASHSR Ay GKNBS @SIENEQ GAY

Further information can be found at:
http://www.education.vic.qgov.au/school/tachers/support/Pages/lithnum.aspx

The original Numeracy policy was prepared in 1998 and amended by Council on 8 April 2003.

The current policy was rewritten in June 2012 and adopted by Council on 21 August 2012.

(Return to front paye)
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OCCUPATIONAL HEALANMD SAFETY POLICY
PURPOSE

1.

To create and maintain a healthy and safe working environment for all employees, students,

visitors, volunteers and contractors.
To create and maintain an awareness of health and safety issues.

To create a team approach to all health and safety issues.

¢2 RSY2yaidNIGS GKS a0Kz22tQa O2YYAuGYSyd G2 20¢

To promote meaningful and effective consultative and communication processes that allows

employees to contributéo decisions that impact on their health and safety.

BROAD GUIDELINES

This policy recognises that the Principal has the ultimate administrative and operational

responsibility for all decisions in the workplace that affect health and safety. It also adsltbges
statutory requirements as set out in the OHS Act 2004. In filling this responsibility GPSC has a duty
to provide and maintain so far as is practicable, a working environment that is safe and without risks
to health. This includes:

1
T

providing and mantaining safe plant and systems of work;

making and monitoring arrangements for the safe use, handling, storing and transport of plant,

equipment and substances;
maintaining the workplace in a safe and healthy condition;
providing adequate facilities fahe welfare of all employees, students and visitors;

providing information, instruction, training and supervision for all employees and students
enabling them to work in a safe and healthy manner,

providing regular consultation and review processes Witff LJt 28 SS& | yR GKS
representative organisation to ensure that the policy operates effectively,

providing training and support for the health and safety representatives,

providing job descriptions outlining OHS responsibilities for staff includamgagement roles
which will include OHS briefing for new and replacement staff and visitors.

providing a workplace free from occupational violence i.e. all forms of physical attacks and
threatening conduct. Discrimination, sexual and other forms of harassment, bullying, violence
and threatening behaviour are deemed unacceptable in any EducagparBnent workplace.

SYLX
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IMPLEMENTATION

The school will take every practicable step to provide and maintain a safe and healthy

work environment for all employees. To this end:

1.

1

Management:
is responsible for implementing the school's health and safeteyoli

must observe, implement and fulfil its responsibilities under the acts and regulations that apply
within Victoria,

must ensure that all specific policies and procedures operating within the sitketelingthe
Emergency Management Plan, purchasinduction, training, transport, manual handling,
volunteers, challenging behaviours, first aid, cross infection and systems of work are periodically
reviewed and consistent with school health and safety objectives,

will incorporate this policy within thechiool's policy handbook

must provide information, instruction, training and supervision for all employees in the correct
use of plant and substances used within the school,

must be informed of all accidents and incidents (including near misses) so thagahb and
safety performance can be accurately recorded, gauged and acted upon,

will provide a formal process for reporting of potential or actual hazards as well as provision of a
preventative maintenance program,

provides for OH&S issue resolutiprocedures as per the OH&S ACT 2004 and its Regulations,

is to allocate adequate resources for the implementation of this policy so as to maintain a
healthy, safe and supportive workplace,

will provide copies of this policy to employees, students. visjitgdunteers and contractors
working on site, as appropriate,

will provide formal hazard identification and preventative maintenance programs, including the
risk factors associated with occupational violence.

Employees:

have a duty of care of whidmey are responsible for their own health and safety and of others
affected by their actions at work,

will participate in training,
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1 should comply with the safety procedures and directions agreed between management and staff
or their representatives, includg the wearing of personal protective equipment as required and
the use of ladders provided to access materials where necessary.

9 shall not wilfully interfere with or misuse items or facilities provided in the interests of health,
safety and welfare,

1 shallnot wilfully place at risk the health and safety of any person at the workplace,

9 must act in accordance with agreed school procedures for accident and incident reporting, and to
report potential and actual hazards.

9 should report any incidents of occupatial violence whether as a victim or a witness.
REVIEW
CKA& LRtAOE gAff 06S NBOASHSR Ay GKNBS &SIENEQ (A

Management of Gladstone Park Secondary College seeks-itygecation of all persons in
implementing this policy.

This policyshould be read in conjunction with the Manual Handling Policy, the Sexual Harassment
Policy, the Parents Complaints Policy and the Prevention of Workplace Bullying and Harassment
Policy, where appropriate.

Refer also to the DEECD Human Resources websitip dtwww.eduweb.vic.gov.au/hrweb/

for further information and the DEECD guide to its OH&S Management System found at
http://w ww.education.vic.gov.au/hr/ohs/health/default.htpas well as:

http://www.education.vic.gov.au/school/principals/governance/Pages/occviolence.aspx

http://www.education.vic.gov.au/school/principals/governance/Pages/ohstrainingprog.aspx

Adopted at School Council in April 2003. Amended at School Council éugust 2010.
Amended at School Council on 15 February 2011.

Amended at School Council 19 March 2013 to add Occupational Violence referamcks
additional cross references to other relevant policies.

(Return to front page
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PARENPAYMENTS POLICY
SECTION{Set by the Department of Education, cannot be modified

PARENT PAYMENT POLICY AND IMPLEMENTATION
Purpose

To ensure that parent payment practices are consistent, transparent and ensure that all children
have access to the standard curriculum.

Rationale

The Victorian community shares a vision to build an education system that champions excellence
and ensureshat every child and young person has access to the opportunities to succeed in life,
regardless of their background or circumstances.

Schools are best placed to make local decisions which ensure that all students can access a broad
range of learning oppunities that support their expectations and promote their aspirations as

they move through the education system. Parent contribution, in all forms, assists schools to provide
an enriched learning and teaching program for every student and is highlyoMayuschool

communities.

Learning and teaching programs vary across schools based on local needs and circumstances and
NEFf SOG SIOK aOK22fQa LINA2NAGASAE RSOAaA2ya | yR
charges approved by school countlilat may vay from one school to the next.

What can schools charge for?

The Education and Training Reform Act 2006 provides for instruction in the standard curriculum
program to be free to all students in government schools. School councils are respdaosibl
developing and approving schdelel parent payment charges and can request payments from
parentsl under three categories orlfessential Student Learning Items, Optional Iltems and
Voluntary Financial Contributions.

Essential Student Learning Itelr® those items, activities or services that are essential to support
student learning of the standard curriculum. These are items that the school considers essential for
all students and which students take possession of. Parents may choose to provitdgrthe
themselves or buy the items from the school where practical and appropriate.

10 AOAT 086 ET OEA DIl EAU Educatiod&nd Trankg HefoimMé 2oB6h G x &£ GPAE eFidigldidh to a
child, includes a guardian and every person who has parentasponsibility for the child including parental responsibility under the
Family Law Act 1975 of the Commonwealth and any person with whom a child normally or regularly resides
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Optional Itemsare those items, activities or services that are offered in addition to or support
instruction in the standard curriculum program. These are providedusesapays basis so that if
parents choose to access them for students, they are required to pay for them.

Voluntary Financial Contributions

Parents can be invited to make a donation to the school for a general or specific purpose, e.g. school
groundsprojects, library fund or for new equipment. Only some Voluntary Financial Contributions
are taxdeductible.

The attached diagrahy ! Y RSNB G Y RA Y 3 t | NDpsbvidestekatnpleS gf tlems dndi S 3 2 NR ¢
materials under each category.

In implementing thigolicy, schools must adhere to the following principles:
Principles

1 Educational valueStudent learning, aspirations and wellbeing are paramount when
schools determine their parent payments practices

9 Access, equity and inclusioftl students have accessthe standard curriculum
program and participation of all students to the full school program is facilitated

1 Affordability: Cost to parents is kept to a minimum and is affordable for most families at
the school

1 Engagement and SuppoBarly identificathn and engagement strategies by the school
ensure parents are well informed of the payment options and supports available for
thoseexperiencing hardship

1 Respect and Confidentialitizarents and students experiencing hardship are treated
with respect, digity, sensitivity and without judgement and the identity and personal
information of all parents and students are kept confidential in respect to parent
payments

i Transparency and Accountabiliychool parent payment practices are well
communicated, clearra transparent and their impact on student programs and
families are reviewed by school councils

Cost and support to parents

When school councils consider the proposed requests for parent payments the cost is kept to a
minimum and is affordable to most pents at the school.

School principals must ensure that:

9 items students consume or take possession of are accurately costed
1 payment requests are broadly itemised within the appropriate category
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1 parents are advised that they have the option of purchasiggivalent Essential Student
Learning Items themselves, in consultation with the school

1 information on payment options is available, accessible and easily understood to all
parents so that they know what to expect and what supports they can access

1 parentsare provided with early notice of annual payment requests for school fees (i.e. a
YAYAYdzY 2F &AAE 6S5S1aQ y20A0S8 LINA2N) G2 G(KS
parents to save and budget accordingly.

9 parents are provided with reasonable notickany other payment requests that arise
during the school yeaensuring parents have a clear understanding of the full financial
contribution being sought

9 the status and details of any financial arrangements are kept confidential and only
shared with redvant school personnel

1 parents experiencing hardship are not pursued for outstanding school fees from one
year to the next

1 use of debt collectors to obtain outstanding school funds owed to the school from
parents is not permitted

1 there will be only one minder notice to parents for voluntary financial contributions
per year

1 Invoices/statements for unpaid essential or optional items accepted by parents are not
generated more than monthly or according to the parent payment arrangement with
the school.

Supyort for families

Families may experience financial difficulties and may be unable to meet the full or part payments
requested. Principals and school councils exercise sensitivity to the differing financial circumstances
of students and their families when considering parpayment fees. There are a range of support
options available to support and assist parents. These can be accessed thirougha iort @rdzLJ
FILYAfASadE

Consideration to hardship arrangements in respect to payment requests is provided to families
experiencing longerm hardship or shorterm crisis on a confidential, case by case basis. All schools
have written hardship arrangements thimclude a proactive approach to providing support for
parents experiencing financial difficulty.

All parents are provided the name and contact details of a nominated parent payment contact
person at the school who they can discuss payment arrangemstits w

Engaging with parents


http://www.education.vic.gov.au/Documents/school/principals/spag/management/PP_Costsupportforfamilies.docx
http://www.education.vic.gov.au/Documents/school/principals/spag/management/PP_Costsupportforfamilies.docx
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Ly NBALISOG (2 SIOK aoOKz22fQa RS@OSt2LIVSyid 2F Ada L
effective communication with the school community and have strategies in place to ensure they are
aware of and understand the needsdiews of parents.

Review of policy implementation

Schools will monitor the effectiveness and impact of the implementation of this policy at least
annually as part of its ongoing improvement and report back to the school community.

¢CKS Fdzff t I NByld tlFeayYSyd t 2f achodlPdlidy arld AdvisotylGoideS F NEB Y

Answers to the most commonly asked questionsudtszhool costs for parents see:
Frequently Asked Questiokg-or Parents



http://www.education.vic.gov.au/school/principals/spag/management/pages/parentpayments.aspx
http://www.education.vic.gov.au/Documents/school/principals/spag/management/PP_FAQforparents.docx
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Understanding Parent Payment Categories

Schools What does the legislation say?

The Education and Training Reform Act (2006) provides for free instruction in the standard curriculum
program to all students in government schools. The Act also empowers school councils to charge fees to

parents for goods and services provided by the school to a child.

In the Act, | W NYTOVGARSA | ZENRLY YR SEANILENRY 6 K2 K- LN/t NGRL 2y aiokie BN GKER AVQdRy3 LN/ €
responsibility under the Commonwealth |)I/)|/?Law Act 1975 and any person with whom a child normally or regularly reslﬁers.

2 Kl R2 &aK22{4 LI@ NJa LI NI2F WSS A aiNddiney 2

Free instruction isthe teaching staff, administration and the provision of facilitiesin connection with the
. instruction of the standard curriculum program, including reasonable adjustments for students with
disabilities.

The standard curriculum for Years ~10 means implementation of the Victorian Qurriculum F10.

The standard curriculum for senior secondary schools means a program that enables a student to be

00
-‘. awarded a VCEor VCAL qualification.

What principles govern parent payment practice?

Educational Value | Access, Equity & Inclusion | Affordability
Engagement & Support | Respect & Confidentiality | Transparency & Accountability

What may parents be asked to pay for?

Schools can request payment for Schools can request payment for

Essential Sudent Learning Items Optional Items

These are items, activities or

W ; //‘ services that the school deems

= essential to student learning of
the standard curriculum.

. These are items, activities or services
| that are optional and are offered in
| addition to the standard curriculum.

Sudents may access these on
auser-pays basis.

Where practical and appropriate,

parents may choose to purchase items These may be either:
through the school or provide their own.
Itemsthe student Activitiesthe student
These may also be either: ( purchases or hires) ( purchases )
v v
(" Items the student takes ) Activities associated Parents can be asked to pay 4 e.g. N\ e.g. )
temporary or permanent | | - with instruction that for items, activities and wEK22( Y1 3TV, B NI NI DI N
\_ possessionof  J all studentsare servicesin the three class photos programs or activities,
g = expected to attend Parent Payment Categories: wHyQiRy3 formals, such asinstrumental
eg Eecential Sudent geduationdinmers | | musewition
w{BED2214 activity 4 i.e.tavel, ) Learning Items, eI b RNt LA i
bc,)o,ks, gxercise books entry feesor Optional ltemsand (El_frrjgulgr programs wQ YLéZ excursions,
it} tRySI0okbags | | aopommocation ) [RVANLCHEIAES GAHBS/UIGRYG || inaursions sports
u)a:l,dEBfulS Oj‘ﬁ locks ontributions. Insurance wSMJ‘éJ’&a'-ENﬂKZQf
@2\ VAN, S ) \_run performances )
students will consume (" e.g. ) .
wY | (ENXARNYT £ WSEDIRRYE _ Schools determine how (" Items and/ or materials that are more expensive\
products that students whCIRERYE items, activities and services than required to meet the standard curriculum
take home (technology waK22f 3 aNE are dassified within these \
projects, build-your- ws2NLE Y &k catego_nes based on.the - v ~
own kits, dioramas) \_ J learning and teaching eg. B B L
oot XidbEOEK Y8 program of their school. 0ddS 2FRANY Y Sit 42Nyl R2F@LIINI
Communication Systemsj kwédtllﬂSY SYUNH Y NeRy HEARSA )

Support for families experiencing hardship is . /\ e
i Schools can invite 9 5
available at every school and each school has a S A s AFER T 2NFTANE R TN (Tav Aadr irt ikl o)
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FECTION 2 GPSC has developed its own implementation approach; using elements outlined by
DET that need to be covered to comply with the policy

Parent Payment Charges

Gladstone Park Secondary College is committed to providing rich educational opportunities across all
learning areas. The college provides many resources to support student learning. For example, the
school has committed to the provision of desktop compatand appropriate software in many
classrooms to assist in learning across the whole curriculum. In addition, reliable and modern
specialised equipment is provided in many specific curriculum areas such as science, physical
education, visual arts, performg arts, and digital media.

The college requests parent payment to allow students to have accessttedgie and relevant
learning tools, materials and equipment that will enrich their learning experiences and their
understanding of the curriculum.

Below is the specification of the items, description and costs within the three payment categories:

Essential Student Learning Itenaemprise additional curriculum resources, publications,
software, equipment, activities and programs that supplement and erstictient
instruction.

These provisions are mostly shared in class rather than parents having to purchase them
individually. Charge $130

Optional Itemsare those activities or services provided to particular students or groups of
students that attract a feer other charge such as an elective subject fee, the school
magazine or graduation dinner.

Charges vary and are published in student handbooks available on the school website.

They will also be posted to parents along with other information before theviamek of
November each year.

Voluntary Financial Contributionsontribute to the maintenance of our bank of standard
and high spec computers so that parents are not required to financially participate in a Bring
Your Own Device program.

This contribution o assists with the painting and landscaping programs.
Parents are invited to contribute $65 or any other amount, more or less.
Payment Arrangements and Methods

A payment facility for most items will also be available through the Compass Parent Ribrftsgs
and charges can be paid by BPAY, cheque, cash, VISA, MasterCard or EFTPOS. Cheques should be
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made payable to Gladstone Park Secondary College. Payment will only be accepted if it is
accompanied by other required documentation such as properly ¢etegp Permission forms.

Payment by instalment is welcome and can be arranged: in person at the General Office, by phone
on 9933 0500, by email wladstone.park.sc@edumail.vic.govaith a subjetline of Instalment
Payment Plan request.

Family Support Options
The following arrangements are in place to assist families experiencing financial hardship:

Camps, Sports and Excursion Fund

State Schools Relief

Referral to government and negovernmentassistance schemes

Access to donated uniform items and other provisions held at the school
Student Services advice and assistance

Reduction or waiving of fees and charges

Provision of canteen vouchers to students

=4 =4 =4 =4 -4 -4 A 4

Consideration of Hardship

The school recognises that some families will experience financial hardship from time to time.
Family circumstances are many and varied so the school will consider each on aluaidiasis.

Families can make direct contably/(phone, email or in persomy may be referred by any staff
member for assistance. This contact or referral can be to the Principal, Business Manager, Student
Services or anyone else staff consider may be abhelp.

Discussions and/or meetings will allow discrete and confidential provision of information about
support options available.

Also see:

http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx

https://www.ssr.net.au

http://www.education.vic.gov.auschool/parents/financial/Pages/default.aspx

Communication with families

This policy (which is inclusive of implementation information) will be available to the school
O2YYdzyAle Ay (KS a0K22fQa 9RdzOFGA2Yy t2ft A0ASa

A modest annual budget to be used at thd BF OA LI £ Q& RA&AONBGA2Y F2NJ a

52C


mailto:gladstone.park.sc@edumail.vic.gov.au
http://www.education.vic.gov.au/about/programs/health/Pages/csef.aspx
https://www.ssr.net.au/
http://www.education.vic.gov.au/school/parents/financial/Pages/default.aspx
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In term 1 and term 3 the school will post or email family financial statements of account to the
person nominated to receive correspondence for a particular student. These will be sentin term 1
and term 3.

Parent issues, complaints or general inquiries about skctlnarges can be raised by calling the
school on 9933 0500 or be emailigladstone.park.sc@edumail.vic.gov, atiention Finance
Manager.

Monitoring and review of the implementation of the policy

School Council will review this policy and its implementation in term 3 each year. Opinion will be
sought from parents on School Council about the efficacy of the policy (ease of payment process,
access to assistance, clarity of communication.

FOrF dINIKSNJ AYF2NXVIGAZ2Yy 2y GKS 9RdzOFGAZ2Y 5SLI NIYSY

http://www.education.vic.gov.au/school/principals/spag/managemerafes/parentpayments.aspx

Education and Training Reform Act 20 ECTIONS 1,2,2 (1)(B.2.4. (1); 2.3.61)(C); 2.2.7;
SCHEDULE 1]

This policy was adopted at School Council on 18 November 2008.

Amended at Council on 18 December 2012 (to reflect the 281a@te Budget changes to EMA)
Amended at Council on 15 September 2015

Amended at Council oa3" September, 2016

(Return to front page



mailto:gladstone.park.sc@edumail.vic.gov.au
http://www.education.vic.gov.au/school/principals/spag/management/Pages/parentpayments.aspx
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PARENTS COMPLAINTRA. Y
BACKGROUND:

LY wHnnp GKS hYodzRaAYlFY +AOG2NARI dzy RSWddBPoF || NB DA
LI NByid O2YLX I Ayiao ¢tKS hYodzZRaYlFYy NBO2YYSYRSR
managing complaints in schools and regional offices to ensure a balance between the rights of

O2YLX I Aylyidia YR 2FFAOSNERQO®

-~ N

At Gladstone Park Secondag € f SIS 6S &dzLILI2 NI (GKS 5SLI NIYSyYyGQa
quality of its service delivery and responsiveness to the community.

OBJECTIVES:

This policy and its associated procedures seek to provide a means for parents and community
members to addres concerns and complaints promptly, consistently and fairly. However, this policy
does not apply where there are existing rights of review and appeal. Nor does it apply where the
complainant has employed another party, such as a solicitor. A friedagak or support group
representative can represent a complainant under this policy if there is no fee for service involved.

tF NByda 2NJ 3dzk NRAFyaQ O02yOSNya FyR O2YLX FAyida Y2

A the management of an incident between students at school
A the educational or other progress of their child
A the development and implementation of school and general education policy.

POLICY FRAMEWORK:

Legislative and regulatory framework

lftf O2yOSN¥Yya FyR O2YLX FAyi(a Ydza (egdl&ivelaRIRNBEaaSR Ay
regulatory framework, which includes the:

A Education and Training Reform Act 2006

A Education and Training Reform Regulations 2007

A Charter of Human Rights and Responsibilities Act 2006
A Information Privacy Act 2000

A Wrongs Act 1958.

Dignity andrespect statement

] 2yO8NYyA YR O2YLX FAyda YdAad 68 | RgrityBndl RBpect Ay £ Ay
Statement.The statement says that:

The Department is committed to providing safe and supportive work environments where diversity
is valuedand everyone is treated with respect, fairness and dignity. Discrimination, sexual and other
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forms of harassment, bullying, violence and threatening behaviour are unacceptable. All employees,
students, parents and visitors in schools and other Departedambrkplaces are expected to act
accordingly. The Department (which includes schools) and school councils, will act to ensure that
the safety, security, health and wellbeing of all employees, students, parents and visitors in schools
and other Departmerdl workplaces are protected.

Code of conduct for Victorian teachers and public sector employees

All staff must observe the code of conduct for the Victorian teaching profession or public sector
employees. The codes can be found on the following sites:

Victorian Teaching Profession Code of Condwetw.vit.vic.edu.au

Code of Conduct for Victorian Public Sector Employeesy.ssa.vic.gov.au

IMPLEMENTATION:

The college aims tresolve all complaints as quickly and as fairly as possible. All serious complaints
should be addressed to the principal; other matters may be better handled bygchdmls.

It is expected that all parties will, when addressing concerns and complaints:

A maintain the confidentiality of all parties, in line with Departmental policy and legislative
requirements

A acknowledge that their common goal is to achieve an outcome acceptable to all parties

A actin good faith and in a calm and courteous manner

A showrespet | YR dzy RSNBRUGIYRAY3I 2F SIFOK 20KSNDRDa LA
than judge and blame

A recognise that all parties have rights and responsibilities which must be balanced.

Principals should ensure that parents are aware of their right to adyoaten communicating the
issues involved in their complaint and in negotiating an outcome. Refer to the parent complaints
website:www.education.vic.gov.au/about/contact/parentcomplaint.htm

In addition to the expectations of all parties above, Gladstone Park Secondary College will address
complaints:

courteously

efficiently

fairly

promptly, within timelines agreed with the person with the concern or complaint.

Department guilelines suggest a maximum time of 20 days but the college aims to be more

efficient

A in accordance with due process and where appropriate, the principles of natural justice and

GKS 5SLINIYSydiQa NBIdz FG2NBE FNIFIYSE2N] y20SR |
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http://www.vit.vic.edu.au/
http://www.ssa.vic.gov.au/
http://www.education.vic.gov.au/about/contact/parentcomplaint.htm

Pagel| 142

In the event that a complafrcannot be satisfactorily resolved at the school level, the complainant
can contact the Northern Metropolitan regional office 8488 9488vhere the complaint will be
reconsidered and a final response provided within 20 days if possible.

EVALUATION:
Thisti2f A08 gAff 06S NBOASHSR Ay GKNBS @8SINEQ (GAYS 2

This policy should be read @onjunction with the Sexual Harassment Policy, the Occupational
Health and Safety Policy and the Prevention of Workplace Bullying and Harassment Poliey, wher
appropriate.

CdZNI KSNJ AYF2NX¥IFGA2Y OlFly 6S 200GFAYSR G GKS 9RdzO!I

http://www.eduweb.vic.gov.au/edulibrary/public/commrel/contacts/POLICY AND GUIDES Addr
essing_parents concerns.pdf

Adopted at School Council on 21 June 2011
Cross referencing of policy adopted by Council 19 March 2013

(Return to frort page)



http://www.eduweb.vic.gov.au/edulibrary/public/commrel/contacts/POLICY_AND_GUIDES_Addressing_parents_concerns.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/commrel/contacts/POLICY_AND_GUIDES_Addressing_parents_concerns.pdf
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PERFORMANCE AND DEYEMENT POLICY
RATIONALE

Gladstone Park Secondary College recognises that a skilled and motivated staff is a key factor in
creating an environment where each student is challenged and supported. One way to ensure this is
to maximise the opportunities for staff to continually develop their knowledge and skills in a culture

of performance and development.

GUIDELINES
A strong performance and development culture requires that:

1 The school culture supports the personal professigmnaivth of staff

9 The school culture contributes to the capacity of the school to continuously improve student
learning outcomes

9 The school has very good processes for supporting and developing staff and ensuring
accountability

9 The school culture is open tmntinuous improvement and has regard to all available
performance based data.

IMPLEMENTATION

The Performance and Development-Qulinator is responsible for facilitating a vibrant arffeetive
program that includes:

1 aninduction program for new staff

9 athorough annual review process where teacher collaboration, student feedback and
instructional visits are a priority

9 individual performance and development plans based on recognised needs and teaching and
learning priorities

9 quality professional learningpat draws on the skills of school staff, staff at other schools
and experts in the relevant fields

1 regular communication of new education initiatives and available professional learning

EVALUATION

This policy should be evaluated annually by the Leade&dn and the Performance and
Development Cardinator. A full review will be conducted in three ye@imne or earlier if required.

Further information can be found attww.eduweb.vic.govi@hrweb/pd/default.htm

Adopted at Council on 17.5.2011. This policy replaces the former Professional Development
Policy.

(Return to front page



http://www.eduweb.vic.gov.au/hrweb/pd/default.htm
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PERSONAL TECHNOL®GYICY

RATIONALE

¢tKS d0K22t ¢glyda (G2 ONBIGS Iy SYy@ANRYYSyld 6KSNB
students in class. There has been a rapid increase in individual ownership of highly capable

technological items such as mobile / smart phones, and smarxthvest Many parents wish their
children to have access to a mobile device so that they can be contactable, especially after school.

GUIDELINES

Smart watches:

Students are permitted to wear smart watches to school.

The College takes no responsibility floe safekeeping of smart watches.

Smart watches must be used only as a time piece during class time and when moving from class to
class between periods.

Mobile Phones:
Students are permitted to possess maobile phones at school.
The College takes mesponsibility for the safekeeping of mobile phones.

Mobile phones must be turned off and must be out of sight during class time and when moving from
class to class between periods.

Should a) a mobile phone ring or be seen by a teacher or b) a smart beateded for any purpose
other than time keeping during class time the following protocol will apply:

9 the device will be confiscated by the classroom teacher

9 the device will be placed in a named envelope and given to the office staff for placement in
the safe

1 the device will be released to a parent/guardian when they visit the College to collect the
phone

Should any device with a video and/or photographic ability be used in an inappropriate manner i.e.
in a manner that may lead to charges of privacy irorasind/or harassment, as well as the sanctions
listed above, the person responsible for the inappropriate action will lose all privileges regarding
such devices and may also be suspended.

'd GKS GSIF OKSNR& RAAONXBIUA2Y asstousk thelzRevigelas il 8 6 S I A
educational tool e.g. to photograph the finished product in a Food Technology class.

REVIEW
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This policy will be reviewed periodically, particularly in the light of potential developments in
technology and eLearning.

Thispolicy should be read in conjunction with the Information and Communication Technology
Across the Curriculum Policy

Refer tohttp://www.education.vic.govau/school/principals/spag/safety/Pages/mobilephones.aspx
for further information

Adopted by College Council on 18 June 2002.

Amended at Council 8 April 2003.

Revised by Council 15 February 2005

Revised by Council on 19 March 2013

Renamed (PreviouslMobile Phone Policy), revised and adopted by Council on 19 May 2015

(Rewrn to front page



http://www.education.vic.gov.au/school/principals/spag/safety/Pages/mobilephones.aspx
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PREVENTION OF WORK®E BULLYING AND ASBMENT POLICY

Purpose
To provide all staff and volunteers with a workplace that is free from bullying and harassment.
Rationale

Bullying in the workplace is not to be tolerated as it is contrary to maintaining the health, safety and
wellbeing of staff and can causgess for individuals and poor morale within the workplace.

Definitions

Workplace bullyingis repeated and unreasonbh behaviour directed towards an employee or
group of employees (teaching and ntwaching) or volunteers that creates a risk to health and
safety.

G! yYNBF a2y oftS 0SKIF@A2dz2NE YSEya o0SKI@A2dzNI GKI G
victimise, humiliate, undenine or threaten another

The behaviour includes using a system of work as a means of victimising, humiliating,
undermining or threatening an employee or group of employees

The risks include risk to the mental and physical health of the employee

Workplace bullying can include such behavior as deliberately changing work routines to
GAOGAYAAS LI NUAOdzA NI SYLX 28S5Sas OSNbBIf | 60dzaSs
excluding someone from workplace activities, or humiliating someone through sarcesits i

or intimidation.

Workplace harassmentnay be an isolated incident and may be:

a) Nonsexual harassment which is any form of behaviour:that

1 the other person does not want and does not return

9 offends, humiliates or intimidates them

i targets thembecause of their race, age, sex, carer status, disability, industrial
activity, lawful sexual activity, marital status, parental status, physical features,
political belief or activity, pregnancy, religious belief or activity, or personal
association or

b) Sexual harassment which is

M an unwelcome sexual advance
1 an unwelcome request for sexual favours
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1 unwelcome conduct of a sexual nature, including comments, pictures, written
remarks or gestures.

Harassment generally involves an abuse of power. (VictodqaalEDpportunity and Human
Rights Commission2000)

Workplace Conflict

Workplace conflict occursthen the actions of one person block, prevent or interfere with
Fy20KSNJ AYRAGARdzZE £t Q4 oAt AGeE (G2 | O02YLX AaK

Conflictdoes not usually involve an abuse of power by any of the individuals concerned.

College Position Statement

1 The college is committed to providing all employees and volunteers with a healthy and safe
workplace free from bullying, harassment and unresolvexaflect.

1 The college will not tolerate bullying behaviour in the workplace or at activities organised
through the workplace.

1 Bullying and harassment is not an acceptable part of our work culture and it can harm a
LISNBE2YQa KSIfUK FyR ¢gStfoSAy3Io

1 Every emploge or volunteer has a responsibility to behave in a professional manner, to
comply with this policy and to treat everyone who works here with dignity and respect.

Procedures

1 Any employee or volunteer who experiences or witnesses workplace bullying skpoid it
to the Principal as soon as possible.

1 Anyone who experiences or withesses bullying involving the Principal should report it to the
Regional Director.

1 When bullying is reported it will be investigated quickly by the Principal (or Regional Director
in the case of a complaint against the Principal) and in accordance with Education Department
procedures referred to below.

1 http://www.education.vic.gov.au/hr/ohs/hazards/edlictman.htmand the link therein to the
WorkSafe (Victoria) site ... at

1 http://www.wor ksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and
+publications/publications/preventing+and+addressing+bullying+at+work

9 If the complainant is not satisfied with the response from the relevant authority, then he/she

is entitled to approacli KS O2ft f S3SQa hOOdzLd GA2yFf | SIfdK
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http://www.education.vic.gov.au/hr/ohs/hazards/conflictman.htm
http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/publications/preventing+and+addressing+bullying+at+work
http://www.worksafe.vic.gov.au/wps/wcm/connect/wsinternet/worksafe/home/forms+and+publications/publications/preventing+and+addressing+bullying+at+work

T
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Where necessary, a formal investigation will be undertaken following the procedures
described in relevant Department of Education and Training materials. Disciplinary action may
result.

http://www.education.vic.gov.au/hr/ohs/hazards/conflictman.htm

This policy should be read in conjunction with the following coHegesloped policies and guidelines

T
1
T

Staff Codef Practice (Staff Handbook)

Statement about community building (Developing SchBokiness Relationships)
Sexual Harassment Policy

Occupational Health and Safety Policy

Equal Opportunity Policy

School values and behaviours.

Student Engagement Policy

Parents Complaints Policy

The Occupational Health and Safety Management System ( Education Department)

http://www.education.vic.gov.au/hr/ohs/health/default.htm

Some useful contacts:

Department of Education and Training

Conduct and Ethics Unit, telephone 96204
Diversity and Equity Unit, telephone 963454

Employee Health Branch, telephone 96805 (Counselling and Mediation), and 9&8B5
(policy and strategy)

NorthernMetropolitan Region, telephone 9488188

Merit Protection Boards, telephone 969290

Victorian Equal Opportunity and Human Rights Commission, telephone79281

This policy was ratified at a staff meeting on November™2004 and presented to and adopteby
College Council on November 1@004


http://www.education.vic.gov.au/hr/ohs/hazards/conflictman.htm
http://www.education.vic.gov.au/hr/ohs/health/default.htm
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Policy reviewed in Nov 2010 and amended at Council on 14 December 2010.
Crossreferencing of policy updated and adopted by Council 19 March 2013.

(Return to front page
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PRIVACY POLICY
1. Scope

This policy applies to members of school staff and the school council at Gladstone Park Secondary
College¢t KA a L2t A0Oe gAff 060S YIRS @FLAflofS 2y NBIljdsSa

http://gladstoneparksc.vic.edu.au/

2. Background

All staff of Gladstone Park Secondary College are required by law to protect the personal and health
information the College collects and holds. Individshisuld be told why this information is

required, what it will be used for and that they can gain access to their personal and health
information.

The Victorian privacy laws, theformation Privacy Act 200éhdHealth Records Act 200drovide
for the protection of personal and health information.

The privacy laws do not replace any existing obligations Gladstone Park Secondary College has under
other laws . Essentially this policy will apply when other laws do not regulate the use of personal
information.

3. Definitions

Personal informatiomeans information or opinion that is recorded in any form and whether true or
not, about an individual whose identity is apparent, or can be reasonably determined from the
information or opinion. For example, this includall paper and electronic records, photographs and
video recordings.

Health informatiorh & RSTFAYSR &4 Ay OfdzZRAYy 3 AYyF2NXIFGAZ2Y 2NJ
or psychological health, or disability, which is also classified as personal ititmmahis includes
AYVF2NNYIEGAZ2Y 2N 2LIAYA2Y o02dzi | LISNER2YQa KSIHf (K

Sensitive informatiod &8 RSFTFAY SR & AYTF2NXIGA2Y NBfFGAYy3 G2 |
opinions, religion, trade uan, or other professional, or trade association membership, sexual
preferences, or criminal record that is also classified as personal information about an individual.

In this policypersonal informationefers to personal information, health informaticand sensitive
information unless otherwise specified.

Parentin this policy irrelation to a child, includes step parent, an adoptive parent, a foster parent,
guardian, or a person who has custody or daily care and responsibility for the child.


http://gladstoneparksc.vic.edu.au/
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Staffin this policy is defined as someone who carries out a duty on behalf of the College, paid or
unpaid, or who is contracted to, or directly employed by the College or the Education Department.
Information provided to a School through job applications is etstsidered personal information.

4, Policy Context
Personal Information is collected and used by Gladstone Park Secondary College to:
T LNEOARS &ASNIBAOSaAa 2NJ G2 OFNNE 2dzi GKS /2ffS3aSQ
9 assist the College services and its staff to fulfillitsy of care to students
1 plan, resource, monitor and evaluate College services and functions
1 comply with Education Department reporting requirements
9 comply with statutory and or other legal obligations in respect of staff
1 investigate incidents or deferahy legal claims against the College, its services or its staff

1 comply with laws that impose specific obligations regarding the handling of personal
information.

5. Collection of Personal Information

The College collects and holds personal informataimout students, parents and staff

6. Use and disclosure of the personal informatidreld by the College.
Students and Parents:

6.1 The purposes for which the College uses personal information of students and parents

include:

f keeping parentsinformedalbad Y I G G SNA NBfF ISR (2 GKSANI OKA
¢ t221Ay3 I FGSN) aldzRSyGaQ SRdAzOIF GA2y Lt s &a20AL f
1 celebrating the efforts and achievements of students,

1 dayto-day administration,

f aldAra¥eArya GKS /2t€tS3SQa tSaFt 26fA3lrGA2yax
1 allowing the Cdége to discharge its duty of care.

Staff:

6.2 The purposes for which the College uses personal information of job applicants, staff
members and contractors include:
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assessing the suitability for employment,

FRYAYA&GGSNAY3I GKS AofiaclA RdzZE £ Qa SYLX 28YSyd 2
for insurance purposes, such as public liability or WorkCover,

aldArafterya GKS /2tfS3SQa tS3aAFt NBIdANBYSY(a
9 investigating incidents or defending legal claims about the College, its services or staff.

= =4 =4 =4

6.3 The College will use and disclose pensl information about a student, parent and staff

member when:

1 itis required for general administration duties and statutory functions,

1 itrelates to the purposes for which it was collected, and

9 for a purpose that is directly related to the reason théoimation was collected and the
use would be reasonably expected by the individual and there is no reason to believe
they would object to the disclosure.

6.4 The College can disclose personal information about a student, parent or staff member for
another purpose when:

9.

1 the person consents, or
1 itis necessary to lessen or prevent a serious or imminent threat to life, health or safety or
9 is required by law or for law enforcement purposes.

Where consent for the use and disclosure of personal informationgiguired, the college

gAft asSS|y O2yaSyid FNRBY GKS FLILINRPLINRFGS LISNE2Y
information, the college will seek the consent from the student and/ or parent depending

2y GKS OANDdzradl yoSa FyR (dndturidy iodeRi@sfandlie | 3S3 Y
consequences of the proposed use and disclosure.

Accessing personal information

A parent, student or staff member may request in writing access to their personal information,
provided by them, that is held by the College.

Access to other information may be restricted according to the requirements of laws that
cover the management of school records. These includ®thsic Records Aanhd the
Freedom of Information Act

Updating personal information

The College aim®tkeep personal information it holds accurate, complete andasdate. A person
may update their personal information by contacting the Office Manager.

10. Security
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10.1 College staff and students have use of information communication technologie p{t®ibed
by the College. This use is directed by:

9 Education Department Acceptable Use policy for Internet, email, and other electronic
communicationsttp://www.eduweb.vic.gov.au/edulibrary/public/govrel/Policy/2011acc
eptableusepolicyICT.pdf

1 Education Departmen® Security Policy.

http://www.eduweb.vic.gov.au/edulibrary/public/commrel/policy/ICTsecuity. pdf

1 Gladstone Park Secondary College Internet Usage document as set out irdd St
Planner

=

10.2 Web Sites

¢ KS { OK 2 2(ht@:Hglads®riegakst.Bic.edu.alfjathers the following statistical and
usage information from visitors but does not identify individual users:

Visitor Logs:

9 Pages accessed and files downloaded.

M The times and dates the site was visited.

9 The referring link and approximate location (at suburb level).

T ¢KS @gArairdz2Nna { SNBSN) I RRNBaaSa FyR 52YIAyY
f ¢KS PGAairliz2NDa oNRPgaSNE 2LBoMdled Ay3d aeaasSy |

ao
YR
Cookies:

/| 221A8a INB avltt GSEG FTAtS&a GKFG INB aSyd G2
server and allow us to recognise when a visitor returns to the website. They are used to help

register user preferences. Cookies may be turodavithin your browser, however, doing so
may restrict your access to some web pages.

User Information:

Where visitors are required to provide personal information, such as when subscribing to the
{ OK2 HbiSHHR S G 0SNE (G KS @ Apua ther bidadiaddgsNdllbe | yR € I &
collected. The use of this information will be explained at the point of collection.

Links to Other Websites:

The School provides external links as a service to users. In providing external links the School
does not accpt any responsibility for or endorse the content or condition of any linked site.
Your use of any external site is governed by the terms of that website.

Disclaimer:


http://www.eduweb.vic.gov.au/edulibrary/public/govrel/Policy/2011acceptable-use-policy-ICT.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/govrel/Policy/2011acceptable-use-policy-ICT.pdf
http://www.eduweb.vic.gov.au/edulibrary/public/commrel/policy/ICTsecurity-pol.pdf
http://gladstoneparksc.vic.edu.au/
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While every effort is made by GPSC to ensure that the information on the websitéas up
date and accurate, GPSC will not be liable for any loss or damage suffered by any person
arising from the reliance of any information on the website.

Student Photographs/Work:

Ly yydzZ f 3ISySNIf O2yaSyd T2 N)dphatogaghstbbed SR {2
used to celebrate their efforts by mentioning their participation in school events and their
achievements inhe Newsletter, Magazine or website. A separate consent form is also

required when using student created work and it is neaeg$o obtain release from copyright
obligations.

10.3 Gladstone Park Secondary College will take all reasonable steps to protect personal and
health information provided to and held at the School from misuse, loss, unauthorised
access, modification and dclosure.

11. Complaints under Privacy

Should a person have a complaint about personal information privacy the comgitaintd be
directed to the Principal and vill be investigated in accordance witducation Department
Privacy Complaints Handliiplicy.

12. Review Date
This policy shall be reviewed in 2015 or earlier if required.
CdzNIKSNJ AYF2NXIGA2Y OFy 06S F2dzyR i GKS 9RdzOF (A2

http://www.education.vic.gov.au/management/governance/spag/safety/supervision/privacy.htm#H
2N1001F

As well as the following Education Department links:

http://www.eduweb.vic.gov.au/edulibrary/public/govrel/Policy/privagpl.pdf

http://www.education.vic.gov.au/about/deptpolicies/informationprivacy.htm

This policy was adopted by the Gladstone Park Secondary College Council on 16 Sept 2003.
This policy was reviewed in 2012 and a revised policy adopted at Council on 18 Sept 2012.

This policy was revised in 2013 to expand the Website reference & adopted at Council 18 Feb
2014.

(Return to front page



http://www.education.vic.gov.au/management/governance/spag/safety/supervision/privacy.htm#H2N1001F
http://www.education.vic.gov.au/management/governance/spag/safety/supervision/privacy.htm#H2N1001F
http://www.eduweb.vic.gov.au/edulibrary/public/govrel/Policy/privacy-pol.pdf
http://www.education.vic.gov.au/about/deptpolicies/informationprivacy.htm
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PURCHASIB| CASH HANDLINA&ND FINANCIAL DELHBANPOLICY

Purpose

Proper purchasing procedures ensure thitmonies coming into the school are receipted in an
appropriated manner and used for proper purposes, that all financial transactions are recorded in a
timely manner, that they are supported by appropriate documentation and, that the accounting
records eport the true financial position of the school in a clear manner. This ensures they can be
relied upon with confidence to provide a basis for informed financial decision making as well as
record keeping for audit purposes.

The purpose of the financial Bgation schedule is to ensure that all financial transactions are
properly authorised and processed by persons acting within their designated authority and to ensure
segregation of duties to minimise potential areas of risk.

Scope:

Gladstone Park expendite regardless of funding source, includes the following types of
commitments:

A Memorandum of understanding
A Purchase orders
A Formal contracts and agreements

Policy Statement:

Goods and services procured must be fit for purpose and represent value for ransesing

probity in the procurement process. Purchases from all suppliers must be covered by an official
Gladstone Park purchase order unless direct invoice procedures are in place, or where cash used in
accordance with DET procedures and instructions.

Where cash is transacted it must be fully accounted for and kept secure while at school and in
transit.

Only authorised and appropriately trained staff will undertake cash handling, banking and related
duties and where possible, full segregation of dutiel lvé maintained for cash receipting, banking
and verification / reconciliation.

The following practices and resources will be undertaken to support appropriate cash transactions.

1 Locked and access controlled safe is available but large amounts of menegt &ept
onsite, and only school money is stored there.

1 Locked and access controlled cash box is available for petty cash transactions and a
limit of $100 applies.
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1 Numbered Petty Cash vouchers are used, signed off by the payee and Petty Cash
Officer andreconciled by the Petty Cash Officer and Assistant Business Manager.

9 All cash transactions are recorded through CASES21 and receipts supplied to payers.

1 Inthe case of CASES21 being unavailable, manual receipts will be issued and recording
through CASES2ibne when the system is again available.

1 No receipts shall be altered and no duplicate receipts issued. If an error is made the
receipt will be cancelled and the original of the incorrect receipt attached to the
cancelling documentation.

1 If a duplicate reeipt is requested an acknowledgement on school letterhead or a
family or sundry debtor statement should be provided.

1 Personal cheques will not be cashed under any circumstances.

1 Money collected from areas other than the general office should be subntitt¢ue
Assistant Business Manager by the teacher in charge. The Assistant Business Manager
will count, reconcile and have the money immediately receipted through CASES21.

1 Reconciliation of the Official account will be regularly undertaken and discregzanci
reported to the Business Manager and Principal.

1 CCTV cameras are in operation in both receipting areas of the general office with the
consent and at the request of Accounts Receivable staff.

Gifts other than items of small intrinsic value should notbeepted from suppliers or prospective
suppliers as per DET guidelines. If a conflict of interest exists the person must immediately declare
this conflict.

Definitions:

Purchase OrderA formal document initiated by the school and forwarded to a suppbemally
used to form the basis of a ofaf contract between the two parties for the supply of goods and/or
services to the school.

Quote A submission from a supplier that specifies the cost of supplying goods and/or services, or a
record of a publishedlJNA OS FNRBY | adzJJ ASNRa& 6SoaAiridsSo

Tender A competitive process used to seek bids from suppliers.
Internal Controls for the Purchase of goods and services at Gladstone Park:

w¢KS LIJZNOKFaS 2NRSNJ aeadSYy Aa dzaSRnali2 AYyAGALIGS
commitment to pay creditors for goods or services.

w Quotes and tenders are obtained as required in accordance with the published purchasing
thresholds below.
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If the purchase is theotdss is
Less than or equal to $2,500 (GST inclusive) A minimum of one quote (maybe verbal or written)
Greater than $2,500 and equal to $25,000 A minimum of one written quote

(GST inclusive)

Greater than $25,000 arefjual to $150,000 A minimum of three written quotes to be sought.
(GST inclusive)

Greater than $150,000 (GST inclusive) Public tender process.

T

All orders are approved: purchase orders are signed by the sphiocipal or authorised
nominee/s i.e. the Business Manager, the Assistant Business Manager or the Finance Officer.
Duplicate copies of purchase orders are maintained by the school.

The person receiving the goods is different from the person authoribimgrder.

Goods are checked against delivery documents.

Delivery docket checked against the invoice and purchase order.

School copy of purchase order and original invoice are endorsed as being received and paid.
Person checking invoice for correctnessisitp accept responsibility.

To To To o Do Io

Internal Controls for the Purchase of goods and services at Gladstone Park using the Purchasing
Card (Westpac Visa Card):

A Only one purchasing card will be approved. This may be reviewed at a later date and put to

School Courikfor approval.

Only the principal will be eligible to use this purchasing card and it will be issued in the

LINAY OA LI f Qa Yyl YSo

The purchasing card will be used only to purchase goods and services required by the school.
There will be no cash advance trasions made using the purchasing card.

The purchasing card will not be used to pay for tips or gratuities.

The expenditure limit is set to $2,500. This may be reviewed at a later date and put to School
Council for approval.

The expenditure limit for anyre transaction is set to $1,000.

¢tKS a0OKz22f 02dzyOAf LINBaAARSYy(d A& FLIRAYGSR | a
'y ! YRSNIIF]TAY3a o6& (GKS /I NRK2f RSNE Aa O2YLX Si
The principal receives a DET briefing on the use of the purcheesidg

¢CKS LINAYOALI tQa ylIYSE OFNR RSiOFAfa IyR 20KSNJ
The purchasing card will be stored in the safe and access will be restricted.

The cardholder will ensure that any discrepancies in the monthly statemenoboevéd up

with WBC and promptly advised to the Authorisation Officer.

™

To To o o

To To To o Do I I
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¢ KS LIzZNOKF&aAy3a OFNR aidlFdSySyida AyOfdzZRAY3I LINR )
d0K22f O2dzy OAf LINBAARSY(iQa o6! dziK2NARaHGAZ2Y hT-
CASES21F reports are tabled at school council meetings.

When goods ordered using the purchasing card are delivered the principal (cardholder) will

be notified and they will check the delivered goods against the delivery docket and purchase

order.

The cadholder will arrange for credits on the School Purchasing Card to be raised where

goods, services, equipment or material are not delivered or are not provided in accordance

with original expectations.

All Westpac Visa Card purchasing card procedures amdot®will be met.

A purchasing card register will be maintained and stored with the purchasing card in the safe

and electronically.

The principal will complete the Letter of Assurance document and submitted to DET

annually.

The purchasing card will beaalled and cancelled when a cardholder leaves the school or

when the card is no longer required.

If the purchasing card is lost or stolen, the principal (cardholder) will immediately inform

Westpac.
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Transaction Type Scope Limits, Restrictions Bank Statements, | Requisition Purchase Order Payment Cheques, Payment Purchasing Formal Example Transaction
c21 Voucher, Vouchers, bank token Card Contracts
Authority to Authority to sign bank token Statements Authority to
Undertake bank sign purchasing | purchase orders / Authority to sign sign
reconciliation request and/or incur credit debt Authority to cheques, authorise Authority to contractual
negotiate sign internet banking sign monthly agreements
contract terms -check that the request| payment payments and sign purchasing -agree to make all
-vouch for the is within budget and vouchers as payment vouchers / card .requi.red payments
”eceSSit_Vta”d " zg';r';gritztgzyclfﬁtt?e processing declarations / Purchasing| statements as ';nz ngizlg S;i:’;er
quepizz:s?;sj ° U — ofﬂc_er Car.d s.tatem.ents as venfylﬁg. and o,
that it is within guarantee that there is | - Vverify thatall | certifying officer authorising contract
budget enough credit available | Proper -approve the paymentand | officers
to make the purchase procedures and | guarantee that there is
processes have [ enoughmoney available to
been followed make the payment
Accounts Receivablel Cash, EFTPOS and BP| In accordance with school, NA NA Accouns NA NA NA Receipt of payments from
transactions conducted| DEECD, ATO and other guidelin| Receivable students and parents for
at the school counters | and thresholds and processed staff school fees and charges
through the DET accounting and daily settlement of
system. EFTPOS terminal
Daily Reconciliation | Reconciliation of Cash,| Inaccordance with school, Assistant Business| NA NA Assistant NA NA NA Reconciliation of Receipt
EFTPOS and BPay DEECD, ATO and other guidelin Business of payments from
transactions conducted| and thresholds and processed | Manager Manager students and parents for
at the school counters | through the DET accounting school fees and charges
system.
Finance Officer Finance

Officer
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Banking Depositing of daily Security CompanyConfirmation NA NA NA NA NA NA Physical transport of cash
receipts to the bank of deposit verified through daily to the bank
bank reconciliation done.
Purchase goods and| Within area of In accordance with School, DET Either of the: Either of the Either of the: | Authorised Signatories x I NA NA Purchase class materials,
services, make responsibility and ATO and other guidelines and Subprogram Business Manager | Business reference materials, ®try
reimbursements within budget for the thresholds Coordinator Manager costs
acquisition of
appropriate goods, Assistant Business
services, licences or for| Camp / Manager Assistant
the hire or lease of Excursion Business
appropriate resources Organiser Manager
or facilities to support Finance Officer
curriculumprograms
only Finance
Officer
Enter into contracts | Within area of In accordance with School, DET Business Business Manager | Either of the: | Authorised Signatories x 4 NA Both of the: Cleaning contracts,
for acquisition or responsibility and ATO and other guidelines and Manager (RFQ, Business Principal contracts with RTOs for
supply of goods and | within budget thresholds RFI, RFT) Manager VETIS, Minor Works
services Contracts
School Council
Principal Assistant President
Business
Manager
Finance
Officer
Enter into contracts | Within area of In accordance with School, DET Principal Business Manager | Either of the: | AuthorisedSignatories x 2| NA Both of the: Capital Assetsconcept
for architectural responsibility, within ATO and other guidelines and Business Principal drawings and/or
works including budget or approved thresholds Manager construction
project management| capital plan Business specifications
for construction Manager School Council

Assistant

President
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Business
Manager

Finance
Officer

Enterinto contracts | Within area of In accordance with School, DET DET Principal Either of the: | Authorised Signatories x I NA Both of the: Capital Assetsmajor
for building works > | responsibility, within ATO and other guidelines and Representative | Business Manager | Business Principal works/construction for
$150,000 budget or approved thresholds Manager buildings or grounds
capital plan
Principal School Council
Assistant President
Business
School Council Manager
Finance
Officer
Credit purchases Using purchasing card | Up to $1,000 per transaction and Subprogram Principal Either of the: | Authorised Signatories x 3 Principalg NA Online and other
within area of $2,500 per month, and in Coordinator Business Verifier purchases requiring
responsibility and accordance with School, DET, Manager credit card payment
within budget ATO and other guidelines and
thresholds Camp /
Excursion Assistant School Council
Organiser Business Presidat ¢
Manager Authoriser
Finance

Officer




Page]| 162

Payment of salaries | Within area of In accordance with school, NA NA Either of the: | Authorised Signatories x 1 NA NA Fortnightly staff salary
and allowances responsibility, within DEECD, ATO, Superannuation, Business and allowance payments
budget WorkCover and other guidelines| Manager for locally employed staff,
andthresholds and processed relief staff and casual
through the DET accounting relief teachers.
system. Must be accompanied Assistant
by a properly authorised hard Business
copy time sheet. Manager
Finance
Officer
Payment of salaries | Within area of In accordance with school, NA NA Business Principal NA NA Fortnichtly staff salary
and allowances responsibility, within DEECD, ATO and other guidelin Manager and allowance payments
budget and thresholds and processed for centrally employed
centrally. staff.
Payment of Taxes Monthly Business In accordance with the ATO, Principal Principal Either of the: | Authorised Signatories x 1 NA NA Tax Clearing Account
GST Activity Statement for DEECD and other guidelines an Business invoice
taxable expenditure processed through the DET Manager
and revenue accounting system. Business Business Manager
Manager
Assistant
Business
Manager
Finance
Officer
Payment of Taxes Annual Fringe Benefit | In accordance with the ATO, Principal Principal Either of the: | Authorised Signatories x I NA NA Annual FBT Declaration
FBT Tax Declaration DEECD and other guidelines an| Business and reimbursement to
/payment reported to DET. Manager DET
Business Business Manager
Manager

Assistant
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Business
Manager

Finance
Officer

o eI e AN o]

Delegations need to bexercised with due regard to budget limitations.
Delegations apply to particular positions within the school, not individuals.
A delegate may not exercise any delegation that will result in any benefit to them personally.

Financial records will be retainet site and electronically in accordance with the Public Records Office of \R&®@S 01/01 General Retention Authority and

Disposal for School Records
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References:

Related Documents

School Policy and Advisory Guidénance

Student Resource Package Guide

Financial Manual for Victorian Government Schools

Internal Controls for Victorian Government Schools

Financial Reporting for Schools

Schools Electronic Funds Management Guidelingguide to electronic payments and redsip
School Level Payroll Requirements

Chart of Accounts for Victorian Government Schools
CASES21 Finance Business Process Guide

Schools purchasing cagdDepartment guidelines and procedures
Ministerial Guidelines and Directions

Westpac Administration Guide

To To To o Do To o To Do I o Do

Related Websites

School Financehttp://www.education.vic.gov.au/school/principals/finance/pages/default.aspx
CASES21 Finanbétp://www.education.vic.gov.au/school/principals/finance/pages/default.aspx
School Policy and Advisory Guide
http://www.education.vic.gov.au/school/principals/spag/Pages/spag.aspx

Tax Resource Centréttps://edugate.eduweb.vic.gov.au/Services/Finance/Pages/Tax.aspx
Australian Taxation Officevww.ato.gov.au/

Department of Treasury and Financgww.dtf.vic.gov.au/

AustralianPrudential Regulatory Authorityvww.apra.gov.au

To To To Do Do To o Do

Related Legislation

A Education and Training Reform Act 2006

A Education and Training Reform Regulations 2007
A

C2NJ FAINIKSNI AYTF2NXIF A2y 2y GKS 9RdzOFGA2Y 5SLI NI Y

http://www.education.vic.gov.au/management/schooloperations/schoolcharges. i

http://www.education.vic.gov.au/aboutschool/lifeatschool/parentpayments.htm



http://www.education.vic.gov.au/management/schooloperations/schoolcharges.htm
http://www.education.vic.gov.au/aboutschool/lifeatschool/parentpayments.htm
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Evaluation:
CKA& LRftAOE gAff 06S NBOASGHGSR & LINLG 2F (GKS { OKzZ
This policy was adopted at School Council on 19 May 2015

This policy was renamed (pwiously Purchasing and Financial Delegation Policy) and amended, and
adopted at School Council dd6/12/2016

(Return to front page
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SEXUAL HARASSMENTIRY

Introduction

Gladstone Park Secondary Collesgeommitted to providing a safe workplace, free from sexual harassment.
GPSConsiders sexual harassment an unacceptable form of behaviour which will not be tolerated under any
circumstances. ThiSexual Harassment PoligyS i a 2dzi GKS NBIdANBYSyGa 7
workplace as free from sexual harassment.

Sexual harassent is unlawful behaviour under the CommonweaBkx Discrimination Adi984 and the
VictorianEqual Opportunity Act995

The procedures for dealing with allegations or instances of sexual harassment and possible consequence
NBIFNRAY3I Fyed oNBIFOK 2F GKAA LIt A GdidelindsBor NRaBagifighi &
Complaints, Misconduct and Unsatisfactory Penance:

http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct and Unsatisfactory
Performance VPS.pdf

ThisSexuaHarassment Policgpplies to all people in the workplace including school council employees,
casual staff, volunteers, contractors and students. It covers all persons in the workplace acting as agents o
the Department of Education and Early Childhooddédepment (DEECD). Every person in the workplace is
responsible for maintaining a working environment free from sexual harassment and is potentially liable for
his or her actions if sexual harassment occurs.

The responsibility for providing a workingw@mnment free from sexual harassment is discharged through
principals, managers and school councils.

If a complaint of sexual harassment is made, or sexual harassment is observed or brought to the attention
of a principal or manager, ihust be acted upon immediately and managed in a sensitive and confidential
manner. Managers and principals have no option but to take action once a complaint is raised. Action will
be taken against any person in the workplace found to have sexuallydearasnother person.

Where sexual harassment is found to be substantiated, the consequences for the person against whom the
complaint is made will depend on a range of factors. The consequences may include an apology, counselling
undertaking training, odisciplinary action such as dismissal.

In implementing theSexual Harassment PolidgPSC affirms its commitment to the prevention of sexual
harassment and the implementation of equal opportunity principles.

These principles:

1 uphold the rights of alpeople in the workplace to a safe working and learning environment free
from sexual harassment;

1 support diversity and inclusive work and learning practices;


http://www.austlii.edu.au/au/legis/cth/consol_act/sda1984209/
http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct_and_Unsatisfactory-Performance_VPS.pdf
http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct_and_Unsatisfactory-Performance_VPS.pdf
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1 promote respect amongst all people in the workplace;
1 encourage fair and equitable treatment of pdepn the workplace;
1 allow people in the workplace to have redress against unfair and unreasonable treatment.

In accordance with the public sector values and employment principles in the Public Administration Act 2004,
GPSC is also committed to respectimgmoting, supporting and implementing human rights set out in the
Charter of Human Rights and Responsibilities 2006

Legislative Context
The VictoriarEqual Opportunity A@010addresses sexual harassment in Part 6. Section 92 (1) provides:
G | LIS NHIRhArassel Bndther person if he or she

a) makes an unwelcome sexual advance, or an unwelcome request for sexual favours, to the other
person; or

b) engages in any other unwelcome conduct of a sexual nature in relation to the other person

in circumstancesni which a reasonable person, having regard to all the circumstances, would have
FYGAOALI SR GKIG GKS 20KSNJ LISNER2Y ¢2ddZ R 0SS 2FFSy

Section 92(2) provides:
602y RdzOG 2F | agEdza t yI(idNBé¢ AyOf dRSa
a) subjecting a person to ammct of physical intimacy;

b) making, orally or in writing, any remark or statement with sexual connotations to a person or about
a person in his or her presence;

) YFE1AY3 Fye ISAGdNBz OGA2y 2N O2YYSyid 2F | &

Similar provigins apply under the Commonweal8ex Discrimination Act 1984&exual harassment can also
amount to discrimination on the grounds of gender under both the Commonwealth and|Stgstation.

Sexual harassment is prohibited in any weelated context, including work functions, conferences and
training programs even if they are outside normal working hours or outside the location of the primary
workplace. Accordingly, referencisthis policy to the workplace include all places in which wethted
activities occur. Workelated activities could include, for example, an after hours staff social function.

The legislation covers, amongst others, employees, prospective empl@repkyers, people in a common
workplace, students and prospective students.

What is sexual harassment?


http://www.dms.dpc.vic.gov.au/Domino/Web_Notes/LDMS/PubLawToday.nsf/a12f6f60fbd56800ca256de500201e54/ff8fce55c025f15aca256e7c002831b4
http://www.austlii.edu.au/au/legis/cth/consol_act/sda1984209/
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Sexual harassment is conduct of a sexual nature that is unwelcome. Sexual harassment can be physice
verbal or written. It involves behaviour thatwd reasonably be expected to make a person feel offended,
humiliated or intimidated. Even if the behaviour is not intended by the individual to be sexually harassing,
it may still be unlawful.

Sexual harassment can be physical, verbal or visual andntiage statements or transmissions by phone,
fax, video conference, internet andreail, and will vary in the degree and extent to which it causes affront
and distress. Both males and females can be subjected to sexual harassment from either perbens of t
same or opposite gender.

Sexual harassment may include:

O2YYSyiGa Foz2dzi | LISNAR2YyQa aSE tAFTS 2N LKe&&A
comments of a sexual nature;

suggestive behaviours such as leering and ogling;

unnecessary physical intimacy such as brushing up agapetson;

physical contact such as touching or fondling;

WFE I AaKAY3IQ 2N aSEdzrf 3Sa0GdzNBaT

sexual propositions or repeated unwanted requests for dates;

making promises or threats in return for sexual favours;

sexual jokes, offensive telephone calls, displafysffensive photographs, reading matter or
objects;

sending jokes or graphics of a sexual nature-nyad, internet or fax;

dzy 6 St O2YS ljdzSadA2yAy3 | o2dzi | LISNE2YQa LINAL
offensive computer screen savers;

unwanted requests for sex; and

stalking,indecent assault or rape (which are also criminal offences).

To Do Do Do Do Do Io I Ix

To Do Do Do Io

Sexual harassment is not behaviour that is based on mutual attraction, friendship and respect. Where the
interaction is consensual, welcome and reciprocal it will not amount to sexual harassnitémwever,
judgements about what constitutes consensual, welcome and reciprocal interaction may be influenced by
the relative power of the people involved. The capacity of persons in positions of authority to influence
others and affect their welbeingis a factor that will be taken into account in the management of any sexual
harassment allegation.

It is not the intention of this policy to interfere in personal lives and relationships. However, an employer
has an obligation to ensure that sexual hssment does not occur and that professional standards of
conduct are maintained in the workplace. The effect of sexual harassment on those people involved and on
the workplace as a whole can range from annoyance to deep distress and can lead to amafiimgnichstile

and offensive work environment. This can contribute to reduced quality of work, low productivity,
distraction from work, low morale, absenteeism, poor health and high staff turnover. Sexual harassment
can deny people their entittement tde quiet enjoyment of life in the workplace.
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Criminal offences

Sexual harassment may in certain circumstances constitute a criminal offence. A criminal offence of a sexua
nature can include inappropriate touching and inappropriate verbal comments congepeople in the
workplace and members of the public. Sexual harassment involving physical or indecent assault, stalking
making nuisance phone calls or the sending of obscene material using #meill er the internet, may be

an offence under crimindhw. Allegations of this nature must be reported to the police. The employer has

a responsibility to deal with allegations even when the police are or have been involved, and to determine
appropriate action in the context of the workplace. In relatiorcomplaints involving staff, close liaison by
GKS LINAYOALIf 2N YIYIFISNI 6A0GK GKS 9RdzOlFGA2Yy 5SL
necessary at the outset to ensure that the police investigation is not interfered with or compromised in any
way.

Allegations involving students

Sexual offences against children or young persons can have mandatory reporting implications, which require
contact with the Department of Human Services. Teachers and others involved in the provision of education
to students owe a duty of care to students to protect them from risks of injury which are reasonably
foreseeable.

It is unlawful for students to sexually harass other students, staff or agents of the school. The responsibilities
of students in relation to raintaining a school environment free of sexual harassment are set out in the
a0K22fQa {0dRSyd [/ 2RS 2F /2y Rdz00®
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schools provide safe, supportive and secureisonments for all students, in order to create an optimal
learning environment. Its role is to:

A ensure principals, schools and regional staff are supported to appropriately respond to alleged
sexual and/or severe physical assaults involving students;

A ensure that all schools provide an appropriate duty of care to all students; and
A provide advice to principals and regional staff on ensuring continuity of care to students and staff.
In addition, the Unit is responsible for:

A maintaining close networks ith external agencies, both government and agovernment, that
have a shared responsibility and interest in the prevention and/or support of students who have
been involved in alleged sexual and/or physical assaults;

A improving student resiliency by addmisg issues affecting student health and wellbeing.

All critical incidents should be reported promptly to tBmergency and Security Management Uarit (03)
9589 6266. The Emergency and Security Management Unit will immediately notify the Student Critical


http://www.sofweb.vic.edu.au/emerg/index.htm
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Incident Advisory Unit who will make direct contact with the school. The Student Critical Incident Unit can
be contacted on (03) 9637 2934.

More information on the Student Incident Advisory Unit may be accessed from the department website:
Student Safety: Critical IncidenStudent Critical Incident & Advisory Unit (SCIAU)

Commitments
¢KS Dt {/ Qa O ¥inikaiion Sfdkualithgrassment includes:

widely publicising the policy and providing a copy in electronic form to all employees;

facilitating access to sexual harassment training;

providing support for managing complaints;

reviewing and updatingolicies in consultation with relevant stakeholders;
YEAYUGFrAYAy3 GKS 9RdzOFGA2Y 5SLI NIYSyidiQa 0O2YY
Opportunity and Human Rights Commission in promoting harassment free workplaces.

To Do Do Do Do

The responsibility for praging a working environment free from sexual harassment is discharged through
principals, managers and school councils.

Under theEqual Opportunity A010 the Education Department and school councils may be held to be
vicariously liable for the actions of their employees and agents unless they can demonstrate that they have
taken all reasonable steps to pent the conduct from occurring. An employer is required to take action if
aware of any behaviour which could constitute sexual harassment, even if no complaint has been lodged.
Principals, teachers, managers, students, staff and other persons carbleeftia the actions of others if

they authorise, encourage or assist sexual harassment. In some circumstances, inaction can amount tc
implicit authorisation.

Gladstone Park Secondary College is committed to ensuring that all persons in the workplasararef
their rights and obligations with respect to sexual harassment and is committed to providing staff with
appropriate training and access to information and services.

The Education Department has designated contact persons who can provide inforraat support in
relation to sexual harassment and support any prospective complainant. At GPSC the person responsible i
the Principal. See Contacts at the end of this policy.

Roles and Responsibilities
The responsibilities of principals, managers aschool councils include:

A modelling appropriate behaviour;

A monitoring the working environment to ensure as far as practicable that acceptable standards
of conduct are maintained at all times and that sexual harassment is not tolerated;

A promoting awarenessf the avenues for advice and the complaints procedures with respect to
sexual harassment as set out in this policy;


http://www.dms.dpc.vic.gov.au/Domino/Web_Notes/LDMS/PubLawToday.nsf/a12f6f60fbd56800ca256de500201e54/ff8fce55c025f15aca256e7c002831b4
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treating seriously complaints and behaviour which may constitute sexual harassment and taking
immediate action;

treating complaints of samal harassment with appropriate confidentiality;

ensuring that a person is not victimised for making, or being involved in, a complaint of sexual
harassment;

identifying an appropriate contact person to provide information and support to complainants
or respondents (the contact person should not provide support to a complainant and a
respondent involved in the same matter);

referring to this policy in the school, student and staff codes of conduct and practice;

where an allegation involves a student, eriag that an appropriate network of support,
guidance, counselling and liaison with parents/guardians is established in accordance with duty
of care obligations.

All employees have a responsibility to:

A
A

A
A
A

comply with the Sexual Harassment Policy;

participate in any training provided by the Education Department, including completing the
online sexual harassment training course;

model appropriate behaviour;

treat information in relation to sexual harassment allegations with appropriate confidentiality;
ensurethat a person is not victimised for making or being involved in, a complaint of sexual
harassment.

The role of any contact person is to:

A

A

A

Fairness

be familiar with the Sexual Harassment Policy including the procedures for dealing with
allegations of sexual harassntgn

understand the negative effects that sexual harassment can have in the workplace, and
particularly the effect that making a complaint can have;

act as a point of contact for a person considering making a complaint or seeking information
about sexual heassment;

provide the complainant with information about the various options and avenues for advice and
the complaints procedures;

understand that the role of the contact person is to provide information and support to the
complainant, and does not exterad investigation, conciliation, making a judgement about what
constitutes sexual harassment, or other intervention;

participate in any training provided by the Education Department.

The principal or manager must ensure that every complaintadt eéth in a manner that is both procedurally
and substantively fair. The principles of natural justice to be observed include:

A

the right of each party to be heard;
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A the right of each party to be treated fairly;

A the right of the respondent to have a witag or support person, who may be a union
representative, present at any meetings;

A the right of the respondent to know the allegations made against him or her;

A the right of the respondent to respond to the allegation(s) made against him or her;

A the right ofboth parties to a decisiemaker who acts fairly and in good faith.

Counselling

If at any stage throughout the procedure the complainant or respondent or any other person requires
counselling, contact should be made with the Employee Assistance ProditaenProgram is confidential
and employees can access it by contacting the provider, Converge International, on 1800 337 068.

Complaints
Consequences if this policy is breached

The procedures for dealing with allegations or instances of sexual harassnepbasible consequences
NEIIFNRAY3I yeéd oNBIOK 2F GKAA& LIt A Geidelinesfor NaBagiiglii &
Complaints, Misconduct and Unsatisfactory Performance:
http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct and Unsatisfactory
Performance VPS.pdf

Where sexual harassment is found to be substantiated, the consequences for the personagamshe
complaint is made will depend on a range of factors. The consequences may include an apology, counselling
undertaking training, or disciplinary action including dismissal.

Departmental Contacts
Central, Conduct and Ethios(03) 9637 2594
Diversity and Equitg (03) 9637 2457
Regional; North-Western Metropolitan Regiog (03) 9488 9488
At GPSC;  The Principat (03) 9933 0500
Victorian Equal Opportunity and Human Rights Commission 1300 292 153

This policy should be read in conjunctieith the Occupational Health and Safety Policy, the Parents
Complaints Policy and the Prevention of Workplace Bullying and Harassment Policy, where appropriate.

Adopted at School Council on 21 August 2007

Amended at School Council on 17 August 2640 ¢ KA & R2 OdzYSy 4 A& | FdzZ f NI
YR RNI gy FNRBY (KS 599/5048 {SEdzZt I FNIaayvySyid t2f


http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct_and_Unsatisfactory-Performance_VPS.pdf
http://www.education.vic.gov.au/hrweb/Documents/Complaints_Misconduct_and_Unsatisfactory-Performance_VPS.pdf
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Crossreferencing of policy adopted by Council 19 March 2013.
Amended at School Council dib/03/2016

(Return to frant page
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SCHOOL BUSINESS/@MMUNITY PARTNERSHHRGELICY
RATIONALE:

School partnerships acknowledge that the learning, development, health and wellbeing of children and
young people are the collective responsibilities of families, community and Government. Schools wanting
to enter into a partnership must all have this gl@ purpose of improving the educational outcomes for
children and young people.

OBJECTIVE:
What is a school community partnership?

An effective education partnership provides opportunities to achieve improved learning, enhance
engagement, wellbeing andevelopment and contribute to successful transitions and pathways for
children and young people. It is a mutually beneficial relationship that achieves outcomes that extend
beyond what organisations can achieve in isolation. However, in any busindssetig with a school,
business must not directly profit or gain financial benefit through marketing or product placement.

IMPLEMENTATION:
What are the first steps to an effective partnership?

All partnerships should be well considered and planneértsure the relationship adds value to the

partner and the school and ultimately improves student outcomes. It is advisable before entering into a
partnership, that a school partnership policy is produced which outlines the principles, options and method
that will guide a school through the partnership process and the types of partnerships a school will and will
not consider.

The role of school council:

School Council approval is required for all arrangements, formal agreements and partnerships between the
school and external organisation. Apart from donations or gifts without conditions, the arrangements for
all relationships must be confirmed in writing.

All relationships are subject to audit and public accountability processes and should be reposttbly
councilin the audited financial statements as part of the annual report. A copy of all documents relating to
an approved partnership must be made available (if required) to the Department or for audit purposes.
Under nocircumstances willanytel 0 A2y aKALI 6S SYGSNBR Ayia2z2 2y I W

What are the types of partnerships a school can enter?

The type of partnerships that schools enter into varies widely in scope, complexity and formality. Some of
the types of partnerships a school megnsider are with:

A business
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A local government

A community

A other educational providers
Sponsorships:

Sponsorship is the purchase of rights or benefits, including naming rights, delivered through association
gAGK GKS alLlRRyaz2NBR 2 NElvigea @ activiies yTiedights brbehdits tyihcRIR dzO 0 3
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enter into Sponsorship Partnerships.

For further information see:

http://www.education.vic.gov.au/school/principals/spag/community/Pages/parnersponsor.aspx

REVIEW:

This policy will be reviewed in three ye&@ime or earlier if needed.

Adopted at Council on 21 June 2011.

(This policy replaces the Developing ScHwginess/Community Relationships policy)

(Return to front page
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SHARED USE OF SCHBACILITIES POLICY
1. BACKGROUND:

Under legislation, School Courisilauthorised to hire and licence school facilities where these are not
required for ordinary school purposes and are to be used for recreational, sporting or cultural
activities, and for polling on federal and state election days.

2. PURPOSE:

School Councikcognises the need for different groups within the local community to access the
a0K22fQa FTILOAfAGASE 2dziaARS 2F a0OKz22f K2dzZNE®

Some of these groups include:
9 sporting organisations who use the gym for training and competition purposes

1 local dance andrama organisations who use the Performing Arts Centre for rehearsals,
performances and competitions

1 local schools who use the Performing Arts Centre for musical productions and concerts
9 cultural and community groups who use the school classrooms for §dneapurposes

9 the Australian Electoral Commission and Victorian Electoral Commission which use the school
facilities for polling on election days.

3. GUIDELINES:

3.1 The School Council is responsible for the determination and approval of the hiring and Goainsin
school facilities. It does this through delegation of the power for approval to the School Principal
and Business Manager.

3.2 Any organisation hiring school facilities must meet the legislative requirement of being a
recreational, sporting or culturalrganisation or appropriate government agency.

3.3 Appropriate legal requirements must be adhered to at all times.
4. IMPLEMENTATION:

41" £ f NBljdzSada G2 dzaS GKS alOKz22ftQa FFOAftAGASaE
then liaise with the School Prineilto consider the request.

4.2 Requests must include details of:
9 the organisation making the request

9 date/s of the proposed activity
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9 the type of activity

4.3 Requests will be approved or denied on the basis of suitability of the activity and availability of the
facility. If there is a conflict of demand with respect to the use of school premises on election days,
the facilities must be made available for use as a polling place.

4.4 These arrangements will be reviewed regularly as a matter of course or if a pariszula arises.
5. EVALUATION:

CKAA LRtAOE gAfft 0S NBOASHSR Ay GKNBS @SINBQ

For further information see:

http://www.education.vic.gov.au/school/principals/spag/infrastructure/Pages/sharedfacilities.aspx

Adopted at Council on 17 March 2015 (New Policy)

(Return to front page
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STUDENT ATTENDANCH.IEY

Rationale:

It is important that students attend as many classes as possible. Students who miss school tend to fall
behind in their work, lose confidence and often fail.

Aims:

=N
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maximum attendance.
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The policy also seeks to encourage students to attend school as much as possible to enhance their
prospects of achieving their maximum educational potential.

Implementation:

From the beginning of 2008, students must havainimum 90% attendance or they will automatically fail.
90% attendance is defined as:

1 Beinginclass

1 On an approved school activity (e.g. inter school sport or Rock Eisteddfod)
1 On special leave approved by the Sdnool Principal or delegate (e.gnérals)
9 Absent from class with a medical certificate

This means that the maximum number of allowable days absent per semester is 10 for students in Years
7-10. As the second semester is shorter for students in Years 11 and 12, the maximum number of
allowable days absent is 10 in semester 1 and 8 in semester 2.

If a parent/guardian is aware of any confidential, medical or personal circumstance that will affect their son
2NJ RIdzZBKISNRA | GGSYRI yOSs -stto@a@s sdoNaB palile?2 O2y I OG (K

Extended family holidays will never be accepted for the 90% minimum attendance for students in Year 11
or 12. Generally they will be accepted at Yed07if the Subkschool is contacted in advandgut note;

students that have extended absences wiht prior permission, such as when going overseas, will have
their enrolment withdrawn and their place offered to a student on the waiting list.

Students in Years 11 and 12 must have an actual attendance of at least 80%, i.e. in class or on an approve
school activity, irrespective of the number of approved absences; otherwise they will fail unless there are
rare and exceptional circumstances as determined and at the discretion of the Senior School Principal.

To meet Education Department requirements ancensure student safety, the school must record that
parents are aware of all absences, including those for minor ilinesses or for personal reasons. The school
needs a written note or a phone call. If the school has not been contacted, the parent/guaitibe
telephoned at work or home.
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Evaluation:
This policy will be reviewed in three ye&@ime or earlier if required.
For further information see:

http://www.education.vic.gov.au/school/principals/spag/participation/pages/attendance.aspx

Amended at Council on 15 November 2011. (Added specific $éa& 12 requirements)
Further minor clarification adopted by Council on 20 December 2011.

(Return to front page
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STUDENT DRESS CODE
RATIONALE

1.

A college uniform provides an effective means for all students to share a podémgy with the
college and is a ready means for the whole community to identify with the college.

GUIDELINES

2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

29

2.10

2.11

The School Council is responsible for the determination and development of policy related
to the Student Dress Code, in consultation hwthe school community. The cultural
background of the school community should be taken into consideration when determining
the uniform and any changes to the uniform.

The uniform should assist in minimising seeamnomic differences that may existtween
students.

The School Council should liaise regularly with appropriate suppliers to ensure the
availability of uniform items.

In determining college uniform, careful consideration should be given to lasting quality,
practicality, cost of thééems proposed and the implications of equal opportunity and
occupational health and safety.

College uniform is expected to be worn by all students at all times, including to and from
school, unless otherwise stated. Students may be exempted for aledasons. Support
will be offered to families facing financial hardship in complying with the Student Dress
Code.

Separate items of uniform should be available to Year 12 students in order to enhance their
identity as senior students of the college.

To ensure adequate notice to parents and retailers, changes in uniform should be
implemented with at least twelve months lead time.

Sanctions will be applied to those students out of uniform without permission.

Items of uniform worn should be&éntical with those described in the College Uniform
Brochure available from the general office as well as in the School Planner.

Parental concerns relating to the Student Dress Code should be directed to the Education
Policy and /or the Student Dre€ode subcommittee of School Council.

The principal has the ultimate authority to interpret the college uniform.

EVALUATION
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This policy will be reviewed in three ye&@ime or earlier if needed.

For further information see:

http://www.education.vic.gov.au/school/principals/spag/management/pages/dresscode.aspx

Policy developed by Curriculum and Policy SObmmittee

Policy adoped by School Council 24 June 1993

Further changes approved by Council 16 Nov. 2004

Amended at Council 8 April 2003.

Amended at Council 19 February 2008.

Amended at Council 18 August 2009

Amended at Council on 16 November 2010 (renamed and updated to comvjily Dept. guidelines)
Amended at Council on 21 May 2013 to update guidelines and remove implementation matters.

(Return to front page
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STUDENT ENGAGEMENLEY

1. A whole school profile statement

Gladstone Park is a singlampus, coeducational Year 7 to 12 College of about 1500 students that services

a large residential community in the North Western suburbs of Melbourne. Currently more than 30 schools
provide students for entry at Year 7. Whilst 90% of the students wene ipcAustralia, over 34 countries

of birth are represented in the remaining 10%. This provides students with a culturally diverse and rich
learning environment. We celebrate this diversity. The school provides a core and elective system within
the Year %o 9 curriculum and integrates a predominantly elective based program at Year 10. VCE and
VCAL structures are offered at Years 11 and 12. A considerable proportion of Year 10 students undertake a
VCE subject or pursue additional pathway options withindtweventional curriculum program. A Select

Entry Accelerated Learning (SEAL) program also is in existence.

The school provides a significant extracurricular and enrichment program including, but not limited to:

a large House competition program

a comprehenwe interschool sports program
debating and public speaking

a wide range of academic competitions

a large Arts and Performing Arts program
Student Representative Council

=A =4 =4 4 -8 4

These programs have led to an increase in student connectedness to school.

GladstonePark is divided into three sedrhools, Junior, Middle and Senior, each of which is managed by a
subschool Principal. This structure creates a sense of belonging and connectedness for students, who have
a small team of coordinators supporting them. Eaghschool also has staff members whose role is to
develop student leadership and provide agpecific programs to enhance the engagement of students.

In addition to support offered by classroom teachers and Year level coordinators, Gladstone Park has a
Student Services Team that consists of:

two full time Educational Psychologists

a parttime Educational Psychologist provided by the region

a parttime Social Worker provided by the region

a parttime Speech Pathologist

a School Nurse

I w520a Ayr { OK22f Q 52040

two full time Career development staff, one working with students in Senior School and
one with Middle School

a wholeschool Attendance Officer

1 Youth Pathways workers

= =4 =4 4 -4 -4 A

=
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These staff are involved in the counselling of students on a referral basis as bahgsnvolved in the
development and delivery of programs to promote positive peer relationships and engage students in their
education.

2. A whole school engagement statement
At Gladstone Park, our major purpose is to:

9 support students in achieving acadensiuccess, which will give them the best possible chance in
gaining entrance into University/Tertiary Education or employment

1 provide an invigorating learning environment which promotes merit, leadership and resilience and
enables students to become valdelzontributors to social, community and professional
environments

1 enhance success and encourage students to be involved in extra curricular activities

1 develop students to become independent learners who are resilient, responsible and strive to
reach ther full potential.

At Gladstone Park, corporal punishment is not permitted.
{OK22f az2Gd2Y Gyy2g¢gft SRAS Aa t26SN

The core school values at Gladstone Park are:

Cooperation Responsibility Persistence Tolerance

Honesty Respect Equality

The most fundamental school value at Gladstone Park is respect. There are three types of respect that we
at Gladstone Park speak about with the College Community:

1 respect for peers
1 respect for teacher and the school
1 self respect
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At Gladstone Park we belie that student success is related to their attendance at school. Our attendance
policy is designed to improve student outcomes and engagement. Our regular monitoring aneujoledw
absences helps us to achieve the goals related to attendance asl stabeir Strategic Plan.

A wide range of programs are offered to students to enhance their engagement at school. Programs that
focus on academic success include &ieerschool Tutor Prograthat occurs on four afternoons a week

and theManaged IndividuaPathwaygMIPS) program. In order to enhance positive peer relationships the
CSENI TQA  Kohshi@l Chre Rrd®)@ i Paer Support program, a Year 7 camp and parent BBQ. Al
Year 9 students do th€entre Against Sexual Assg@ASA) Program andeainvolved in adealth qgqgDay

where issues such &ybefbullying Healthy RelationshipgndHelping Friendare addressed. Year 9

students also attend a city experience week. Students in all year levels can participate in school camps and
sport; Leadersip Training; Lunchtime Activities; Debating and Public Speaking; an Instrumental Music
program; drama and musical productions including Rack Eisteddfod f | RR& Qa af#héd ¢ f Sy
Diversity Week Concerhn Italian exchange program is also offeredttments.

The celebration of student success is a high priority at Gladstone Park as we believe that it promotes pride
and connectedness to the school community. We celebrate student academic success and endeavour
through midyear and end of the year awardremonies, year level assemblies, newsletter articles and staff
meetings.
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3. Rights and responsibilities

The Charter of Human Rights and Responsibilities Act (2006) outlines a vision of human rights for all
Victorians. Th&harter affirms that all people are born free and equal in dignity and rights. WhilEtheer
demands equality for all, it also emphasises the value of differenceCfldmter requires public authorities,
including government schools and their employg@esact compatibly with human rights and to consider
them when making decisions and delivering services.

The following legislation needs to be considered when determining rights and responsibilities of all members
of the school community:

1. Equal OpportunitAct 1995

2. Charter of Human Rights and Responsibilities Act 2006

3. Disability Discrimination Act 199 conjunction with DEECD Disability Standards for Education 2005)
4. Education and Training Reform Act 2006

5. Education Act 1958

The College seeks to develop andintain a harmonious and safe learning environment in which all
members of the College are valued, regardless of gender, racial or ethnic background, location of
residence, soci@conomic status, sexual orientation, physical or intellectual disabiligmmtional status.

The rights and responsibilities of students, staff and parents are summarised in the following core
principles:

9 individuals should be valued and treated with respect and dignity
9 students have the right to learn in an environment thasade and secure

1 itis the right of every student to work and learn without fear of bullying or harassment of
any kind, including sexual, cyber, verbal, psychological, religious or racial discrimination

1 teachers have the right to be able to teachaim environment that is conducive to learning
9 parents have right to be informed and involved in the education of their child
91 responsibilities of all members of the school community should be made clear and honoured

1 college decisiommaking processes shoul@ lzollaborative and lead to commitment and
cooperation

The School Council Education Policy-soimmittee is responsible for the ongoing evaluation and
consistent implementation of student engagement policies and procediit@s.policy should be read in
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conjunction with the Anti Bullying and AntHarassment PolicyAll policy documents are available on the
school website at:

http://gladstoneparksc.vic.edu.au/?page id=648

Shared expectations

School values and expectations with regard to student behaviour, work ethic and attendance are made
explicit to students during Year level assemblies and to parents through information nights, enrolment
interviews, newsletters and letters posted home.

Staf are made aware of the College expectations and policies through a teacher code of conduct related to
their level of experience and this is first introduced during the induction process for new staff. These
expectations are reiterated during staff meagi briefings, in the staff handbook and at professional
development activities.

adzLJL2 NI GKS a0Kz22fQa FOGA2ya G2 AYLINRGS add
provide their child with the necessary books and equipment required to access the curriculum
provide ther child with the College Uniform

ensure that the child attends school regularly and arrives at school on time

inform the school of any issues that may impact upon student progress.

= =4 =4 4 =

The expectations of students are that they will:

1 display positivébehaviours that demonstrate respect for themselves, their peers, their
teachers and all other members of the school community

1 respect the rights of others including the right of students to learn and of teachers to teach

9 take responsibility for their owrehrning by participating in the educational programs offered
by the school, including support programs such as after school tutoring when needed

9 adhere to the College Attendance Policy

The expectations of teachers are that they will:

1 treat all students anagnembers of the school community with respect

9 value the student as an individual and cater for their learning needs

1 use inclusive teaching practices to deliver a curriculum which is relevant, appropriate and
challenging

I communicate concerns to students,tsachools, and parents when issues arise

1 provide constructive and timely feedback to students.

In order to ensure that students achieve their full educational and social potential, Principals have a
responsibility to ensure that:


http://gladstoneparksc.vic.edu.au/?page_id=648
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the school community isufly informed about College expectations and policies

staff are supported in the implementation of school policies through the provision of resources
families in need are provided with material support through the Student Services Program

where appropriate counselling and assessment is provided through the Student Services Program
the College provides a range of proactive programs

physical environments conducive to positive behaviour and effective engagement in learning are
provided.
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4. School Actions an€Consequences

Positive student behaviour and academic and sporting excellence is celebrated in a variety of ways.
Gladstone Park has both midyear and end of year award ceremonies. In addition success is celebrated
through year level assemblies, publicationsluding the school newsletters and marketing materials, staff
briefings and daily bulletin notices. These are in addition to the programs described earlier in Section 2 of
this document.

A staged response will apply to students who do not comply vhighetxpectations stated throughout this
document. The purpose of this approach is to assist students to modify their behaviour for a positive
outcome. The College will endeavour to communicate to parents as early as possible any concerns and
where approprige will include the parents in developing support strategies for their children.

Welfare support strategies to assist students should be timely and may include:

1
)l

1
T

referral to Student Services for counselling or educational assessment
peer mediation

integration support

tutoring

outside and/or community support agencies

broader educational programs, e.g. Teaching Unit

careers and Managed Individual Pathways counselling

student support group meetings

development of individual learning, attendance and/or bebaviplans

Discipline support strategies to assist students may include:

1
T

detentions issued by teachers

Principal detentions including afteschool and Saturday detentions
conduct cards

catchup classes

exclusion from class where appropriate

internal suspenisn where appropriate
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Finally, suspensions and expulsions may result when, despite a range of staged responses and support
strategies being implemented, a student is not able to meet the expectations as outlined in Section 4.
G{ K NBR 9ELSOllIGA2Yyas d

Detention

A school detention is a serious sanction for students who fail to respect the rights of others. They are
supervised by experienced members of staff. Students are required to work on schoolwork in silence.
Parents are given 24 hours notice.

Student Support Group

1 A Student Support Groupnay be convened by schools to exchange information and facilitate
solutions to behavioural problems or difficulties of students.

f {GdzRSY(d {dzLJLJ2NI DNRdzZLJA +FNB Saiilof AaKSR gKSy
misbehaviour is not an aberratiorubis developing into a consistent trend. The focus is on mutual
respect and maintaining high expectations

Exclusion

In general, students benefit from 100% attendance in all classes. This aids the continuity of their
learning. Students may be temporgrédxcluded from class by a teacher who then needs to address
the situation quickly. Any prolonged exclusion must be referred to thec®obl which shall contact
parents.

Suspension

{ dza LIS yaizya | NB | @S NRB a SN 2 dza itt@nZphhdedue il bé | )/C)[
adhered to.

Expulsion

Expulsion is the most serious form of sanction available and will only be used when all other avenues
of improving behaviour have been exhausted unless the behaviour was of such magnitude that it met
theDepail YSY 1 Q4 3JdzZARSEAYySa FT2NJ AYYSRAIFIGS al yOilA2,
and parents will be invited to the school and provided with all relevant information, including their
rights of appeal.

This policy was adopted at School Couranil 15 December 2009.

Amended by Council approval on 17 August 2010 to include a cross reference with theBAlying and
Anti-Harassment Policy

Amended by Council on 15/11/2016.


http://www.eduweb.vic.gov.au/edulibrary/public/stuman/wellbeing/Student_Support_Group_Guidelines_2010.pdf
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STUDENT PROMOTIONLPR®Y

1. PURPOSE

¢CKS LRtAOE A& RSaA3IYySR (G2 NBTFESOG GKS AO02NALY
(DEECD) policy regarding student promotidhis policy advises thathools should regularly promote

studerts to the next year level with their peer group, using their professional expertise and judgment in
relation to these matters.

Students are retained at their current year level only in exceptional circumstances where the school
considers it is required fdhe longterm benefit of the student, considering their attendance and/or their
academic progress and their social and welfare needs. This policy ensures that parents/guardians will be
fully advised of the options that the school considers to best megividual student needs and that the
school will receive the consent of parents/guardians if retention is advised.

2. GUIDELINES

2.1 Students and parents will be fully advised of courses available and those for which the students
appear to be best suited. Such advice may include repeating a year level where appropriate.

2.2 Promotion from Years 7t0 8, 8t0 9, 9 to 10

Each student ipromoted, except in cases where it can be demonstrated that to repeat the Year
Level would be in the best interests of the student.

2.2.1  The relevant suschool formally initiates the process of identifying students at risk. This
stage involves prelimary discussion with teachers, the student and their parents/guardians.

2.2.2 Therelevantsud OK22f Y2y AU2NE (GKS ad0GdzZRSy (i Qa LINE3
parents/guardians as part of this process.

2.2.3  After due consideration, the relevant siagchool may reommend the retention of the
student at the current level.

2.3 Promotion from Year 10 to VCE
2.3.1 Promotion to VCE is based on:

a) The student being able to demonstrate a readiness for VCE. The first opportunity for this will
happen as a result of an imgew during week 2 of term 3.

b) When promotion into VCE is considered to be in the best interest of the student, the relevant sub
school will notify the student and their parents/guardians of their success.



c)

d)

2.4

2.5

2.6
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Where a student has not demonstrated a readiador VCE the student and their parents/guardians

will be counselled about what the student needs to do prior to being given further opportunities to
demonstrate their readiness. At this time, the student will also be provided with information relating
to alternative pathways.

Where given every opportunity, and a student has not be able to demonstrate readiness for VCE, the
student will have the full support of the Careers Practitioner to find a more appropriate setting. At
this time the relevant suschal will consult with the parents/guardians and the student and the
teachers involved.

Promotion from Year 10 to VCAL
2.4.1 Promotion to VCAL is based on:

a) The student being able to demonstrate suitability for VCAL. The first opportunity for this will
happen as a result of an interview during week 2 of term 3.

b) Students interested in moving into VCAL must also attend a VCAL information session with their
parents/guardians early in term 3. Students will also attend a subsequent VCAL interview with the
VCAL coordinator and a representative from Middle School.

¢) When promotion into VCAL is considered to be in the best interest of the student, the relevant
subschool will notify the student of their success.

d) Where given every opportunity, but a studdmas not been able to demonstrate readiness for
VCAL at GPSC, the student will have the full support of the Careers Practitioner to find an
appropriate setting. . At this time the relevant ssthool will consult with the parents/guardians
and the studehand the teachers involved.

Movement from VCE to VCAL

2.5.1 Some students attempt VCE but find it difficult to achieve success. Others may reconsider
their pathway:

a) There is some limited opportunity for students to move from Year 11 VCE into Y@#lyear
or alternatively for the start of Year 12.

b) Students interested in moving into VCAL for the start of Year 12 must attend a VCAL information
session with their parents early in term 3.

¢) When promotion into VCAL is considered the best optarrihe student, the relevant sub
school staff will communicate this to the student and their parents/guardians.

Promotion from Year 11 to 12 (Giving consideration to the Victorian Curriculum and Assessment
Authority requirements):
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2.6.1 Transition fom the first year of the two year VCE to the second year will be achieved after
a process of course counselling. The course counselling process may lead to some students
deferring their attempt of units 3 & 4 in some subjects for one year.

2.6.2 Studentswho do not satisfy the VCE English requirements in Year 11 will be counselled
about a suitable pathway.

2.7 Where agreement has been reached with the parent/guardian of the student that repeating the
year would be the best option for the student, progseduring the following year will be monitored by the
relevant subschool and supported by the Careers Practitioner and Student Services where required.

For further information see:

http://www.education.vic.gov.au/school/principals/spag/participation/pages/attendance.aspx

Approved by Council, December 1989

Presented to Council JunE991 for amendment

Reviewed and approved by Council 18/5/2000

Amended at College Council 8 April 2003. (PD and cross reference added)
Amended at Council 19 June 2007

Amended at Council 17 June 2014

(Return to front page
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SUN ANDJV PROTECTION POLICY
RATIONALE

Too much exposure to ultraviolet (UV) radiation from the sun causes sunburn, skin and eye damage and
increases the risk of developing skin cancer. Australia has the highest rate of skin cancer in the world.
Adolescence and ddhood are critical periods during which sun exposure is likely to contribute to skin
cancer later in life. It is estimated that more than 75% of all skin cancers could be prevented by practising
sun protection in childhood and adolescence. This polisylieen developed as part of our commitment to

a safe school environment, to reduce the risk to students and staff of exposure to UV radiation from the
sun.

This policy documents our sun protection practices which apply to all school activities inclualitsgy s
carnivals, excursions and camps.

OBJECTIVES
The goals of this policy are to:

1 Increase student and whole school awareness of skin cancer and other damage caused by
exposure to UV radiation.

1 Work towards a safe school environment which provides slaameother sun protective measures
for the school community.

1 Encourage students, parents and staff to use a combination of sun protective measures when UV
index levels reach 3 and above

1 Ensure that parents are informed of the school's Sun and UV Protguiiay.

IMPLEMENTATION
From the beginning of September until the end of April:

1 All summer uniform rules include shirts and tunics that cover the shoulders well, with a collar that
sits close to the neck and above the collarbone. Skirts cannot be shorter than a length just above
the knee. Long pants may be worn by any student. Thet sfmiform includes a school approved
baseball cap.

1 SPF 30+ broad spectrum, water resistant sunscreen is available for staff and students and students
are encouraged to bring their own sunscreen to school. Staff will encourage students to use
sunscreen ad provide time for students to apply sunscreen. Students are educated about correct
use of sunscreen and the level of protection it provides.

1 The planning and scheduling of outdoor activities and events will take into account UV danger and
protection. Stuents are encouraged to use shade when outside.

9 Staff and visitors will be encouraged to use a combination of sun protection measures (clothing,
hats, sunglasses, sunscreen and shade), thereby acting as role models for students.

Ongoing throughout the year:
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1 Shade is available in the school grounds where students congregate for lunch and outdoor
activities; and shade provision will be considered in plans for future buildings.

1 Sun protection will be incorporated into appropriate areas of the curriculum; stisdeiil be
encouraged to be involved in activities to promote and model sun protection measures to the
whole school community.

T ¢KS O02tftS3SQa h!l{ NARA]l YIylI3aSYSyid LINI OGAOS A
sun protection information is comumicated to the whole school community through a variety of
media including publishing the SunSmart UV alert on the college website.

EVALUATION
tKAa LRtAOE gAff 0SS NBOASHSR Ay GKNBS @SIENEQ GAY
For further information see:

http://www.education.vic.gov.au/school/principals/spag/health/pages/sun.aspx

http://www.sunsmart.com.au/

Revised in July 2006 wheBunSmart accreditation could no longer be maintained.
Approved at Council on 18 July 2006.
Renamed (previously Sun/UV Risk Awareness), revised and adopted by Council on 18 August 2015

(Return to front page
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SUPPORFORSTUDENTS ENGAGRIELITE ACTIVITIESLPOY

Rationale:

The Elite Student Activity Support Fund is designed to support students who have been invited to

A A z
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committed significant time, training and developmentiards.
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The SRC aims to provide these students with financial support by providing grants up to $750 for their
efforts. Rather than dispersing funds, the SRC will reimburse (fully or partially) legitimate expenditure (e.qg.
airline fares, competition feesjcurred in participating.

The fund also aims to:

1 Promote excellence in academic, sporting, arts or leadership achievements within Gladstone Park
Secondary College
1 Contribute to the development of students at Gladstone Park Secondary College
1 Facilitate opprtunities for students to develop their academic, sporting, arts or leadership talents
¢tKS {w/ RSFTAySa StAGS FOGUAGAGASE a aly SaidlofAsz
individual that has committed significant time to trainingfRan RS @St 2 LIYSy (i ®¢

Guidelines:

The Student Representative Council will set aside a minimum of $2,000 per year from fundraising efforts to
help support students engaged in elite activities.

The following criteria will be used in determining the funding amdarduccessful candidates.

Level Maximum Criteria
Funding
0 Nil Applicant did not meet requirements

The cost of the elite activity was less than $150

Unsuccessful application

1 $200 Elite activity at local/state level.

2 $400 Elite activity ainterstate/national level.
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3 $750 Competitions at international level. Other internationg
programs/activities will be dealt with case by case by
the subcommittee.

Applications for funding of activities that cost between $H2DO will be fully fundedy the SRC. Activities
that cost less than $150 will not be funded by the SRC.

The level of support will also be based on criteria that include the following:

A the location of the competition (interstate, overseas, etc)

A the duration of the competition anthe potential costs involved faccommodation, etc
A the level of competition

A family circumstances that might impact on the need for support

Successful applicants will be reimbursed after their participation in the elite activity, unless the applicant
hasapplied for Special Consideration and this is accepted.

Applications:

Applicants must submit a hard copy application form, and prepare supporting documents for review by a
sub-committee of the Student Representative Council. Supporting documents incliete @of
recommendation for participation and details of the elite activity with any cost breakdowns when possible,

The review panel will consist of the SRC president, two SRC cabinet members (secretaries/student relation:
students) and a supervising telger. Applicants will be notified of the outcome within fourteen (14)
business days.

LI AOIFyida FNB SyO2dzN» ISR (2 aAaday + GFftSyd NBtSIH
promote their achievements in the school community.

Applications g accepted between JanuagyOctober of the school year. No applications are accepted
between November, December.

Review:

CKAA LRtAOE gAfft 0S NBOASGHGSR Ay (G662 @SIFENRQ GAYS
First adopted at Council on 14 September 2010.

Adopted at Coumcil on 14 September 2010.

This policy was amended and adopted at Councilldf August, 2016



Page| 198

TIME FRACTION POLICY
1.0 PREAMBLE

1 The Secretary of the Department of Education and Early Childhood Development has delegated to
the Principal, the power tadjust time fractions with certain limitations under the Ministerial order.
Further delegation is NOT permitted under the Teaching Service Act. (ReferoPthe new
Personnel Manual)

1 The purpose of this policy is to provide guidelines to the Principalimevitably is the arbiter of the
granting of change of time fraction.

9 This document will be circulated to all staff in the college.

1 Note that the Principal is delegated the responsibility of granting a change of time fraction and
determining in the firsinstance when it will be taken.

1 Any staff member who feels aggrieved by a decision of the Principal is invited to discuss the matter
with the Principal in the first instance, and if the applicant still feels aggrieved, a further discussion
may take placavhere the applicant may choose to have a representative. If this fails the applicant
may appeal to the Merit Protection Board. It should be noted that the Secretary can override the
t NAYOALN f Qa RSOA&AAZ2Y D

2.0 GLADSTONE PARK SHOARY COLLEGE STANGEOF TIME FRACTIONLROY
Introduction

1 The college is committed to offer flexible working conditions to staff whilst still maintaining a smooth
educational program which balances the needs of all staff and students. It is Department policy that
Time Fractin reduction must be permanent, except that nothing precludes an employee and
employer agreeing to a subsequent time fraction increase at the same time.

9 Teachers can therefore apply for a permanent time fraction reduction or a temporary time fraction
redudion (which is actually a permanent time fraction reduction with a simultaneous signed mutual
agreement to return to the former time fraction)

To allow equal access to part time positions and to accommodate teachers returning from Family Leave,
approval fo a permanent change of time fraction will be extremely rare as teachers will need to demonstrate
that they have a superior entitlement to all other staff that year and in all future years. Normally, time
fraction changes will be given on a temporary basily, in the majority of instances, for one school year.
6b2GS GKIG GUSYLERNINEE A& RSTFAYSR a 020S00
Notes:

1 Time fractions other than 1.00 (full time) range from 0.4 to 0.8 although it is expected that 0.7 would
be the norm as this allows teachersrtmximise their subject offerings and so has less impact on the
viability of programs and the allotments of other staff members. Thus it maximises the number of
teachers able to be offered part time positions.
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1 Preference will be given to staff members offey a degree of flexibility in the times they are
available in order to maximise timetable options. The greater degree of flexibility the teacher is
willing to offer, the greater the likelihood of their request being able to be accommodated.

9 For all teaches in ongoing positions, time fraction changes are granted on an annual basis and each
application will be considered individually on the basis of the following points:
a. UKS O02tftS3SQa FoAfAGe G2 YIS GKS aokK22ft LN
b. ability of thecollege to timetable a reduction or increase for each applicant
c. the effect of the time fraction change on other staff teaching in that learning area(or areas) or

who will teach a particular year level or form

f In considering applications the Principal @ilt 1 S Ay {2 | 002dzyd Fy I LILIX AC

e.g. Teachers returning from Family Leave with a very young child, will be given higher priority for a

time fraction reduction for the first 2 years after they return. This is a higher priority, buan
guarantee.

1 Where a teacher requests a particular kddty or full day off each week, this will be considered but
no guarantee can be given that this can be accommodated.

Applications for Temporary Time Fraction Reduction should be submitted whensteguie Term 4 of the
year before the change is requested to commence. Late applications are not encouraged but will be
considered. All applications will be given due and proper consideration.

Further information can be found abttp://www.eduweb.vic.gov.au/hrweb/workm/appt/ptimeTS.htm

Adopted at School Council on 19 August 2008.

(Return to front page
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VISITORS TO SCHOQIL Y

Rationale:

Gladstone Parksecondary College aims to provide a welcoming and safe environment for staff, students,
parents and visitors from our strong partnerships with community services, schools, businesses and the
wider community.

Objectives:

The purpose of this policy is to pide a framework for visitors to attend the school and at the same time
provide for a safe, welbrganised teaching and learning environment. We also want to maintain our Joint
Use Library and encourage members of the community to access the Libraryheohaylor Drive

entrance of the school.

It is recognised that there are potential risks associated with allowing visitors into the School. This policy
seeks to advise visitors of their obligations and the key procedures to be observed when at the school.

Guidelines:

In school hours use8(00 am and 4.15 pm.)

At Gladstone Park Secondary College we recognise that parents, community members and other visitors
attend the school from time to time. Indeed as part of our partnerships with the broader commuaity w
encourage this community engagement at GPSC. This is particularly so at GPSC where there is a shared
school and public access library within the College grounds.

Interaction between the school and its community inevitably leads to the presenceaobe of visitors.

These may typically include parent and community volunteers; invited speakers; student teachers;
sessional instructors; representatives of community, business and service groups; prospective parents and
employees and local members ofi&t and Commonwealth Parliaments.

hiKSNERZ AyOfdzRAY3I SYLX28SSa 2F NBfSOIFyid OKAf RNBY
sporting and arts organisations, official school photographers, commercial salespeople such as booksellers
and uniformsuppliers may also be present from time to time over the school year.

Knowledge of all persons on the school grounds is of particular importance in the event of an emergency
situation at the school.

Out of school hours use:
There is no obligation to protéthe students of Gladstone Park at these times. However the College
encourages the hiring out of its facilities, for example, the gym, Performing Arts cents and classrooms for

community use. Outside hirers of these facilities are subject to the termsamtitions of theilUse
Agreement

Implementation:
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¢CKS t NAYOALIt Aa NBalLRyaAiroftS F2NJ 0KS AYLI SYSy il (
procedures. At all times the safety and privacy of students and staff is paramount.

Visitorswillb S SELISOGSR (2 O02yRdz0G (KSyasStgSa Ay | YIyy
GKAOK AyOfdzZRS NBalLISOGx: K2ySade yR O22LISNI A2y ®
stated values will be directed to the Administration Office. f&temtiality should be observed by visitors in

NEBALISOG 2F Ftye AYyF2NNIGAZ2Y 3FFAYSR GKNRBAZAK | GA&A

Parents visiting the school for the purpose of an interview with a member of staff must present to the
Reception at the Adminisition Office where the teacher will be called to the Admin building and the
interview will take place. Parents must not go directly to-sabool offices.

All other visitors are required to present to Reception at the Administration Office where timegxgdain

the purpose of their visit. Once permission has been granted to be on the school premises during school
instruction hours, visitors witlign inusing our kiosk, a photo will be taken an¥iaitor Paswill be issued.

The pass must be carried all times while in the college grounds and visitors will neesiga outusing

the kioskat reception as they leave.

9EOSLII 6KSNB (KS tNAYOALIt 2Nt NAyOALNt Qa RSt SAl
accompanied by a member of staffall times. The only exception is where the Principal has invited
community members to attend a specific function at the school e.g. at the Performing Arts Centre.

Any trades people and/or persons engaged to undertake work on school grounds must beeappy the
.dzaAAySaa alyl3ISNI 2N 0KS . dzaAySaa alyl3ISNRa RSt Sz
uniform or school badge at all times. The exception to this is where a person is working in a designated
and fenced off building site.

There igo be no public access to the school from Wolverton Drive (rear of school) during school hours,
which for the purposes of this policy, are deemed to be between 8.00 am and 4.15 pm.

To assist in the application of this policy, signs have been promirdiaiiayed throughout the school
reminding visitors of their obligations to report to Reception at the Administration Office and regarding the
YSSR G2 200FAYy | @GA&aAG2NRDa LI aad

Visitors to the school during school hours are to use the car park in Taylerdddwnot the school staff car
park.

Related School Policies:

Occupational Health and Safety Policy, Student Engagement Policy, Volunteers in School Policy

Further information can be found at the following websites:

http://www.education.vic.gov.au/school/principals/spag/safety/Pages/visitorsinschool.aspx

http://www.workingwithchildren.vic.gov.au/



http://www.education.vic.gov.au/school/principals/spag/safety/Pages/visitorsinschool.aspx
http://www.workingwithchildren.vic.gov.au/
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http://www.education.vic.gov.au/school/principals/spag/governance/Pages/volunteers.aspx

http://www.education.vic.gov.au/school/principals/spag/community/Pages/volunteers.aspx

Evaluation:
CKAa LREAOE gAff 0S NBOASHSR a LING 2F GKS
Adopted at School Council on 19 May 2009

Amended at Council on 15 Dember 2015
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VOLUNTEERS IN SCH®®DLICY

Definition

A volunteer school worker is a person who without payment or reward voluntarily engages in activities for
the welfare of the school @he request of the Principal and/or school council.

Purpose
To provide guidelines for parents/adults/young persons who volunteer to assist in the school.
Rationale

Volunteers add significantly to the human resources available to the schoot@mkquently deserve,
support, recognition and effective management.

Aims

1 To maximise the number and variety of effective volunteers who contribute to the school
9 To provide volunteers with support and recognition
1 To continue to strengthen the horrschoolpartnership

Guidelines

9 The Principal of the school or the school council may seek volunteers formally through the school
newsletter, written invitations and personal approaches, as well @srimally through
conversations.

1 A volunteer school worker will @l times comply with any direction or instruction given to
him/her by the Principal.

9 The school will establish and implement policies to assess and verify the suitability of volunteers
who will work independently with children including requiring allwtéers to provide evidence of
their suitability. This evidence is generally a working with children check (WWC Check); however if
a volunteer's occupation exempts them from the requirement to also have a WWC check e.g.
police officers, teachers, they mustovide evidence to support their claim to an exemption

1 In addition to a WWC Check the school may also consider it necessary that a criminal record check
is conducted through the Department. This may occur when possible offences are relevant to the
duties of the volunteer, for example dishonesty offences, which are not part of the WWC Check.
The school covers the cost of the criminal record check.

1 Volunteers will be provided with appropriate training before commencing their volunteer role to
assist thenin carrying out their tasks at school in an effective manner.

1 Volunteers may be required to participate in training provided by the school, prior to working at
the school, which covers areas as appropriate such as:
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o Occupational Health and Safety

o Privacyand Confidentiality

o Anti-Discrimination/Equal Opportunity

0 Sexual Harassment Policy

0 Teacher Duty of Care

o Teachers and Mandatory Reporting

0 School Policy & Student Management

0 Appropriate behaviour when working with students
o0 Volunteer Policy and any relevartdes of practice

o Food Handling

Volunteers are required to carry out tasks in a manner consistent with school expectations/values,
including the maintenance of a professional, cooperative and confidential working environment.

Volunteers should maintain apppriate standards of conduct at all timeghese include
appropriate language and tone, respect for personal space and care with any physical contact.

Volunteers will be expected to respect the professional standing and roles of school staff
members.

Sclool staff members and volunteers will be expected to treat each other with respect.

Volunteers are not to approach classroom teachers on controversial issues. Such issues are to be
addressed through the principal class.

Concerns by staff or parents regarg the work of a volunteer should be raised with the principal
or appropriate Sutschool Principal. Such concerns will be discussed promptly with the volunteer
concerned and appropriate action taken.

Volunteers, including school councillors, will be riegd to register at the administration on their
arrival and departure. Volunteers will be invited to use staff toilets and staffroom facilities. (See
also the Visitors to School policy)

Volunteer school workers are not liable in any civil proceedingsrigthing done, or not done, in
good faith in providing a community service.
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personal injury in the course of engaging in school work or when travelling to or freplace
where the school work is to occur.

9 Individual or groups of volunteers will be acknowledged in the newsletter, publicising their
contributions to the school.

1 The Principal may terminate any invitation to a person to assist a school as a volwfteel s
worker.

Evaluation
tKAa LRtAOE gAff 0SS NBOASHSR Ay FADS 8SEFENBQ GAYS
For further information see the School Policy and Advisory Guide at:

http://www.education.vic.gov.au/school/principals/spag/governance/pages/volunteers.aspx

This policy was adopted at College Council on 17 August 2004.
Amended at Council on 20 August 201@Reviewed and updated)

(Return to front page
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WELFARE POLICY
RATIONALE:

1.

4.

Gladstone Park Secondary College is committed to providing a learning environment where students
and staff areable to work in an atmosphere of trust, respect, safety and a sense of belonging and
connectedness. The college focuses on students as individuals encouraging them to develop self
discipline, selesteem and positive relationships.

PURPOSE:

2.1

Gladstame Park Secondary College aims to provide a broad, high quality curriculum in the
eight learning areas. It seeks to develop and maintain curriculum programs that foster
independent learning, working eaperatively and personal management. The Welfare
Poicy helps support this goal.

2.2 The college seeks to develop and maintain a harmonious and safe learning environment in
which all members of the College are valued, regardless of gender, racial or ethnic
background, location of residence, so€iconomic tatus, sexual orientation, physical or
intellectual disability or emotional status.

2.3 The college encourages students to participate effectively, to exercisdiseipline and
moral judgement and commit themselves to democratic values, fair processesoacern
for the common good.

GUIDELINES:

3.1 Individuals should be valued and treated with respect.

3.2 The rights and responsibilities of all members of the school community should be made clear
and honoured.

3.3 The environment for learning shouite safe and secure.

3.4 The college decision making processes should be collaborative and lead to commitment and
cooperation.

3.5 The Welfare Policy and procedures should be implemented consistently.

3.6 The School Council Education Policy-snitmmittee isresponsible for the ongoing evaluation
of this policy.

IMPLEMENTATION

Implementation of the Welfare Policy requires that:
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4.1 All members of the school community are responsible for the implementation of the
Welfare Policy.

4.2 Appropriate Student Seices support staff will be maintained at the School.

4.3 All teaching staff are responsible for awareness raising of the policy as outlined in the school
diary/student planner.

4.4 A working partnership between parents, staff and students is recogniséeiag integral to
the policy's success.

5.  EVALUATION
This policy will be reviewed every three years or earlier if needed.

CKAa LRfAOE akKz2dZ R 6S NBIFIR Ay O2yedzyOilAzy GAl
policies.

ForfurtherA Y F2 NXY I GA2y &SS GKS 5SLI NIYSydQa {dGddzRSyd 1S

http://www.education.vic.gov.au/school/principals/health/Pages/default.aspx

Policy prepare by the Welfare SulCommittee, JuneDecember, 1992
Policy adopted by School Council 10 December, 1992.

Policy update adopted by School Council 19 September, 1996.
Amended at Council on 8 April 2003.

Amended at Council on 14 December 2010 (Updated andsreferenced)

(Return to front page
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STANDING ORDERS @HSOICOUNCIL

Introduction

The purpose of these Standing Orders is to assist school council to operate efficiently and effectively within
the legal framework and Department guidelines for school councils.

School council principles

The school council will operate according to thédwing principles:
Respectful partnerships

Clear and honest twavay communication

Transparent processes

Democratic, informed decisiemaking

Personal and professional integrity

To To To o Do To

School council membership

Ly I OO02NRIYyOS ¢ A K ordeKeStabiisteld gnglelr theaEduOatioh & T raidindzRefoyirBACct
2006, the Councghall consist of 15 members and shall be constituted as follows:

A The Principal, who shall be an-efficio member and who shall be entitled to vote on any
matter before the Court
A non DEECD employed parents of students of the school, elected in the manner prescribed by
the regulations
A DEECD employed employees of the college elected in the manner prescribed by the regulations
A persons having special interest in the educational pragof the college, appointed by <o
option by the Council

Persons elected or appointed to the Council shall ordinarily be entitled to hold office for a period of two
years from the time of their election or appointment. Casual vacancies may be fillecelslatiion for the
remainder of the term of office.

The College Business Manager and/or Assistant Business Manager may be invited to attend all Council
Meetings to address issues related to finance and budgeting. A person attending Council simpleby virtu
of their office as the Business Manager and/or Assistant Business Manager will not have a vote. The
Business Manager and/or Assistant Business Manager will have the right to address the meeting at the
discretion of the chairperson

Office bearers
The sbool council will have the following office bearer positions.

A President
A Vice president
A Treasurer
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Office bearers will be elected at the first meeting of the school council after declaration of the poll each
year.

Election of office bearers

In the election of an office bearer, if the votes are tied, the school council will decide the outcome by either
holding a new election or drawing of lots. If a new election is held and is also tied, the school council may
decide the election by the drawgnof lots or decide to conduct further elections until the election of office
bearers is decided.

Meetings
Regular

The school council will meet twice a term on the third Tuesday of February, March, May, June, August,
September, November and DecembereTheeting will commence at 7.00 pm and will finish no later than
9.30 pm unless agreed by the school council. Meetings will be held in the conference room.

Annual General Meeting
The school council will call an Annual General Meeting in March eaclayeat that meeting will:

A present the minutes from the previous meeting;
A co-opt community members

A elect office bearers

A consider the Annual report if available

Extraordinary meeting

An extraordinary meeting of the school council may be held at any timielel@ty the council, if all
members are given reasonable notice of the time, date, place and object of the meeting.

The President of the school council or, in the absence of the President, the Principal must call an
extraordinary meeting of the school cocil if either of them receives a written request to do so from 3
members of the school council.

The President or the Principal must call a meeting under the preceding paragraph by sending a notice to all
school council members giving the members reasdémabtice of the time, date, place and purpose of the
meeting.

The business of an extraordinary meeting will be confined to the object for which it is called.
Quorum for meetings

For a quorum to be achieved at a council meeting, not less than oneftsdhool council members
currently holding office must be present and a majority of the members present must not be DEECD
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employees. Any parent members on the council who also work for the Department are counted as DEECD
employees for the purpose of a quon.

If at the end of 30 minutes after the appointed time for a meeting of the school council, there is no
guorum present, the meeting will stand adjourned to a time and place determined by the school council
members present.

A member of the school couihenay be present at a council meeting, in person or by video conferencing or
teleconferencing.

School council decisions

Decisions of the school council will be by a majority of those eligible to vote and who are present at the
meeting, where the majont are non DEECD members. A vote by proxy is not valid.

Members will vote on a matter and the number of votes for and against will be recorded in the minutes.
Voting will normally be by a show of hands, but a secret ballot may be used for particula: issue
Tied votes

When a vote is tied (i.e. an even number of people are for and against a decision), the President (presiding
member) has a second or casting vote.

Absence of the President and other members from a meeting

If the president is unable to preside at a school council meeting, the school council will elect a member of
the school council to chair the school council meeting (other than an employee of the Department).

If a member is unable to attend a meeting, gmbgy should be submitted to the principal prior to the
meeting.

Conflict of interest

If a school council member or a member of his or her immediate family has any direct conflict of interest
(including a financial interest) in a subject or matter undiscussion at a school council meeting, that
councillor:

A must declare the conflict of interest

A must not be present during the discussion unless invited to do so by the person presiding at
the meeting

A must not be present when a vote is taken on the reatt

A may be included in the quorum for that meeting

Extended leave of a council member
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A member of the school council may apply in writing to the president for extended leave of up to 3
consecutive meetings.

If a member of a school council is granted exted leave, the membership of that member is excluded in
determining the requirement for a quorum of not less than half the members currently holding office.

Agenda

The Principal shall ensure an agenda is prepared for each regular meeting and distwbagenda, draft
minutes from the previous meeting and meeting papers such ass2by YA G 0SS NBLR2 NI az |
report to school council members no less than five days before the meeting.

Open and closed meetings

School council meetings will gerally be open to the school community but the Principal and school
council may decide that only members may be present at a meeting or part of a meeting. If the meeting is
open, visitors may speak by invitation of the presiding member.

Length of meeting and extensions of meeting times

If business has not been concluded within 2.5 hours, the presiding member shall ask the members whether
they wish to defer the rest of the business until the next meeting or to extend the meeting. A motion is
necessary i€ouncil wants to extend the meeting. The meeting will be extended for no more than 15
minutes.

Minutes

The Principal will ensure a record of each school meeting is kept and draft minutes are prepared after each
school council meeting and distributed $ohool council members prior to the next school council meeting.
The Principal may delegate this responsibility to another person.

The minutes will record the type of meeting (regular, extraordinary or public); date, time and venue of
meeting; names of &ndees and apologies received from members; name of presiding officer; a record of
the business of the meeting including the decision on the minutes of the previous meeting; inward and
outward correspondence and reports of any stdmmittees tabled at theneeting; and decisions of the
meeting including motions and any amendments, names of movers and seconders, whether the motion
was carried or rejected and the number of votes for and against.

When school council minutes are submitted for confirmationyanlestions regarding their accuracy as a
record of the meeting are to be raised.

Once the minutes have been accepted as a true and accurate record of the meeting, they are to be signed
by the school council President or the person who presided at theingee

Business arising from the minutes is dealt with after the minutes have been confirmed.
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Subcommittees
The school council will have the following stdmmittees:

A Resources
A Education Policy

Each sultommittee will be chaired by a member of school council unless otherwise decided by council. A
sub-committee must include at least one school council member and have at least 3 members.

Resources committee
The role of this committee inrelatio®t 1 KS d0K22f aQ FTAYyFyOALFf YIyl3sSy

to ensure that the annual budget supports the school strategic plan

to present the recommended budget to council for approval and adoption

to regularly monitor and report to council on progress against the budget

to ensure there is an adequate internal control system to promote operational efficiency and

to minimise financial risk

to ensure that the school has an appropriate investment policy and that this policy is approved

by council annually

A to monitor the statts of investment

A to assist in the completion of th®ummary of Financial Commitmemthich is required by
Education Department annually, and in determining the level of uncommitted reserves

A to consider submissions for funds made by areas of the schoahaké recommendations on
this to council

A to make recommendations to council on fungising activities and liaise with the school
groups concerned with these activities

A where required, assist in the completion of school tenders e.g. cleaning contraste wa
removal contracts, school council building contracts

A G2 NBGASS GKS FyydzZdt dZRAGSR FAYFYyOALFt adl
follow-up where appropriate

A to assist the Principal in ensuring that the school operates to a balance@bang that all

liabilities and financial commitments are brought to account in the relevant year

To To o o

T

Education Policy Committee
The role of this committee in relation to School Policy and Curriculum Programs is:

A to continually review educational and curricoitissues
A to create and revise school policies to reflect decisions of School Council
A to create and revise school policies to reflect Departmental decisions and/or initiatives
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A to receive and consider recommendations regarding school policy from other dodies
school (e.g. Curriculum Committee, staff meetings, Student Representative Council, Key
Learning Area Cooordinators, etc.)

REVISED and ADOPTED by Council on 17.8. 2004

Paragraphs B 3.4 and (4) amended by Council 15.2.2005

Education Policy Committee statement and paragraph C (f) revised and
adopted by Council on 20.3.2007

Resources Role statement revised and approved by Council 19.6.2007
Amended at Council on 20 August 2013. (Full revision and rewrite done)

(Return to front page




